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Overview 
This section is an overview of the portal administration process within both the QCAA and 
schools and the process for developing and approving Study Plans.  

Portal administration 

 
 

The diagram shows the QCCA’s roles and the school’s roles for portal administration and the 
process for developing and approving Study Plans. 
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Portal Administration  

• PRINCIPAL: sends a Request for access to the School Portal as an Organisation 
Administrator form to the QCAA Help Desk (QCCA ADMIN) nominating school staff members 
to the top-level role of ORGADMIN. 

• QCAA ADMIN: actions ORGADMIN requests from school Principals. They also assign the 
QCAA COORDINATOR and QCAA APPROVER roles for QCAA staff. 

• ORGADMIN: manage access to the School Portal and the Study Plan Builder for their school. 
ORGADMINs assign EDITOR and MODERATOR roles to school staff.  

• EDITORs & MODERATORs: can create, edit, view, delete, and print Study Plans. Only 
MODERATORs can submit Study Plans to QCAA for approval.  

• QCAA COORDINATORs and QCAA APPROVERs: can view, print, approve or reject 
submitted Study Plans. 

The remainder of this document outlines how school users can create and submit Study Plans. 

Managing roles 
This section describes the functions for managing the school roles that create and manage Study 
Plans.  

All users are identified by a Brief Identification Code (BIC). For further information about BICs, 
see https://www.qcaa.qld.edu.au/secure_site/logon/help-bic.html. 

ORGADMIN role 
An ORGADMIN self-manages access to the School Portal for school staff. This diagram is an 
overview of the actions available to the ORGADMIN. 

 

 
 

 

https://www.qcaa.qld.edu.au/secure_site/logon/help-bic.html
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The role of ORGADMIN controls user access to the School Portal and the Study Plan Builder for 
the rest of the users in a school. Allocating the ORGADMIN role to a user is the responsibility of 
the QCAA Help Desk and is assigned on receipt of a Request for Access form authorised by the 
School Principal. This form and instructions for completing it are on the QCAA web site at 
www.qcaa.qld.edu.au/request_access.html.   

Once the ORGADMIN role has been assigned, the nominated user will receive a confirmation 
email that includes instructions on how to log into the QCAA secure website to reset their 
password before logging in to the School Portal. 

Logging in as an ORGADMIN 
An ORGADMIN can log in to the School Portal from the QCAA website  
www.qcaa.qld.edu.au > Online services & secure login > School Portal.  

Alternatively, the School Portal log in page is located at www.qcaa.qld.edu.au/schoolportal/login. 

 
This screen is the Home page of the portal, accessed by entering your user ID (BIC) and 
password. The Home page displays News, Key Dates, Frequently Asked Questions, Calendar 
and School details. 

 

https://www.qcaa.qld.edu.au/request_access.html
http://www.qcaa.qld.edu.au/
https://www.qcaa.qld.edu.au/schoolportal/login
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The Admin page allows ORGADMINs to manage users and roles within the school. Select 
Security and all users at your school with current roles are listed. 

 

Add user — add an existing user to your school 
Select Add an existing user to reach this screen.  

 
Enter the BIC and select Find User to display the user name. If the user is found and their details 
are correct, select Add User. The user will now appear in your list. 
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Create user — create a new user, BIC and assign a role 
Select Create a new user. The BIC for each user must be unique, otherwise the following error 
message will display ‘Error: BIC already exists. Please choose another BIC’. For directions on 
how to choose a BIC, see www.qcaa.qld.edu.au/secure_site/logon/help-bic.html. 

 
Scroll down to the address details. The address and postal address are set to the school’s details 
by default. Mandatory fields are in red. Select Save to save details.  

At least one role must be added, as described in the Add role section.  

https://www.qcaa.qld.edu.au/secure_site/logon/help-bic.html
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Edit user — edit details of an existing user 
To edit user details, select a user to display their details in the right-hand pane. 

 
 

Select Edit. Change the details and then Save.  

If Save is disabled, check if any items in a mandatory field (outlined in red) are blank. Complete 
all mandatory fields and Save again.  

Roles can now be added or removed. 
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Add a role — add the role of EDITOR or MODERATOR to an existing 
or new user 
Roles can be assigned for EDITORs and MODERATORs of Study Plans.  

EDITORS can create, edit and complete Study Plans. MODERATORS can endorse and submit 
Study Plans.  

Roles can be added when creating a user or editing user information (see Create user and Edit 
user sections).  

