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1. Add user  

 

1.1 Create tutor 

 

A.      Background 

 

You will be able to create Tutors within your branded version of the CBE 

Practice Platform. 

 

B.      Instructions 

 

 Navigate to the Users/Users tab in the left-hand side menu 

 Select “Add New User” on the top right of the screen 

 

 

 Fill in the Tutor's details: 

 First name / Last name; 

 Organisation; 

 Tags: this is a useful way of grouping users together (e.g. tutors, markers) 

and can be used later for allocating papers to a 'marker' group, sending 

surveys to a 'survey' group etc. 

 Email Address; 

 Country; 

 Enter the following roles for a Tutor: "LP_TUTOR" and 

"ROLE_CANDIDATE_REVIEW". 

 Change the ‘display profile’ to yes so that the user will see the profile 

option when they click on their username. 

 Select tick box for Send New Account Email 
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 Click the "Save" button at the bottom of the screen. 

 

• Once the record is saved, an email with login details is automatically sent 

to the new Tutor. 

 

 

 

 

 

 

 

* 

* 

* 

* 

* 
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1.2     Create LP student(s) 

 

You can create a single LP Student or multiple LP Students and provide them 

with access to your branded version of the CBE Practice Platform. 

 

1.2.1 Create Single LP Student 

 

A.      Instructions 

 

 Navigate to the Users/Users tab 

 Select "Register Candidate" on the top right of the screen 

 

 Enter candidate details: First Name; Last Name; Student ID (ACCA 

Registration Number); Email Address and Date of Birth, and click on the 

"Save" button 

* 

* 

* 

* 
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 The candidate details will be validated against ACCA's systems, and if 

successful the LP Student will be created. 

 If the validation fails, an error message will be displayed as follows “User 

could not be validated on the ACCA database. Please review user 

details". You will then be able to amend any details and re-submit. 

Otherwise, you can click on the "Cancel" button to exit without creating the 

LP Student. 

 Once you have created the LP Student, you will then need to send an 

email to the LP Student with the URL link details to your branded version 

of the CBE Practice Platform. 

 

1.2.2 Create Multiple LP Students 

 

A.      Video Tutorial: Please watch and follow the instructions in the video. 

 

B.      Instructions 

 

 Navigate to Users/Users tab 

 Select "Upload Users" 

 

 

 

 

 

 

 

 

 

 

 Download the CSV template file by selecting on the Click here button. 
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 The CSV file will be displayed with some pre-populated content; however 

you will need to clear down these rows and populate the fields for each LP 

Student as outlined in the table below. 

 

 Field  Mandatory (Y/N)  Comments 

Registration 
Number 

 Mandatory This is the 7-digit ACCA student registration 
number. 

Email 
Address 

 Mandatory Please enter the LP Student's email address as 
held on ACCA's systems. 

Title  Optional You can leave blank or you can enter a title for the 
LP Student e.g. Mr, Mrs etc. 

First Name  Mandatory Please enter the LP Student's first name. 

Last Name  Mandatory Please enter the LP Student's last name. 

Date of Birth  Mandatory Please enter the LP Student's date of birth in the 
format dd/mm/yyyy e.g. 01/01/2000. 

Mobile Phone 
Number 

 Optional You can leave blank or you can enter the LP 
Student's mobile phone number. 

Tag  Optional This field can be left blank or you can enter a tag 
name of your choice and use it as a way of grouping 
candidates together when uploading LP Students 
who, for example, would be sitting the same paper 
in the same paper window. 

Send Email 
(Y/N) 

 Mandatory This field must be set to N. 

RI Required 
(Y/N) 

 Mandatory This field must be set to N. 

Org Name  Mandatory Please enter the name of your sub-organisation. 

Role  Mandatory This must must be set to Candidate. 

Fixed Tutorial 
(Y/N) 

 Mandatory This field must be set to N. 

Flexible 
Tutorial (Y/N) 

 Mandatory This field must be set to N. 

Secure 
Registration 

 Mandatory This field must be set to N. 

Show History  Mandatory This field must be set to Y. 
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 Field  Mandatory (Y/N)  Comments 

Secure 
Browser 
Required 
(Y/N) 

 Mandatory This field must be set to N. 

Reset 
Candidate 
Details 

 Mandatory  This field must be set to N. 

Prevent 
Virtual 
Machine 

 Mandatory  This field must be set to N. 

Guardian 
Required 

 Mandatory  This field must be set to N. 

Guardian 
Email 

 Optional  This field can be left blank. 

Reset 
Elapsed Time 

 Optional  This field can be left blank. 

Language  Mandatory  This field must be set to English. 

View Profile  Mandatory  This field must be set to N. 

Reasonable 
Adjustment 

 Mandatory  This field must be set to No. 

Cohort Key  Optional  This can be left blank or you can enter a cohort 
name of your choice and use it as a way of grouping 
candidates together when uploading LP Students. 

 

 Upload the CSV template file by dropping into the upload area. 

 If you are uploading the details of students already on the system but you 

want their details to update, click ‘update users’. 

 Click the upload button to complete. 

 The candidate details will be validated against ACCA's systems, and if 

successful the LP Student will be created. 

 A message will appear showing those records that have been successfully 

created. 

 If the upload fails or partially fails, a list of the students not created is 

shown on the screen. 

 You will then need to send an email to each of the LP Students that have 

been successfully created with the URL link details to your branded version 

of the CBE Practice Platform. 
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2. Create/maintain content  

 

2.1 Create Question Pool 

 

2.1.1 Understand terminology 

 

 Test 

A container or folder where one or more Papers can be created and 

grouped. There are two types of Test: 

Practice Test which can be made available via the catalogue to students 

to select and sit whenever they like and as many times as required. 

Practice Tests are self-marked by the Student.  

Assessment which is assigned by a Tutor to a Student / Cohort and can 

be set to either be self-marked or expert marked by a Tutor or Marker. 

 

 Paper 

The actual paper that the student sits which contains the questions, 

resources and settings, e.g. duration, pass mark. These are contained 

within the Tests. 

 

 Question Pool 

A container or folder which holds a group of related questions. 

 

 Taxonomy  

A representation of the ACCA syllabus for each exam in the CBE Practice 

Platform. 

 

 

 Question 

The actual question set to the student to respond to within a Paper. 

Questions are stored within Question Pools. 

 

 Rubric 

A set of guidelines for scoring a question which allows content authors to 

set up the assessment criteria for markers to mark the question. Rubrics 

are created at Question level. 
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2.1.2 Create question pool  

 

A. Background 

 

A Question Pool, (also known in some systems as a Question Bank), is a 

container or folder which holds a group of related questions. A Question Pool 

might contain all questions relating to an area of the syllabus or all questions 

relating to a specific exam. ACCA recommends that one Question Pool is 

created for each Practice Test. This will simplify question maintenance 

following syllabus updates. 

 

B. Video Tutorial: Please watch and follow the instructions in the video. 

 

C. Instructions 

 

 Navigate to the left-hand menu and select ‘Questions’ as below. The 

menu will expand, Select ‘Question Pools’ from the drop-down list. 

 

 

 Select "Add Question Pools"   
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  Complete the following form.  

 

 

 Title - a name that describes the content of the Question Pool e.g. AFM 

Mock Exam 

 Description - a longer form name with further description (optional) 

 Category - allows tags to be added to the Question Pool to help you find 

the Question Pool or Questions later e.g. AFM; Mock; 2019. Press Enter 

after each tag to add them. When the tag has successfully been added it 

is saved. To remove, select the x if needed. 

 Status - The status defaults to Live, which is explained here - 

Live - this means that the Question Pool and Questions within it will be 

available for selection to add to Papers. 

Draft - this means that none of the questions in this Question Pool will be 

available for selection in Papers. This is very useful if you are 

collaborating with others when creating Question Pools and Questions 

while running a live paper. There is also no risk of the pool being 
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accidentally selected before the Questions within that pool have been 

approved. 

 Taxonomy - This is a representation of the ACCA Syllabus. Select the 

relevant ACCA Syllabus from the drop-down list to link it with the 

Question Pool (e.g. AFM 19/20). You will then be able to tag any 

Questions with Syllabus, Subject Areas and Learning Outcomes from this 

Syllabus. 

 Send Email Notifications - Alerts Question Authors when a Question 

Status is changed to Live. 

 Restrict Editing - Restricts editing of questions to the Question Pool 

author only. 

 Question Status - Denotes which status Questions created within this 

Question Pool are in by default. 

 Question Reference: 

Auto_ID - If auto ID is switched on it will automatically create a reference 

number for the question pool. ACCA recommends using the auto-ID 

feature for question pools. 

Prefix - If Auto_ID is on then a prefix should be entered (up to 5 

characters and cannot include spaces) and must be unique. 

 Question Permissions - Allows you to choose which other users you want 

to share the question pools with. You can give users access to review, 

edit, create and delete questions within the pool at different Statuses i.e. 

Pending, Live, Retired. You can add individual users or by Tag, where all 

users who have been tagged with the specific tag e.g. tutors will have the 

permissions allowed. 

 Metadata (optional) - Metadata are additional information or 

characteristics you wish to store about questions. Metadata fields can be 

set to number, text or drop-down format which determines the values that 

can be entered in the field by the question author. Metadata can be made 

mandatory (where each question in the Pool must hold a value for the 

metadata field) or optional. 

 Select Save to keep your changes 
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2.1.3 Maintain question pool - Edit a question pool 

 

A. Background 

      

Users can only edit a Question Pool if they are the author or have been given 

edit access. The key reasons to edit a Question Pool include updating with an 

additional taxonomy (e.g. a new syllabus year), changing permissions or 

adding metadata fields or values. 

 

B. Instructions 

 

 Navigate to the left-hand menu and select ‘Questions’ as below. The 

menu will expand, select ‘Question Pools’ from the drop-down list. 

 

 Navigate to the pool you wish to edit and select the edit icon. 

 

 Make the necessary changes 

 Select Save to keep your changes 

 Please note, Question Pools cannot be deleted. 
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2.2 Create Questions 

 

2.2.1 Create resources/gallery 

 

A. Background 

 

Resources are reference items you wish to use in Questions. These can 

include documents (text or PDF), spreadsheets, images and URLs. There is a 

Resources section on the Question menu where you can build a library of 

resources in advance of Question creation. Please note you can also create 

resources directly within Questions at the time of writing. 

 

B. Video Tutorial: Please watch and follow the instructions in the video 

 

C. Instructions 

 

i) Adding Resources 

 

Resources can be added to a library in the Practice Solution independent 

of question creation or during Question creation. 

 

 To add resources prior to question creation, navigate to the Resources 

page at the bottom of the Questions menu and select Upload or Add 

Resource. 
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 To add a Resource during Question creation, select Add in the Resources 

section. A modal window will appear which will allow you to add a resource. 

 

ii) Gallery 

 

The Gallery is a resource library dedicated to storage of images that you 

can use in Questions or Practice Tests. The Gallery can be found in the left 

hand menu bar. 

 

 To add an image to the Gallery, select Add New Item: 

 

 Select the Resource Type from the drop-down list e.g. Question 
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 Drag and drop the image file or browse to locate it from your local drive 

Select Save, the image is now available for use in Questions and Practice 

Tests 

 

 

2.2.2 Create rubric (design/maintain) 

 

A. Background 

 

A Rubric is a set of guidelines for scoring a question and allows content 

authors to set up the assessment criteria for markers to mark the question. A 

rubric can include objectives, Levels, Marks and Comments to guide the 

marker in allocating marks for the question. 

