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Help Guide: Refreshing Approved Assessment Information into the Subject Outline 
Tool 

Once your assessment has completed review in CDAP, the approved assessment information needs to be 
made available to the Subject Outline Tool. 

 

The Subject Outline Tool uses assessment information from the relevant 
approved academic item. 

 

1. Check the academic item in CDAP 

Before refreshing your Subject Outline, confirm that you are looking at the correct academic item for the 
relevant year and that its status is Approved. 

For a 202690 Subject Outline, check the relevant 2026 academic item. 

  

If the academic item is still Proposed 

If the version containing your changes is still in a Proposed state, it may not yet be the version supplying 
assessment information to the Subject Outline Tool. 

Until the updated version is approved, SOT may continue to display assessment information from an earlier 
approved version. 
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2. Open the Subject Outline 

You can already have the Subject Outline open and be working on the other editable sections while the 
CDAP assessment is progressing through review. 

Before refresh, the assessment section may still display older or incomplete information. 

3. Refresh the data 

Once the correct academic item is approved and the updated information is available through shared data, 
use the data-refresh function in the Subject Outline Tool. 
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4. Check the refreshed assessment 

After refreshing, review the assessment information in the Subject Outline. 

Check that: 

✓ the correct assessment tasks are displayed; 

✓ task titles and weightings are correct; 

✓ due dates are correct; 

✓ assessment information is complete; and 

✓ the information is displaying appropriately. 

 

  

If the information is incorrect 

Do not attempt to correct CDAP-sourced assessment information directly in the Subject Outline Tool. 
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Instead: 

1. check the most recently approved academic item for the relevant year in CDAP; 

2. determine whether the information is correct in CDAP; 

3. if a correction is required, have the academic item opened through the appropriate process (contact 
your Subject Admin Team); 

4. make and approve the correction in CDAP; and 

5. refresh the Subject Outline again. 

5. Check before sending to QA 

Do not progress the Subject Outline to QA until the correct assessment information has been 
refreshed and checked. 

Before progressing to QA, confirm: 

✓ the correct academic item is Approved in CDAP; 

✓ the Subject Outline has been refreshed; 

✓ the correct assessment information is displayed; and 

✓ the information has been checked for completeness and display. 

 

What happens during SOT QA? 

The substantive review of the assessment information occurs in CDAP. 

The Subject Outline QA process should therefore focus on the complete outline and confirming that the 
approved assessment information has transferred and is displaying correctly, rather than repeating the full 
assessment review. 

Once the correct assessment information is displaying and the remaining Subject Outline information is 
ready, the outline can progress through its usual QA and publication process. 


