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This guide will provide you with the information you need to know before you sit a professional stage knowledge 
module computer-based assessment. If you have any further questions, please contact the student support helpline 
+44 (0)1908 248 250 or visit icaew.com/acastudents

professIonal sTage knowledge modules 
compuTer-based assessmenTs
There are 12 exams at the professional stage of the aca. six of these are 
computer-based knowledge modules which will provide you with an introduction 
to the core concepts underpinning accountancy. The knowledge modules are: 
business and finance, management Information, accounting, law, assurance and 
principles of Taxation. at the end of each module you will be electronically assessed 
(computer-based assessment). These assessments can be sat at any time (subject 
to availability) at an Icaew-approved test centre. a full list of test centres can be 
found in the aca exams section of the Icaew website icaew.com/acastudents

whaT Is The formaT of a compuTer-based assessmenT?
There are 40 questions for the accounting and management Information 
modules, and 50 questions for the other four modules. all assessments last for 
90 minutes. The number of questions is shown at the start of the assessment. 
You are advised to view the sample assessments at icaew.com/acastudents
in the exam resources section.

wIll I need proof of IdenTIfIcaTIon?
Yes, you will need to bring two forms of Id to the assessment, one of which must 
contain a photo of yourself and your signature, eg passport or driving licence.

how do I sTarT The assessmenT? 
You will be logged into the system by the assessment administrator or invigilator 
and asked to agree to the confidentiality requirement; then you can start the 
assessment according to the instructions given to you by the invigilator by 
clicking Yes to the dialog box – see fig 1. The timer will then begin and you will 
see the first question – see fig 2.
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can I check Through mY answers?
once you have navigated through each question once, you will reach the 
review screen – see fig 3. The review screen shows any questions that you 
haven’t answered as incomplete. It also lists questions that you have flagged 
for review. using the navigation buttons at the bottom of the screen, review 
all, review incomplete and review flagged, enables you to see only those 
relevant questions. In fig 3, you will see questions 7, 13, 19, 25, 33 and 34 
have been selected as review flagged.

whaT happens aT The end of The assessmenT?
If you choose to end the assessment ahead of time, click the end exam 
button. You will be asked on-screen to confirm that the assessment is to end. If 
you run out of time, you will be logged out and you won’t be able to continue. 
In the event of either, all your work will be saved, you won’t lose any answers.

whaT kInds of quesTIon are There?
There will be a mix of question types in the assessment, eg

•	 multiple choice (choose one answer)
•	 multiple response (choose more than one answer or choose one answer 

for each part of the question) 
•	 fill in the blank (key in a number)

where a question has two parts you must answer both parts correctly 
to receive a mark.

fig 3



How do I know what sort of answer is required?
•	 You can only choose one answer in a multiple choice question.
•	 Multiple response questions will give clear instructions, eg, ‘Which TWO 

of the following…?’ You will need to complete all parts of the question 
correctly in order to score a mark as no half-marks are awarded. 

•	 Fill in the blank questions will clearly state in bold above the answer box 
what is expected eg, ‘Enter a whole number WITHOUT the £ sign’.
You can use a comma as a thousand separator, or write the figures all 
together if you prefer – both will be marked correct.

•	 In the Accounting e-assessment there are a few grouped questions –
eg three questions on one set of information. This is clearly stated at the 
start of each such group, together with the total number of questions. 
The same information is repeated for each question but only certain 
parts of that information are relevant each time. No answer depends 
on a previous answer or workings and individual marks are given for 
each answer.

You can practice all these question styles in the revision banks which 
accompany the learning materials and you can try sample assessments at 
icaew.com/acastudents in the exam resources section.

How do I move to the next question or back 
to the last one?
You use the navigation buttons at the bottom of the screen clicking Next and 
Previous to move forwards and backwards, respectively.

Can I use a calculator?
Yes, you will be given an ICAEW calculator and there is also an on-screen 
calculator. You can practise using the online calculator in advance of the 
assessment by trying the sample assessments.

The manual calculator provided is an Aurora SC582 Scientific Calculator – 
see Fig 4. 

Two functions to be aware of:

•	 This calculator uses the symbol ^ rather than xy to denote ‘power of’.
•	 Memory:	 To clear the memory input Ø SHIFT  STO  M
		  To add to the memory input M+
		  To delete from the memory input M-
		  To recall the memory input RCL M+

You may of course choose to purchase one of these calculators yourself, but 
you may not take your own into the assessment. You will be required to use 
the one provided to you by the assessment centre. A supplier of the calculators 
can be found at 247officeshop.co.uk

Fig 4



whaT sTudY maTerIals can I brIng InTo The 
assessmenT?
You will not be able to take in any open books but you will be able to view 
relevant extracts from tax tables in the principles of Taxation and discount 
tables in the management Information e-assessments. an example of one of 
the exhibits is shown in fig 5. where a question may need a tax or discount 
table a button marked either tax table or discount table will appear on the 
screen. You can click this to see the table and the question at the same time.

can I use pen and paper for workIngs?
no, you can’t take these into the assessment room. You will be given reuseable 
wipe-boards and pens – see fig 6. You can ask the invigilator for additional 
wipe-boards during the assessment.

can I go back and change mY answers?
Yes, you can go through the assessment any number of times within the 
90 minutes time limit, you can change your answers and you can mark questions 
for further review as you go through the assessment which will enable you to find 
them again quickly. Your last answer will be the one which is saved and marked.

fig 5
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What is the pass mark?
The pass mark is 55.