 

Rubrics appear on the right hand of the marking dashboard next to the 

student response. You can see a finished one in the picture below: 
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Rubrics are set up as part of Question Creation. Please note a rubric needs to 

be set up for each question in order that you are able to mark. This also 

applies if you wish to enable self-marking for students. 

 

B.     Instructions 

 

i) Design rubric 

 The following steps please find the Appendix Page 3-Page 5 

 

ii) Maintain rubric 

 The following steps please find the Appendix Page 6 

 

 

2.2.3 Create questions 

 

A. Background 

 

Before you can begin creating questions, you first need to have created a 

Question Pool with a Taxonomy. 

Several Question types are used in ACCA exams, all of which require different 

information to create them. There are, however, common steps that need to 

be followed with creating all questions. The following process outlines these 

steps. 

 

B. Video Tutorial: Please watch and follow the instructions in the video. 

 

C. Instructions 

 

 Navigate to the Questions page from the left-hand Menu bar. 



19 

 

 To create a new Question, select the 'Add New Question' button on the 

top right hand side of the page to display a list of question types. 

 

 Select the question type that you want to create from the options within 

the ‘Question Picker’ section as below: 

 You are now ready to create your question. Please refer to the individual 

user guide sections foreach question type. 

 

 Please find the Appendix Page 7-Page 41 for creating different types of 

questions. 
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2.2.4 Review questions  

 

 Once you have completed creating a question, it is possible to send it to 

another user for review before setting to live. 

 To do this, assign the question to the user you wish to review and select 

Save. Please note, you can only assign to users who have permissions to 

the Question Pool you are creating in. 

 

 Once assigned, the reviewer will receive an email notification advising 

they have a question assigned to them for review. Depending on their 

permissions within the Question Pool, the reviewer can edit the question 

or just add comments. Please note that email notification is sent once a 

day at 16:00 or 17:00. 

 Once the reviewer has completed their review, they can assign it back to 

the content author where any changes or suggestions can be 

incorporated. To view comments select "Comments" icon on the 

Questions screen. 

 

 

2.2.5 Maintain questions 

 

A. Edit questions 

 

Questions can be edited in both Draft and Live status, however it is not 

advisable to make any major changes to questions when they are Live and 

being used in a paper. This will update in all papers that the question has 

been added to. The following process should be followed to support decisions 

on how best to deal with updates. 

 

B. Clone questions 

 

To save time in creating questions, it is possible to clone a questions to use as 

a basis for a new question. Please note this icon will only be available to the 
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question author or those users with Edit permissions for Question Pool that 

the question belongs to. 

 

C. Archive/Reinstate questions 

 

Questions can be retired when they are no longer required. Retired questions 

will remain available in live practice tests but will no longer be available to 

select in new practice tests. 

 

C1.     Background 

 

        Questions can be retired when they are no longer required. Retired questions 

will remain available in live practice tests but will no longer be available to 

select in new practice tests. 

 

 

C2.     Instructions 

 

To retire a question: 

 

 Navigate to the question and select the retire icon   

 You will be asked if you are sure, select Yes. 

 The question has now been retired but remains in the list if questions. If 

you would like to return the question to a live status, click on the reinstate 

icon   

 

 

2.3     Create tests 

 

Once you have created a Test, you can now create a Paper. 
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2.4 Create papers 

 

A Paper contains the structure of the practice test, including introduction, help 

details, the questions to be answered, the notifications to be sent etc. 

 

2.4.1 Create papers 

 

A. Paper creation 

 

A1.     Background 

 

Once you have created a Test, you can now add Papers. A new Paper ready 

for editing will automatically be added when you first create a Test folder. 

 

A2.     Video Tutorial: Please watch and follow the instructions in the video. 

 

A3.     Instructions 

 

For existing Tests, you can add Papers to an existing Test by navigating to the 

Test and clicking on the + sign and clicking the 'Add New Paper' button. 

 

 Complete the following fields: 

 

 Paper Title - Enter a title for your Paper. This is the name the student will 

see either in the Catalogue or in their Student Dashboard when the paper 

is assigned to them. 

 Reference Number - If you selected Paper Reference Auto ID to be 

switched on, this will automatically populate and cannot be edited. If you 

opted to switch off, you will need to add a unique reference ID. 
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 External Description - Here you have the option to add additional 

information you wish to display to the students in relation to the exam. It 

is not mandatory. 

 Internal Description - Here you have the option to add additional 

information about the exam. The students will not see this information. 

 Pre-test Notes - Enter any text you wish the student to see/read before 

sitting the Practice Test. 

 Email Templates - On the right-hand side of the edit paper screen you 

can set up / choose what emails you want to associate with the paper. 

The system generates several automated emails which sends out details 

to the student about the Practice Test including notification of when a 

Practice Test has been assigned to them, notification of when their results 

are ready etc. You can create multiple templates for each email type. A 

drop-down list is available beside each email type where you can select 

which template you wish to associate with that exam paper. Alternatively, 

the option of “Do not send” can be chosen. 

 ACCA Exam - Select the ACCA exam the Practice Test is associated 

with. 

 Catalogue - For Test Type = Practice Test only, you can opt to add 

Practice Tests to the Catalogue available to students to self-select 

from.N.B. Please note you should only add to branches that are for 

Learning Provider Resources. The naming convention is Exam Name | 

Variant (if applicable) | Learning Provider Resources 

 Question Prefix - For all exams except SB questions are referred to as a 

'Question'. For SBL the question is referred to as a 'Case Study'. Select 

the relevant naming convention here. 

 Help Button Label - a help function is available in all practice tests if 

added in the paper resources. The name for this button is 'Help' in the 

majority of exams, however for ATX it is called Help/Tax Tables and for 

AFM and APM it is Help / Formulae Sheet. This field allows you to to 

name the Help button according to the paper you are creating. 

 

 Select Save Paper to save all entries 
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 Now select Edit Paper to add Resources, Questions and Settings. 

B. Resource setting 

 

B1.     Background 

 

For ACCA, resources include items such as Introduction & Instructions 

Screens, Section and Exam Summaries; Help Documents and Final Exam 

Screen. 

 

B2.     Instructions 

 

 You can add your own resources in the Resource Settings screen within 

Edit Paper. Please note it is not mandatory to add resources to a Practice 

Test. 

 

Here you can determine where in the Practice Test the resource appears: 

 

 Introduction - add in any information you wish to share with the student 

pre-exam after the timer starts e.g. introduction 

 Pre-Exam - add in any information you wish to share with the student pre-

exam before the timer starts e.g. instructions. 

 In-Exam Help - add in any help / instructions that student may need 

during the Practice Test. 

 Post Exam - add in a final exam screen to advise the Practice Test is 

complete and advise the next steps. 

 Section Break - add in section breaks for the Practice Test to show a 

summary of the following sections, timings, marks available etc 

 Starts at Question - select the question number you wish the resource to 

show from 

 Resource Type - add the resource by selecting from the drop down list  

 Text - Enter text directly in the box below. Formatting is available. 
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 PDF - Select from the Gallery if you have a pre-prepared resource or 

browse and drop the PDF file from your local drive. 

 Spreadsheet - Browse and drop the spreadsheet file from your local 

drive. URL - Enter the URL that you wish to direct the student to 

 Existing Resource - select from the drop-down list of resources or use the 

search box to search for your resource. 

 

 Select Save Resources , before moving to Question Settings. 

Please note if you do not Save you will lose your work. 

 

C.     Question settings 

 

C1.     Instructions 

 

 Select the Question Settings tab. 

 From here you can add a whole Question Pool, selected questions from a 

Question Pool or selected Questions from many Question Pools. 

To add questions to the Practice Test: 

 Question Pool - tick the box to the left of the Question Pool name. All live 

questions within this pool will be added to the Practice Test 

 Selected Questions from a Question Pool - Alternatively, click on the 

downward arrow on the right for a Question Pool and you will be 

presented with a summary of each of the questions. You can select 

individual questions from the Question Pool by ticking the box to the left 

of each Question. Please note you can add questions from multiple 

question pools. 

 You can also select to randomise i.e. let the system pick questions for the 

test for you based on criteria set by you e.g. Syllabus, number of 

questions 

 Select how many questions you wish to appear in the Practice Test 
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 In the text box that is labelled 'from q no to q no.' state from what 

question number you want these questions to appear in the paper. 

 A randomised paper defaults to selecting the questions for each paper. If 

you prefer to have it per exam window, then click Randomise per student 

to off. 

 Once you have selected your questions save your selections  and 

move to the Paper Setting tab. 

 

D. Paper setting 

 

D1.     Background 

 

The final step in creating the Practice Test is to add Paper Settings. Here you 

can decide if the paper is timed/untimed, the duration, if re-submits are 

allowed, pass mark and whether the Practice Test can be Self-Marked by the 

Student. 

 

The following settings are available: 

 

 Untimed - Yes/No 

 Standard Duration - defaulted to Paper 

 Paper Time - If timed, the duration for the Practice Test 

 Timer Pause - If the paper is timed, you can allow a total pause duration 

for comfort breaks etc. This can be applied multiple times until the timer 

runs out. 

 Multiple Re-submits - For more informal testing for assignments usually 

rather than an exam and they can attempt it up to three times. 

 Total Percentage - Total Score 

 Total Question Points 

 Pass - Pass mark (mandatory) 

 Distinction - Mark required to get a distinction (optional) 
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 Merit - Mark required to get a merit (optional) 

 Fail - Mark considered a fail. This will automatically populate based on 

the pass mark. 

 Mark Score / Auto Score - Mark Score is for expert/human marking. Auto 

score can only be used for questions where you have provided a specific 

answer for the solution to mark against. Please note Practice Tests for 

Strategic Professional and Applied Skills should always be marked as 

Mark Score. Any auto-markable questions which will be auto-scored. 

 Mark Sign-Off - ensures that all results are released at the same time to 

Students. 

 Self Mark - allows students to mark their own tests using a marking guide 

or sample answer. Practice Tests (that are in the catalogue) should 

always be flagged as Self-Mark. Tutor assigned tests can optionally be 

given to students to mark. 

 Rubric Report - set to No 

 General Message - Enter any text you with the student to see/read after 

completing the Practice Test. 

 

D2.     Instructions 

 

Please note these are the minimum paper settings required in order to set a 

paper to live. Additional setting (outlined above) can be applied. 

 

 Select whether you wish the paper to be timed / untimed - please note 

Practice Tests are always untimed. 

 If you selected Untimed = No 

 set a Paper time 

 set a duration for Timer Pause 

 Enter a pass mark for the paper e.g. 50%. Please note other marks can 

be added for distinctions, merits etc. 

 Mark Score should be set for non-automarkable papers 

 Select Yes if results should be held until all papers have been marked 

and signed off. Applied to expert marking only. 

 Select whether the paper is to be Self Marked. If left off, this paper will be 

routed for expert marking. 

 Select Save Settings   
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 Select Back to return to the Paper 

2.4.2 Review papers 

 

A. Background 

 

Once you have created your paper you can review it as the student will see it 

prior to setting to Live. 

 

B. Instructions 

 

 Select the preview button  from the menu above the Edit Paper view. 

 

 A preview of the paper will appear as it does in the student canvas. 

