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1. Purpose

This guide covers the use of the Student Portal. For clarity, all ICB students will use two
separate platforms during their ICB studies, these are:

e Student portal: Where all administration, exam entry and results etc are held.
o Macci: Where students do their assessments. Students DO NOT register directly onto
Macci but are auto-registered once exams are booked.

2. Scope
Rights on the student portal differ for Distance / Self-study and Provider-based students.

The link to access the student portal is found on the ICB welbsite, www.icb.org.za.

Distance / Self-study students can register on the student portal at any time. These students
can do the following:

Register for ICB programmes

Register with a Correspondence Provider or as self-study

Register for exams and postponements

View and print invoices

View and print results reports

View and print digital programme and subject certificates

ID verification

NoOoh~WN -~

Provider-based students must also register on the student portal but only AFTER they have
been registered as an ICB student on the provider portal by their Provider. These have limited
access to the student portal and must contact their Provider for programme / exam / results
and certificate information.

Provider-based students must complete the compulsory ID Verification process on the
student portal.

3. Registering on the student portal

1. Existing student portal users

If a stfudent already registered on the student portal, they can use their current login details
to access the student portal. If a student requires a password reset they can do this directly
on the student portal.

ICB STUDENT PORTAL

ICB STUDENT PORTAL ICB STUDENT PORTAL
Oglogin  (ZiRegster @ Rese passwor

Oulogin  (ZRegster (@) Reset password Oglogin  [ZRegster | (@)Reset password Reset password

Login Login

Usemame

Usemar
Password Password
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Students can select whether they want the new password to be sent via email address or
sms.

If the student requested their password to be reset they will be receive a notification to
indicate that the password has been reset, and will be sent to the method you indicated i.e.
SMS or Email. Note: Reset passwords are case sensitive.

Reset password

Success:
Thank you - your password has been reset!
Kindly check your sms for the new password.

Students will also be promtped to reset their password if they try to register on the student
portal and are already registered with a username and password. Student must either log in
with their current login details or follow the password reset process above.

2. Provider-based student

The students Provider must register a new student on the provider portal. This will generate an
unique ICB reference number for the student. Once this is done, the student can register on
the student portal.

Select “register” on the login page.

ICB STUI =NT PORTAL

Qg login  ([ZRegister OResei password

Login

Usemame

Complete the registration process by entering the following details:

Are you already registered with the ICB - Yes

Username — this can be any name of your choosing.

Password — this can be any password of your choosing.

Email — your personal email address, which ICB will use to communicate with you.
ID number — Your SA ID number or Passport number, as it is on your SA ID / Passport
document. The same one your Provider used to register you

6. Select "register”

o=
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@glogin  [Z]Register OReset password

Register
Are you already registered with |ICB?
o] ®

Yes No

Choose a Portal Username

Choose a Password

Type of ID:

o] L
SA|d Foreign Id

1D number

|CB Reference number (If existing |CB Learner)

Register

The student will receive a green pop up message indicating successful registration.

ICB STUDENT PORTAL

@ Login 7| Register eReset password

Register

Success:

Learner Portal Registration successfull
Please check your email for your login
details

3. Distance / Self-study students

New Distance / Self-student students who have not yet registered onto the stuent portal can
do so by selecting the “Register” button and completing the details required.
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ICB STUI =NT PORTAL
O*l ogin Cl" Register o Reset password

Log in

Usemame

Password

Complete the registration process by entering the following details:

Are you already registered with the ICB - No

Username — this can be any name of your choosing.

Password — this can be any password of your choosing.

Email — your personal email address, which ICB will use to communicate with you.
ID number — Your SA ID number, as it is on your SA ID document.

Select “register”

S e ol

Q Login E/; Register eReset password

Register
Are you already registe red with [0B?
[ o

Yes No

Choose a Portal Username

Choose a Password

Type of ID:
o L
SAld Foreign Id

1D number

|CB Reference number {If existing |CB Learner)

Register

The student will be prompted to complete certain details. All details are kept private and
only used for ICB programme purposes. Once these details are completed, the student can
register for a programme and exams.
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Step 1: Learner Information

Learner Registration  eiease in aies markea win an * o register

%1 Registration

@ step 1: Leamner Information Step 2 : Contact Details L Step3: Leamer Specifics @ Step 4: Demographics & step 5 Confirmation
D Type * Select One. ¥
Title * —Select One-- v
First Name -
Middle Name
Last Name =

NB: The correct ID number , Name and Surname must be used as this will be the one
registered to the relevant educational bodies and also appear on the students certificates.
Select “Next Step” when all the details are completed.