Roles can also be added to users who are already listed. To add a role, highlight the user, select 
Edit, then Add role.  

 
A pop-up window of the available roles is displayed.  

Highlight the role to be added and select Add. 
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The role now appears in the user’s access privileges. Select Save. 

 
 
Remove a role — remove roles from an existing user 

To remove a role from an existing user, highlight the user and select Edit. Uncheck the box 
beside the role to remove it from the user’s profile. Save changes. At least one role must remain 
for the user to stay assigned to your school. 

Removing all roles automatically removes the users from your school, but their BIC remains 
active. With an active BIC, a user can be re-assigned using the Add user function.  
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EDITOR role 
An EDITOR can view, create, edit and print Study Plans.  

When a Study Plan is complete, the EDITOR advises the MODERATOR, who reviews the Study 
Plan and submits it to the QCAA for approval.  

This diagram is an overview of the actions available to the EDITOR. 
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Logging in as an EDITOR 
An EDITOR can log in to the School Portal from the QCAA web site  
www.qcaa.qld.edu.au > Online services & secure login > School Portal.  

Alternatively, the School Portal log in page is located at www.qcaa.qld.edu.au/schoolportal/login. 

 

An EDITOR can access the Home page of the Portal by entering their user ID (BIC) and 
password. 

 

http://www.qcaa.qld.edu.au/
https://www.qcaa.qld.edu.au/schoolportal/login
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MODERATOR role 
A MODERATOR can endorse and submit Study Plans on behalf of their school. This diagram 
provides an overview of the actions available to the MODERATOR. A MODERATOR role is 
assigned by the ORGADMIN. 
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Logging in as a MODERATOR 
A MODERATOR can log in to the School Portal from the QCAA web site  
www.qcaa.qld.edu.au > Online services & secure login > School Portal.  

Alternatively, the School Portal log in page is located at www.qcaa.qld.edu.au/schoolportal/login. 

 
A MODERATOR can access the Home page of the Portal by entering their user ID (BIC) and 
password. The Home menu displays News, Key Dates, Frequently Asked Questions, Calendar 
and School details. 

 

http://www.qcaa.qld.edu.au/
http://www.qcaa.qld.edu.au/schoolportal/login
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Navigating the Study Plans menu 
The Study Plans menu item displays Approved Study Plans (for your school) and Samples 
(provided by QCAA for reference). Highlight the Study Plan you want to use and View or PDF the 
Study Plan.  

These tabs provide additional information about Study Plans for your school.  

 

Approved tab 
The Approved tab displays approved Study Plans for your school.  Choose a Study Plan and 
select View, PDF or Copy to view, print or copy approved Study Plans.  

 
 

In Progress tab 
The In Progress tab displays all Study Plans that have been created, but not yet approved.  

The In Progress tab is where a new Study Plan can be created and edited. Use the In Progress 
tab to View, (view the edit) History, PDF (print), Create, Edit, Delete, Unlock and Complete 
Study Plans. Moderators use the In Progress tab to Submit Study Plans. 
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Samples tab 
Use the Samples tab to View, Select and Copy sample Study Plans provided by the QCAA. 
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Creating Study Plans 
Create a Study Plan 
Study Plans are created and edited using the In Progress tab of the Study Plans menu. 

To create a new Study Plan, select the Create button in the In Progress tab.  

 
A pop-up window of Subject Area Syllabuses (SAS) without a Study Plan in progress is 
displayed. Only one Study Plan can be in progress for each SAS. 

Note: In this example pop-up window, the Science in Practice syllabus is not available because 
there is already a Study Plan in progress for this SAS. 

Choose a SAS from the list and select Next. 
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Enter the required details and select Next.  

This information is stored in the Details tab of the Study Plan. 

Click Create to create the Study Plan. 

 

Copy a Study Plan 
A Study Plan can be based on a copy of a Sample or an Approved Study Plan selected from the 
corresponding tabs.  

 
From the Samples or Approved tab, highlight the Study Plan to be copied and select Copy.  

This opens the Study Plan for editing.  

When this Study Plan is saved, it becomes the current In Progress version of that Study Plan. 

Assign a Study Plan 
You can assign a Study Plan to a user when you are creating the Study Plan. 

You can also assign a Study Plan to a user by selecting the Study Plan from the In Progress tab, 
going to the Details tab of the Study Plan and selecting/deselecting users from the Assigned list.   

