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Introduction
Education Development International (EDI) is a leading international awarding body that was
formed through the merger of the London Chamber of Commerce and Industry Examinations
Board (LCCI) and a leading online assessment provider GOAL. EDI now delivers LCCI
International qualifications (LCCI IQ) through a network of over 5000 registered centres in
more than 120 countries worldwide. Our range of business-related qualifications is trusted and
valued by employers worldwide and recognised by universities and professional bodies.

The Support Pack
This Support Pack has been developed to provide additional guidance for centres helping
candidates to achieve the LCCI Level 2 Award in Computerised Book-keeping Skills and
the Level 3 Award in Computerised Accounting Skills.
The main purpose of the Pack is to provide guidance to centres on how to use the EDI
Computerised Book-keeping and Accounting Internet Portal to upload and submit candidates’
work for marking. It also reinforces the resources, software and systems that centres need in
order to deliver the assessments.
This support pack has a version number and date on the front cover. An up-to-date copy of
this support pack is always downloadable from our website www.lcci.org.uk in PDF format.
The Support Pack should be read in conjunction with the related qualification syllabuses.

1

Qualification Design
Aims
The LCCI Computerised Book-keeping and Accounting qualifications are UK accredited
qualifications that aim to develop students’ competence in using computerised accounting
software to produce accurate, professional and well presented accounting information
employing an appropriate range of accounting procedures. The qualifications are available at
two levels:



Level 2 Award in Computerised Book-keeping Skills
Level 3 Award in Computerised Accounting Skills

As skills-based qualifications, they bridge the gap between the knowledge of book-keeping
and accounting and the skills required to apply this knowledge to a computerised accounting
system.

Target Audience and Candidate Progression
The Level 2 qualification is suitable for people whose job role requires the computerised
processing of daily book-keeping and accounting transactions and preparation of routine
reports.
The Level 3 qualification is suitable for people whose job role requires the computerised
processing and completion of advanced accounting transactions and the preparation of end
period reports.
Both qualifications are optional components within the new Level 3 Specialised Diplomas,
therefore offering progression to any of the following:





Level 3 Specialised Diploma in Business Management and Accounting
Level 3 Specialised Diploma in Cost Accounting
Level 3 Specialised Diploma in Accounting and Finance
Level 3 Specialised Diploma in Managerial Accounting

Previous Learning Requirements
Candidates pursuing these qualifications are required to have book-keeping and accounting
knowledge and skills equivalent to the LCCI Level 2 Book-keeping and Accounts qualification.
In addition, it would be beneficial for candidates to have keyboarding skills as well as skills in
using word processing and spreadsheet software, particularly for the Level 3 Award.
Candidates should also have a minimum level of English equivalent to the LCCI Level 2
English for Business or JETSET 4 - (Council of Europe B1/Threshold) to meet the
communication requirements for this qualification.
Please see the respective syllabus at each level for detailed information on specific
qualification aims, assessment design, assessment objectives, qualification support and the
learning outcomes and assessment criteria within the qualifications.
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Delivering the Assessments
Assessment Format
The qualifications are assessed by an examination in the form of a practical case study, in
which it is assumed that the candidate is working in an accounting department using a
computerised accounting system. The case study requires candidates to process a variety of
business transactions using commercially available computerised accounting software.
The assessment, which is set and marked by EDI, does not require the use of any specific
computerised accounting software. As a guide, the assessment is compatible with the
following computerised accounting software: Sage 50, Microsoft Accounting and QuickBooks.
However, centres must ensure that the software they are using will enable candidates to
successfully complete the assessment before registering candidates.
The time allowed for the examination is 2.5 hours for Level 2 and 3 hours for Level 3. Grades
are determined by the types and number of errors occurring in candidates’ work.