 Once you have finished reviewing the paper, you can close it and return 

to the list of Tests and Papers using the cross in the top right hand corner. 
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2.4.3 Release papers 

 

 Following review, the Practice Solution can now be set to live. 

 To do this, switch the status of the paper from draft/review to Live by 

selecting the hand icon and changing to Live. 

 

 If the Practice Test is of type = Practice Test, it will now be available in the 

catalogue, under the branch you have selected. If it is of type 

Assessment, it is now ready for assignment to students or cohorts. 

 

 

A. Create/Maintain Email Templates 

 

A1.     Background 

 

In advance of assigning papers, you are able to optionally create email 

templates which will be sent to Students triggered at various points in time: 

 registration email template - when a paper is assigned to a student  

 reminder email template - a reminder to sit the assigned paper 

 post-test email template - an acknowledgement email once the paper has 

been submitted  

 pass results email template - confirmation of pass result 

 fail results email template - confirmation of fail result 

 distinction results email template - confirmation of a distinction (if a 

distinction mark has been set up at paper level) 

 merit results email template - confirmation of a merit (if a merit mark has 

been set up at paper level) 

These can then be selected when creating a paper. 

 

A2.      Instructions 
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 To add or edit email templates, you must first go to the ‘Email Alerts’ tab 

 

 In the ‘Emails’ screen, you will see a list of all the different email types 

available. 

i) Add a New Email Template – Instructions 

 To add a new email template, click on the  button in the top-

right of the screen. In the Email Template Screen, the available fields 

when creating an email template are as follows: 

 Email Type: This is the Email Type listed under ‘Emails Screen’ above 

and corresponds to the email fields on the Test Page 

 Email Container Template: This is set to ‘default-template’ and does not 

need to be changed 

 Email Title: This is the name you will give your template which will allow 

you to identify it in the list of templates 

 Email Subject: This is the subject of the email which will be sent 

 BCC: This can be used to BCC recipients on any emails sent 

 Email Description: This is the body of the email 

Note: There are a number of variables available which can be inserted 

into the email. For your convenience, these are listed to the right of the 

Email Description box so you can copy and paste them into the email. 

 Signature Type: You can choose either a Text or Image Signature Type 
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 Signature Text: If you’ve chosen Signature Type ‘Text’ you would enter 

then text here Click ‘Save’ to create your template 

 

ii) Editing an Existing Email Template – Instructions 

 In the ‘Emails’ screen, you will see a list of all existing email templates by 

type. Click on the + symbol next to the one you wish to edit to expand it. 

 Click on the edit icon  to the top-right of the template to begin editing 

the template. When you’re done making changes, click ‘Save’ and your 

template will be updated. 

 

iii) Linking an Email Template to a Paper Instructions 

 In the Test screen, click the edit button to the top right of the test page 

 

 Choose the template you want from the drop-down under the email type 

 Click ‘Save Paper’ and the newly chosen email template will be the one 

used for that Test 

 

 

2.4.4 Maintain papers 

 

A. Edit papers 

 

A1.     Background 

 

When editing a Paper, you need to be careful depending on the status it is in. 

If a Paper is in live status and being used, you will need to consider the 

impact of doing this. The process flow below covers the different scenarios 

and provides instructions accordingly. 

 

A2.     Instructions 
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i) To edit a Draft Paper: 

 

 Select Edit to make changes to the Paper then Select Save Paper 

 Select Edit Paper to make changes to Resource Settings, Question 

Settings or Paper Settings. Remember to save settings in each tab 

before moving to the next. 

 Following completion of changes to settings and saving changes, 

select Back to return to the paper. 

 Select Save Paper. All changes have now been applied. 

 

ii) To edit a Live Paper before it has been sat: 

 

 First remove any active windows (if test type Assessment) 

 Return the paper to draft status by clicking on the hand icon  

and select draft from the drop down. 

 You can now edit the paper as per the instructions for draft papers. 

 

 

 

        iii） To edit a Live Paper after Students has sat it - see Clone Paper. 

 

B.     Clone Paper 

 

B1.     Background 

 

It is possible to copy papers to save time in the creation process. Please note 

you can only clone papers for tests that you have permissions to. 

 

B2.     Instructions 
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 Select the copy icon  from the top right corner above view paper detail. 

 

 You will be presented with a window requesting confirmation, select Yes. 

 

 You will now have an exact copy of the Practice Test which you can edit 

as appropriate e.g. rename, select different questions, assign to a 

different group of students etc. 

 

 

C.      Paper following syllabus update 

 

C1.     Background 

 

Once a year ACCA updates the syllabus for each of the exams - this can 

include amendments, additions and deletions of Syllabus Areas, Subject 

Areas and Learning Outcomes. The CBE Practice Platform will be updated 

with the latest Syllabus post publication and you will be able to make updates 

to the practice content as necessary. 

  

ACCA encourages Learning Providers to keep their practice content up to 

date and inline with the current syllabus. Keeping content up to date is 

important as it facilitates easy question retrieval based on syllabus / subject 

areas and supports diagnostic feedback for Students to help them see which 

areas of the Syllabus they are doing well in or where further revision is 

required. 

 

C2.     Instructions 
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 Review Syllabus update and assess impact to existing practice content. 

There are four categories that the impact could fall into: 

 

 No change 

 Amendment 

 Addition 

 Deletion 

 

 Once you have identified what needs to change, create a new Question 

Pool and associate the latest Syllabus with it e.g. SBL 20/21. For each 

question you have assessed, do the following: 

 

 No change - clone and assign the question to the new Question Pool with 

the relevant syllabus/subject area / learning outcome from the new 

syllabus. 

 Amendments - clone and assign the question to the new Question Pool, 

make any necessary 

 changes and apply any new/amended syllabus/subject areas or Learning 

Outcomes. 

 Additions - create new questions and associate the new Question Pool. 

 Deletions - retire these questions from the existing Question Pool. Please 

note these will still be available in any live papers. 

 

 Once all necessary changes have been made or questions created, re-

create the Paper for the new Syllabus year. 

 To do this, navigate to Tests from the left hand menu and find the Paper 

you wish to update. 

 Clone the Paper. 

 Click on Edit Paper and in the Question Settings, deselect the old 

Question Pool and select the new Question Pool and any questions from 

the old Question Pool which are still relevant. 

 When you're ready, set the Paper to live and add to the Catalogue or 

assign as appropriate. 

  

D.      Remove Paper 

 

D1.     Practice Tests 

 

Similar to Maintain Paper, a paper needs to be in draft mode for it to removed 

from the Catalogue. To return to draft status: 

 Navigate to the Reports Menu and select Dashboard 

 Find the relevant paper you want to remove, close out the paper. 

 If you wish to replace the paper, you will need to clone it and set to live 
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You should only do this if you are confident that Students are not sitting or 

marking the Paper. 

 

D2.     Assessments 

 

Please note Assessments do not need to be removed. Once the Paper 

Window has ended, the Paper is no longer available to Students. 

 

E.     Delete Paper 

 

Only draft papers can be deleted: 

 To delete a paper, the paper needs to first be in draft mode. 

 To delete a paper, select the delete icon.   

 You will be presented with a confirmation screen, to proceed select OK. 

 

Please note, once you delete a paper it is not recoverable. 

 

 

 

 

F.      Share Practice Content 

 

F1.     Background 

 

Please note this applies only to Learning Providers who have selected to be 

setup in a hierarchical model of Head Office and Sub-Organisations. 

 

In the CBE Practice Platform, it is possible to share either a Question Pool 

(and all questions within the pool) or a full Paper. Please note no changes can 

be made to the Question, Question Pool or Paper once is has been shared. 

 

F2.     Share Question Pool 

 

When sharing a Question Pool, the organisation you are sharing with will be 

able to use these questions to create their own papers. 

 Navigate to the left-hand menu and select ‘Questions'. The menu will 

expand, Select ‘Question Pools’ from the drop-down list. 

 Navigate to the pool you wish to share and select the share icon  

 Select the organisation you wish to share the Question Pool with. 

 You will be prompted to confirm, select Yes 
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 The Question Pool is now available to the organisation you have shared it 

with.  

 

F3.     Share Paper 

 

When sharing a Paper, the organisation you are sharing with will be able to 

clone the paper and assign to Students. 

 Navigate to the left-hand menu and select ‘Tests’ as below. The menu will 

expand, Select ‘Tests’ from the drop-down list. 

 Navigate to the Test and Paper you wish to share and select the share 

icon  

 

 Select the organisation you wish to share the Paper with. 

 You will be prompted to confirm, select Yes 

 The Paper will now appear in the organisation's version of the CBE 

Practice Platform ready to clone and assign. 

 

 

3.     Assign paper  

 

3.1     Assign paper created 

 

A.     Background 

 

Papers created as Assessments can be assigned to individual students, 

cohorts, the entire organisation or by tag if you use this feature. In order to 

assign a Paper, you need to create a Paper Window. 
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A Paper Window consists of a date/time range when the Practice Test is 

available to sit and the students you wish to assign the Practice Test to. You 

can create multiple Paper Windows and you can also edit, copy and delete 

windows as appropriate. 

 

 

B.     Video Tutorial 

 

Please watch and follow the instructions in the video. 

 

 

C.      Instructions 

 

 Once a Practice Test has been set to Live, a new icon appears in the 

menu bar above the Paper. 

 To assign the Practice Test: 

 Select the user icon and select "Add" 

 Enter the Start and End Dates and Times for when the Practice Test will 

be available to sit. 

 Set a duration for the paper 

 Select Assign Type to User or Cohort, you can also assign by tags if you 

use them within your organisation. 

 If you selected User, you can search for individual students to assign the 

Practice Test to.  

 If you selected Cohorts, you can assign to an entire cohort(s). All 

students associated with that cohort will be assigned the Practice Test. 

 When you have completed assigning, select Save. The Practice Test has 

now been assigned. If you have created an email template for 

assignment, students will be notified by email. 
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3.1.1 Add Extra Time 

 

A.      Background 

 

For timed assessment Papers, you can add extra time for Students with 

additional support needs e.g. additional reading time required. 

 

B.      Instructions 

 

 To do this, select the Show Assigned User List button., a list of students  

will appear with the test duration displayed.  

 

 To adjust the duration for an individual student click on the clock icon 

and add the time as appropriate. 
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3.2     Assign ACCA specimen/ past exam 

 

A.     Background 

 

ACCA can share official resources like Specimens and Past Exams so that 

they can be assigned to Students for expert marking. 

 

B.     Instructions 

 

To do this there are two options: 

 Clone a shared paper and assign - follow the instructions for Clone Paper 

and Assign Paper to achieve this. 

 Create a new paper and add shared ACCA Official questions to it - follow 

the instructions to create Paper. 

 

 

4.     Select & Sit tests  

 

This session will cover 3 parts: 

 

4.1     Student dashboard 

4.2     Select test 

4.3     Sit test 

 

Detailed information and instructions please see the appendix Page44-

Page49. 

5.     Mark tests 

 

5.1     Self mark  

 

A.      Background 

 

The CBE Practice Platform has comprehensive marking functionality that 

allows you to self-mark practice tests that you have self-assigned from the 

official ACCA practice test resources in the catalogue. If you are studying with 

a Learning Provider, your Tutor can also create and assign tests to you for 

self-marking. 

 

Once you have taken the test, it will appear in the Mark Tab* of the your 

Student Dashboard from where you will be able to select and self-mark your 

paper. 