When do I get my results?
You can access your student login page at icaew.com/acastudents to view your 
results on the ‘exam results’ page usually the next morning.

How many times can I sit each module?
ICAEW permits four attempts at each module. It is likely that your employer 
will set different rules within that boundary, please check this before 
confirming your bookings.

How long do I have to wait until I can resit 
a module?
You can resit the next day in theory, but in practice you will have to arrange 
this with your employer and/or the assessment centre and you probably need 
to do more revision.

What if I feel unwell before or during the 
assessment?
If you feel unwell, you should not sit the assessment. You should reschedule 
with your assessment centre provider. If you feel unwell during the assessment 
and wish to leave, please raise your hand and tell the invigilator.

What if my computer crashes?
Every click of the mouse and stroke on the keyboard is usually recorded in a 
log file. In the rare event that your computer crashes, your assessment can be 
restarted either on the same computer or on a different computer.

What if I can’t continue with the assessment?
It is possible that your assessment may need to be abandoned. If this occurs, 
your assessment will need to be rescheduled with your assessment centre 
provider for an alternative date. Your answers will be void as the assessment 
will be rendered invalid. Your assessment centre provider will notify ICAEW 
and where the reason for abandoning the assessment was beyond your 
control, you will have the attempt reinstated.

What if I need extra time in the assessment?
If you are eligible for extra time due to a disability, you will need to write to 
ICAEW with appropriate medical evidence no later than 28 days before you 
intend to take the assessment. Further information on appropriate evidence 
can be found at icaew.com/acastudents in the exams section. Once you have 
received approval from ICAEW, please contact your testing centre at least 
48 hours before the test to inform them that you will need extra time. 
They will then schedule the extra time for you.

When you sit the assessment, your personal time clock will automatically be 
amended to reflect your additional time.

What if I’m late for the assessment?
The assessment centre will decide if they can accommodate your late arrival as 
other students may have already booked in to follow your assessment slot. You 
may be required to reschedule and your assessment fee will not be refunded. 
This would not be counted as an attempt.

Are there any rules for sitting the assessment?
Candidates’ rules are shown in the notice for candidates below. These must be 
adhered to by all candidates.



You must not take the following types of personal items into the area: 

•	 mobile phones, pagers, hand-held computers or calculators, or other electronic devices;
•	 hats, bags, coats or notes; these must be stored in a secure area indicated by the invigilator.

If you are found to have any material with you which is not allowed, even if you did not intend to use it, this will be reported to ICAEW as misconduct. 
Disqualification from the paper or the qualification may result.

•	 The invigilator will direct you to a suitable computer. You should follow 
the onscreen instructions and check that your name appears in the top 
left-hand corner when you start.

•	 Should you be given any assessment-specific materials, you may only use 
them once the assessment has started. You may not remove these items 
from the assessment room.

•	 You must not make any noise or conduct yourself in a way that creates 
a disturbance for other candidates. At the workstation you will not be 
allowed to eat or drink anything.

•	 The invigilator will monitor you continuously while you take your 
assessment. It is not permissible to communicate in any way with another 
candidate or a third party.

•	 If you experience problems that affect your ability to take the assessment, 
you should notify the invigilator immediately by putting up your hand. 
The invigilator cannot answer questions relating to assessment content.

•	 ICAEW will not provide any financial compensation for assessments which 
were unsuccessful due to system failure or force majeure at 
the centre.

•	 You should ensure as far as possible that you will not need a break during 
the assessment. If you do need a break, put up your hand and the 
invigilator will assist you. However, please note that the assessment timer 
will not stop and the invigilator has the right to refuse access back into the 
assessment room.

•	 While you are taking a break, you are permitted to access personal items 
that you stored during the assessment only if necessary and with the prior 
permission of the invigilator (for example, if you need to take medication 
at a specific time). You are not allowed to have access to other items, 
including mobile phones, assessment notes and study guides.

•	 You must not discuss or share with other candidates the questions seen in 
your assessment. Any attempt to do so will be treated as misconduct and 
could lead to disqualification from the assessment or from the qualification.

•	 After the assessment ends, the administrator will ensure your assessment 
has ended properly and show you the on-screen assessment 
confirmation report.

•	 For further information following the issue of results, please contact your 
employer (authorised training employer – ATE).

If you do not follow the rules or you are suspected of cheating or tampering with the computer, your assessment may be invalidated and further 
action may be taken.

If you have any further questions, please contact the ICAEW student support team 
T   +44 (0)1908 248 250 
E   studentsupport@icaew.com

At the computer-based assessment test centre 
notice for candidates
This notice has been written to help you, so please read it carefully. If there is anything you do 
not understand, please ask your centre administrator before the assessment commences



As a world-class professional accountancy body, ICAEW provides leadership and practical 
support to over 134,000 members in more than 160 countries, working with governments, 
regulators and industry to maintain the highest standards.

Our members provide financial knowledge and guidance based on the highest technical and 
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