Assessment Requirements
In order to deliver the assessments, centres must meet the following requirements:


Provide an appropriate room for the assessment where candidates will have individual
access to a computer with suitable computerised accounting software for the duration of
the examination. The computerised accounting software must enable candidates to
achieve all of the assessment objectives and complete the assessment successfully. EDI
will not make allowances for software that does not allow candidates to complete the
assessment as specified.



Ensure that candidates have access to word processing, spreadsheet and PDF
converter software for the Level 3 assessment.



Ensure that candidates can save files in PDF format. Files must be saved in a secure
environment and should be backed up.



Ensure that candidates cannot view each other’s work electronically. Therefore, if work is
saved onto a network drive, the drive needs to be set up so that each candidate has a
section of the drive which only they and the tutor uploading the candidates’ work can
access. Centres are advised to set up password controlled access to the network area.
We recommend that each candidate saves their work into a folder set up with their name
and candidate number. This will assist centres when uploading work to the EDI
Computerised Book-keeping and Accounting Internet Portal.



Be able to zip the output files for each candidate and upload the zip files to the EDI
Computerised Book-keeping and Accounting Internet Portal after the examination.
Therefore, centres must have access to the Internet. Candidates’ work must be
uploaded and submitted within 48 hours of the examination to allow marking by EDI
examiners.
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Administering the Assessments


The required number of examination papers will be supplied to the centre according to the
number of candidates registered within the order. Examination papers will be supplied in
good time before the date of the examination and should be stored securely, as per EDI’s
Examination Regulations.



Each candidate must be seated at a computer that has been loaded with suitable
computerised accounting software, which will allow the candidate to successfully complete
the assessment. Centres must check that the software in use will enable candidates to
successfully complete the assessment before registering candidates.



Candidates must attempt all assessment tasks in the order given and must generate and
save the reports and documents (output files) specified in the assessment in PDF format in a
folder with their name and candidate number. The folder must be saved on the computer
desktop or in a designated section of the network drive. Output files should be named
according to what is specified in the assessment. No printing of reports or documents is
required.



Candidates are not allowed to bring any memory sticks or paper into the examination room.



Centres must ensure that a candidate is not able to view the files created by other
candidates during the course of completing the assessment. The assessment must be
completed within the set time duration and under supervised conditions.



At the end of the examination, the centre will need to zip each candidate’s PDF output files
and upload and submit the zip file via the Internet Portal: http://cbaportal.ediplc.com.
Centres must ensure that the log-in details and order numbers are available to the relevant
staff members so that candidates’ work can be uploaded and submitted. Submission must be
done within 48 hours of the examination. EDI recommends that centres maintain an
electronic copy of candidates’ work on their systems until the results have been issued.
Candidates’ work should be uploaded to the Internet Portal using the log-in details provided
by EDI (please contact Customer Support, your Regional Office or Co-ordinating Authority to
receive these details). Information on how to access the Internet Portal and complete
guidance on uploading is given in the next section of this Support Pack.



When candidates’ work has been uploaded and submitted via the Internet Portal, marking
will take place within 3 weeks. A Marker’s Report is provided to the Centre through the
Internet Portal and can be accessed using the log-in details and order number.



All examinations must be carried out in accordance with the Examination Guide for LCCI
Centres and the Examination Regulations, which is sent to centres with the exam papers.
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GUIDE TO USING THE INTERNET PORTAL
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Guide to Using the Internet Portal – Logging In
When the candidates have completed the examination, the centre needs to upload and submit
their completed work to EDI using the internet portal.
The internet portal can be accessed at: http://cbaportal.ediplc.com
Logging In
Log-in details can be obtained from EDI’s Centre Support Team, your Regional Office or
Coordinating Authority.

Please note that you will be logged out of the portal after 30 minutes of inactivity.
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Guide to Using the Internet Portal – Finding an Order
Finding an Order
Once logged in, you will be presented with a list of all orders relating to the Computerised
Book-keeping and Accounting Skills qualifications.
The Order Number, Exam code and Description (Exam title) are displayed. The status of
each order is also shown.

The number of candidates
within each order will be
shown here.