 
When complete, Save then Close. If no users are assigned to a Study Plan, it is available to all 
users to edit (default). 
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Editing Study Plans 
View a Study Plan 
Choose a Study Plan and select the View button to review but not edit the Study Plan.   

 
 

The Study Plan appears in tabbed sections. 

 
Navigate through the Syllabus, Details, Units & Assessments and Comments tabs to review the 
content. Select Close (bottom right) to close the Study Plan. 

  



Creating Study Plans 
A guide for schools 

Queensland Curriculum & Assessment Authority 
September 2016 

Page 18 of 27 
 

 

History — View a Study Plan’s edit history 
Choose a Study Plan and select History to view the edit history of the Study Plan.  

 
 

The following pop-up will appear:
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The Study Plan Builder creates a new version of a Study Plan each time it is edited and saved.  

The latest saved version is the current version of the Study Plan.  

To revert to a previous version, click on the version required and select Edit.  

 
 

The corresponding version of the Study Plan will open for editing. When this version is saved, it 
becomes the current version. No version history is lost — all previous versions are retained. 
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A list of users with EDITOR or MODERATOR roles are displayed. Select one or more users to 
assign this Study Plan to specific users only. 

If no users are selected, all users in this list can edit this Study Plan.  

Select Next. 

 
 
If this Study Plan is for a composite class, check the box. Click Next. 
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Print (PDF) a Study Plan 
The Print function produces a PDF of a Study Plan that can be printed or emailed. 

Click on a Study Plan in either the Approved, In Progress or Sample tab and select PDF. 
Depending on your browser, you will either see the PDF in the download bar at the bottom of your 
screen, or the PDF will open in a new tab in your browser. 

Edit a Study Plan 
To edit an existing Study Plan, select from the list of Study Plans in the In Progress tab, then 
select Edit. If the Edit button is disabled (not highlighted), it indicates that: 

• you do not have permission to edit this Study Plan as it has been specifically assigned to one 
or more other users 

• the Study Plan is locked by another user 

• the Study Plan has been completed (EDITORs only) 

• the Study Plan has been submitted. 

On completion of editing, Save the changes. The Save button is located on the lower right corner 
of the screen. 

 
When saving, you will be prompted to enter a brief description of the changes you made. This 
information is important for maintaining a meaningful version history. 

If you are an EDITOR, you can unlock any Study Plan locked to your user ID.  

If you are a MODERATOR, you can unlock any Study Plan. 
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Delete a Study Plan 
A study plan can only be deleted if it is not assigned to or locked by another user, and it has a 
status of Draft. 
 
To delete a study plan, highlight the Study Plan in either the In Progress tab and select the 
Delete button. 

 
 
A confirmation pop-up window will appear to confirm that the study plan is to be deleted. 
Click OK. 

 

Unlock a Study Plan 
A Study Plan is locked for editing by the user working on it. It needs to be unlocked to allow other 
users to edit it. An EDITOR can unlock any Study Plan that is locked by them. 

A MODERATOR can unlock any Study Plan.  

Select the Study Plan from the list in the In Progress tab and select Unlock. 

Refresh selected tabs 
The Refresh function updates the listed Study Plans. If a Study Plan has been added or deleted 
and is not appearing or has not been removed from the list, then click on the Refresh button in 
either the Approved, In Progress or Sample tabs to refresh the page. 
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Completing and submitting Study Plans 
Complete a Study Plan 
To complete the Study Plan, progress through the Units & Assessments tab.  

Add units for each Semester using the Create a new unit button + at the bottom of the Units & 
Assessments screen and complete to the required level of detail.   

 
Study Plan requirements for each SAS are different and specific information can be found at 
www.qcaa.qld.edu.au/35028.html.  

The Valid/Invalid tab indicates whether any components or details of the Study Plan are yet to 
be completed to the required level of detail.  

When marked Invalid, this tab should be used to see what is outstanding or missing so that the 
Units & Assessments can be modified accordingly. 

When a Study Plan is valid, that is, all units are complete and the Valid/Invalid tab is marked 
Valid, a green tick will show in the Valid column.  

 

https://www.qcaa.qld.edu.au/35028.html
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Select the In Progress tab, highlight the Study Plan that is valid and ready to be submitted. 

Select the Edit button. 

Select the Valid tab and a checkbox will appear at the top of the screen to indicate that the Study 
Plan is ready for submission. 

Important: Tick this checkbox to indicate that the Study Plan is complete. 

Both MODERATORs and EDITORs can mark the Study Plan as complete providing there are no 
invalid components and the user is assigned to this Study Plan (either explicitly or by default). 

