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SHORT COURSE GUIDE
The Short Courses use QCAA syllabuses and are designed to support students in gaining an extra QCE 
point as well as the Literacy and Numeracy tick (Short Course in Literacy provides literacy tick; Short 
Course in Numeracy provides the numeracy tick). The Mighty Mind’s Short Courses contain resources and 
assessment guidelines to support the delivery of these courses. It is the school’s responsibility to credit 
your students on the QCAA portal with their achievement upon successful completion of each course. You 
can use the guide below to support you in this process*.

For further help, consult relevant documents in QCAA Student Portal  Student Management  Help.�
*As Mighty Minds is not affiliated with QCAA, this process is subject to change without notice.
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There are several ways to 
assign results to students, 
but the simplest way is to 
record results in a single file. 

Log in to Student 
Management within the 

QCAA Portal.

Select 'Results' from the 
Enrolments & results 

dropdown tab.

Search for the relevant 
short course from your 
subject offerings. Also 
select the unit number 

from the Result item list.

Select the button 
reading 'Download 

import file'. 

Enter students' results 
into the downloaded file.

Save the file using a 
name related to the 
subject and cohort.

After you have recorded 
students’ results, you need 
to import them onto the 
QCAA Portal.

Log in to Student 
Management within the 

QCAA Portal.

Select 'Add/update 
results' from the 

Enrolments & results 
dropdown tab.

Select 'QCAA subject 
offering' from the two 

options given at the top 
of the page.

Click 'Choose File'; 
locate your saved 

spreadsheet of results 
and select it.

Click validate file, and if 
necessary, correct any 

errors noted in file. 
Resave and reupload 

corrected file.

Click the green button 
saying 'Import results'.

Before commencing the 
short course, you need to set 
up the course as a subject 
offering in the QCAA Portal.

Log in to Student 
Management within the 

QCAA Portal.

Select 'Subject 
offerings' from the 

Admin dropdown tab.

From the Completion 
year dropdown list, 

select the year you wish 
to complete the course.

Click the green button 
saying 'Add a subject 

offering'.

Search for the short 
course in the 'Select 

subject' box and select 
the year you plan to 

commence the program 
and then click 'Add'.

Ensure principal 
approval is completed.
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