Step 2: Contact Details

Learner Registration  rease i aireos markes win an -t regiser

7 Registration

@ Step 1: Leamer Information @ Step 2 - Contact Details X Step3: Leamer Specifics @ step 4 Demographics & Step5: Confirmation

Mobile Number
Phone Number

Fax Number
Physical Address 1+
Physical Address 2

Physical Address 3

Gty +
Postal Code *

Area —Select One— v
Country * ~Select One— v

Postal Address Same As Physical Address. o ﬂ

NB: A current mobile number allows the ICB to send important exam notices to the student.
All address details must also be accurately completed for dispatch of certificates where
these are applicable. Select “Next Step” when all the details are completed.

Step 3: Learner Specifics

Learner Registration  riease i aifeis maredvin an - o regiter

* Registration

@ step 1 - Leamer Information @ Step 2 Contact Details 2 step3: Leamer Speciics @ step 4 Demographics (& Step5: Confimation
Date of Birth * [ 2]
Gender* Select One. v
Equity * ~Select One-- v

[ L ]

Note: These details are collected for specific educational bodies and for statistical reasons
only. Select “Next Step” when all the details are completed
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Step 4: Demographics

Learner Registration  reas i naiess maea vin an o regster

% Registration
@ step 1 - Leamer nformation [ step 2 Contact Detais 2 Step 3 Leamer Specifcs @ Step 4 Demographics & Step5: Confimation
Nationaity * Select One- v
Language * Select One- v
Residency * —Seler v
Disabiity - Sele v
Socio-Economic Select O v

Education * Select One- v

City Matriculated

Avea Matriculated Select One- v

[revon o L e | =0

Note: These details are collected for specific educational bodies and for statistical reasons
only. Select “Next Step” when all the details are completed.

Post Code

Municipality

Step 5: Confirmation

Learner Registration  sease i ai s mareawin an - o egiser

7 Registration

@ Step 1 - Leamer Information B Step 2 Contact Details X step 3: Leamer Specifics @ Step 4 Demographics & step5: Confirmation
O The information
provided is true and
correct+

The student must tick the box confirming that all details captured are frue and correct and
select "submit”.

The student will receive a green pop up message and an email to the registered address
confirming successful registration

ICB LEARNER PORTAL

Oglopin  [HRepister (@) Reset password

Success:
You have been successfully registered. Please
fog in with your new credentials.

4. Registering for an ICB programme

After successful registration, students can log onto the student portal, Distance and Self-study
students must register for a programme before booking any exams.

Note: Provider based students do not need to register for a programme or exams on the
student portal as this will be done by their Provider.

Students can see their registered programmes on the Home page of the student portal.
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Weneckou Welcome | Log out

“ College: Test College - Mel
. Tuition type: Correspondence

AN Er

Have you moved house? Or have any of your details changed? You can update them easily on this te.

News flash

Studying via comrespondence?

48,

Correspondence leamers can enter assessments right from this site

DID YOU
KNOW?

DID YOU
KNOW?

Click on UPDATE MY DETAILS on the menu on the left and then make your changes. Don'tforget to save them when
you're donel

‘Simply ciick on ENTER ASSESSMENT on the left menu and choose your subject and venue.

Follow the prompts to pay for your assessment and you're donel

# Expand/Collapse

My course : NQF Business Management (NQFBMT)

# Expand/Collapse

My course : NQF Entrepreneurship (NQFENT)

# Expand/Collapse

My course : NQF Financial Accounting (NQFFA)

# Expand/Collapse

My course : NQF Office Administration (NQFOA)

To register for a new or additional programme, Select the “Register for a course” tab on the
left.

If a sfudent has not yet registered for a programme and the programme is currently active, a
“register” button will be displayed. The student must select this button to register for the
programme.

Register for a coUrse  vou i auomatcaly be entered in ai quaications ina course.