 

You will be able to – 
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 simply award points or apply the marking style ACCA uses in live exams 

known as ‘tick-marking' (so called because you will be able to annotate 

the script with a tick-mark  along with a set number of marks i.e. 0, 

0.5, 1, 2 or 3); 

 view any marking materials such as marking guidelines and sample 

answers whilst marking (where provided by the author of the test); 

 annotate individual parts of your response; 

 add general comments. 

 

Please note that your work will AutoSave throughout the marking process. (* 

the test will appear in the Mark tab if contains constructed response style 

questions. For tests that only contain objective response question types then 

the test results will appear in the Results tab of the Student Dashboard) 

 

B.     Instructions 

 

 When you have taken a test which can be self-marked, it will appear in 

the Mark Tab on the Student Dashboard 

 Click on "Mark" at the top of the screen 

 

 Any tests that you have completed and which have the status of self-

mark will appear in this list  

 Click on the titles of the exams that are listed to expand them and see the 

papers available for marking 

 Click on the 'Self Mark' button to begin marking 

 

 

5.1.1 Marking Screen Overview 

 

You will then be presented with the marking screen which will typically show 

the marking materials (e.g. marking guidelines and sample answer) on the left 

hand pane; your response in the middle pane; and the marking rubric on the 

right hand pane. 
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You can adjust the screen view in various ways to suit your needs – 

 close the marking rubric pane by clicking on the   button, and to  

re-open it click on the  button; 

 hide the exhibits and requirements by clicking on the  button in the  

middle pane, and to show them again click on the  button 

 adjust the width of the left hand pane and middle pane by moving the  

vertical splitter bar  to the left or right as required 

 You can also expand the exhibits and requirements by clicking on  

them. 

 

To navigate between questions you can click on Previous, Next or the 

question number at the top right of the screen 

 

The question that you are on has a grey indicator under it. If a question has a 

score, then a green line appears above it, otherwise it has a red line above it. 

In the example below: 

 

 you can access the marking guidelines and sample answer from the links 

on the marking rubric pane so that they open up on the left hand pane. 

 the question reference number is shown against "Ref:" on the top left of 

the header. 

 the question stems are hidden but you can view it by clicking on Show 

next to the "Question stem:" directly below the question reference number. 

 

Example of Marking Screen 

 



42 

 

5.1.2   Types of Marking 

There are 2 types of marking available: (1) Basic marking where you just 

enter points associated with the question, and (2) Tick marking where you 

annotate the script. This latter method is the way that live exams are marked 

by ACCA. 

 

Basic Marking 

 

To mark the script using points, simply click on the objective on the right hand 

side and enter the points you wish to give. 

 

Tick Marking 

 

To mark the script using annotations, click on the objective on the right hand 

site and then switch the "Tick Marking mode" toggle to on. This toggle is 

shown on the top of the screen. 

 

Expand the assessment criteria that you wish to give points to within the 

rubric. 

 

 Click on the "tick" icon   

 Click on the number of points you want to score. The options are 0, 0.5, 

1, 2 or 3 points. 

 Click on the area of the response you would like to give the points. 

 There are also 3 options to mark a script with giving points – 

 

 MAX (or Maximum Score Given) - this should be used to acknowledge a 

good response but where a student has already been awarded full marks 

for the question; 

 PAG (or Points Already Given) - this should be used to acknowledge a 

good response but where a student has already been awarded marks for 

that particular response i.e. it is a repetition;  
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 OFR (or Own Figure Rule) - if a mistake is made in a calculation, and the 

incorrect figure that results from the mistake is used for subsequent 

calculations or as the basis for a comment on the outcome of a 

calculation, then OFR means that marks are awarded for comments or 

calculations that result from he original incorrect figure. 

 

 To remove points, click on "tick" icon    to deactivate it and then 

click on the points that you want to remove. 

 

  

 

 

 

 

 

 

 

 

5.1.3    Adding Specific Comments 

 

 To annotate the script with specific comments, ensure that the "tick" icon 

is deactivated. Please note that this feature is not available on a 

spreadsheet response, however general comments can be added (see 

below). 

 Highlight the text that you want to comment on, and click on the icon  

 

 You will be prompted with the following box to where you can add your 

comment 
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 The comments will be summarised in the right hand pane under Highlight 

Comments 

 

 

5.1.4   Adding Overall Comments 

 

 To give overall notes in the rubric, add your comments in the box on the 

right hand pane, which can be expanded by clicking on the  button. 

 

5.1.5   Finish Marking 

 

 To finish marking, click on the X at the top right to finish marking. Please 

note that you have to mark a paper in one go and you can't return to it if 

you leave. 

 You will then be asked to confirm if you want to finish marking. 

 

 If you have clicked on the 'Yes' button then you will automatically be 

taken to the Results tab within the Student Dashboard. Otherwise, if you 

click 'No' then you will be returned to the Marking Screen. 

 

 

5.2 Allocate test for marking 

 

Once a paper has been completed and is ready for marking, it will appear on 

the Marker Dashboard of the person who created the test. By default, the Test 

Owner is the Marker for a paper and will then be able to either mark the paper 

themselves or alternatively allocate the paper for marking to other Markers. 
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The scripts can be allocated to other Markers using a basic marking workflow 

or a marker hierarchy workflow. The basic marking workflow should be chosen 

if the number of Markers and papers to mark is relatively low, whereas the 

marker hierarchy workflow helps facilitate delegation of marking to Lead 

Markers where the volumes of Markers and papers is higher. 

 

Once the scripts have been allocated and expert-marked, they will be 

returned to the Test Owner/Lead Marker to then release the results to the 

Students. 

 

5.2.1    Mark by Test Owner 

If you are the Test Owner and wish to mark the scripts yourself, then go to the 

Marker Dashboard and select the paper that you wish to mark, as follows – 

 

 Click on the paper name to show the list of candidate scripts that are 

ready to Mark 

 Select each script for marking by clicking on the word "Mark". 

 

 Please refer to the Expert-Mark Test user guide for details on how to 

apply basic marking and tick marking. 

 Once you have completed marking all of the scripts, you can release 

results to the student clicking on the    button and selecting "Sign-off". 

 This will close out the marking for the script and display the result to the 

Student on their dashboard. 

 

 

5.2.2  Allocating Scripts to Other Markers 

 

If you would like to get other Markers to mark the candidate scripts, select the 

paper and click on the settings button  for the paper. 

 

You can then: 

 

 select your preferred workflow; define the marker set-up; 

 define how the scripts will be allocated; and  

 apply a mark schema, if required. 
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Select Workflow 

 

You can choose your preferred workflow to allocate the scripts to other 

markers – either a basic marking workflow or by a marker hierarchy workflow. 

 

 Click on the "Basic Marking" button to select the basic marking workflow 

 

 Click on the "Marker Hierarchy" button to select the marker hierarchy 

workflow. Note that "Basic Marking" will also remain selected too. 

 

 

Define Marker Set-up 

 

In this section, you will be able to select your Markers and, if you have chosen 

the marker hierarchy workflow, create a marker hierarchy which will allow you 

to delegate marking to a Lead Marker. 

 

This section also allows you to set the date that scripts are due back to you, 

and to choose whether scripts are marked anonymously or not. 

 

 Click on "Marker Set-up" to expand this section. 

 If you have chosen the basic marking workflow then you will be able to add 

the usernames of the Markers that you want to share the paper with. 
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 If you have chosen the marker hierarchy workflow, then you will be able to 

create a marker hierarchy and add the usernames of the Markers you want 

to share the paper with. Click the  button to add a new level to the 

hierarchy. 

 

 A new box is added to the top of the list. 

 One level of the hierarchy can be assigned as "Lead" which gives access 

to the settings for the paper, along with the script allocations to Markers. 

The Lead Marker(s) and Test Owner in addition to the allocated Marker can 

mark a candidate's script. You can have one or more users allocated to 

each level of the hierarchy. 

 A simple hierarchy containing one Lead Marker and one allocated Marker 

can be seen in the Marker Set-Up example below – 

 

 More complex hierarchies can be built by adding additional Markers to 

each level as seen in the image below. 
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 You can also choose to set a date that the scripts are due back from the 

Markers for the paper, or you can set it by the paper window end date. 

 

 By default, scripts are marked anonymously meaning that the markers do 

not see the username of the candidates but instead each candidate script 

is identified by the candidate reference number. You can choose to change 

this by selecting the anonymous toggle to off  

 

Note that if you are the owner of the test, you will be able to see the 

candidates' names in the allocate section, even if the paper is set to 

anonymous marking. 

 Once you have completed your hierarchy assignments click on the "Save 

Changes" button  

 

 

 

 

 

Select Allocations 

 

When you are ready to allocate the scripts to the assigned markers, expand 

the Allocations tab by clicking on it. Note that marker hierarchy workflows use 

the same method of allocating scripts as basic marking workflows. 
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 To generate the allocations, click on the Generate button 

 

 Adjust how many scripts each marker gets by adjusting the quantity in the 

input field next to their name 
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 Click on the Allocate button to allocate the script(s). 

 

An email will automatically be sent to those Markers that have been allocated 

a script(s) to mark, and the relevant script(s) will appear on their Marker 

Dashboard ready for marking. 

 

Note: When Markers have completed expert-marking the script(s), they will 

allocate the scripts back to the Lead Marker/Test Owner. 

 

Select Mark Schema 

 

If you require to apply a scoring type for the paper then you can do this within 

the Mark Schema section. Note that this scoring type will only apply to 

questions that do not already have a scoring type assigned. 

 

 You can choose either "basic" or "rubric" from the scoring type drop-down 

box. 

 If you want to apply basic scoring then select "basic" from the scoring type 

drop-down box  

 Click on the "Save Changes" button. 

     

 If you want to apply rubric scoring then select "rubric" from the scoring type 

drop-down box  

 Select either "paper", "section" or "question" from the rubric scope drop-

down 

 Select your rubric from the list of rubrics that you have already created  
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 Click on "Save Changes" button. 

     

 

Once you have completed the settings then Click on the "Back" button at the 

top of the page to return to the Marker Dashboard. 

 

Release Results to Students 

 

When all of the scripts have been expert-marked and returned to the Lead 

Marker/Test Owner, they will be able to release the results to Students by 

clicking on the  button and selecting "Sign-Off". This will close out the 

marking for the script and display the results to the Student on their 

dashboard. 

 

5.2.3   Expert-Mark Test 

 

A.      Background 

  

You will be notified of any scripts that have been allocated to you for marking 

via a daily email that at is sent at 16:00 or 17:00. However, you can also 

regularly check your Marker Dashboard to view what has been allocated to 

you. 

 

You will then be able to select the scripts and expert-mark them, and on 

completion of marking allocate them back to the lead marker/owner of the 

paper so that the results can then be released to students. 

 

The CBE Practice Platform has comprehensive marking functionality which 

allows you to: 
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• simply award points or apply the marking style ACCA uses in live exams 

known as ‘tick-marking’(so called because you will be able to annotate the 

script with a tick-mark    along with a set number of marks i.e. 0, 0.5, 1, 

2 or 3)’; 

• view any marking materials such as marking guidelines and sample 

answers whilst marking (where provided by the author of the test); 

• annotate individual parts of your response; 

• add general comments; and 

• add and share marker comments. 

 

Please note that your work will AutoSave throughout the marking process. 

