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ICAEW How to modify or withdraw an exam application

This guide will take you through the process of how to amend or withdraw your
exam application for any ACA Professional or Advanced Level exam.

You can amend your application online before the exam booking deadline.
This includes adding, removing or changing the exam you applied for, as well
as changing the centre or exam delivery method you originally selected. Please
note that changes can not be made after the exam booking deadline.

View and make a note of all exam booking deadlines.

MODIFY YOUR EXAM APPLICATION

HOW TO CHANGE YOUR CENTRE SELECTION OR ADD ANOTHER MODULE

1 To amend your application go to

Exams application: ACA non-Certificate Level
exams online and select ‘Modify an

existing application’. oilistneyian®
Apply for an evon
Wy evanna
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2 Select the exam session you wish Active applications
to amend.

Find below the sessions you have applied for. Please select an examination session to continue. Details

of the selected session will be displayed on the next page.

. SESSION NAME DATE STATUS
®

®) Advanced Level Examinations Accepted

Exams Guidance Notes

Please make sure you familiarise yourself with the exam application information

prior to attending the exam, especially the Instructions to Candidates

Next Back Home



https://www.icaew.com/en/for-current-aca-students/apply-for-exams/exam-applications
https://my.icaew.com/security/?returnUrl=https://my.icaew.com/examsonline
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Select the exams that you want to change
using the tick box on the left-hand side.

Ensure all the exams you intend to sit are
selected using the tick box on the left-hand side.
If you would like to change one exam application
but still want to sit all the exams listed, please
ensure all exams are ticked. Only untick an exam
if you no longer want to sit it.

If any of your exams remain unticked, this will
withdraw your exam application, so please check
the details on screen carefully. Go to page 10 for
instructions on how to withdraw from an exam.

You now have the option to change your
preferred location and exam centre on
the session preferences screen.

If you do want to amend your chosen centre
follow steps 5 and 6.

5 The centre you had previously selected
will be displayed with a green tick.

To select a new centre, click the ‘Select’ button on
the centre you would like to change to, and this
will now be highlighted. Once you have made all
the changes click ‘Next'.

You will find guidance on how to withdraw from
an exam application on page 10.

MODULE NAME MODULE | 1\ 1e & TIME (LOCAL) FEE SELECTED
TYPE CENTRE
[] Corporate Reporting &

Strategic Business
° &

Management

Next Back Start again

Session preferences * Required fields

ADVANCED LEVEL EXAMINATIONS

* Tutor

*Ifyou have more than one tutor please just

No Tutor - I
select one,

* Study mode

Private/home study - I

Session fee

TOTAL FEE

Centre selection

CENTRE SELECTION

I Chester, United Kingdom I

*
Enter preferred location

Please note that the nearest 5 available centres will be returned by the system. If you cannot see the centre you were

hoping to see, itis either full or has available to accommodate the parti xam conditions you require.

Please select one of the options presented, we will not be able to complete your application manually to a centre that

is not showing as available on the system

te B sereean

Session modules

MODULE NAME MODULE TYPE DATE

Strategic Business Management 4

Novotel (Liverpool) Kings House Conference Centre (Manchester)

M)»0E

Selected @ More details select

Sheffield United Football Ground

The H Suite (Birmingham)

(c] ]
A A
[ =
Select More details Select More detais
Shine (Leeds)
[c]
L
o
Select More details
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6 A change summary screen will be
displayed to show the changes you have
made. Please review and confirm that you
agree with the terms and conditions. Module name D | G

Advanced Level Examinations

WITHDRAWN MODULES

Corporate Reporting [E4

If your changes result in an additional payment
being required you will be taken through to the
payment screen.

UNCHANGED MODULES

Module name Moduletype  Date & time (Local)
If your changes result in a refund, this will be =
Strategic Business Management 2
actioned and returned to the original payment
method within 20 working days. Additional fee

The changes you have made to your application do not require any extra payment.

Terms and conditions

DO YOU ACCEPT THE TERMS AND CONDITIONS?

