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This guide will take you through the process of how to book your Level 7 end-point assessment. The end-point assessment 
consists of two parts:

•	 the ACA Advanced Level Case Study exam; and
•	 a Project Report. 

It is your responsibility to keep track of all the key dates and deadlines. There are two sessions per year available for you to 
submit your Project Report. The dates align with the Case Study exam sessions which take place in July and November. 

•	 View and make a note of all exam booking deadlines
•	 Download the Level 7 apprenticeship planner

Gateway review

Your employer and tuition provider will agree when you are ready to move onto the end-point assessment. This is known as 
the gateway review. To pass the gateway review, your employer will agree that you:

•	 are, in their view, competent in the role and ready to do the end-point assessment;
•	 have achieved Level 2 or above GCSE Maths and English, or equivalent; and 
•	 have completed a minimum of 12 months on the apprenticeship. 

When you apply for the end-point assessment, there is a requirement within the application process where you will need to 
confirm that you have passed the gateway review with your employer and tuition provider by the time you sit the Case Study 
exam. This confirmation will need to be given, so you can progress and finalise the application. 

Apprenticeship specific information 

You will need to enter your Employer Reference 
Number (ERN), Unique Learner Number (ULN) 
and tutor organisation or employer provider 
details when you apply for the end-point 
assessment, if you haven’t already provided this 
information when you registered as a student or 
via your training file. 

It’s easy to add this information into your training 
file. Log in and click ’Update ULN/Employer Ref/
Tutor’ on the Summary tab. This will take you 
to the ‘Apprentice information’ page. Here you 
can edit your details to record your ERN, ULN 
and you can select your tutor organisation or 
employer provider from the drop-down menu. 
Once you’ve done this click ‘Update’.

It is vital that you record the ULN, ERN and tutor 
organisation or employer provider in your file. 
Failure to do so means you will not be able to 
book your end-point assessment. If you do not 
know this information, your tutor organisation will 
be able to provide you with the details you need. 

If you cannot see an option to do this, you may 
need to check your student status is correct. Take 
a look at our guide to check and update your  
student status. 

ICAEW Level 7 Accountancy 
Professional Apprenticeship
A GUIDE FOR STUDENTS BOOKING THEIR END-POINT ASSESSMENT 

https://www.icaew.com/for-current-aca-students/exam-resources/advanced-level/case-study
https://www.icaew.com/-/media/corporate/files/for-current-aca-students/apprenticeships/level-7/level-7---project-report---a-guide-for-students---march-19.ashx?la=en
https://www.icaew.com/for-current-aca-students/apply-for-exams/exam-applications/aca-dates-and-deadlines
https://www.icaew.com/-/media/corporate/files/for-current-aca-students/apprenticeships/level-7/icaew-level-7-apprenticeship-planner-2021.ashx
https://my.icaew.com/security/?returnUrl=https%3A%2F%2Fmy.icaew.com%2Ftrainingfile
https://www.icaew.com/-/media/corporate/files/learning-and-development/apprenticeships/check-student-registration.ashx?utm_campaign=Non%20Members%20-%20ICAEW&utm_medium=email&utm_source=1857235_student_ate_level7solus_070721_OB&utm_content=Level%207%20registration&dm_i=47WV,13T1V,O5OBL,51FWX,1
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 HOW TO BOOK THE CASE STUDY EXAM

3 	 You will then be able to see all the 
available exam sessions that you can 
book. Select the exam session you 
wish to sit.

1 	 To book an exam, go to exams  
online. Go to the ‘Examinations’ 
tab and select ‘Apply for exams’.

You will then be asked to select  
your qualification. 