 

B.      Instructions 

  

• Navigate to the Marker Dashboard, where you will automatically see the 

papers that you need to mark. 

• Search for a test by entering the name in the search box and/or using the 

test and paper filters. 

• Click on the box to view the list of scripts that have been allocated to you. 

Each candidate paper submission is shown in a list. 

• You can search for a specific test or paper by entering the name in the 

Search box and/or using the Test and Paper filters. 

 

• Click on the word "Mark" for each script and continue through the scripts 

until you are done.  

• For each script, you will be presented with the marking screen as outlined 

below. 

 

 

Marking Screen Overview 

 

You will then be presented with the marking screen which will typically show 

the marking materials (e.g. marking guidelines and sample answer) on the left 

hand pane; your response in the middle pane; and the marking rubric on the 

right hand pane. Additionally, to the left of the marking material pane is the 



53 

 

 button which, when selected, opens up a pane to allow markers to share 

comments (this is described in more detail below). 

 

You can adjust the screen view in various ways to suit your needs – 

• close the marking rubric pane by clicking on the  button, and to re-

open it click on the  button; 

• hide the exhibits and requirements by clicking on the  button in the 

middle pane, and to show them again click on the  button 

• adjust the width of the left hand pane and middle pane by moving the 

vertical splitter bar  to the left or right as required 

• You can also expand the exhibits and requirements by clicking on them. 

 

To navigate between questions you can click on Previous, Next or the 

question number at the top right of the screen 

 

The question that you are on has a grey indicator under it. If a question has a 

score, then a green line appears above it, otherwise it has a red line above it. 

 

To the left of the marking materials pane, you will be able to add marker notes 

(please see "Add & Share Marker Notes" section below to see an example of 

how this is displayed). 

 

In the example below, 

 

 you can access the marking guidelines and sample answer from the links 

on the marking rubric pane so that they open up on the left hand pane. 

 the question reference number is shown against "Ref:" on the top left of 

the header. 

 the question stems are hidden but you can view it by clicking on Show 

next to the "Question stem:" directly below the question reference 

number. 

 

Example of Marking Screen 
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Types of Marking 

 

There are 2 types of marking available: (1) Basic marking where you just 

enter points associated with the question, and (2) Tick marking where you 

annotate the script. This latter method is the way that live exams are marked 

by ACCA. 

 

Basic Marking 

 

To mark the script using points, simply click on the objective on the right hand 

side and enter the points you wish to give. 

 

Tick Marking 

 

To mark the script using annotations, click on the objective on the right hand 

site and then switch the "Tick Marking mode" toggle to on. This toggle is 

shown on the top right hand side of the screen. 

 

Expand the assessment criteria that you wish to give points to within the 

rubric. 

 

 Click on the "tick" icon   
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 Click on the number of points you want to score. The options are 0, 0.5, 1, 

2 or 3 points. 

 Click on the area of the response you would like to give the points.  

 There are also 3 options to mark a script with giving points – 

 

 MAX (or Maximum Score Given) - this should be used to acknowledge a 

good response but where a student has already been awarded full marks 

for the question; 

 PAG (or Points Already Given) - this should be used to acknowledge a 

good response but where a student has already been awarded marks for 

that particular response i.e. it is a repetition;  

 OFR (or Own Figure Rule) - if a mistake is made in a calculation, and the 

incorrect figure that results from the mistake is used for subsequent 

calculations or as the basis for a comment on the outcome of a 

calculation, then OFR means that marks are awarded for comments or 

calculations that result from he original incorrect figure. 

 

 To remove points, click on "tick" icon    to deactivate it and then 

click on the points that you want to remove. 

 

Adding specific comments 

 

• To annotate the script with specific comments, ensure that the "tick" icon 

is deactivated. Please note that this feature is not available on a 

spreadsheet response, however general comments can be added (see 

below). 

• Highlight the text that you want to comment on, and click on the icon   

 

 

 

• You will be prompted with the following box to where you can add your 

comment 
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• The comments will be summarised in the right hand pane under Highlight 

Comments 

 

Adding overall comments 

 

 To give overall notes in the rubric, add your comments in the box on the 

the right hand pane, which can be expanded by clicking on the  button. 

 

Add & Share Marker Notes 

 

 Markers can also add internal notes that are only available to the Test 

Owner and any other Markers that have been allocated the script e.g. 

Lead Marker and Marker. These internal notes are not available to the 

candidates. 

 You will be automatically notified by email if another Marker has left a note 

in this section. These notes are typically a comment or a question to the 

Lead Marker. 

 Marker notes can be added in the left hand column of the screen by 

clicking on the button as shown below. 

 

 

 Once, you have made a note in this column, click on the  button to 

save it and share. 

 

Finish marking 
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• To finish marking, click on the X at the top right to to return to the Marker 

Dashboard. Please note that students will see all of your annotations, 

scores and comments that you recorded when marking their script. 

 

Completion of Marking 

 

• Once finished with one or all of the papers, you can allocate them back to 

the Lead Marker/Test Owner by clicking on the more button      and 

selecting "allocate". 

• An email will automatically be sent to the Lead Marker/Test Owner 

informing them that of what has been allocated back to them. 

• When a paper has been assigned back it will be removed from your 

allocation queue. 

 

 

 

 

 

 

5.2.4   Auto marking (Applied Skill level) 

 

A.      Introduction 

 

Applied Skills questions (such as Hot Spot, Hot Area, Multiple Choice, Multiple 

Response, Fill in the Blanks, Drop Down, and Drag & Drop) will be 

automatically marked. 

 

These questions will appear in the marking screen as shown in the examples 

below. 

 

Example 1- Auto Marked Hot Spot Question (Wrong Answer) 
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Example 2 - Auto Marked Hot Spot Question (Correct Answer) 

 

 

6.     Receive Feedback & Marks   

 

6.1     Receive feedbacks & marks 

 

All tests that have been self-marked, tutor marked (expert marked) or auto-

scored will appear in the Results tab within the Student Dashboard. The list of 

test results available are displayed. Click on the box to expand and see the 

papers available and the overall percentage score for the assessment. 

 

• Click on the "Review" button to review the result. 
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• The first screen shows your result and what percentile you fall into (as 

measured against your peers). 

• If you have taken the test more than once, your result for each attempt will 

be shown in the graph and therefore allows you to see your progression 

over time. 

• A list of questions in the paper is available on the right-hand side pain.  

• Click on a question to see the detail of the question and your response. 

 

 

• A list of questions in the paper is available in the right-hand side pane. 

Click on a question. 

• In this view you can see the full detail of the question plus any marks 

received. In the example below, tick marking was used to score the 

assessment. 
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• If the script has been annotated, hover over the highlighting to reveal the 

comments made. 

 

 

• To see overall comments, scroll down to see the bottom of your response. 
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• Use the top navigation to move to the next/previous question. Or you can 

choose to return to the summary results screen or the Results tab. 
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6.2     Track Performance Students 

 

You can track your performance over multiple papers by selecting the 

Performance on the student dashboard. 

 

You will be presented with a graph which allows you select a Test and all 

associated papers you gave sat will be displayed. You can change the papers 

displayed on the graph by selecting a different Test from the list above the 

graph, 

 

 

 

6.3  View Results by Syllabus Area 

 

The Progression Over Time chart shows your overall attempts at this paper, 

however for Applied Skills papers you are also able to review your 

performance by Syllabus Area. 

 

To do this, simply select the syllabus area from the top of the chart and the 

bars will change accordingly to give you a result for that syllabus area. When 

you select the syllabus tag, the description will display underneath. Example: 

Selecting syllabus area A2 shows the performance against this specific 

syllabus area and also presents the syllabus description i.e. Financial strategy 

formulation. 
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7.   Track Performance    

 

7.1   Tutor dashboard 

 

The Tutor Dashboard allows Tutors to see how Students and Cohorts are 

performing for an individual paper. 

 

To access the Tutor Dashboard, navigate to Reports in the left hand menu and 

then select Tutor Dashboard. 

There are two views: 

 

7.1.1 Tests 

 

The Tests view allows you to select a Paper and see how both the Cohort and 

individual Students have performed. 

 

• Upon entering the Dashboard you will be presented with a list of Test 

folders which you can expand to see the Papers. To do this, click on the > 

icon to see the Papers within a Test. You can also use the Search box at 

the top of the page to search for a specific Test folder or Sort 

alphabetically. 
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• Click on the View button on the right hand next to the Paper you wish to 

view. 
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• You will now be presented with the results for that Paper. If more than one 

Cohort has sat this Paper, a list of the Cohorts will appear in blue across 

the top. Select the Cohort you wish to review. 

 

 The first section gives a summary view of how many candidates were in 

the cohort, the overall result for the cohort including the cohort average, 

high and low. 

 

 

 

 The Second Section gives the result for the cohort at Question Level: 

 
 

The third section gives the result for each candidate for the paper: 

 

In this view you can also select a quartile to see where students rank within 

the cohort. 
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You can move between the Question and Candidate views by selecting the 

Expand button. 

 

 

 

 

 

 

 

7.1.2 Cohorts 

  

You can also select to view results by Cohort. This view allows you to compare 

results of different papers. 

 

• To navigate to the Cohorts view, navigate back to Tests and then select 

Cohorts. 

 

• Upon entering the Dashboard you will be presented with a list of Cohorts. 

Click on View to see the Tests and Papers the cohort has sat. 

 

 

 You will now be presented with the cohort result for the each paper 

alongside the overall average for all cohorts who have sat the paper. To 

select an alternate Test folder, you can find these above the cohort 

average stats. The Test highlighted in blue is the one that is selected.  
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• You can expand each Paper to see additional detail (similar to that on 

the Test view) by clicking on See more. 

 

 

 

 

 

 

 

 

 

7.2     Performance Dashboard 

 

7.2.1 Overview 

 

 To access the Performance Dashboard, navigate to Reports in the left 

hand menu and then select Performance Dashboard. 

 

The overview page provides a view of Student performance across the 

learning organisation at Test and Paper level. The graph below shows a % 

score for each Paper associated with the selected Test. 
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7.2.2 Cohort 

 

The cohort page provides a view of Student performance at cohort level. 

 

 Upon selecting the Cohort view, you will be presented with a list of 

cohorts. These can be sorted alphabetically using the Sort By drop down 

or you can search for a specific cohort by name using the Search field. 

 

 

 

 

 

 Once you have found the Cohort you wish to review, select the 

corresponding View button. 

 

You will now be presented with a view of the cohort average across All Tests 

and Papers as well as graph showing the results for each Paper. You can 

narrow this by selecting specific Test and only the Papers within that Test will 

be displayed on the graph. 
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 To see more detail, you can click on the Paper name on the graph and 

you will be presented with performance at Question level. You can move 

between Papers using the selection tool above the cohort average results. 

The Paper that is currently selected is in blue. 

 

 

 

 

 

 

7.2.3 Tutor 

 

The Tutor page provides a view of cohort performance by Tutor. 

 

 Upon selecting the Tutor view, you will be presented with a list of Tutors. 

These can be sorted alphabetically using the Sort By drop down or you 

can search for a specific cohort by name using the Search field. 

 

 

 Once you have found the Tutor you wish to review, select the 

corresponding View button. 
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You will now be presented with a graph view for each cohort associated with 

that Tutor showing performance at Paper level. 