Choose the order you wish to submit for marking and click on ‘Select’
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Guide to Using the Internet Portal – Finding an Order continued

Once the order has been selected you will now see a list of all the candidates registered under
that order number – Candidate ID, name and date of birth will be shown for each candidate.
In the screen below, there is only one candidate in this order.
The top part of the screen shows details relating to the order. The order status is currently ‘Not
Submitted’ as the candidates’ work has not yet been uploaded and submitted.
The screen also shows which paper version the candidates have been assigned.
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Guide to Using the Internet Portal – Uploading a Candidate’s Work
Uploading a Candidate’s Work
To upload a candidate’s work you will need to select the paperclip icon next to the relevant
candidate.

In this instance the only candidate’s work to be uploaded and submitted is Spirou Agnew.
Please note: You must zip each candidate’s output files and upload the zip file. The
internet portal will only accept zip files for upload.
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Guide to Using the Internet Portal – Uploading a Candidate’s Work continued

You will then see the following screen.

Click on ‘Browse’ to find the zip file you need to upload for the chosen candidate.
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Guide to Using the Internet Portal – Uploading a Candidate’s Work continued

Browse and find the file which needs uploading. Then click ‘Open’.
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Guide to Using the Internet Portal – Uploading a Candidate’s Work continued

The zip file you selected will be shown in the File window.

Click on ‘Upload’ to upload the zip file.
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Guide to Using the Internet Portal – Uploading a Candidate’s Work continued

The zip file uploaded will then be listed below.

Click ‘Finished’ once you are happy that the correct file for the candidate has been uploaded.
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Guide to Using the Internet Portal – Uploading a Candidate’s Work continued

You will then be taken back to the screen which shows all the candidates within the order.
The zip file uploaded will now be listed under the specific candidate’s name.
If a candidate has been absent click the ‘Absent’ button to indicate that the candidate did not
sit the examination. (This process is reversible if the button is accidently clicked).

If necessary, the uploaded zip file can be removed by clicking on the ‘Delete attachment’
icon.
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Guide to Using the Internet Portal – Uploading a Candidate’s Work continued

Viewing the Candidate’s Work
Clicking on the ‘+’/’-‘ next to the candidate’s name will hide or display the uploaded zip file.

You may view the uploaded PDF files for the candidate by double clicking on the zip file.
The system will automatically save your progress so you can press ‘Log out’ at any time
before you press ‘Submit’ and log back in again to continue uploading candidates files.
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Guide to Using the Internet Portal – Submitting Candidates work to EDI
Submitting Candidates work to EDI
Once zip files for ALL candidates within an order have been uploaded, click ‘Submit’ (you will
not be able to submit unless files for all candidates within the order have been uploaded or
candidates have been marked as Absent).
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Guide to Using the Internet Portal – Submitting Candidates work to EDI continued

You will then be asked if you are sure you want to submit – click ‘OK’ if you wish to submit the
candidates’ zip files.
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Guide to Using the Internet Portal – Submitting Candidates work to EDI continued

A box will then appear enabling you to record any points which you want the EDI Marker to be
aware of. You do not have to enter anything into this box.
You will then need to click ‘Submit’ again.
Note: At any point before you press ‘Submit’, you will be able to change the uploaded files.
The system will automatically save your progress so you can press ‘Log out’ at any time
before you press ‘Submit’ and log back in again to continue uploading candidates files.
However once you press ‘Submit’, the uploaded zip files will be submitted to EDI. You
will no longer be able to make any changes.
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Guide to Using the Internet Portal – Submitting Candidates work to EDI continued

Once you have pressed ‘Submit’ you will be taken back to the first screen showing all the
orders.
As the work for all candidates within the order has now been uploaded and submitted, the
submission date will be shown to indicate the updated order status.

To confirm the status of the order, click on the ‘Select’ button for the order.
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Guide to Using the Internet Portal – Submitting Candidates work to EDI continued
You will now see that the status of the order is ‘Centre Submitted’ instead of ‘Not
Submitted’.