[[]  Please check this box to confirm that you have read and agree to the terms and conditions

7 The ‘Application received’ screen

Application received
confirms that we have received your P

exam app|ication and you Wi” receive axamination application kas boon recctred snd willlnow be processed. You thould alte recohe an omall condimming your opplication
an email notifying you that you have ) . ey
made a change to your exam booking.
App lication semmary o the Lxams Application homapage
Go to your application summary to view and g e
print your exam application details. . Doy P — Ao o an Acemms Aeramgeenant

HOW TO CHANGE YOUR CENTRE-BASED EXAM TO A REMOTELY INVIGILATED EXAM

To amend your application go to
exams online and select ‘Modify an
existing application’. S ————

Exams application: ACA non-Certificate Level

Apply for am exan

Apply salas ety el b fatas

Wy e

Aprelsatien rume MhdiFy an ceivbiery mp it Maraz vl astiBuatren asd wenisv

Wiy wanrs s slusacy

e [ e — el s s e Withdenrnl o aroamis| shhar siasing duts
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https://my.icaew.com/examsonline
https://my.icaew.com/security/?returnUrl=https://my.icaew.com/examsonline
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Select the exam session you wish Active applications
to amend.

Find below the sessions you have applied for. Please select an examination session to continue. Details

of the selected session will be displayed on the next page.

. SESSION NAME DATE STATUS

(®  Advanced Level Examinations Accepted

Exams Guidance Notes

Please make sure you familiarise yourself with the exam application information
prior to attending the exam, especially the Instructions to Candidates.

Next Back Home

Plosse note that changing the delivery method for 8 module will clear your existing centre booking against that module on completion of

3 If you want to change your
centre-based exam to a remotely
invigilated exam:

MODWLE DELIVERY DATE & TIME

MOOULE NAME SELECTED CENTRE
P METHOD (LOCAL)

Ensure all the exams you intend to sit are e | | ‘
selected using the tick box on the left- S Sy ond l—"
hand side. If you would like to change one e

exam application but still want to sit all e SR [
the exams listed, please ensure all exams

are ticked. Only untick an exam if you no e e i ‘
longer want to sit it. B = ’—.|
For the exam(s) you want to sit but would n

like to change from centre-based to
remote invigilation, use the drop down

e e change the delivery method. that changing the delivery method for a module will chear your existing ceatre booking sgainst that module on completion of
|f any of your exams remain unticked’ MODULE NAME ‘"l"""yf:" l:»‘::’«::‘»’ "t::l:;.‘l‘" ree SELECTED CENTRE

this will withdraw your exam application.
Please check the details on screen
carefully. Go to page 10 for instructions on B vy s
how to withdraw from an exam. a—

Audr and Asserance

Financial Mansgement

Basiness Planning:
Taxation

Tax Complisnce
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Check the information on this Session preferences * Roquired fields
screen and select ‘Next'.
*
- ‘ KAPLAN LIVERPOOL - ‘

*

Study mode Classroom - w

Session fee

TOTAL FEE

Centre selection

CENTRE SELECTION

* cnter prefarred location

5 The closest time zones for remote Session modules
invigilation will now be shown on MoOwE At - PO——
your screen. e — o
Select the appropriate time zone for your KAEW - Remmote bvighetion

location and select ‘Next'. For example, if
you have chosen London you should select
GBR or UK timezone.

=

6 The changes you have made will Advanced Level - July 2024
now be displayed on screen. Please T
review and confirm that you agree ——

with the terms and conditions.

UNCHAMGED MODULES

If your changes result in an additional
payment being required you will be taken
through to the payment screen.

If your changes result in a refund, this will
be actioned and returned to the original
payment method within 20 working days. P

The ‘Application received’ screen

7 confirms that we have received your :\p]]ll ation received
exam application. Y°u WiII also receive -I.- v:lill “tinn applicatinn b been recaid and will s b promaiad. You shauld sles mseuies sesmail oonliiming your sgplicstios
an email notifying you that you have E o A S A B
made a change to your exam booking. glamsath
Go to your application summary to view and s Ram e

. zan @ 1h iz by, 1 12 Apahy far s Aleiis Adrangim

print your exam application details.
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HOW TO CHANGE YOUR REMOTELY INVIGILATED EXAM TO A CENTRE-BASED EXAM

1 To amend your application go to Ixams application: ACA non-Certificate Level
exams online and select ‘Modify an
existing application’.

Evaine systents steatus puge

Apply far an evan

Apply sion ety s - gebdase ranas

My exama

Apeuies mmmary Aty i ol ppatian Mlonee st i iens sad pomiliians

e e

e — e i e Webbdeuned o s s sasing e

el for s e

Select the exam session you wish ACtiV(! applications
to amend.

