ICAEW Level 7 Accountancy
Professional Apprenticeship

A GUIDE FOR STUDENTS BOOKING THEIR END-POINT ASSESSMENT

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:

e the ACA Advanced Level Case Study exam; and

® aProject 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

e 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:

e 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
e 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) Tl’allllllg' file
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
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via your training file. Apprentice information
It's easy to add this information into your training Employer Rference Number:

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.

Unique Learner Number:

1234567890

*
Tutor organisation/Employer provider:

Once yOU,Ve done thls C“Ck ‘U pdate'. BPP Professional Education London (King's Cro. v
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.


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

HOW TO BOOK THE CASE STUDY EXAM

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.

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.

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

Exams application

Coronavirus updates

ACA Qualification

ACA qualification ACA qualification

Cortificato Lovel exame Profecsional Lovel exams, Advanced Lovel exams,

Appronticoship end-point acsosemonte

Exams application: ACA non-Certificate Level

Coronavirus updates

ur qualifications hub f

Apply for an exam

Apply online Apply online - guidance notes

Available examination sessions

The following examination sessions are currently open. Please select the examination session at which you wish to
sitmodules. Details of these modules will be displayed on the next page.

SESSION NAME SESSION DATE

(® Advanced Level

Lvl 7 Apprenticeship

Next Cancel


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

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.

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.

Advanced Level

The following is a list of all modules available to you in the session that you have selected. Please select the

module(s) that you wish to sit

MODULE NAME MODULE TYPE  DELIVERY METHOD DATE & TIME (UK) FEE

] Corporate Reporting =3 Centre Basedw ]
Strategic Business y

O 2 2 Centre Basedw
Management

[]  cacectudy {39} Centre Bacedw

By making an application for the Cass Study exam you ars confirming that you will have passed the gataway

7] review with your employer and tuition providar, by the time you sit tha exam. Your employer will need to notify

ICAEW if you do not pass the gateway reviews

Next Back Start again

Session requirements

Lvl 7 Apprenticeship

Ple: plete th s of your apprenticeship below

PLEASE COMPLETE THE DETAILS BELOW

Employer raference number

Unique leamer number




You will now see your personal details. If they
are displayed incorrectly, you can change Session details
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 Porsorial decalils
booking confirmation, exam updates and for remote

invigilation exams, you will receive your system check
and exam link.

Address

SESSION PREFERENCES

Please enter your tuition provider and how you are
Studylng If you have more than one tutor please just select one.

LVL7 APPRENTICESHIP

%P onune - |

% s —— - |

e Ifyour tuition provider is not listed, please
select 'OTHER - NOT LISTED'.

® Then choose your study mode. e

e Then enter your preferred location - either e -
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.

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.

Session modules
MODULE NAME MODULE TYPE DELIVERY METHOD DATE

Case Study 2 Centre Based

Milton Keynes - Regus (TEAMCo) Milton Keynes - Jury's Inn (TEAMCo) ICAEW - Remote Invigilation

“)>»

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.

ICAEW - Test centre 1 Milton Keynes (QA)

PLEASE NOTE

If your preferred exam centre does not appear
within the list, it means that this exam centre is

Next Back Start again

fully booked. If you have access arrangements, the Session modules
centres that meet your specific arrangements will e R R oae
be dlsplayed Case Study 3] Remote Invigilation

GBR - UK Remote Invigilation Czech Republic - Remote Invigilation Gibraltar - Remote Invigilation

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 Palginie REotakTIG R Bomanis Remota Wales
be presented with virtual locations that meet your
time-zone.

H)>»

ACCESS ARRANGEMENTS

If any access arrangements are applicable to you, they Nest Bk
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

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.

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.

Summary and confirmation

@ The ssleciad camre

or you for 30 minutes. Please complete the booking bfors then.

Plaase check that all of the details are correci,

¥ you are an Apprentice you must not be asked to contribuie tonards the cost of your apprenticeship. You must snsure you have the ability
to reclaim this cost via your organiaation's expenses procesa/system.

Your appiication is and will not be saved ted tha terme and conditions and the payment mathod has baan

confimad,

Access arrangements

Applicabla arrangements - Nona

Session details - Advanced Level

SESSION PREFERENCES

Closing date for this session

Totor BRMINGHAM
Study mode Claasrcem
Session modules

Flazse mant method for each module where appropriate.

MODULE  MODULE  DELIVERY

a !
e vt memion  DATESTIME(LOCAL) SELECTED CENTRE FEE PAYMENT METHOD

®Tutor

SESSION FEE

Results notification preferences

ICAEW makes all their students' results available via the online training file. You can also choose to receive results by email and SMS text

te that this information will be retained for future ICAEW use. You will be able to return at any time to alter this information by

tification! in the exai

nage email/SMS re:

SMS NOTIFICATION

To receiva your ad

or and confirm your mobile phone number.

ntry cod (0044 for the UK, 00357 for Cypr

Mokl phone numbar I |

Confirm mobile number ‘ | 1

Total fee

APPLICATION TOTAL FEE £267.00

Terms and conditions

DO YU ACCEPT THE TERMS AND CONDITIONS?
Pl i hava i

Privacy Policy

or more informas ata protection p 9o
DO YOU AGCEPT THE PRIVACY POLICY?
have the Privacy Policy.