 

 

 Select More on each Cohort graph if you wish to see more detail. This 

will take you into a similar view as the Cohort view. 
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Appendix 

 

APP.1 (2.2.2-2.2.3) 

 

2.2.2   Create rubric (design/maintain) 

 

A.      Background 

 

A Rubric is a set of guidelines for scoring a question and allows content 

authors to set up the assessment criteria for markers to mark the question. A 

rubric can include objectives, Levels, Marks and Comments to guide the 

marker in allocating marks for the question. 
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Rubrics appear on the right hand of the marking dashboard next to the 

student response. You can see a finished one in the picture below: 

 

Rubrics are set up as part of Question Creation. Please note a rubric needs to 

be set up for each question in order that you are able to mark. This also 

applies if you wish to enable self-marking for students. 

 

B.     Scoring Methods 

 

There are three Scoring Methods available: 

 

 Percentage % - this allocates a set-% of the question score to each 

objective (Basic Marking). 

 

 Score - this allocates a set mark of the question score to each objective 

(Basic Marking). 

 

 Score Range – this sets the range of marks that can be awarded for each 

objective e.g. 0-100. 

 

N.B. Use this scoring method for Tick Marking. 

 

C.     Structure 

 

When creating a Rubric, a default structure is created depending on the scoring 

method selected. 

 

Each row in the rubric represents a part of the question to be marked and 

includes the following fields: 

 

 Objective = Requirement or element of the question being marked or 
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another criteria for how you are marking e.g. Knowledge & Application; 

Requirement 1 

 

 Level = the criteria for the level attained for the allocated score e.g. 

Excellent, Good, Average, Poor 

 

 Score = % Score e.g. 50%; Score (set mark); or Score range e.g.0-10 

 

ACCA recommends having one objective per requirement within the question. 

This allows you to capture marks and feedback at requirement level. For 

example, if a question is made up of three requirements, there should be a total 

of three rows in the Rubric e.g. Requirement 1; Requirement 2a; Requirement 

2b. 

 

By default, a rubric is created with three objectives, but you can add as many 

as you like. 

 

 

 

2.2.2.1 Rubric Design 

 

The following buttons allow you to design a bespoke rubric: 

 

 

 Add Score - adds a score to an objective without the need for a description. 

 

 Add in Score & Criteria - Allows the addition of a range of marks to define 

Levels of performance e.g. Poor = 0 - 19; Average = 20-29; Good = 30-39; 

Excellent = 40-50 . N.B. By default, new rubrics contain three Levels. ACCA 

does not use Levels i.e. ranges for good, average, excellent when marking. 

Instructions for removing Levels can be found below. 
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 Add Row Heading - Adds a new blank row to which you can add objectives, 

scores, levels and free text. 

 

 Add Objective - Adds a new row to be linked to an additional requirement 

in the question  

 

Add Objective Free Text - Allows the marker to add comments/feedback at 

Objective (requirement) level 

 

Add Free Text - Allows the market to add comments/feedback for the overall 

question 

 

A.      Video Tutorial 

 

 

B. Instructions 

 

To set up a Rubric: 

 

 Navigate to Marker Dashboard/Rubrics on the left-hand menu 

 

 Click the 'Add new rubric' button from the top left corner of the screen or 

within a Question, select Add next to the Rubric section under Marker 

Information.  

 

 Select from the Scoring Methods: 

Percentage % - this allocates a set-% of the question score to each 

objective 
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Score - this allocates a set mark of the question score to each objective. 

Score Range – this sets the range of marks that can be awarded for each 

objective. N.B. Use this scoring method for Tick Marking & Annotations. 

 

Please Note: You must choose a scoring method before doing anything else as 

if you change the scoring method it will delete anything else you've already set 

up under the Rubric. 

 

 A default rubric with 3 Objectives and 3 Levels is set-up. You can add/delete 

Objectives and Levels to meet your question marking requirements. 

 

Please Note: ACCA only uses one Level for marking. To remove the additional 

Level columns, you can delete them by clicking on the delete button  next to 

'max' in the relevant Score column. This should leave you with one Level where 

you can add a range of 0 to X (depending on the score for each requirement). 

See example below. 

 

 

 Enter the Names of the Objectives, description of Levels (if applicable), 

Scores. For Percentage% scoring, the total % for the question must equal 

100. For Score the total number of marks must equal the total possible 

score for the question. For Score Range the total maximum score must 

equal the total possible score for the question. 

 

 Add Objective Free Text (comments box per objective) or Free Text (overall 

comments for the entire question) boxes for comments as necessary using 

the buttons above. 

 

 

 Complete the Others section: 

 

 Name - Name the rubric so that you can find it for use in questions later 

 Reference Number - add a unique reference number for your rubric. 

 Description - Further details about the rubric you wish to capture 

 Austoscore - Y/N. Please note for Strategic Professional questions this 

should always be No.  

 Tags - Enter any key terms you would like to be able to find the rubric under. 

Press 'Enter' after each key term. 

 Status - Draft / Live. Please note only live rubrics can be added to questions. 

 

• Select Save 
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Your rubric is now available to select within questions. 

 

 

 

 

 

 

 

 

 

 

 

2.2.2.2  Maintain Rubric 

 

Rubrics can be edited, copied and deleted following creation. To do this: 

 

• Navigate to the Rubric page from the Marker Menu 
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• Find the Rubric you would like to maintain 

 

• Select from the following options:  

Edit  

Copy  

Delete  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.2.3   Create questions 

 

A.1     Applied skills questions 

 

A.1.1   Objective tests questions 
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Multiple Choice and Multiple Response 

 

A.     Background 

 

Multiple choice questions are questions where students need to choose one 

answer from a number of given options. 

 

Note that you can also create a Multiple Choice question where students need 

to select more than one answer from a number of given options.This question 

is sometimes referred to as a Multiple Response question. Both are created in 

the same way on the CBE Practice Platform. 

 

B. Instructions 

 

To begin: 

 

 Navigate to the Questions page from the left hand Menu bar. 

 

 To create a new Question, select the 'Add New Question' button on the top 

right hand side of the page to display a list of question types. 

 



79 

 

• Select Multiple Choice from the options within the ‘Question Picker’ section 

as below. You are now ready to create your question. 

 

• Add a question stimulus. 

 

• Add the text for each option in relation to the question being asked in the   

corresponding text box. Please note that you can add or remove options 

by using the “+Add” button or the “X” button respectively. 

 

Note that the Preview pane will automatically reflect the changes you make as 

you as you add or update the question stimulus and options. 

 

• Change the multiple response button to “Yes” if you require multiple 

responses. 

 

• In the Validation section, you can customise the validation criteria that you 

want to apply to the question. In the example below, multiple responses 

have been selected and identified. 
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• To check the question and validation, you can change to ‘Review’ mode in 

the preview and mark an select the relevant options. Return to ‘Initial’ view 

to see if the answer is correct. 

 

• Set the score 

 

• Add any marking information e.g. rationale or working 

 

• Add the question to a Question Pool 

 

• Select the relevant Syllabus tags from the Taxonomy. N.B. These tags are 

used to feedback to students on their performance at syllabus, subject and 

learning outcome levels. 

 

• Save 
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Drop Down 

 

A.     Background 

 

Drop down questions require students to select one answer from a drop down 

list. Some of these questions may contain more than one drop down list and an 

answer has to be selected from each one. 

 

B.     Instructions 

 

To begin: 

 

• Navigate to the Questions page from the left hand Menu bar. 

 

• To create a new Question, select the 'Add New Question' button on the top 

right hand side of the page to display a list of question types 

 

 

• Select the Fill in the Blanks & Drag/Drop from the ‘Question Picker’ then 

select Drop Down. 

 

You are now ready to create your question. 
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• Add a question stimulus. 

 

• Update the pre-populated content of the template markup section with 

your own question content or just a response box. Please note that the 

drop down response boxes are denoted as {{response}} and you can add 

or remove these as required. 

 

• Add the text for each possible response for each drop down. Please note 

that you can add or remove possible responses for each drop down by 

using the “+” button or the “x” button respectively. 

 

Note that the Preview pane will automatically reflect the changes you make 

as you as you add or update the question stimulus and drop down 

responses. 

 

 

• In the Validation section, you can customise the validation criteria that you 

want to apply to the question. In the example below, you would be able to 

select the valid response for Drop Down Response 1 from the 4 possible 

options. 
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• To check the question and validation, you can change to ‘Review’ mode in 

the preview and select a response from each drop down. Return to ‘Initial’ 

view to see if the answer is correct. 

 

 

• Set the score 

 

• Add any marking information e.g. rationale or working 

 

• Add the question to a Question Pool 

 

• Select the relevant Syllabus tags from the Taxonomy. N.B. These tags are 

used to feedback to students on their performance at syllabus, subject and 

learning outcome levels. 

 

• Save 
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Hot Spot//Hot Area Questions 

 

A.     Background 

 

For hot spot questions, students are required to select one point on an image 

as their answer. When the cursor is hovered over the image, it will display as 

an “X”. To answer, the student places the X on the appropriate point on the 

diagram. The image will have been set so that as long as part of the X is 

touching the specific part of the image that represents the correct answer, it will 

be marked correct. 

 

 

Hot Area questions are similar to hot spot questions, but instead of selecting a 

specific point students are required to select one or more areas in an image. 

 

Both questions are created in the same way in the CBE Practice Solution. All 

Hot Spot / Hot Area questions are created by uploading an image and then 

defining areas of the image that signify a correct response. 
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Hot Spot 

 

A.     Instructions 

 

N.B. Please upload any images to the Gallery before starting.  

 

To create a Hot Spot / Hot Area question: 

 

• Select Hot Spot / Hot Area from the Question Picker: 

 

 

• Add a question stimulus 

 

• Select Question Type Hot Spot 

 

• Select Choose Image then navigate to and select the image from the 

Gallery (using the checkbox) that you would like to upload (suggested 

maximum size is A x B pixels). Please note you must upload the image to 

the gallery before you can add it to a question. 
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• Once the image has been uploaded, it will show on the right hand side of 

the page in the Preview pane. 

 

• Click on the + sign to add an Itemdefine the correct response area. 

 

Each Item enables the content author to create a box as a layer on top of the 

image which defines the correct answer. 

 

Label - Can be left blank if not required 

 

 Height (px) - Item height in pixels Width (px) - Item width in pixels 

 X Position (px) - X coordinates for upper left corner of the Item  

 Y Position (px) - Y coordinates for upper left corner of the Item 

 Correct Answer - Checkbox to indicate that if the student marks the spot     

within this Item then they are correct and will receive marks. 

 

 

In order to decide on the Height, Width, X and Y Positions, you can switch on 

temporary grid lines over the image. To do this switch the toggle below the image 

to the right. 

 

 

To establish the coordinate points, use the grid lines to plot the top left hand 

point of the Item. An example can be seen below: 

 

N.B. The grid lines are in 50 pixels intervals. 
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This equates to the following : 

 

 

and looks as follows: 

 
 

To check the question and validation, you can change to ‘Review’ mode in the 

preview and mark an X on the image. Return to ‘Inital’ view to see if the answer 

is correct. 

 
 

• Set the score 
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• Add any marking information e.g. rationale or working 

 

• Add the question to a Question Pool 

 

• Select the relevant Syllabus tags from the Taxonomy. N.B. These tags are 

used to feedback to students on their performance at syllabus, subject and 

learning outcome levels. 

 

• Save 

 

 

Hot Area 

 

A.     Instructions 

 

N.B. Please upload any images to the Gallery before starting. 