Find below the sessions you have applied for. Please select an examination session to continue. Details

of the selected session will be displayed on the next page.

. SESSION NAME DATE STATUS

@)  Advanced Level Examinations Accepted

Exams Guidance Notes

Please make sure you f

iliarise yourself with the exam application information

prior to attending the exam, especially the Instructions to Candidates

Next Back Home

If you want to change your
remotely invigilated exam to a
centre-based exam:

MOOULE
e

DELVERY METHOD | DATE & TIME (LOCAL) SELECTED CENTRE

Ensure all the exams you intend to sit are e = i
selected using the tick box on the left- [Nr—— - .
hand side. If you would like to change one "M‘"

exam application but still want to sit all Foanial Mansgemans T R ——
the exams listed, please ensure all exams

are ticked. Only untick an exam if you no e Bl | <~ ~
longer want to sit it. T 2 [omeme
For the exam(s) you want to sit but would -

like to change from remote invigilation to
centre-based, use the drop down menu to
change the delivery method.

method for a module will clear youw axating centre booking againet that modle on completion of

MODULE

MODULE NAME : DELIVERY METHOD | DATE & TIME (LOCAL) SELECTED CENTRE
vre

If any of your exams remain unticked,

this will withdraw your exam application. J— @

Please check the details on screen

. K Business Strategy and @ ‘ -
carefully. Go to page 8 for instructions on D J
how to withdraw from an exam. S — 5 | .
S— @
S Honsrp tation. (3 ‘ e baned ¥
Tax Compliance o) ‘ v fased @



https://my.icaew.com/security/?returnUrl=https://my.icaew.com/examsonline
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Check the information on this Session preferences * Required fislds

screen and select ‘Next’
* tutor l - ‘
* if you have me an one KAPLAN LIVERPOOL -

* Study mode Classroom - w
Session fee
TOTAL FEE
Centre selection
* Enter proferred location | verpool, UK ‘

Session modules

5 Select your closest centre

Audit and Assurance Q) Centre Based
H 1 I
TO Select a Centre, CIICk the Selec‘t button Milton Keynes (Learning Academy G9) Milton Keynes (QA) Milton Keynes (Kaplan)(Elder Gate)

(Sunrise Parkway)

on the relevant centre and this will now be
highlighted. Once you have made all the
changes click ‘Next'.

mr)»e
H)»0E

Milton Keynes - Regus (TEAMCo) Milton Keynes - Jury's Inn (TEAMCo)
@

L

B =

6 The changes you have made will Professional Level - Seprember 2021
now be displayed on screen.
Please review and confirm that
you agree with the terms and
conditions, and select ‘Next’.

Terms and conditions

0 YOU ACCEPT THE TERMS AND CONDITIONST

7 The ‘Application received’ screen

Application received
confirms that we have received your PP

Yieaur examination appiication has been recehved and will now be processed. You showld also recetve an emall confirming your applicasen

exam application. You will also receive
an email notifying you that you have ” s e s g e
made a change to your exam booking. -
el 0 mary LK F N Bamopags
Go to your application summary to view and
print your exam application details. . e to niely ot Arrangerent? Yo cor da s by gaing ta Apih for a0 Acorss Arremgement
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WITHDRAW FROM AN EXAM APPLICATION

You can withdraw from an exam session online before the exam booking deadline. Please note that once you withdraw from
an exam session, you will not be able to re-book and will need to contact us for support.

View and make a note of all exam booking deadlines.

Please note that if you request a withdrawal via your online training file after the booking deadline, a refund will only be
considered if appropriate evidence is supplied within seven calendar days of your exam. More details can be found here.

To amend your application go to exams
online and select ‘Modify an existing
application’.

