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It is imperative that all assessment outcomes, grades achieved or result descriptors
for classroom based assessments in short courses and PLUs are recorded
accurately as these outcomes will appear on the student’s final Junior Cycle Profile
of Achievement (JCPA).

The Level 1 Learning Programme consist of six PLUs and two Level 1 short courses.
Some students participating in a Level 1 Learning Programme may also take a small
number of Level 2 PLUs (or elements of a PLU) and short courses. The Level 2
Learning Programme consists of five PLUs and two Level 2 short courses.

Schools should ensure that the personal data of Junior Cycle students enrolled in the
school is processed fairly and in compliance with current Data Protection Legislation.
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Data Protection

The Department of Education and Skills will treat all personal data you provide on t
intended. The information will only be disclosed as permitted by law or for the purp
Protection Commissioner - REF 10764/A.

If the information you have provided is to be used for purposes other than outlined
will be sought.
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If you have students who sat state exams in June 2025 then their details will be
automatically loaded under State Exams Student. To access them click on the option on the
left hand side. If your students did not site State Exam go to Page 10 of this guide.
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For each student you need to click on the number beside their name and select the different
tabs (Short Courses, PLU’s, Assessments) to enter required data.

To Add a Short Course

Select the Short Courses tab and click on Add Short Course
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Nothing found to display.

Click on the down arrow next to Short Course and choose the Short Course you wish to add.
If you are trying to input a short course that is not appearing in the list then chose the
category it best fits in to e.g. Humanities.
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After choosing a Short Course, click on the down arrow next to Level, and choose a level
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Next, click the down arrow next to Medium and choose the Medium
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Once you have filled in the Level and the Medium you can then type the name of the Short
Course in the box Independent SC Desc (if your course did not appear in the drop down list)

Date of Birth 21/01/2072

Short Course | Humanities 3 X -
Level | Please Select.. v |

Medium | ENGLISH v |
Independent SC Desc [

Cancel

Add Short Course

The name of the short course will appear on the JCPA. The category you selected e.g.

Humanities will not appear on the JCPA.



Click on Add Short Course to confirm

Add Short Course

You will then see the Short Course added for that student.
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Add Short Course

Course Code Course Name Independent Short Course Details Level Medium Delete

s00 CSPE (Civic, Sodial, Political Education) Level 3 ENGLISH o]

To Add a PLU

PLU’s can be added by clicking on the PLU tab and filling in the required data in a similar
way.
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Living in a Community

Mumeracy

Nothing found |}l

Personal Care

Preparing for Work

Click Add PLU’s

Short Courses PLU's Assessments

PLU

Add PLU

[ Communicating and Literacy X = ]

The PLU will then be displayed under Course Name



Short Courses Assessments
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Add PLU

Course Name

Communicating and Literacy

Information on how to remove PLU’s and Short Courses can be found at the end of this
guide.

To Add an Assessment

If your student completed the classroom based assessments in their subjects then you need
to click on the Assessment tab and fill in the results of the CBA. The Assessments tab is also

where you will record the result that the student achieved in Short Courses and PLU’s. You
may see all or a combination of the screen below.

Short Courses PLU's

SUBJECT ASSESSMENTS SHORT COURSE ASSESSMENTS PLU ASSESSMENTS

ENGLISH DIGITAL MEDIA LITERACY

- LEVEL 3

LIVING IN A COMMUNITY
ASSESSMENT 1

RESULT DESCRIPTOR
ASSESSMENT 2

GRADE ACHIEVED

NUMERACY

RESULT DESCRIPTOR

PLEASE CLICK THE 'SAVE' BUTTON BELOW THIS MESSAGE IF THERE ANY CHANGES MADE TO AN ASSESSMENT GRADE ACHIEVED/RESULT DESCRIPTOR.

After you have chosen an assessment click on the Save button

Short Courses PLU's

SUBJECT ASSESSMENTS SHORT COURSE ASSESSMENTS PLU ASSESSMENTS

ENGLISH DIGITAL MEDIA LITERACY LIVING TN A COMMUNITY

ASSESSMENT 1 EXCEPTIONAL - LEVEL 3 RESULT DESCRIPTOR -
ASSESSMENT 2

‘GRADE ACHIEVED HUMERACY

RESULT DESCRIPTOR

PLEASE CLICK THE 'SAVE' BUTTON BELOW THIS MESSAGE IF THERE ANY CHANGES MADE TO AN ASSESSMENT GRADE ACHIEVED/RESULT DESCRIPTOR.