 

To create a Hot Spot / Hot Area question: 

 

Select Hot Spot / Hot Area from the Question Picker: 

 

 

• Add a question stimulus 

  

• Select Question Type Hot Area 

 

• Choose Image then navigate to and select the image from the Gallery 

(using the checkbox) that you would like to upload (suggested maximum 

size is A x B pixels). Please note you must upload the image to the gallery 

before you can add it to a question. 
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Once the image has been uploaded, it will show on the right hand side of the 

page in the Preview pane. 

• Click on the + sign to add an Item and define the response areas. 

 

 

Each Item enables the content author to create a box as a layer on top of the 

image which defines an area selectable by the student. 

 

Label - Can be left blank if not required  

 

 Height (px) - Item height in pixels  

 Width (px) - Item width in pixels 

 X Position (px) - X coordinates for upper left corner of the Item  

 Y Position (px) - Y coordinates for upper left corner of the Item 

 Correct Answer - Checkbox to indicate that if the student marks the spot  

within this Item then they are correct and will receive marks. 

 

In order to decide on the Height, Width, X and Y Positions, you can switch on 

temporary grid lines over the image. To do this switch the toggle below the 

image to the right. 

 

To establish the coordinate points, use the grid lines to plot the top left hand 

point of the Item. An example can be seen below: 

N.B. The grid lines are in 50 pixels intervals. 
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• Create a response area for each of the boxes on the grid that you wish to 

be a feasible response for the student to select. For example: 

 

 

Check the box for Correct Answer on the Items that are Correct and should be 

given marks. 

 

To review the question is working correctly, you can change to ‘review’ mode 

and answer the question. 

 

 

Once you have finished, return to Initial Mode to see if the answers are correct: 
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Set the score 

 

Add any marking information e.g. rationale or working 

 

 Add the question to a Question Pool 

 

 Select the relevant Syllabus tags from the Taxonomy. N.B. These tags are 

used to feedback to students on their performance at syllabus, subject and 

learning outcome levels. 

 

 Save 

 

 

Fill in the Blanks 

 

A.      Backgrounds 

 

This question type requires students to type an answer into a box. The unit of 

measurement will sit outside the box, and if there are specific rounding 

requirements  these will be displayed. The only permitted characters for this 

question type are: 

 

• Numbers 

 

• One full stop as a decimal point if required 

 

• One minus symbol at the front of the figure if the answer is negative For 

example: -10234.35 

 

No other characters, including commas, are accepted. 
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B.     Instructions 

 

To create a Fill in the Blanks question: 

 

• Select Fill in the Blanks from the Question Picker: 

 
 

• Enter the Question Stimulus / Template Markup There are two styles of Fill 

in the Blanks (FIB) questions. 

 

a) FIB response boxes are interspersed between the text e.g. The quick 

______ fox jumped over the dog 

 

In this style the text all needs to be included in the Template Markup 

section with nothing in the Question Stimulus. 

 

 

b) A paragraph of text followed by one or many FIB response boxes e.g. 
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The quick brown fox jumped over the lazy _______ 

 

In this style you can enter the text into Question Stimulus and create the FIB 

Response Box below by typing {{response}} 

 
 

• Add the field Type in the Response Container (Global). You can choose 

from: Text; Integer (whole number) or Decimal. If you choose decimal, you 

also need to specify the number of decimal places. 

 

• Add a Valid Response by typing the answer in the field and specifying the 

field type and decimal places (if relevant). 

 

Please note: If there are multiple FIB response boxes each response box will be 

labelled in order of appearance e.g. {{response}} 1; {{response}} 2 etc. 

 

 

• Add the Score 

 

• Add any alternate responses by selecting the + sign under the Alternate 

Responses section. 
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Please note any additional alternate responses need to be added in the same 

way. If you select the + sign under Values this will create an alternate response 

for a second response box. 

 

Single Alternate Response 

 

 

Multiple Alternate Response 

 

Please note both responses related to {{response }} 1 

 

 

Multiple FIB Response Boxes and multiple valid reponses 

 

If a question has multiple FIB responses and each response box has multiple 

valid responses i.e. one valid and multiple alternate, each combination and 

permutation of these responses needs to be created in order that scoring will 

work correctly. Both responses have to exist in the same Valid or Alternate 

Response in order to get the score. 
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For Example: 

 

{{response}} 1 = 5 with an alternate response = 6 

{{response}} 2 = 2 with an alternate response = 3  

This would equate to 4 valid responses: 

 

Valid Responses: 

{{response}}1 = 5 

{{response}}2 = 2 

 

Alternate Response 1: 

{{response}}1 = 6 

{{response}}2 = 3 

 

Alternate Response 2: 

{{response}}1 = 5 

{{response}}2 = 3 

 

Alternate Response 3: 

{{response}}1 = 6 

{{response}}2 = 2 

 

To review the question is working correctly, enter the response into the FIB 

response box in the preview, then change the status to ‘review’ mode to validate 

the response. 

 

 

 

• Add any marking information e.g. rationale or working 

 

• Add the question to a Question Pool 

 

• Select the relevant Syllabus tags from the Taxonomy. N.B. These tags are 

used to feedback to students on their performance at syllabus, subject and 

learning outcome levels. 

 

• Save 
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Drag & Drop 

 

A.     Background 

 

Drag & Drop questions are matching questions which involve students dragging 

Tokens (answers) and dropping them on to Targets. Authoring Drag & Drop 

questions involves creation of Labels; Tokens and Targets. 

 

• Labels are non-movable, non-functioning items that define the Tokens or 

Targets below e.g. categories. 

 

• Tokens are movable items that can be placed on targets. 

 

• Targets are non-movable items that can have Tokens placed on them. 

 

Some questions could involve matching more than one Token to a Target and 

some questions may have more Tokens than Targets, which means not all 

available answer choices need to be used. 

 

 

B.      Instructions 

 

To begin: 

 

• Navigate to the Questions page from the left hand Menu bar. 

 

• To create a new Question, select the 'Add New Question' button on the top 

right hand side of the page to display a list of question types 



97 

 

 

 

• Select the question type that you want to create from the options within the 

‘Question Picker’ section as below i.e. 

 

Drag & Drop 

 

You are now ready to create your question. 

 

 

• Add a question stimulus and select a background image (if required). 

 

• Create the Labels, Tokens and Targets by expanding the Items section. 

Note that the Preview pane will automatically reflect the changes you make 

as you as you add or update the question stimulus and items. 
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To create Labels, Tokens or Targets, click on the + sign to add an Item. 

 

Select the Item type, add the text and add the dimensions and plot the 

coordinates. 

 

 

 Item Type: Label; Token or Target 

 Text - the text to appear on the Label, Token or Target 

 Border - Item border (please note these are pre-set based on the Item Type 

to match ACCA Standards) 

 Colour - Item colour (please note these are pre-set based on the Item Type 

to match ACCA Standards) 

 Text Colour - Text Colour (please note these are pre-set based on the Item  

Type to match ACCA Standards) 

 Height (px) - Item height in pixels 

 Width (px) - Item width in pixels 

 X Position (px) - X coordinates for upper left corner of the Item Y Position 

(px)  - Y coordinates for upper left corner of the Item 

 

Please note, once you have created one item, you can use the copy facility in 

the right hand corner of each item to create another and you can amend as 

necessary. 

 

In order to decide on the Height, Width, X and Y Positions, you can switch on 
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temporary grid lines over the image. To do this switch the toggle below the 

canvas to the right. 

 

N.B. The grid lines are in 50 pixels intervals. 

 

 

Example of tokens and targets with gridlines switched on: 

 

 

In the Validation section, add the relevant Tokens for each Target under 

Compatible Tokens by selecting from the drop down, then add the correct Token 

for that Target. 

 

In the example below: Token 1 and Token 2 can be dropped on Target 1, and 

Token 1 is the correct token; and, only Token 2 can be dropped on Target 2, and 

Token 2 is the correct Token. 
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• To check the question and validation, you can change to ‘Review’ mode in 

the preview and drag & drop the tokens. Return to ‘Initial’ view to see if the 

answer is correct. 

 
 

• Set the score 

 

• Add any marking information e.g. rationale or working 

 

  

• Add the question to a Question Pool 

 

• Select the relevant Syllabus tags from the Taxonomy. N.B. These tags are 

used to feedback to students on their performance at syllabus, subject and 

learning outcome levels. 

 

• Save 
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Case Questions 

 

All Objective Tests ( OT) and Constructed Response ( CR) questions can be 

created as part of a case. A case is a scenario that has multiple questions 

associated with it. 

 

Each OT case contains a group of five OT questions based around a single 

scenario. These can be any combination of the single OT question types and 

they are auto-marked in the same way as the single OT questions. 

 

Each CR case can have a group of up to three questions based around a single 

scenario. These require expert or self-marking. 

 

In both cases the case scenario remains on screen so students can see it while 

answering the questions. However, a moveable splitter bar enables the student 

to focus on either the scenario or the questions. 

 

In order to make any question (except for the Strategic Professional Workspace) 

a Case Question, you need to add a resource and enable to screen split 

 

• Add a resource that will display on the left hand side of the screen. To do 

this, either search for an existing resource or add a new resource by clicking 

on Add. 

 

• Once added, switch the toggle to on for Display resource as screen- split. 

This will automatically set the split screen to 45% (as per ACCA live exams). 

 

 

 

 

 

 

 

 

 

 

Constructed Response Questions 
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A.     Word Processing 

 

To create a Word Processing question: 

 

• Select Constructed Response from the Question Picker and then Word 

Processing 

 

 

• Enter the Question Stimulus. This will appear above the word processing 

editor in the right hand preview pane. 

 

 

• Add a resource that will display on the left hand side of the screen. To do 

this, either search for an existing resource or add a new resource by clicking 

on Add. 

 

• Once added, switch the toggle to on for Display resource as screen- split. 

This will automatically set the split screen to 45% (as per ACCA live exams). 



103 

 

 

 

If required, you can also add a Pre Populated Answer to provide a template for 

the student’s response. To do this, switch the toggle to on for Enable Pre 

Populated Answer. This will allow to add text, tables etc to the student’s 

response as a starting point. This will show in the preview on the left hand side 

of the screen. 

 

 

• Add any marking information e.g. marking guide or sample answer 

 

• Add a marking rubric (see section ‘Create Rubric’ for details) 

 

• Add the question to a Question Pool 

 

• Select the relevant Syllabus tags from the Taxonomy. N.B. These tags are 

used to feedback to students on their performance at syllabus, subject and 

learning outcome levels. 

 

• Save 
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Spreadsheet Questions 

 

To create a Spreadsheet question: 

 

Select Constructed Response from the Question Picker and then 

Spreadsheet 

 

 

• Enter the Question Stimulus. This will appear above the spreadsheet editor 

in the right hand preview pane. 

 

 

• To enter the score and to specify the size of the spreadsheet in the student’s 

response, expand the Validation section 

 

• Enter the score 

 

• Enter the number of rows and columns you would like to be available to the 

student. A default is set to 200 rows and 20 columns. 
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• Add a resource that will display on the left hand side of the screen. To do 

this, either search for an existing resource or add a new resource by clicking 

on Add. 

 

Once added, switch the toggle to on for Display resource as screen-split. 

This will automatically set the split screen to 45% (as per ACCA live exams). 