2 	 Once you have selected your 
qualification, you will need to  
click on ‘Apply online’. 

You can also view the ‘how to book an exam’ 
guide here. This will take you through the 
process of booking an ACA Professional or 
Advanced Level exam.

http://my.icaew.com/examsonline
http://my.icaew.com/examsonline
https://www.icaew.com/-/media/corporate/files/for-current-aca-students/apply-for-exams/how-to-book-an-exam-online.ashx?la=en
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4 	 You will then be able to see all the 
exams you are eligible to take. Select 
the Case Study exam by using the 
‘tick box’ on the left-hand side. Use 
the drop-down box under delivery 
method to choose between sitting 
your exam via a centre or via remote 
invigilation. 

	 You can also book the Corporate 
Reporting and Strategic Business 
Management exams at the same time, 
if you wish.

	 When you have selected the Case 
Study exam, you must also confirm 
that you will have passed the gateway 
review with your employer and tuition 
provider by the time you sit the Case 
Study exam. Use the tick box to 
confirm this and click Next. 

5 	 You will be prompted to add your 
employer reference number (ERN) 
and unique learner number (ULN) 
here if you haven’t already provided 
it via your training file or when you 
registered. 

	 Failure to provide this information will 
mean that you are unable to progress 
the booking and you will not be able 
to book the Case Study exam.
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6 	 You will now see your personal details. If they 
are displayed incorrectly, you can change 
them by clicking ‘Edit personal details’.

It is vital that your email address is correct as this is 
where your exam communications will be sent. This 
will include important information such as your exam 
booking confirmation, exam updates and for remote 
invigilation exams, you will receive your system check 
and exam link.

SESSION PREFERENCES
Please enter your tuition provider and how you are 
studying.

•	 If your tuition provider is not listed, please 
select ‘OTHER – NOT LISTED’.

•	 Then choose your study mode.
•	 Then enter your preferred location – either 

town, postcode, or country where you would 
like to sit your exam. A list of the nearest five 
available centres will appear on the next page. 
You must do this if you are sitting via exam 
centre or remote invigilation.

7 	 You will now be presented with five 
available exam centres closest to the 
location you entered. Simply pick your 
preferred centre by clicking ‘Select’ within 
the chosen venue box.

Once the centre has been selected and you move 
to the next screen, the selected centre will be 
reserved for 30 minutes. You will have 30 minutes 
to complete your booking. If you do not complete 
the process within this time, your centre choice will 
be released, and you will need to start the booking 
process again.  

PLEASE NOTE
If your preferred exam centre does not appear 
within the list, it means that this exam centre is 
fully booked. If you have access arrangements, the 
centres that meet your specific arrangements will 
be displayed. 

REMOTE INVIGILATION
If you are booking an exam via remote invigilation, 
you should select the most appropriate time zone 
for your location, eg, if you have chosen London, 
you should select GBR or UK-time zone. You will 
be presented with virtual locations that meet your 
time-zone.

ACCESS ARRANGEMENTS
If any access arrangements are applicable to you, they 
will be highlighted in bold and will state the exams 
they relate to. For more information on how to apply 
for access arrangements visit icaew.com/aaguidance 

https://www.icaew.com/for-current-aca-students/apply-for-exams/exam-applications/access-arrangements-guidance-for-exams
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8 	 Now enter your mobile phone 
number to receive your exam results 
by SMS/text message. You will also 
be able to view your exam results via 
your online training file.

9 	 Review the details of your booking 
and ensure all details are correct.

You will also need to confirm that you agree 
with the terms and conditions. Click Next.  

https://my.icaew.com/security/?returnUrl=https%3A%2F%2Fmy.icaew.com%2Ftrainingfile
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11 	 The exam booking process is 
complete. 

You will receive an email from us notifying you 
that an application has been submitted. Go 
to your application summary, where you will 
be able to review and print your application 
details. You will be able to view the address of 
your exam centre by selecting the centre. 
 
Please ensure you review your details 
thoroughly. You should ensure your details are 
correct as you cannot make changes after the 
exam booking deadline. 

