Instructions for Entering Assessment Scores into eLumen
Log In

csp.elumenapp.com

Go to csp.elumenapp.com (make it a Favorite on your browser!) or go to CSP Connect portal, Faculty
Resources tab, Assessment and Evaluation box, and click eLumen login.
Log in using your CSP Network user name and password. (IMPORTANT: NOT your whole email address, just
your name -- the part before the @.)

Select Assessment(s) to Score
In the default view (see example below), check the term (yellow arrow) and the department (blue arrow).
Department: Make sure the correct department is selected in the box to the right of your role.
Term (semester): Make sure the correct semester is selected for the course(s) you want to score in.
Please view the red arrow pointing at a checkbox below. This checkbox indicates there is an assessment
required in PSY360 Abnormal Psychology. The name of the assessment or assignment is listed there along with
a description of it. (eLumen will display all of your courses that semester regardless of whether they have an
assessment attached to them or not.) The course in the example below has two different assessments
assigned to it.

Find the Assessment assigned to your course that you want to score. You can then click on either of the blue boxes in
the scorecard column. You are clicking a scorecard where you can enter your ratings of students’ achievement of the
learning outcomes linked to this Assessment.
There are two possible views: a) Scorecard view (left icon), which lists the students’ names alongside the outcomes
you’re assessing on the rating scale; and b) Rubric view (right icon), which includes the descriptors of student
performance along the 3- or 4-point rating scale. No matter which blue icon you click on, you can easily toggle back and
forth between both views using the “Switch to” link on the pull-down menu on the “Actions” button in the upper right in
either view. Here is the Rubric View.

Entering Student Scores – Scorecard View
In the Scorecard view, the student names are listed on the left, with the learning outcomes to be scored for each. Simply
hover the cursor over the learning outcome to read the performance descriptions from the rubric for each score/rating
level (4, 3, 2, etc.).
Simply click on the box with the number that reflects your evaluation of the student’s achievement of that outcome.

Save and Reflection
When you’ve finished scoring, click Save and Continue to Reflection.
In the Reflection dialog box (“How Did It Go?”), write any suggestions or improvements you or another instructor might
make the next time the course is taught. This input will help document the kinds of steps instructors will take to improve
learning quality. Click Submit to save.

If you would like to retain a copy of the completed scorecard, click on the
“Actions” button and select “Download Completed Scorecard” to download it to your computer for your records.

Finished!
When you are finished, you can either close the website, log out (click the blue “X” on the toolbar), OR return to your
Faculty start page. To return to the Faculty start page, click anywhere on the gray “Courses” box that displays the
semester drop-down box. (See red arrow below.)