Plaase check this

ricom/dataprotection

Results Publication

CHOOSE YOUR RESULTS PUBLICATION PREFERENCE

Yes Mo ing includsd i the Pas: ist and possibly the prize list if app! session? This listis
published on the ICAEW wbsits.

Exams Guidance Notes

= exam spplication information prior to



https://my.icaew.com/security/?returnUrl=https%3A%2F%2Fmy.icaew.com%2Ftrainingfile

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.

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.

Payment

@ The seleced centres are reserved far you for 28 minutes. Please complets the booking b

Advanced Level

Review module payment choices selected

MODULE PAYMENT
MODULE NAME DATE & TIME (LOCAL Fee
TYPE ( ) METHOD
ca =] Taror

Your tutor has an invoica sat up for examination payments.

Application received

Your examination application has been received and will now be processed. You should also receive an email confirming your application

details.

with your application form, these will be identified during the next working day and we will contact you as soon as

o Your application status can be viewsd at any time by following the Application summary link on the Exams Application homepage

« Access your Training File


https://my.icaew.com/security/?returnUrl=https://my.icaew.com/examsonline

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.

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

You will then be asked to select your
qualification.

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

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

Exams application

Coronavirus updates

ACA Qualification

ACA qualification

Cortificate Lovel exams Profosei

Exams application: ACA non-Certificate Level

Coronavirus updates

b o

Apply for an exam

Apply online Apply online - guidance notes

Available examination sessions

The following examination sessions are currently open. Please select the examination session at which you wish to sit modules. Details of these
modules will be displayed on the next page.

. SESSION MAME _

Lv17 Apprenticeship


https://my.icaew.com/security/?returnUrl=https://my.icaew.com/examsonline

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:

e upload your Project Reportin a Word format;

e pay attention to the word count instructions on
the cover page;

e do not delete the cover page;

e do notinclude 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);

e do not use any special characters in the file name;

and

e do not password protect the document.

For more information, go to icaew.com/projectreport

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

e If your tuition provider is not listed, please
select 'OTHER - NOT LISTED'

e Then choose your study mode.

Lvl 7 Apprenticeship

The following is a list of all modules available to you in the session that you have selected. Please select the module(s) that you wish to sit.

To ensure examiners can view your Project Report during marking please:

o Upload your Project Report in Word format;
° Do not use any speciel characters in the file name; and

Do not passwor ct the document.

o rd prote
I mobuLE avE i APPRENTICESHIP PROJECT REFORT

Choose File | No f

Level 7 Apprenticeship Project =
B e

ICAEW rosorves the right to roquest

I confirm that the evente described in my Portfolio &

ploy

ing this application for the Proj; irming, that you have passed your Gateway review with your
y g this appl :that passed y y ¥

employer and tuition provi Level 7

et s

Session details

LVL 7 APPRENTICESHIP

BPP ONLINE - I

* Study mode i Private/home study - l

Session fee

TOTAL FEE

st



https://www.icaew.com/for-current-aca-students/level-7-accountancy-professional-apprenticeship-student-guide/project-report-level-7-apprenticeship

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.

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.

For apprenticeship students, there
is no payment required

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

Results notification preferences

lable via the online training file. You can also choose to receive results by email a

Mol phons number | I

=

Summary and confirmation

t2 tewards the cast of your spprarticeship. You must ensurs you haus tha ability

0 reciaim ths cost via your organisations axpenses process/system.

Your

ication & not camgats and will not be saved until you have accepted the terms and conditions and the paymant mathed has basn

confirmed.

Session details - Lvl 7 Apprenticeship

SESSIDN PREFERENCES

Session modules

St B
& o
session Fee
Total fee
Terms and conditions

D0 YOU ACCEPT THE TERMS AND CONDITIONS?

Flaats 4ot B Bom b6 €onirm that you hve 554 ndl 4gred £ tha Lorrks nd Condinons

Privacy Policy

=2 easweom/dempnstastion

DO YOU ACCEPT THE PRIVACY POLICY?

Phida chick thi b 15 C0afit thit yia hies 66 a1 ecs . this Pieasy Policy.

Payment

Lvl 7 Apprenticeship
Review module payment choices selected

MODULE NAME MODULE DATE & TIME (LOCAL) FEE PAYMENT
TYPE METHOD

Level 7 Apprer

Your tutor has an invoice set up for examination payments.

EXAM FEES DUE £0.00

Next Back Start again


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

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.

HAVE A QUESTION?

Application received

Your examination application has been received and will now be processed. You should also receive an email confirming your application

details.

application form, these will be identified during the next working day and we will contact you as soon as

o Your application status can be viewed at any time by following the Application summary link on the Exams Application homepage

« Access your Training File

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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