
Quick Guide
AY 2021-22

Learning Assessment Validation Committee

These are instructions for faculty who have been selected for 
the LAVC review process, through the DAVC review process. 
Please refer back to the attachment found in the email sent to 

you titled “LAVC Selected Faculty AY 2021-22” to find your 
selected core course section.

**Please note: The links in this PP are available if  viewing in Slideshow 
mode or the links can be copied and pasted into your browser. 
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Click here to view document 

https://www.alamo.edu/siteassets/sac/about-sac/college-offices/integrated-planning/ay-2021-22-lavc-committee-charter-1.pdf


LEARNING ASSESSMENT VALIDATION COMMITTEE 
TIMELINE
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Click here to view document 

https://www.alamo.edu/siteassets/sac/about-sac/college-offices/integrated-planning/lavc-timeline-for-ay-2021-22.pdf


REQUESTED ITEMS FOR 
SUBMISSION

Selected Faculty will need to input requested documents into their eLumen
portfolio for the identified course section. 

A portfolio template has been created for you. The name of the portfolio is: 
“DAVC/LAVC Faculty Portfolio-AY2021-22” in eLumen. These are the 
items which will be need to be uploaded into your portfolio for the course 
section selected: 

• Official Concourse Syllabus
• Completed Backward Design Excel Document (use link provided in 

instructions)  
• Assessments used for measuring Student Learning Outcomes
• Discipline Assessment Validation Committee (DAVC) Process document(s) 

NEXT SLIDE BEGINS THE INSTRUCTIONS ON HOW TO UPLOAD INTO THE ELUMEN PORTFOLIO.
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Go to the web address (Chrome or Firefox as the internet 
browser): https://alamo.elumenapp.com/elumen/ 

Log in to eLumen using your aces ID as the Username and the 
password you have set for the system. 
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If you have forgotten 
your password, click 
“Forgot Password” 
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https://alamo.elumenapp.com/elumen/


It will take you to the below screen. It will default to “eLumen 
User,” but you must click on “Student” instead and then click 
“Continue”.
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It will take you to this homepage. Click on the “Portfolios” tab.
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-Portfolios-DAVC/LAVC Faculty Portfolio-AY2021-22



Make sure the “Assessment” tab is showing in blue. Then click 
below on “DAVC/LAVC Faculty Portfolio-AY2021-22”.
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DAVC/LAVC Faculty Portfolio-AY2021-22
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To begin, on the “Getting Started” page, please type in the Your 
Name, Course Rubric, Course Number, and CRN of the designated 
course section. Click on Save. (Example: Jolinda Ramsey, SPCH 1318, 
CRN: 12345) Continue to the “Upload Course Syllabus” page to begin 
the process.
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Next, download your Concourse Syllabus, for the designated course 
section, to your desktop to get it ready to upload into the portfolio. 

Supplemental guide on downloading the Concourse Syllabus

Click here to enter Concourse Syllabus or type this URL into your 
web browser: https://www.alamo.edu/sac/academics/academic-resources/course-syllabi/ 

Search for your selected Fall 2020 course.

In the upper left corner: 
1. Click “Syllabus”
2. Click “Download”
The syllabus will appear
in your downloads file.
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https://alamo.campusconcourse.com/search?search_performed=1&offset=0&sort_by=title&descend=false&keyword=&advanced_performed=true&keyword_mode=all&title=&prefix=&number=&campus_id=5&school_id=-1&department_id=-1&instructor=&session=&year=&credits=&delivery_method=&registration=_&template=non&timeframe=current;future%20&audit_status=
https://alamo.campusconcourse.com/search?search_performed=1&offset=0&sort_by=title&descend=false&keyword=&advanced_performed=true&keyword_mode=all&title=&prefix=&number=&campus_id=5&school_id=-1&department_id=-1&instructor=&session=&year=&credits=&delivery_method=&registration=_&template=non&timeframe=current;future%20&audit_status=


Click on the “Upload Concourse Syllabus for Designated 
Course Section” to upload your syllabus that you just saved on 
your desktop.
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Begin to upload your syllabus by clicking on “Upload Concourse 
Syllabus for Designated Course Section” page. Then click on 
“Upload File” to create a card. This is the screen that will appear.
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On this screen you will complete the following: 
1. Title Box: type in Course Rubric and Number for the assigned 

course (ex: SPCH 1318). 
2. Description Box: type in the CRN for the assigned course (ex: 

12456). 
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Upload the document in appropriate area by clicking in box or 
dragging document into box. There is also an option to upload 
from Google Drive. 
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Once you upload, 
click on “Add Card”. 

This is how the 
page will look 
when you have 
successfully 
uploaded the 
syllabus from 
Concourse. 15



Second item to upload is the Backward Design Excel 
Document. There are instructions and a completed sample found 
when you open the document. You will need to complete the 
document and then upload into your portfolio. 