Financial Accounting (NQFFA / IQBFA) Business Management (NQFBMT / IQBBMT) Office Administration (NQFOA/ IQBOA)

‘This s just the icket i you have ambitions of managing a business and
its finances. Good business management is vitally important for a
‘company’s commercial success.

Want to be able to offer indispensable bookkeeping and accounting
skill, or become an accountant someday?

“This is the course for you.

Itwill equip you with knowledge and praciical siils in bookkeeping,
financial accounting, income tax, financial management, reporting
standards, corporate sirateqy, management accounting and research.

‘There are 12 subjects which buid on each ofher.
‘You'l complete the CE Financial Accounting: Foundation Level of this
programme (and achieve the National Certificate: Bookkeeping) after

successfully passing just four subjects.

Keep studying and you'l progress hrough the Intermediate levels to
the final, Advanced Level.

I this programme, you'll leam about business and financial
management best pracices, office and legal praciice, human resource
management, computer lteracy, global business strategy and research
‘methods in commerce.

You can achieve the ICB Business Management: Foundation Level
after completing just three subjects (and achieve the National
Certficate: Small Business Financial Management).

‘Continue your studies to progress to the Intermediate and Advanced
Levels, and thei associated nationally recognised qualifications.

NOTE: New students will be promted to select a Correspondence Provider or Self-study from
the list provided. Self-study students will be prompted to accept a Self-study disclaimer.

Once programme registration is completed the student is may be required to accept a
programme disclaimer and is automatically enrolled in the programme and all applicable
subjects. The new programme will display on the students home page.

5. Registering for an ICB exam

Distance and Self-study students will select the “Enter Assessment” tab to register for a new
exam. The ICB fimetable can be viewed on the ICB website.
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Enter assessment | choose asuiect andvenue to s e dates. Then add he bestto your baskel. Procse o the chock out when you'e doe!

Enter assessment - Step 1 : Select subject and venue My basket foneckont B

*Exam codes with (P) are paper exams wiitien at an ICB exam venue
“Exam codes with an (O) are online exams writien on Macc

R500.00
ICB Registration Fee - 2025

Chogse:a subject Bookkeeping o Trial Balance v

R550.00
Cliuacu renue ICE Venue CPT: Goodwood Sports Club (Pax 100) v ICB Registiation Fee’: 2026

R1,05000
050,

1. Af*"choose a subject”, select the relevant subject from the drop down menu.
2. At'"choose avenue”, select the venue you want to write the exam at.

Note: ICB Venues are for paper based exams, Online venues are for online exams and RTAP
submissions.

3. Select the “search for available assessment dates” button.

Enter assesSment : croose s susiect sna venue toses the avabie sssessment ases. Then add the one that sus you best o your basket.Prosse o the check outuhen you'e dons!

Enter assessment - Step 1 - Select subject and venue My basket foheckont B

*Exam codes with (P) are paper exams written at an ICB exam venue

R500.00
“Exam codes with an (O) are online exams written on Macci

ICB Registration Fee - 2025
Chooseababict Bookkesping to Trial Balance v

R550.00
Choose a venue Online Exam (on Macei} o ICB Registration Fee - 2026

R1,050.00

Enter assessment - Step 2 : Add assessment to basket

Date, subject and venue Digital POE? @ Physical Amount Digital Amount

02 Jun 2025 09:00, Bookkeeping to Trial Balance - Online Exam (on Macci) A R 91500 BKTB-20250602 (0)
07 Jul 2025 09:00, Bookkeeping to Trial Balance - Online Exam (on Macci) A R 91500 BKTB-20250707 (0)
01 Sep 2025 09:00, Bookkeeping to Trial Balance - Online Exam (on Macci) A R 91500 BKTB-20250901 (0)
06 Oct 2025 09:00, Bookkeeping to Trial Balance - Oniine Exam (on Macci) A R 91500 BKTB-20251006 (0)
01 Dec 2025 09:00, Bookkeeping to Trial Balance - Onine Exam (on Macci) ) R 91500 BKTB-20251201 (0)
02 Feb 2026 09:00, Bookkeeping to Trial Balance - Online Exam (on Macc)) A R 1,000.00 BITB-20260202 (0)

4. Select the relevant exam date by selecting the “add to basket” button.

-
Enter Choose a subject Then Suis you best o your basket, Prosee fo the check out when youre done!

