ICAEW Digital Leaning materials )

How to order and manage your licences:

Go to the ICAEW Bookstore: https://ebookshop.icaew.com/

Navigate to the materials you would like to purchase and enter the quantity:

@+ Certificate Level Accounting x o+ = X

< C & ebookshop.icaew.com/product?catalog=ICAEW-CL-ACC % @ :

Ensure you order the correct edition of the materials. The 2021 edition is aligned with the syllabus and exams for 2021 only. You risk -

losing exam marks if you use a different edition.

For more information and resources, please visit icaew.com/examresources for ACA students and icaew.com/cfabstudyresources

for ICAEW CFAB students.

Available editions:

Certificate Level Accounting 2021 £33.00 20 Add to basket

CONTACT US EVENTS INFORMATION SERVICES LEGAL
Helplines and suppen All avents Librery CAEW policies

How to make s complaint Continuing professions| development (CPD) courses Guids w0 services Cookies

Imernstionsl offices Compeny ressarch Privecy poliey

UK offices Historical resources Reproducing ICAEW content

Click ‘Add to basket'.
Here you can change the quantity or add more learning materials. Once you are happy with
the contents of the basket, click ‘Proceed’. This will take you to the ICAEW login page:

B icasw-acalm x o+ = X

& C & ebookshop.icaew.com/account?action=login b+ d e H

Login or Register to ICAEW

Already registered? New user?
If you are a member of the ICAEW, a student or have If you den't have a login, please register with us to
previously registered with us please login to continue. continue

Student Reminder

Please lagin with your registered email address otherwise
= g =
you may not be able to sign in to the bookshelf during yeur

exam.

Forgotten your password?

The first time you access the system, you will need to register as a new user and complete
all the mandatory fields.
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https://ebookshop.icaew.com/

If you are buying just 1 x set of learning materials, you will be asked whether you are buying
the materials for yourself or for someone else. Make sure you tick the correct box, or you
will not be able to send the licence on to a student.

If you have a voucher code, make sure you add this to the order and recalculate the costs
before completing your order.

Once you have completed the order form will be taken to an order confirmation page. This
will contain a link enabling you to distribute the learning materials to your students:

B icasw-zcalm x +

&« c & ebookshop.icaew.com/checkout?action=finish b g o H

cBook order confirmation

Thank you for your order.

Your account has been updated with your purchase.

Manage your licences

Username/Password: Please use your ICAEW login details.

If you have any trouble receiving confirmation email, check spam folders and add contactus@icaew.com to your email safe list.

You will also receive an order confirmation email which acts as proof of purchase.
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How to manage licences and distribute the learning materials:

Click on the ‘Manage your licences’ link on the order confirmation page or email. This will

show you which ebooks and how many licences you have purchased.

You distribute the licences to in three steps:

1. Create a Learning Group for the materials you wish to distribute
2. Add students (learners) to the Learning Group
3. Enroll students you have bought to your students using ‘Learning groups’.

1

When you create a new learning group, you are creating a group that will all receive the

same eBooks.

[U——

&« c & ebookshop.icaew.com/manage?action=home

Learning Materials ~ACA  ICAEW Certificate in Finance, Accounting and Business (ICAEW CFAB)  Lavel 4 Accounting Technician Apprenticaship

Manai

x  +

ge licences

Create a new learning group

Yo

ICAEW::QAP|an:9781509734870-

ur Licences

EBOOK CODE

UmsGZusl5l

ICAEW::QAPlan:9781509734726-

6tF5BVDuwz

You can name the learning group as you wish.

© ICAEW 2020

QB - Accounting
2021

WB - Accounting
2021

20

LICENCES TOTAL
DURATION

REMAINING PURCHASED
n/a 20 20

20
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You will then be prompted to select which licences you want distributed via the learning
group.

NB: The components of the products are listed separately in the ‘Manage your licences’
area, rather than in the bundles that they are sold in. You therefore need to ensure you

select the workbook, question bank and any permitted texts you want the students to
receive.