After Save is clicked a confirmation will be displayed

Short Courses PLU's

SUBJECT ASSESSMENTS SHORT COURSE ASSESSMENTS PLU ASSESSMENTS
ENGLISH DIGITAL MEDIA LITERACY LIVING IN A COMMUNITY
ASSESSMENT 1 EXCEPTIONAL - LEVEL 3 RESULT DESCRIPTOR -
ASSESSMENT 2 -
GRADE ACHIEVED - NUMERACY
RESULT DESCRIPTOR -

PLEASE CLICK THE 'SAVE' BUTTOM BELOW THIS MESSAGE IF THERE ANY CHANGES MADE TO AN ASSESSMENT GRADE ACHIEVED/RESULT DESCRIPTOR.
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Once the Short Courses, PLU’s and Assessments have been saved for the student
these changes will be loaded onto the JCPAs Overnight, If any changes are made to a
student record on JCAD these will automatically regenerate onto the JCPA downloads
Overnight, but will not appear on a downloaded JCPA before then. The next morning you
should find the students on ‘Download JCPA’ which can be found on the menu on the left hand
side of the page

To Download

Click on “Download JCPA” under the Junior Cycle Award category
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JCPA Download

For each student click on the “Download” option under Junior Cycle Profile of Achievement



+ Junior Cycle Award
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You can then open the file a number of ways.
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If you are having issues opening the pdf this usually means the Pdfs are set to open in your
web browser and not with Adobe reader. You can select to view the download folder, highlight
all the recently downloaded JCPAs in this temporary download folder, and drag them across
to your own file system/Folder of your choice/copy and paste and ensure to open with Adobe
reader only.
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Open the PDF from where you have saved it and click in to the ‘Other Areas of Learning’ and
‘Other Areas of Wellbeing’ and either paste from another document you have saved or type

into the box.
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The final step is to print and distribute the JCPA to each student.

Ensuring to save a completed copy of the JCPA for your own records as per the JCAD
handbook.

If a student has not completed a state examination they will not appear on JCAD automatically.
They need to be manually added. You can do this by selecting ‘Add New Students’ on the left
hand side of the page.



Education Services Interactive Home | About Us | Contact Us | Help | Logout
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Add New Student
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» JCAD
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Download JCPA

Fill in the required details for that student and click on Save
Add New Student

Forename * fMary Surname * meith
PPSN 1234567a
DOB (dd/mm/yyyy) * [012i2003 &

You then have the option of adding more students by clicking on ‘Add Another Student’ or
adding data for the student you just created by clicking on ‘Review Student Name'.
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» ICAD Mary Smith created successfully!
Landing Page
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Education
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© Add Another Student

When you click on ‘Review Student Name’ you can begin to enter the Short Courses, PLU’s
and Assessments for that student by selecting the tabs across the top.

+ JCAD Online Database

» 3CAD Maintain Student Personal
Landing Page .
» School/Centre for
Education . Student ID (3681

You can then proceed as per the instructions above.

The next pages go through the steps to take for Removing PLU’s
and Short Courses saved in error

Removing a Short Course

To remove a Short Course, click on the radio button in the right column next to the Short
Course you wish to remove
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L
Delete

904 Coding Level 3 ENGLISH
%06 Chinese Language and Culture Level 3 ENGLISH
910 Philosophy (NCCA AND COGG) Level 3 ENGLISH
925 Humanities 3 Level 2 ENGLISH

The ‘Remove Short Course’ button will then appear, click on it to remove the Short Course
selected

Short Courses PLU's Assessments

Course Code Course Name Independent Short Course Details Level Medium Delete
904 Coding Level 3 ENGLISH (O]
906 Chinese Language and Culture Level 3 ENGLISH (@]
910 Philosophy (NCCA AND COGG) Level 3 ENGLISH O
925 Humanities 3 Level 2 EMGLISH O

Remove Short Course

The short course is then no longer be displayed on the Students Short Course List

Short Courses PLU's Assessments
Add Short Course

Course Code Course Name Independent Short Course Details Level Medium Delete
906 Chinese Language and Culture Level 3 ENGLISH 9]
910 Philosophy (NCCA AND COGG) Level 3 ENGLISH O
925 Humanities 3 Level 2 ENGLISH (o]

Removing a PLU

To remove a PLU, click on the PLU tab and follow the same steps.
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