Enter assessment - Step 1 Select subject and venue My basket foheckou B

“Bxam codes with (F) are paper exams writien at an ICE exam venue

R915.00
“Bxam codes with an (0) are online exams written on Macci

02 Jun 2025 09:00, Bookkeeping to Trial Balance - Online

Exam (on Macci)
{Choossa stibnact Bookkeeping to Trial Balance v

Choose a venue R500.00

ICB Registration Fee - 2025

R1,415.00

Online Exam (on Macci) -

‘Search for available a ient dates

Enter assessment - Step 2 : Add assessment to basket

Date, subject and venue Digital PoE? @ Physical Amount  Digital Amount Assessment code

07 Jul 2025 09:00, Bookkeeping to Trial Balance - Online Exam (on Macci) INA] R915.00 BKTE-20250707 (Q)
01 Sep 2025 09:00, Bookkeeping to Trial Balance - Online Exam (on Macci) AL R915.00 BKTB-20250901 (0)
06 Oct 2025 09:00, Bookkeeping to Trial Balance - Oniine Exam (on Macci) A R915.00 BKTE-20251006 (0)
01 Dec 2025 09:00, Bookkeeping to Trial Balance - Oriine Exam (on Macei) Al R915.00 BKTB20251201 (0)
02 Feb 2026 09:00, Bookkeeping to Trial Balance - Online Exam (on Macci) INA] R 1,000.00 BKTB-20260202 (0)

The relevant exam will be added to the basket and the correct registration fee will be
automatically updated to the correspond with the exam dates booked. No registration fee
will be added if already paid by the student.
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Students can add multiple exams at a time. Once the basket is complete, the student must
select “check out” at the top of the page. Students will be prompted to complete the
checkout process.

Step 1: Review basked

Check out | 1 compite your oder, otow he sieps.

Check out
L Step 1 - Review basket 4 Step 2 Biling address SoStep 3 Select payment method  Step 4 Confirmation
Order summary
ttem Digital POE?@  Quantity. ttemamount  Discounted amount  Sub total
02 Jun 2025 09:00, Bookkeeping to Trial Balance - Online Exam (on Macci) 1 R915.00 R0.00 R915.00 =3
1CB Registration Fee - 2025 1 R500.00 R0.00 R500.00
subTotal  R1,415.00 R0.00 R1,415.00
Total R1,415.00 R0.00 R1,415.00

Previous step m Submit

Note: From time to time, the ICB may run campaigns that require voucher codes. If you have
received a voucher code, you will enter it here and click apply to update the basket.

If the items in the basket are correct, select “next step”.
Step 2: Biling address

Check out | 1 compete yourorce,fotow the steps

Check out

2 Step 1 Review basket A Step 2 Biling address SoStep 3 Select payment method W Step 4 Confirmation

Your name / company
name: +

Address line 1+

Address line 2

Address line 3

city+

Postal code +

Area v
Country + v
Distance from CBD » v

I

Enter the details of the person / business responsible for the payment and select “next step™”.
Step 3: Select payment method

Check out : o compicte yourorer, fllon the steps.

Check out

" Step 1 : Review basket # Step2 - Billing address SoStep 3 Select payment method + Step 4: Confirmation

Payment methods [ Credit Card / et Card  nstant EFT v]

‘You will be asked for your credit card details after you complete your order.

I

Available payment methods are credit card, debit card, instant EFT and manual EFT
payment into ICB’s bank account.
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1. Credit card, debit card and instanct EFT are recommended to fast track the
registration process. These options will give you immediate access to your portfolio,

2. If you select manual EFT, you must complete the checkout process and follow the
instructions in Step 4 below. This option will delay your access to the portfolio.

Select “next step” to continue with the checkout process.

Step 4: Confirmation

Check out ; . compiete your craer. fotowtre steps

Check out

I Step 1 : Review basket 4 Step 2 - Billng address ZoStep 3: Select payment method o Step 4: Confirmation

Order Summary

Digital POE? @ Quantity

02 Jun 2025 09:00, Bookkeeping to Trial Balance - Oniine Exam (on Macci) 1 R915.00 RO.00 R915.00
ICB Registration Fee - 2025 1 R500.00 RO.00 R500.00
Sub-Total R1,415.00 RO.00 R1,415.00

Total R1,415.00 R0.00 R1,415.00

(0] The order above is correct. Ciick ‘Submit to be directed to the payment provider fo process the transaction.

