SHORT PROGRAMS CHECKLIST FOR PROFESSIONAL STAFF
· Has the short course or program been approved through the School and Division processes?
· When approved, create the short course or program in Medici (SAS Business Analyst).

· School administrative staff requests BA Student Progress SAS to set up intake periods in Medici for the short program courses (the number of intake periods are determined by the school that owns the short program).

· The school timetabler schedules classes for the short courses.
· Is the school computer mapped to the Short Program file upload directory?

· If not contact the local IT person (with administrative) rights to install the directory. (This need only be done once when a new administrator is admitting students on a computer that is not configured for the upload process).

· School administrative staff will receive details of students from the third party for whom the program is being delivered.

· Students are admitted by the file upload process by School administrative staff (detailed in the User Manual) and the process will:
· Create a new student record if there is no existing record
· Admit the student to the relevant short program

· Term activate a student in a study period

· Enrol a student into the relevant short course.
· During the file upload process any errors are identified and amended, and may be referred to BA Student Progress if they are unable to be resolved (types of errors to be referred are described in the User Manual).

· The Course Coordinator sets up the short course in learnonline and populates the course site with content and assessment information.  
· At completion, generation of grade rosters and results are entered for each student by school staff (if required).
· The enrolment enquiry page in Medici is used by the short program administrative staff to produce a spreadsheet of students with a completed grade.

· The spreadsheet is forwarded to Campus Central with a short program completion certificate request form.

· Campus Central then print the certificate and forward it to the student or to the school per the request.  The school may choose to have a presentation ceremony.
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