To begin, click on this link to download the document to your 
computer:
Backward Design Document
**Once you click on the link (allow it to be downloaded if 
prompted), check your “Downloads” folder for the document.

Or type this URL into your web browser to download the document 
to your computer: 
https://www.alamo.edu/link/e86408c228f2470e8502be5a0ff6171e.aspx
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https://www.alamo.edu/link/e86408c228f2470e8502be5a0ff6171e.aspx
https://www.alamo.edu/link/e86408c228f2470e8502be5a0ff6171e.aspx


When you first open the document you will need to do one of the 
following actions:

Mac Users: click “Enable Marcos” PC Users: click “Enable Content”
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You may need to wait several seconds for the next prompt. 
Click “Yes” when prompted for Save data when closing this file?

You may have to wait several seconds for the next screen as it 
loads the data.
1. Select the desired rubric from the drop down list.
2. Select the desired course number from the drop down list.
3. Click “Select”
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At this point, the document has saved to your downloads. You 
should save it to your desktop with a new name. The Instruction 
Page on how to complete this document will appear. 



On the bottom you will see the SLO tabs. Click on each tab and fill 
out the “What Assessment(s) will you give the student (including 
the standards)” and “How will the student learn it in the course” 
columns. Once complete, click “Save”. Now you are ready to 
upload the Backward Design Document to your portfolio.
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Click on “Upload Backward Design Excel Document using 
the Link” page. Then click on “Upload File” to create a card. 
This is the screen that will appear.

21



On this screen you will complete the following: 
1. Title Box: type in Course Rubric and Number for the assigned 

course (ex: SPCH 1318). 
2. Description Box: type in the CRN for the assigned course (ex: 

12456). 
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Upload the document in appropriate area by clicking in box or 
dragging document into box. There is also an option to upload 
from Google Drive. 
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Once you upload, 
click on “Add Card”. 

This is how the page 
will look when you 
have successfully 
uploaded the 
Backward Design 
Excel Document. 24



Upload your assessments that cover your student learning 
outcomes by clicking on the “Upload ALL Assessments for 
this Course Section’s SLOs” page. Then click on “Upload 
File” to create a card. This is the screen that will appear.
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On this screen you will complete the following: 
1. Title Box, type in Course Rubric and Number for the assigned 

course (ex: SPCH 1318). 
2. Description Box, type in the CRN for the assigned course (ex: 

12456). 
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Upload the document in appropriate area by clicking in box or 
dragging document into box. There is also an option to upload 
from Google Drive. 
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Once you upload, 
click on “Add Card”. 

This is how the 
page will look when 
you have 
successfully 
uploaded an 
assessment. 
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Since you will probably have multiple assessments used in your 
course, continue to use the same process from Slides 25-28 until 
all assessments have been loaded. 
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Upload the DAVC process documents by clicking on the 
“Upload the Discipline Assessment Validation 
Committee Document(s)” page. Then click on “Upload File” 
to create a card. This is the screen that will appear.
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On this screen you will complete the following: 
1. Title Box, type in Course Rubric and Number for the assigned 

course (ex: SPCH 1318). 
2. Description Box, type in the CRN for the assigned course (ex: 

12456). 
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Upload the document in appropriate area by clicking in box or 
dragging document into box. There is also an option to upload 
from Google Drive. 
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Once you upload, 
click on “Add Card”. 

This is how the 
page will look when 
you have 
successfully 
uploaded an 
assessment. 
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Thank you for completing the process of 
uploading the necessary information for 

your selected course section.

NEXT STEPS: 
• Please email your Discipline Coordinator 

and/or DAVC Lead to let them know you 
have completed your portfolio. 

• They will review the portfolio and 
complete a recommendation form. 

• You will have a chance to make corrections 
based on the recommendation form. 

• Your Discipline Coordinator and/or DAVC 
Lead will finalize the recommendation 
form and email it to the Learning 
Assessment office by January 21st. 34
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NEXT STEPS FOR LAVC: 

• The LAVC sub-groups will work to 
complete Recommendation Forms 
for the DAVCs. 

• LAVC Recommendation Forms will 
be returned to the DAVC and 
Chairperson. 

• A survey of the process will also be 
released. 

• The final report from the LAVC will 
be provided to IPPE, VPAS, Chairs, 
and the Director of Teaching and 
Learning. 
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How about using a PORTFOLIO in your class? 
By going through this process you have created a portfolio in eLumen. 

Your students have access to work on portfolios in eLumen, whether an 
“Assessment” portfolio created and assigned by an instructor, or a 

“Presentation” portfolio created on their own. 
If you would like more information on how to use the eLumen portfolio 
with your students, please contact us at: 

We are happy to help you! 
IPPE Learning Assessment Team

sac-slos@alamo.edu
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