
Effective use of 
functions for 
F5-F9 CBEs  
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On-demand and session CBEs 

On-demand CBE (F1-F4) 

 

• Can be taken at any time 

 

 

• Automarked questions 

 

 

• Results issued immediately after 

exam 

 

 

 

 

Session CBEs (F5-F9)  

 

• Available during the March, June, 

September and December exam 

weeks. 

 

• A mix of automarked and expert 

marked questions 

 

• Results issued  at same time as 

paper-based results – 

approximately 6 weeks later 
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F5-F9 session 
CBEs 

Key things to 

remember! 
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Navigator screen 
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Scrollbar 
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Splitter bar 
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Splitter bar 
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Item Review Screen 
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Scratch pad 
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Calculator 
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Highlight 
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Strikethrough 
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F5-F9 session 
CBEs 

Constructed 

Response 

Questions 
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Word processing – Try it!!! 
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Word processing 

1.   Tables 

• adding a table 

• adding/ deleting rows and column 

• merging and splitting a cell 

• alignment of cells in a cell 

2.   Using bullets and numbering 

3.   Increasing and decreasing indent 

4.   Using subscript and superscript formats 
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Spreadsheet – Try it !!! 
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Spreadsheet 

General 

1. Navigating through the cells using arrow keys 

2. Selecting multiple cells using shift and arrow keys 

3. Selecting row and columns 

4.   Adjusting row height and column width using mouse 

5.   Reset button – be careful in using this feature as it will delete 

the complete solution, and reset the answer screen 
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Spreadsheet 

Formatting 

1.  Alignment of text in cells  

 format cell option for horizontal/ vertical alignment and wrap text 

 use tool bar for horizontal alignment Wrap text is an important 

formatting tool for column headings 

2.  Formatting currency and numbers (decimal places, percentages) 

3.  Writing paragraph in a cell (cells cannot be merged) 

4.  Using symbols box when writing any currency symbols or subscript/ 

superscript in the text 
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Spreadsheet 

Editing 

1.  Add a line using cut/ paste option 

2.  Delete a line by simply deleting the cell content 
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Spreadsheet 
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Formulae 

1. You must use the = symbol to start a formula in a cell.  

2.   SUM, ROUND, AVERAGE, POWER (^ can also be used) functions 

3.   Doing calculations in a cell (markers will see the formulae and not 

just the final answer) 
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Spreadsheet 

Shortcut keys 

o cut (ctrl+x) 

o copy (ctrl+c) 

o paste (ctrl+v) 

o find (ctrl+f) 
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o bold (ctrl+b) 

o underline (ctrl+u) 

o italic (ctrl+i) 
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F5-F9 session 
CBEs 

OT and OT case 

questions 
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OT questions – Multiple response 
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OT questions – Multiple response 

• The question will specify how many answers need to be selected, 

but the system won’t stop students from selecting more answers 

than this. 

• It’s important to read the question carefully because the 

Navigator and Item Review screens will show these questions as 

complete even if you have not provided a full answer.   
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OT questions – Fill in the blank 
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OT questions – fill in the blank 

The only permitted characters  

• 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. The unit of 

measurement will sit outside the box. 

In some cases, text may be required as the response.   
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OT questions – drag and drop  
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OT question – drag and drop  

• Drag and drop questions involve students dragging an answer and 

dropping it into place.  

• Some questions could involve matching more than one answer 

to a response area and some questions may have more answer 

choices than response areas, which means not all available 

answer choices need to be used.   

28 



©ACCA 

OT questions – hot spot 
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OT questions – hot spot 

• 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, place 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 line that represents the correct answer, it will be 

marked correct, but not if it is also touching another possible 

answer.  
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OT case questions 
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OT case questions 
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OT case questions 

• no dependencies between the individual questions 

 

• moveable splitter bar enables the student to focus on either the 

scenario or the questions 

 

• review entire question and response area to navigate to the next 

screen 
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