 

• If required, you can also add a Pre Populated Answer to provide a template 

for the student’s response. To do this, switch the toggle to on for Enable Pre 

Populated Answer. This will allow to add text, tables etc to the student’s 

response as a starting point. This will show in the preview on the left hand 

side of the screen. 

 
 

• Add any marking information e.g. marking guide or sample answer 

 

• Add a marking rubric (see section ‘Create Rubric’ for details) 

 

• Add the question to a Question Pool 

 

• Select the relevant Syllabus tags from the Taxonomy. N.B. These tags are 

used to feedback to students on their performance at syllabus, subject and 

learning outcome levels. 

 

• Save. 
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Create & Maintain Content(User Guide) 

Create Workspace Question 

 

A.     Background 

 

Workspace questions have been introduced as part of the new Strategic 

Professional CBE exams. They are composed of the following attributes: 

 

• Background Information - This is the text that appear on the right hand side 

of the Workspace question. It is normally some contextual information for 

the question as well as a summary of the Exhibits available and remains 

there for the duration of question while it is being completed. 

• Exhibits - These are reference documents that the student needs to read 

and understand in order to answer the requirements/tasks. 

 

• Requirements/Tasks - These are the actual questions that the student 

needs to answer in order to gain marks. Please note the name of this 

resource group is dependent on the exam, for SBL these are called Tasksm, 

for all other exams they are called Requirements. 

 

• Response Options - These are the types of response available to students 

to record their answers to the requirements/tasks. Available options to the 

content author are: Word Processor; Spreadsheet and Slides. Please note 

it is possible to have more than one type of response option. 

 

B.     Video Tutorial 
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C.     Instructions 

 

Upon selecting 'Workspace' from the Question Picker you will be presented with 

the following Question template. The area on the left hand side of the screen 

requires completion to create the question. The area on the right hand side of 

the screen will show a preview of the question as you build it. Please note you 

can move the slider bar in the middle to allow more space on the left or right 

hand side of the screen while you are working. 

 

 

Example Workspace Question Preview as it is being built 

 

 

Please note: ACCA uses Arial 16 point font in the CBE Practice Platform to 

create any text resources, 
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Complete the fields as follows: 

 

• Enter the Question Stimulus i.e. the background information to appear on 

the right hand side of the screen. 

 

• Enter the Score for the question 

  

• Create Exhibits. To do this  add a new Resources Group by selecting the 

 next to Resources, then navigate down the page to the Group Name. 

This field should be named Exhibits. 

 

• To add individual Exhibits, under Group Resources select the  button 

and add a Title e.g. Exhibit 1 then add the resource either by searching for 

existing resources or adding a new resource using the Add button and 

browse to the relevant resource to upload or create as appropriate. 

 

 

• Complete the following fields for each Exhibit: 

 

 Icon - the icon that precedes the resource name on the button on the left 

hand side of the screen e.g. exhibit or requirement. 

 Button Size - the size of the button that represents the resource on the left 

hand side of the screen. N.B. All button sizes should be the same for 

uniformity. 

 Position - the default position of the resource window when it opens. ACCA 

positions exhibits in centre/centre position for live exams. 

 Height (pixels) - the default height of the resource window when it opens. 

ACCA suggests 600 pixels. 
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 Width (pixels) - the default width of the resource window when it opens. 

ACCA suggests 800 pixels. 

 Height (%) - leave blank 

 Width (%) - leave blank 

 

Repeat steps 4 and 5 until all Exhibits have been created. 

 

• Create another Resource Group for Requirements/Tasks. To add a new 

Group of Resources select the   next to Resources, then navigate 

down the page to the Group Name. This field should be named 

Requirements, or Tasks for SBL exams. 

 

• To add individual Requirements, under Group Resources select the  

button and add a Title 

e.g. Requirement A (25 marks) then create the resource by selecting the 

Add button and create as appropriate. 

 

• Complete the following fields for each Requirement: 

 

 Icon - the icon that precedes the resource name on the button on the left 

hand side of the screen e.g. exhibit or requirement. 

 Button Size - the size of the button that represents the resource on the left 

hand side of the screen. N.B. All button sizes should be the same for 

uniformity. 

 Position - the default position of the resource window when it opens. ACCA 

positions exhibits in centre/centre position for live exams. 

 Height (pixels) - the default height of the resource window when it opens. 

ACCA suggests 600 pixels. 

 Width (pixels) - the default width of the resource window when it opens. 

ACCA suggests 800 pixels. 

 Height (%) - leave blank 

 Width (%) - leave blank 

 

N.B. Resources within Resource Groups can be re-ordered using the  

button or deleted using the    underneath each resource 

 

 To add Response Options, under Response Options select the     button 

and complete the following fields: 

 

 Title - the name of the response option as it you want it to appear on the 

button on the left hand side of the screen. Please note there is a 40 
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character limit. 

 Type - response type. Select from text editor (Word Processor); 

Spreadsheet or Slides. Each of these will require different information to be 

added in the fields below. 

 Position - the default position of the response window when it opens. 

 

Word Processor - bottom centre 

Spreadsheet - bottom right 

Slides - bottom left 

 

 Height (pixels) - the default height of the response window when it opens. 

ACCA suggests 500 pixels for Word Processor and Spreadsheet 

 Width (pixels) - the default width of the response window when it opens. 

ACCA suggests 1000 pixels 

 Height (%) - leave blank 

 Width (%) - leave blank 

 Toolbar - this should always be set as advanced. 

 Formatting Style - leave unchecked. 

 Rows (spreadsheet only) - Number of rows available in the spreadsheet. 

 Columns (spreadsheet only) - Number of columns available in the 

spreadsheet. 

 

 Slides Only 

 

 Once the slide response has been selected, slides and speaker notes can 

be added. 

 

Slides are a new response type for ACCA. A content author can determine the 

total number of slides available to the student during the test. The content author 

can determine the Title, Height, Width, Slide border, border width and colour, as 

well as the for each slide as well as the same attributes for speaker notes to 

accompany each slide (Note Title, Note Height, Note Width, Note border etc). 
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 Enable Pre-Populated Answer (optional) 

 

For each of the response types, the content author is able to add a pre- 

populated response which can be a lead in for the student or a guide in terms 

of how to answer the question e.g. a table with headings that is to be completed 

by the student. 

 

To switch on Pre-Populated Answer, switch the toggle to on then select the 

relevant response type and edit the response as required., 

 

 

 

 

D.     Marker Information 

 

 Complexity Level (optional) - this can be used to set a relative value to 

represent the level of difficulty of the question. 

 

 Taxonomy - Once you have selected the question pool, the linked Syllabus 

will appear enabling you to tag the question with syllabus areas, subjects 

areas and learning outcomes. Please note this is useful when searching for 

questions relating to a specific syllabus area later and is also used for 

reporting on student performance at these levels. You can decide what level 

you want to tag questions at, but the minimum level is Syllabus Area 
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 Reference Number - a unique reference number for the question. Please 

note: if Auto_ID is switched on in the Question Pool, this field does not need 

to be completed 

 

Status - a question can be in Pending (Draft) or Live status. Only Live questions 

can be used in Practice Tests 

 

 Assign to - Allows the question to be assigned to someone for review or as 

a question owner. Please note, only this person will be able to edit the 

question unless Question Pool permissions override. 

 

 Finally select Save to complete the question. 

 

 

APP.2 (4.1-4.3) 

 

4.1     Student dashboard 

 

When you log in to the CBE Practice Platform, you will be presented with your 

Student Dashboard. 

 

In the Home tab you can: 

 

 Select Practice Tests from the Catalogue on the right-hand side 

 

 See what Practice Tests you have had assigned to you (if you study with a 

Learning Provider) - 

 

 Assigned Material 

 

 See what Practice Tests you have assigned to yourself - Self-Assigned 

Material 

 

 Start/Resume Practice Tests 

 

In the Mark tab you can: 

 

 See any Practice Tests you have completed and Self-Mark them 

 

In the Results tab you can: 

 

 See any Practice Tests you have completed that have gone for expert 

marking See the results of any Practice Tests that have been marked and 

returned to you 
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In the Performance tab you can: 

 

 See all Practice Tests you have completed and how you performed in them. 

 

 

4.2     Select test 

 

To select a Practice Test: 

 

• Find the Exam you are studying from in the Catalogue on the right 

hand side 

 

• Click on the  icon, this will expand the catalogue to show you what 

Practice Tests are available 

 

• You will be presented with additional options including: 

 

 Country (if applicable) 

 Resource Type (e.g. ACCA Official Resources) 

 Practice Type (e.g. Specimen, Past Exam) 

 

• Once you have identified the Practice Test you would like to sit, 

select Assign. 
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4.3     Sit test 

 

4.3.1   Sit Test 

 

A.     Background 

 

Once you have assigned a Practice Test to yourself, you will be able to 

see under Self-Assigned Material of the left hand side of the page. 

 

 B.   Instructions 

 

 To sit the Practice Test, select Start.  

 

Pause/Resume 

 

Please note you are able to stop the test and return to it later to complete 

if the test is untimed. To do this, close the browser window at any time. 

When you return the next time, the Practice Test will still show under  Self-

Assigned Material.  

 

To resume, select the Resume button. Please be aware that for timed 

tests the clock will continue to tick down so if you don't return within the 

duration set then you will be unable to complete the test.  
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For timed practice tests assigned by Learning Providers, a Pause feature 

is available which can be used during the Practice Test for short breaks. 

Your Learning Provider determines if the Pause feature is turned on and 

what the maximum time limit is for pausing the exam. Please note you 

can pause multiple times up to a maximum of the limit e.g. if a limit of 30 

minutes applies, then you could pause the exam 5 times at 6 minutes per 

break. 

 

If the pause feature is enabled, you will see a pause icon and a total 

number of minutes available next to the Time Remaining: 

 

 
 

To pause the Practice Test, 

 simply click on the pause icon  next to the timer. A pop-up window 

will appear and the rest of the screen will be obscured. 

 select Continue to carry on with the Test. 
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4.3.2   Sit test offline 

 

A. Background 

 

In the event that you would like to sit a Practice Test but you will not have 

internet access, you can save it while online and sit offline later.  

  

B.      Instructions 

To do this, click on the three dots icon  next to the Start button. 

A Save for offline toggle will appear, click on this and when it turns green, 

the Practice Test has been saved for you to sit Offline.  

 

Please make sure you don't clear your browser history.  

 

 Open the same browser that you saved the practice test for offline  

 

• Navigate to https://cbeptcn.accaglobal.com/ 

 

 You will be presented with your Dashboard and the Practice Test you 

have saved will appear 

 

 Select Start to sit the exam 

 

 When you have finished, end the exam 

 When you are next online, the practice test will be submitted for 

marking or appear in your marking tab for self-marking. 
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4.3.3    Print & Save 

 

A.      Background 

 

It is possible to print and save Workspace question Exhibits, 

Requirements and Responses. 

 

B.     Instructions 

 For PDF Exhibit, click on the printer icon on the top right corner 

(highlighted below) 

 

 You will be presented with a print preview where you can decide to 

either send to printer or save as PDF. 
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 For Requirements and Responses, click on the printer icon in the 

window header. Again, you will be presented with a print preview and 

you can decide whether to print or save as PDF. 

 

 If you would like to print the background text on the right hand side 
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of the screen, simply use your browser print facility or the keyboard 

shortcut Ctrl + P to print what is on the screen. 

 