You will still be able to view the uploaded files but you will not be able to remove them.
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Guide to Using the Internet Portal – After Marking Candidates’ Work
After Marking Candidates’ Work
After you have submitted candidates’ work, the EDI Marker is able to log-in to the portal to
view and mark the candidate’s work. They will record the candidates’ grades and submit these
through the portal to EDI.
You will then be able to log back into the internet portal to view the grades awarded to the
candidates.
On the initial screen listing all the orders, you will see that a marking date is now shown to
indicate that the order has been marked.

To view the grades awarded to each candidate within the order, click on ‘Select’.
Orders will be marked within 3 weeks of the submission of candidates’ work. The marking
criteria used in awarding grades can be found in Appendix 1.

21

Guide to Using the Internet Portal – After Marking Candidates’ Work continued

The status of the order is now ‘Marked’ instead of ‘Centre Submitted’.
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Guide to Using the Internet Portal – After Marking Candidates’ Work continued

On this page, you will see the grade that has been awarded to each candidate – this is the
grade that will be shown on each candidate results slip and certificate.

Here you will see the Marker’s Report which will provide feedback on the performance of
candidates as well as indicating the general reasons for the grades awarded. This information
will be very useful in improving candidates’ future performance.
The Marker’s Report will make use of Performance Codes, as in the report above – the
meaning of these codes are given on the next page.
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Performance Codes

Codes

Meaning

Explanation

IF

Immediate Fail

Failure due to either of the two immediate fail errors

NF

Narrow Fail

Failure as a result of one error over the pass criteria.
This is used in conjunction with other error codes

MD

Missing Documents

Documents such as (Sales Orders, Purchase orders;
Delivery Notes, Invoices, etc.) not generated

IP

Inaccurate/Incomplete
Processing

Combination of these errors – incorrect amount
processed; failure to process a transaction;
transaction processed to incorrect account; incorrect
month or year in date

TE

Typographical Errors

Typographical errors in names, addresses or
reference numbers

OE

Other Errors

Errors in date (with same month) and omission of
reference number or other data
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Appendix 1
Mark Allocation and Grading
Candidates’ performance for both Level 2 and 3 is assessed by checking the generated
reports and documents for errors. Grades are determined by the types and number of errors
occurring in candidates’ work.
Errors are categorised as follows:
Immediate Fail:



Failure to generate and produce the Trial Balance or either the Audit Trail or the
complete Nominal Ledger
Failure to generate and produce more than one of the other requested reports

Processing errors:
A ‘processing error’ is defined as ‘an error that renders the accounts incorrect’. Examples of
processing errors include, but are not limited to the following:






An incorrect amount processed
Failure to process a transaction or duplicate of a transaction
A transaction processed to an incorrect account
Incorrect month or year in date
Failure to generate documents, i.e. Sales Orders, Purchase Orders, Invoices,
Credit Notes, Remittance Advice and Statements.

Minor errors:
A ‘minor error’ is defined as ‘an error that affects the quality of information rather than the
accuracy of the accounts.’ Examples of minor errors include, but are not limited to the
following:




Typographical errors on names, addresses or reference numbers
Incorrect date but within same month
Omission of reference numbers or other data

Error tolerances for each grade are specified below:

Pass

Immediate Fail
None permitted

Merit

None permitted

Distinction

None permitted

Processing Errors
Maximum of 5 errors
permitted
Maximum of 3 errors
permitted
Maximum of 1 error
permitted
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Minor Errors
Maximum of 6 errors
permitted
Maximum of 4 errors
permitted
Maximum of 2 errors
permitted

EDI
International House
Siskin Parkway East
Middlemarch Business Park
Coventry CV3 4PE
UK
Tel. +44 (0) 8707 202909
Fax. +44 (0) 2476 516505
Email. enquiries@ediplc.com
www.ediplc.com
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