Student must confirm that purchase details are correct by ticking the confirmation box and
selecting “submit”.

If one of the instant payment options was selected, the student will be directed to the
payment portal used by the ICB to complete the instant payment. Once the payment is
completed successfully, the fransaction is submitted and the student is auto enrolled for the
relevant exam/s and portfolios on Macci. The student will also receive an exam confirmation
email with the exam details.

If the manual EFT option was selected, the student must process the payment (banking
details are on the invoice) and send proof of payment to support@icb.org.za for the
fransaction to be completed.

For this manual payment you have two options:

e Log into your online banking, add the ICB as a beneficiary and make an online
payment.

e Go to your physical bank branch with a copy of your invoice and make a manual
depasit into the ICB’s bank account.

Once payment is received and processed by the ICB, the student is auto enrolled for the

relevant exam/s and portfolios on Macci. The student will also receive an exam confirmation
email with the exam details.
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6. View my reports tab

My reports

My invoice history

Invoicedate  Invoiceno.  Status. Reference no. Amount invoiced  Amount paid

In the view my reports tab, Distance and Self-study students can view:
1. Invoices

Allinvoices for registrations completed on the student portal.

2. Payment history

Any payments made into the ICB bank account.

3. Statement of results

This report shows a list of all Competent / Exempted subjects, including exam date, exam
status and overall exam result.

4. Full Academic record

This report shows a list of all subjects, including exam date, exam status and overall exam
result per programme. It also indicates programme start date, completed date and status.

5. Digital subject certificates

Digital subject certificates are available for all active completed subjects where a student is
found competent. Subject certificates for future dated exams are only available after the
results release date for the applicable subject and if the student has been found
completent.

Hard copy subject certificates can be requested from the ICB at an additional cost.
6. Digital IQB programme certificates

Digital IQB programme certificates become available on the student portal on completion of
a full programme and after the results release date for the last successful subjects
completed.

Hard copies are sent fo students after results release and as per the time frames on the ICB
Examinations Policy.

7. Digital ICB programme certificates

Digital ICB programme certificates become available on the student portal on completion of
a full programme and after the results release date for the last successful subjects
completed.
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Hard copies are sent to students after results release and as per the time frames on the ICB
Examinations Policy.

7. View my exams tab

My booked exams “Exam codes with (P) are paper exams written at an ICB exam venue
*Exam codes with an (0) are online exams written on Macci

My exams.

Subject Code. Exam Code Exam Date Exam Time POE Due Date Exam Venue Confirmation

View my My postponement options

My exams.

Subject Code Exam Code Exam Date Exam Time. Postpone to Exam Code Exam Time

1. My booked exams

Students will see a list of all future dates exams they have registered for with the exam
confirmation. Exam confirmations can be viewed and printed.

2. My postponement options

Distance and Self-study students can voluntarily postpone upcoming exams as per the
postponement rules in the ICB Examinations Policy.

Students can follow the postponement instructions in this knowledge base article: How to do
a voluntary Postponement of an exam?@ (with fee)

8. Order products tab

Order products

Deschwiion price f:éu:ggwslrauun Fee - 2025
R550.00
ICB Registration Fee - 2026
R1,050.00

Order
products

This tab allows students to pay for the annual ICB registration fee only without having to book
exams.
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9. Update my details tab

My profile
Reset password
My activity log
My vouchers

1D Verification

1. My profile

Students can check and update their contact and address information. These details are
important for exam and certificate related communications. Note: Your name, surname and
ID number cannot be edited here. You will need to contact ICB directly, should there be any
changes to this.

2. Reset password

Students can reset their student portal password.

3. My activity log

Shows a log of the students activities on the student portal.
4. My vouchers

If any vouchers are allocated specifically to the student, the voucher codes would be
available here.

5. ID Verification

All students must verify their ID for exam purposes. More detail on ID verifications is available
in the portfolio and in this knowledge base article: How to complete the ID Verification

processe

Any queries regarding the student portal can be directed to support@icb.org.za
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