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Working with eLumen: Things to 
Remember

● Pay attention to the role and division/program you are working in. Some features are not 
available in all roles.

● Make sure you are working with the correct term or terms. This is especially important when 
planning. Whenever you change the term you must “Refresh.” If you change the program or 
division and the term defaults back to the current one, you’ll need to change the term again 
and hit “Refresh” again to get back to where you wanted. When in doubt, refresh.

● You may need to periodically log out and log back in to see a change you have made. The 
system sometimes takes more time to update than you’d think.

● When it comes to keeping track of planned items, the Planner and the Assessment library are 
usually, but not always reconciled. When in doubt, consult the Planner. If the assessment or 
action plan is not there, then it won’t show up for the individual faculty. 

● If you have a question that you can’t resolve, contact the Data Steward and/or the Assessment 
Coordinator.



Action Plans in eLumen

This tutorial will show you how to:

● Plan program-level Action Plans
● Plan a course-level Action Plan
● Find and Submit an Action Plan
● Run a report to view completed Action Plans



Planning an Action Plan: Preparing for 
Dialogue 

● Program-level action plans in eLumen are used to document faculty dialogue about 
course and program outcome assessment. 

● Every fall, division coordinators schedule program assessment dialogue sessions 
for each program in their division.

● You’ll need to create an action plan for each program, which will be used in the 
dialogue session. 



Planning an Action Plan

Log into eLumen at:

https://redwoods.elumenapp.com/

This is the same site used for curriculum.

https://redwoods.elumenapp.com/


Planning an Action Plan

To create an action 
plan, you must 
select the role of 
Division Coordinator 
next to your name 
and you must select 
the division. Then, 
go to the Planner 
and work from 
there. If you don’t 
start with the 
division, the Action 
Plan templates 
won’t show up.



Planning an 
Action Plan

It’s might be easiest to wait until the 
start of the semester, otherwise 
eLumen gives you a different look and 
the system functions differently. 

You’ll be planning from the “Planner.” 
To get there: 

1. Select the “Strategic Planning” tab.
2. Select “Planner” from the sub-menu. 

(NOTE: You can also plan from the 
“Action Plans” tab.)



Program-level Action Plans 
You’ll need to create an Action Plan for one program at a time. In the Planner, checking to see if you have 
the correct term, start at the Division Level and click into the box, as shown below. This will open the 
discipline/program list.  



Program-level Action Plan 

Once you have the program you want, drag the blue “Action Plan” button to the Department box, as shown below. 



Be sure to select “Department.” 
Then click “Next.”



Select the Program-level assessment dialogue Action Plan. Click Next. Click Confirm on the next screen.



Program-level Action Plans

You should see a green banner indicating success. Hit Refresh to see your 
work. Because this Action Plan was created prior to the start of the semester, 

it is identified as one of “Future Plans” and the Action Plan icon is grey.



Program-level Action Plans

This Action Plan for 
SWHS was planned 
during the same 
semester that it will 
be completed. Notice 
the icon is blue and 
the total number of 
action plans listed. 



Program-level Action Plans

You can check to see 
if the Action Plan is 
listed in Org 
Management. The 
red notification shows 
one AP waiting for 
SWHS. Click the AP 
icon to complete it.



Completing an Action Plan
Program-level Action Plans are used to document dialogue about the results of CLO assessment, the 
implications for program level assessment, and any consequent improvement initiatives. Each program 
should complete one program-level Action Plan that summarizes:
● CLO Assessments for all courses assessed in the past year, plus
● CLO Assessments for all courses that map to current PLOs up for evaluation.

To prepare for the session: 
● Run course assessment reports for the past year. For those courses that have yet to be assessed 

with eLumen, you’ll need to go to the legacy site to retrieve past reports. 
● Check the four-year PLO assessment planning cycle to determine which PLO(s) are up for 

assessment.
● Run SLO summary reports for your program outcomes. See the tutorial “Generating  Summary 

Reports for Program Dialogue” for more.



Once faculty are 
engaged in the dialogue 
session, you can 
complete the AP. You 
can find the program-
level action plan for 
each organization in the 
division in 
Organizational 
Management.

Completing APs in Organizational 
Management 



Here are the prompts in the AP. 

During assessment dialogue, 
division coordinators summarize 
the discussion here, following 
the Action Plan prompts, as 
shown. 

Identify courses and program 
outcomes that you discussed.

Any changes/initiatives that are 
included in the Action Plan must 
also be added as planning items 
in Program Review. 



You can also find Action Plans that you created in the Inbox (which changes depending on the role you are in). 
Division and department coordinators have access. Faculty won’t be able to see action plans from their role.

Completing APs from the Inbox



Completing an Action Plan

Click respond to open the template.

Note the organization and term.



After completing an Action Plan, it will disappear from Org Management and the Inbox 
after you submit your response. Division Coordinators can view submitted action plans. 
You can do this by running a report. 

Viewing Completed Action Plans 



To access a report for the completed 
Action Plans in your division, choose 
division coordinator and select the 
entire division. From there, 

1) Select the “Strategic Planning” tab.
2) Select the “Action Plans” sub-

menu.
3) Select the Action Plan you want to 

view (course- or program-level).

Viewing Completed Action Plans 
You have to start from the division level.



Once you’ve clicked on the 
Action Plan, you will see the 
menu change. 

If “Summary” is included in 
the menu, then at least one 
completed action plan is 
ready to view. Click Summary. 

Viewing Completed Action Plans 



● This gives you an overview 
of the division stats.

● You can select Status = 
Complete to view how many 
Action Plans have been 
submitted.

● Select the “Detail” tab to 
view the action plan input.

● For a copy to circulate, click 
one of the “Download: 
Action Plan Report” buttons.

Viewing Completed Action Plans 



On the detail page, you can 
select various filters.

Action plans are listed by 
organization 
(department/discipline), then 
by term.



For the download option:

1) Click on Dep/Course/Section-
level Responses

2) Click on Include Detail table
3) Click Download

Viewing Completed Action Plans 



The report you download should include the responses to all of the planned Actions in your division. 
Programs that have not yet submitted a response will display “No Actions Taken.”



Addendum: Course Level Action Plans

● In a few instances, faculty teaching high-enrollment/multi-section courses (such as 
ENGL 1A) may wish to create action plans specific to that course. It would be as if you 
were treating the course as its own program, wish to discuss assessment results 
specific to that course, and need a place to document the discussion. 

● Course-level Action Plans can serve this function. However, everything you want to 
do at the course level in terms of discussing results can be done using the program-
level action plan. 

● If you decide it’s imperative to use the course AP, the following steps will help you.



Course-level Action Plans

Division Coordinators create course-level 
Action Plans, but only a Course Coordinator 
can view the plan. Contact the Data 
Steward to make someone a Course 
Coordinator.

To plan a course-level Action Plan, at the 
Planner tab, make sure:

1. The desired Term is selected and 
2. The desired program is displaying. 



Course-level Action Plan 

Drill into the box below the Department to find the desired course by clicking in the box as indicated 
below.



Identify the Course for which you 
want the Action Plan. Drag and drop 
the blue “Action Plan” button to the 
white box below the course you 
want. 

The image on the right shows an 
Action Plan being planned for 
PSYCH-11.



In the box that appears, change 
“All Sections” to “Course.” This 
will send the Action Plan to the 
Inbox of the Course Coordinator. 

Click Next.

Course-level Action Plan 



Select the Course-level assessment 
dialogue Action Plan.

Click Next. Click Confirm. 

Course-level Action Plans show up 
in the Inbox of course coordinators, 
who then facilitate their completion.

Course-level Action Plan 