10 	 For apprenticeships, there is no 
payment required.

There is no payment required as your tutor 
has an invoice set up for exam payments. 
There should be no exam fees for you to pay. 
Click Next to move on. 

https://my.icaew.com/security/?returnUrl=https://my.icaew.com/examsonline
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HOW TO SUBMIT YOUR PROJECT REPORT
When you are ready to submit your Project Report, please note that you must have applied for,
or previously sat the Case Study exam.

3 	 You will then be able to see all 
the available exam sessions that 
you can book on to. Select ‘Lvl 7 
Apprenticeships’ click Next.

1 	 Go to exams online. Go to the 
‘Examinations’ tab and select ‘Apply 
for exams’. 

You will then be asked to select your 
qualification.  
 

2 	 Once you have selected your 
qualification, you will need to click 
on ‘Apply online’. 

https://my.icaew.com/security/?returnUrl=https://my.icaew.com/examsonline
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4 	 To upload your Project Report, click ‘Choose 
file’ and browse to the relevant document. 
Check you have chosen the correct file name 
and click ‘Upload document’.

By ticking the boxes, you are confirming that the 
events described in your Project Report took place. 
You are also confirming that you have passed your 
gateway review with your employer and tuition 
provider for the Level 7 Accountancy Professional 
Apprenticeship. 

Key tips when submitting your Project Report: 

•	 upload your Project Report in a Word format;
•	 pay attention to the word count instructions on 

the cover page; 
•	 do not delete the cover page;
•	 do not include your name or personal information 

anywhere in the document including headers 
and footers, other than on the cover sheet, where 
requested;

•	 do not change the formatting of the document 
(font size, page size);

•	 do not use any special characters in the file name; 
and

•	 do not password protect the document.

For more information, go to icaew.com/projectreport

5 	 You will now see your personal details. 
If they are displayed incorrectly, you can 
change them by clicking ‘Edit personal 
details’. It is vital that your email address 
is correct as this is where your exam 
communications will be sent. This will 
include important information such as your 
Project Report submission confirmation 
and exam updates.

SESSION PREFERENCES

•	 Please enter your tuition provider and how you 
are studying. 

•	 If your tuition provider is not listed, please 
select ‘OTHER – NOT LISTED’

•	 Then choose your study mode.

https://www.icaew.com/for-current-aca-students/level-7-accountancy-professional-apprenticeship-student-guide/project-report-level-7-apprenticeship
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6 	 Now enter your mobile phone 
number to receive your exam 
results by SMS/text message. 
You will also be able to view 
your exam results via your online 
training file. 

7 	 Please read through carefully to check 
all details are correct and you have 
uploaded the correct document. You can 
upload a new document on this page by 
clicking ‘Replace uploaded document’.

You will also need to confirm that you agree with 
the terms and conditions.

8 	 For apprenticeship students, there 
is no payment required

There is no payment required as your 
tutor has an invoice set up for exam 
payments.

https://my.icaew.com/security/?returnUrl=https%3A%2F%2Fmy.icaew.com%2Ftrainingfile
https://my.icaew.com/security/?returnUrl=https%3A%2F%2Fmy.icaew.com%2Ftrainingfile
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HAVE A QUESTION?
You may find your question listed within our frequently asked questions. Alternatively,  
call or email us or ask a question via the live help boxes throughout our website.

T	 +44 (0)1908 248 250
E	studentsupport@icaew.com 
icaew.com/level7

?
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9 	 Your application is now complete. You 
will receive an email from us notifying 
you that your Project Report has been 
submitted. Go to your application 
summary, where you will be able to 
review and print your submission details. 

Please ensure you review your details 
thoroughly. You must ensure that your details 
are correct, as you cannot make changes after 
your Project Report has been submitted.

There is no payment required as your tutor has 
an invoice set up for exam payments.

https://www.icaew.com/en/for-current-aca-students/aca-training-faqs/exams-faqs
mailto:studentsupport@icaew.com
https://icaew.com/level7
https://my.icaew.com/security/?returnUrl=https://my.icaew.com/examsonline
https://my.icaew.com/security/?returnUrl=https://my.icaew.com/examsonline