Select Save and then Close. 
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Submit a Study Plan 
Only MODERATORs can submit a Study Plan to the QCAA for approval.  

To submit a Study Plan, it must first be marked as Complete (see Complete a Study Plan above).  

Select the Study Plan from the In Progress tab. If the Study Plan can be submitted and you are a 
MODERATOR, the Submit button is enabled.  

Select Submit and the following pop-up window will appear. 

 
Check the confirmation box, add comments for version control and select Submit.  
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The status of the Study Plan is marked as Submitted in the In Progress tab for the first 
submission or Resubmitted for subsequent submissions. 

Submitting a Study Plan to the QCAA for approval triggers a workflow that engages QCAA staff to 
review your Study Plan.  

When the Study Plan has been reviewed, an email is sent to the Contact for the Study Plan, as 
nominated in the Details tab (see Create a Study Plan above). Users with a MODERATOR role 
for the Study Plan will also be notified. 

If the Study Plan is approved it appears in the Approved tab. If it is not approved, the Study Plan 
is available for editing and resubmission. 
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Appendix A — Troubleshooting and FAQs 
1. I am unable to edit the Study Plan — the button is greyed out. 

Are users assigned to this Study Plan? If so, are you one of them?  

Is the Study Plan locked by another user?  

Is the status of the Study Plan Complete or Submitted? If so, you will need to get Service 
Coordination Unit to Reject the Study Plan before you can edit it again at 
Service.CoordinationUnit@qcaa.qld.edu.au. If Complete, Submit it to QCAA then request it to 
be rejected. 

2. I can’t print my Study Plan – I click on the PDF button, it spins, and then nothing happens. 

Pop-ups are blocked. Enable popups and try again. 

3. I was editing my Study Plan yesterday but today it won’t let me open it. 

See question 1. Also, check which BIC you are using to access the Study Plan. 

4. I am a MODERATOR and I can’t edit a Study Plan. 

Check that the Study Plan is not locked by an EDITOR. If it is, ensure they are not working 
on it before unlocking it.   

5. I am a MODERATOR and I can’t submit a Study Plan. 

Check that the status is of the Study Plan is Complete. If it isn’t, edit the Study Plan and mark 
it as Complete. 

6. I can’t see the checkbox to mark the Study Plan as Complete. 

Ensure the Study Plan is opened in Edit mode and you are not just viewing it. The checkbox 
doesn’t show in View mode. Also, check that the Valid tab has been chosen. 

7. When I log in I get a blank screen 

Javascript is disabled in your browser. Contact your IT team for support. 

8. I have ORGADMIN access, but I need to be able to submit Study Plans. 

You cannot change your own access levels. You will need to ask another ORGADMIN within 
your school to give you MODERATOR access or send a request to the QCAA Helpdesk at 
helpdesk@qcaa.qld.edu.au. 

9. Can I have more than one ORGADMIN at a school? 

Yes. QCAA recommends at least two ORGADMINs per school. 

10. Do I still use WPOnline for Group A SAS? 

Yes. The process remains the same. 

11. I am already a Moderator in WPOnline. Will I automatically have MODERATOR access to the 
School Portal? 

No. SCHOOLADMIN allows access to the school administration section. MODERATOR 
allows access to the MODERATOR role within the School Portal. 

 

mailto:Service.CoordinationUnit@qcaa.qld.edu.au
mailto:helpdesk@qcaa.qld.edu.au

	Contents
	Overview
	Portal administration

	Managing roles
	ORGADMIN role
	Logging in as an ORGADMIN
	Add user — add an existing user to your school
	Create user — create a new user, BIC and assign a role
	Edit user — edit details of an existing user
	Add a role — add the role of EDITOR or MODERATOR to an existing or new user

	EDITOR role
	Logging in as an EDITOR

	MODERATOR role
	Logging in as a MODERATOR


	Navigating the Study Plans menu
	Approved tab
	In Progress tab
	Samples tab

	Creating Study Plans
	Create a Study Plan
	Copy a Study Plan
	Assign a Study Plan

	Editing Study Plans
	View a Study Plan
	History — View a Study Plan’s edit history
	Print (PDF) a Study Plan
	Edit a Study Plan
	Delete a Study Plan
	Unlock a Study Plan
	Refresh selected tabs

	Completing and submitting Study Plans
	Complete a Study Plan
	Submit a Study Plan

	Appendix A — Troubleshooting and FAQs