§ icamw-acalm x  + - X
& C @ ebookshop.icasw.com/manage/rosters?action=addlicenses * @ :
Manage icences  Croate learning group

Learning group name:

Class 1 - Accounting QB 2021 l

Choose products/licences to assign to this learner group

LICENCES TOTAL
EBOOK CODE EBOOK NAME DURATION
REMAINING PURCHASED

ICAEW::QAP|an:9781509734870- OB - Accounting

UmsGZusl5| 2021
—  ICAEW::QAP|an:9781509734726- WB - Accounting
[ n/a 20 20
—  6tF5BVDuwz 2021

2.
Next, you need to add the learners (students) to the group

(This page also allows you to edit the learning group name and delete the group)

& icaew-acalm x  + - X
<« c & ebookshop.icaew.com/manage/rosters/students?action=view8rosterid=1 ¥ o H
Manage licences Studaent List
Learning group: Class 1 - Accounting QB 2021
To manage who has access to the eBooks you've purchased, Add learners and then scroll to the bottom to select learners to enrol.
Edit learning group name
Delete learning group
Add learners
Licences assigned to this learning group
EBOOK CODE EBOOK NAME DURATION
REMAINING PURCHASED
ICAEW::0APIan:9781509734870- OB - Accounting
UmsGZusl5l 2021
To add a learner, you need their first name, last name, and email address.
There are three ways in which you can add learners to the learning group.
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a) You

can add them individually;

B icasw-acalm x +
& c @ ebookshop.icaew.com/manage/rosters/students?action=add&rosterid=1
Manage licencess Add learners

b) Add multiple learners manually, by typing in their details in a list format;

§ icaew-acalm

Add an individual learner

First Name:

Last Name:

Email Address:

Add

x  +

&« c @ ebookshop.icaew.com/manage/rosters/students?action=add&rosterid=1

© ICAEW 2020

Add multiple learners

Enter learner details below, each learner must have a unique email address, 1 line per learner separated by commas, 2.g.

emailaddress,firstname, lastname

Add

Upload learners
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c) By uploading a CSV file of learner details:

(NB the encoding needs to be UTF-8 without BOM eg ‘CSV (Comma delimited)’ will work

but ‘CSV UTF8 (Comma delimited)’ will not work)

B icasw-acalm x +
<« c & ebookshop.icaew.com/manage/rosters/students?action=add&rosterid=1
.

Upload learners

Select a CSV file containing learner details below, 1 line per leamer separated by commas, e.g

emailaddress,firstname, lastname

| Choose file | No file chosen

Upload
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Once learners have been added to the group, they will appear in the ‘not enrolled’ list:

B icasw-zcalm X +
&« (¢} @ ebookshop.icaew.com/manage/rosters/students?action=view&rosterid=1
- n/a 20 20
UmsGZusl5l 2021
Enrolled Learners

No learners in list.

Not Enrolled Learners

Lewis McGee lewis.mcgee@email.com
Lily Smith lily@smith.co.uk
Enrol Selected Learners Remove Selected Learners

Select All

FIRST NAME LAST NAME EMAIL ADDRESS SELECT
]
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3

To send them the link to the ebook, simply select their names and click ‘Enrol selected

learners’.

They will then appear as ‘Invited learners’ and will be sent emails with links to access their

ebooks on the ICAEW Bookshelf:

- icaew-acalm x 4+ =

(3 C @ ebookshop.icaew.com/manage/rosters/studentsZaction=view&irosterid=1 v @

Lrroneu Lewnrners

No learners in list.

Invited Learners

These learners have been issued licenses but have not yet redeemed them

Refresh this page to update the list.

FIRST NAME LAST NAME EMAIL ADDRESS

Lewis McGee lewis.mcgee@email.com

Lily Smith lily@smith.co.uk

Not Enrolled Learners

No learners in list.

A copy of this email will also be sent to you for your records.

Use the link below to view how many licences you have remaining:
https://ebookshop.icaew.com/manage?action=home

Here you can view how many licences you have purchased and how many you have
remaining for each text purchased:

& icaew-acalm X + = X

& C @ ebookshop.icaew.com/manage?action=home b+ d o H

Class 1 - Accounting QB 2021

Create a new learning group

Your Licences
LICENCES TOTAL
EBOOK CODE EBOOK NAME DURATION
REMAINING PURCHASED
ICAEW::QAPlan:9781509734870- QB - Accounting
n/a 18 20
UmsGZusl5l 2021
ICAEW::QAPlan:9781509734726- WB - Accounting
n/a 20 20
6tF5BVDuwz 2021
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