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The Hong Kong Institute of Certified Public Accountants Qualification Programme 

Associate Modules 1 – 5 Computer-based Examinations Candidate Guide provides a 

detailed introduction to the features of the computer-based examination system. 

 

 

1.0 Before examination 
 

1.1 Login the examination workstation 

 

Please enter your candidate number (e.g. S123456) and the first 4 letters of your 

identification document registered with the HKICPA (e.g. A123) to login to the workstation.  

Thereafter, please check your personal information and read the examination regulations 

as well as the Examination Information & Suggested Time Allocation on the screen.  

 

The examination will start automatically when the time arrives. If you arrive late, you will 

need to click the “Start” button to start the examination manually.  Any lost time will not be 

reimbursed. 
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2.0 During examination  
 

The computer-based examination system interface is divided into four main areas: Title 

Bar, Question List, Answer Area, and Toolbar, as shown in the diagram below. 

 

 

2.1 Title Bar 
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2.1.1 Candidate information 

 

Please double check if the "Candidate Number" and "Seat Number" at the top right of the 

screen are shown correctly.  Examination Supervisor or invigilators will verify your identity 

during the examination. 

 

2.1.2 Font size 

 

You may adjust the font size by clicking on "Aa" at the top to adjust the font size of the 

Answer Area. There are three available font sizes: "small", "medium", and "large", with the 

default size set to "medium". 

 

2.1.3 Answer progress 

 

The number of answered questions are shown as “Answered” at the top right of your 

screen. 

 

2.1.4 Countdown timer 

 

The "Time Remaining" at the top shows the remaining time for the examination.  The 

system will display the reminders when there is 15 minutes and 5 minutes left in the 

examination.  Once the examination time is up, the system will automatically prevent any 

further answering and will submit the responses without requiring confirmation from the 

candidate. 

 

2.1.5 “Screen Lock” 

 

The "Screen Lock" button protects your answer interface to be viewed by other parties if 

you need to temporarily leave your seat with the invigilator’s approval.  For more details 

on the "Screen Lock" function, please refer to section 2.5. 

 

 

2.2 Question List 

 

The Question List on the left side shows the question numbers. You can view the 

examination structure and the number of questions, as well as the answering status of 

each question.  To ensure no question is missed, you can use the mouse to scroll the 

vertical scrollbar up and down to view entire Question List 
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The status of the questions is differentiated by various icons, including the  

“Current” - question on display, “Unanswered” - unanswered questions, “Done” - 

completed questions, and “Flagged” - flagged questions. 

 

 

2.2.1 Show/ hide the Question List 

 

You may hide the Question List by clicking “Question List Show/ Hide” to maximise answer 

interface display.  

 

2.2.2 Navigate questions freely 

 

To navigate to a specific question, simply click the corresponding number in the Question 

List. This will take you directly to that question, making it easier to answer or review. 

  



 
 

6 

 

2.3 Answer Area 

 

Questions will appear in the Answer Area, where you'll need to provide your responses. 

To answer, click on the best answer option. To deselect an option, just click it again.  

Please enter your answers directly in the designated Answer Area; any responses written 

on scratch paper will be deemed invalid. 

 

2.3.1 Saving answers 

 

During the examination, the computer-based examination system will automatically save 

your answers as you proceed. 
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2.3.2 Highlight/ annotate 

 

Please use the "ab" button in the upper-right corner of the Answer Area to highlight text or 

add notes to the question stem.  Please note that this feature is only available for the stem 

content and cannot be applied to answer options. 

 

Kindly refer to the diagram below for more information. 

 

2.3.3 Single Select Multiple Choice Question 

 

Questions are presented in the Answer Area.  Choose the best answer for each 

question. 

 

2.3.4 Scenario-based Multiple Choice Question 

 

Case / background information is presented on the left panel and Questions are 

presented on the right panel. 
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2.3.5 Enlarge the question/ answer area 

 

If you need to maximise the display of the question/ answer area, you can click the button    

  in the question material area to facilitate reading the content. To restore the page 

to its original size, click the button  . 

 

 

 

2.4 Toolbar 
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2.4.1 Flag for review 

 

If you need to remind yourself to check the current question later, you can click the "Flag" 

button, and then click this button again to cancel the flagging. Flagged questions will be 

highlighted in the left Question List. Flagging of questions will not affect your scores. 

Proper use of the question flagging feature will help you to quickly locate and track the 

questions you need to focus on among a large number of questions. 

 

2.4.2 Previous/ Next question 

 

You can click the "Previous" or "Next" button to check the previous/next item. You can 

also switch between questions by clicking on the question numbers in the Question List. 

 

2.4.3 Review/ amend answers after completion 

 

During the examination, you can review or amend the answers by clicking the label of the 

question in the Question List.  You may also end your examination early by clicking “End 

Exam and Submit”.  Please also refer to section 3.1 below for ending the examination. 
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2.5 Temporarily leaving the examination centre 

 

Only one female candidate and one male candidate can leave the examination centre for 

the restroom at the same time.  Please raise your hand to inform the invigilator and you 

will be instructed to click the “Screen Lock” button.  If you use the “Screen Lock” function, 

the answering interface will enter a screen protection state, as shown in the diagram below. 

 

 

Please note the remaining time is displayed on the lock screen interface. The examination 

timer will continue running.  

 

Once the entire examination session ends, the system will automatically prevent you from 

providing any further answer and will automatically submit your answers without requiring 

confirmation. 

 

If you need to resume the examination, you should enter your candidate number  

(e.g. S123456) in the "Please input candidate number" text box and then click the 

"Continue" button. 
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3.0 End of Examination 
 

3.1 Ending examination early  

 

If you decide to end the examination and leave the examination centre after the first 30 

minutes of the examination, please notify the invigilators by raising your hand. The 

invigilators will collect the scratch papers and instruct you to end the examination by 

clicking “End Exam and Submit”.  

 

When you click the "End Exam and Submit" button, the examination system will display a 

pop-up window of Question List showing the answer status of all questions as below.  

 

You can click the "Submit" button to continue to end the examination or click a question 

number in the Question List to navigate back to that question for reviewing or amending 

the answer.  

 

Thereafter, two confirmation messages below will prompt out and you can resume the 

examination when clicking “Cancel”.  
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Once the answers submitted, the following screen will be displayed and you will NOT be 

allowed to amend your answers. 

 

3.2 Answer submission 

 

Once the examination ends, the system will automatically stop you from any further 

answering and will submit your answers without requiring any confirmation. 

 

Please note that the submission will also occur even if your screen is locked. After the 

auto-submission, you will not be able to re-login to the examination system. All answers 

will be automatically collected and uploaded by the system. 
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4.0 Technical issues 
 

If you encounter any technical issues during the examination, please report to the 

Examination Supervisor and invigilators immediately and wait for the instructions.  

Your answer records will be saved real-time. Upon returning to the examination, you can 

verify your answer records and remaining time. If there are any issues, please raise your 

hand and report to the invigilators.  

 

 