Select the exam session you wish
to amend.

ixams application: ACA non-Certificate Level

Exum systenes stafus poge

Al foor can cvennn

Ay ki gy ol - goidans sote

Wy vamna

AppSantes sty Maly i caiotng appkascas Masage maull neaEatsss sl peminss

Wy i e pasastn blsbary

LR ———— T R R T ——— Withdearrad of apcsomis] aPias slasing dase

Bpply far e rustas

Withdraw session

You have elected to cancel ALL exams in this session -
(Professional Level )

The modules you have withdrawn from are:-

e Tax Compliance

You have chosen not to sit any modules in this exam session. If you still wish to sita
module in this session select 'Back' to change your application. If you select 'Next' you
will not be entered for any modules during this exam session and will no longer be
able to use the online system to book an exam in this session. For any queries please

call our Student Support Team on +44 (0)1908 248 250

Next Back

10


https://www.icaew.com/en/for-current-aca-students/apply-for-exams/exam-applications
https://www.icaew.com/for-current-aca-students/apply-for-exams/exam-applications#amending
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3 Follow step one and two in the guidance
on page 3. At this stage of ‘'Modifying an
existing application’, you should untick
the exam(s) that you want to withdraw
from and then click ‘Next’. i o b o s vl el i

Professional Level - September 2024

Please note that all exams that are selected and s it i e day oo ol ] oy il it bk s e mplson
have a tick on the left-hand side, indicates that
you still intend to sit this exam. Only untick an

ODULE NAME CELIVERY METHOD  DATE S TIME (LOCAL)  FEE SELECTED CENTRE

Moo
e

exam if you no longer want to sit it and would like e o= [
to withdraw from the exam. T
i 3 [comatonse | 2
e g [
T @ (]
[ PP B | o —,-‘ trd

You will now see a confirmation screen.
Please confirm the withdrawal by Withdraw session

. s B ,
clickin g Next'. You heave elected to cancel ALL exams in this session - (Professional Level -
September 2024)

4

5 Your application has now been withdrawn
and you will receive an email notifying

Withdrawal submitted

you that you have made a change to your Your withdrawal has been submitted to ICAEW for processing. Any queries with your request will be
exam booking. If arefund is granted identified during the next working day and you will be contacted as soon as possible.

this be will provided back to the original An email has been sentto you confirming details of this withdrawal.

payment methOd 20 Worklng days after * Your application status can be viewed at any time by following the Check your application status link on the

the exam date. Exams Application homepage

Please note that if you have requested a refund
after the exam booking deadline and your
application was approved, your refund will be
issued 20 working days after the day of the exam.

HAVE A QUESTION?

You can email us or ask a question at icaew.com/webchat. There are also live help boxes throughout our web-

site to answer your queries. Or you can fill out our contact us form.



https://www.icaew.com/contact-us/webchat
https://r1.dotdigital-pages.com/p/41F5-BB3/contact-us-students

Chartered accountants are talented, ethical and
committed professionals. ICAEW represents more
than 208,000 members and students around

the world. 99 of the top 100 global brands
employ ICAEW Chartered Accountants.*

Founded in 1880, ICAEW has a long history of
serving the public interest and we continue to
work with governments, regulators and business
leaders globally. And, as a world-leading
improvement regulator, we supervise and monitor
around 11,500 firms, holding them, and all ICAEW
members and students, to the highest standards
of professional competency and conduct.

We promote inclusivity, diversity and fairness
and we give talented professionals the skills and
values they need to build resilient businesses,
economies and societies, while ensuring our
planet's resources are managed sustainably.

ICAEW is working towards becoming net
zero, demonstrating our commitment to
tackle climate change and supporting the
UN Sustainable Development Goal 13.

ICAEW is a founding member of Chartered Accountants
Worldwide (CAW), a global family that connects over
1.8m chartered accountants and students in more than
190 countries. Together, we support, develop and
promote the role of chartered accountants as trusted
business leaders, difference makers and advisers.

We believe that chartered accountancy can be a
force for positive change. By sharing our insight,
expertise and understanding we can help to create
sustainable economies and a better future for all.

charteredaccountantsworldwide.com
globalaccountingalliance.com

ICAEW ‘
Chartered Accountants’ Hall ‘ Chartered

Moorgate Place Accountants
London Worldwide

ECOR 6EA UK

T +44 (0)20 7920 8100
(DA disability
B confident G/\/\

E generalenquiries@icaew.com
COMMITTED Global Accounting Alliance

icaew.com

enel

Bronze Standard
2024 “

* includes parent companies. Source: ICAEW member data . .
February 2024, Interbrand, Best Global Brands 2023 ICAEW is workmg

towards becoming
©ICAEW 2025 METCAH20719 02/25 net zero
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