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Elumen Login Procedure and Completing Assessments 
1. Go to Fullerton College home page. (www.fullcoll.edu)  
2. Click on the “myGateway” icon. 

 

3. Log into “myGateway” using your Username (typically your employee ID number) and your 
password.  
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4. In “myGateway” scroll down and click on the “Faculty Tools” tab in the left column.   

 

5. Scroll down to the “eLumen – Fullerton” icon and click on it. 
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6. This will bring up the Elumen Faculty home page which is your “Inbox”.  The “Inbox” will display 
your “To Do” list for assessments and your “Complete” list of assessments.  If you have the SLO 
assessments already attached to each course, then you can click on the “Score” icon to the right 
and complete the assessments directly.  Note:  Clicking on the “Inbox” icon at the top will always 
bring you back to the “Inbox” To Do List.  If you do not see any courses listed or any 
assessments, then proceed to step 9 to “Find” your assessments. 
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7. Score students accordingly to the score card.  If the student meets expectation of the Student 
Learning Outcome (SLO) listed, they should receive a 2.  If the student does not meet the 
expectations of the Student Learning Outcome listed, they should receive 1.  The student may 
receive a “NA” if: 

a. The student dropped the course but is still showing up on roster. 
b. The student did not complete the assessment evaluation. 
c. The student was not assessed during the course on this SLO by the instructor. 
d. For other possibilities on when to use the “NA” box please consult with the SLOA 

Coordinator. 

 

 

 

 

8. Once you complete all your SLO assessments click on the “Save” or “Save and Continue to 
Reflections” buttons at the bottom.  Please refer to step 15 on for further information.  We ask 
all faculty to complete the information in the reflections tab so that they can close the loop. 
Once you complete the Reflections tab information, you are done for now.   

Note: Closing the loop can be accomplished in a variety of ways, but it should be documented 
somewhere. While not required, budgets and other comments may be included along with 
documentation from future dialog within your program. The assessment is not complete without 
some documentation that there was a meaningful discussion of the assessment results and some 
evidence of plans for improvement within your department/division.  
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9. If the course is not shown in the “To Do” list, then the assessments are not attached to the 
course.  Hence you will need to find the SLO assessments and attach them to the course to 
complete them.  To “Find” the SLO assessment for your course click on the Course tab in the 
upper left side to go to the courses that need to be assessed by you.  Be sure that you select the 
appropriate semester and year from the drop-down menu and that you select the appropriate 
department. 
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10. Clicking on the “Course tab” will bring you to the courses that need to be assessed by you.  Be 
sure that the correct semester and year in the drop-down menu is displayed.  Click on the “Find 
Assessment” tab for the course you wish to assess. 
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11. Clicking on the “Find Assessment” tab will bring up all the assessments for the 
department/division.  This can be overwhelming and is typically not desired.  Click on the check 
box entitled “Only show assessments used in offerings of this course” to filter the selection. 

Note:  Please be sure that the SLOs and SLO assessments are current.  You can check to see if your SLOs 
are current by going to “CurricUNET” ( Curriculum | Curriculum (fullcoll.edu) ) to make sure that the 
Course Student Learning Outcomes (CSLOs) are current.  If they are not current then you will need to 
revise the CSLOs in Elumen.  For help with this please contact your SLOA Division Representation or the 
SLOA Chairperson. 
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12. Once you click in the check box it will filter the selection of assessments for those associated 
with this course.  Click on the appropriate assessments then you can either “Add to Section” or 
“Add to All My Sections of this Course”.  
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13. Once you click on either “Add to Section” or “Add to All My Sections of this Course” it will add 
the assessments to the course listing. Click on the “Score Card” view icon to assess each student. 
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14.  Click on the “Score Card” view icon to assess each student will display the assessment.  In the 
example below a two-level score card (Meets expectations; Does not meet expectations) is 
displayed which is the preferred score card assessment to be used at Fullerton College. 

 

 

 

 

 

 

 

 

 

 



11 
 

15. Score each student by clicking on the 2 for “Meets expectations” or 1 for “Does not meet 
expectations”.   If a student has dropped the course and their name is still listed in the 
assessment, please click on the “N/A” checkbox.  Once all assessments scores are complete, 
please click on the “Save” or “Save and Continue to Reflections” buttons.  It is strongly 
encouraged to click on the “Save and Continue to Reflections” button so that reflections about 
the course may be submitted for your future reference.   
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16.  The Reflections template- Ultimately SLOs assessment results are used to make informed 
decisions based on collected data and findings are shared with appropriate stakeholders. To 
provide findings and make informed decisions requires faculty to reflect on collected data and 
develop improvement plans. The improvement plans and SLO findings are reported in program 
review.  Faculty will provide reflections in eLumen for future planning during the program 
review cycle. The reflection template is listed on the SLO website and is shown below.  Please 
answer the two questions in the Reflections Template to best of your ability and then click on 
the ”Submit and Share” or Submit and Share Anonymously” button.   
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17. Departments should use the eLumen reports to produce aggregated results. Elumen data entry, 
reflection, documentation, and reporting is available for SLO assessment use to help oversee 
improving learning outcomes for courses. A checklist to follow progress on ‘closing the loop’ 
including examples of prompts for reflections and an action plan template is provided on the 
Fullerton College SLO website (Student Learning Outcomes | Fullerton College (fullcoll.edu). 

 

 

 


