
BASE How-To Guide
A STEP BY STEP GUIDE TO TAKING PART IN BASE



Take part in BASE

• Go to icaew.com/base

• Click on the Student Portal.

• Click ‘Take part’ to get started.

• We recommend you use Chrome, Firefox or 

Opera for the optimal experience.

https://careers.icaew.com/campaigns/base-competition


Team captain login

• Your nominated team captain will then be 

required to login with their email address 

and password.

• If you haven’t registered yet, click ‘Register 

to create a new account’ and follow the 

steps on the next slide.



Team captain register to create a new account

• This is where your nominated team captain 

will register for BASE.

• Remember your password must be a 

minimum of eight characters, and include a 

combination of uppercase and lowercase 

letters, digits and special characters e.g. 

Base123!



Progress page

• Once registered or logged in, you will 

be taken through to this page which 

shows your teams progression through 

the competition.

• Click on the teal bar to register your 

team members.

• You do not need to do the whole 

competition in one sitting. Your 

progress will be saved until the next 

time you log in.



Registering your team

• Firstly, your team captain will be asked to 

share some personal details, including 

special category data to ensure we are 

providing fair access to the competition.



Registering your team

• Then your team members will be asked to 

share their details.

• Make sure each team member is present to 

fill in their own personal details.



Progress page

• Once your team is registered you will be 

taken back to the progress page.

• Click on ‘Round 1 – Team Game’ to start 

the competition.



Start the competition

• Before you start, you will be given some 

information about the game.

• Once you have read through this important 

information and are ready, click ‘Begin 

Assessment’.



Round 1 – Team Game

• The first part of the assessment is the Team 

Game.

• This involves watching videos and 

answering questions about four ICAEW 

Chartered Accountants. 

• There may be additional information on the 

question pages, which you will need to 

reference when answering.



Round 1 – Team Game

• There are two types of questions, multiple 

choice and rank order.

• You will be able to click on images to 

enlarge them, and the images may relate to 

multiple questions.

• You can replay the previous video if you 

need a refresher before submitting your 

answer.

• You will receive feedback via email once 

you have completed the team game.



Round 2 – Video Presentation 

• Once you have completed the team round 

your team captain will receive an email with 

the question and resources for the 

presentation.

• We recommend taking time to prepare and 

practice your presentation before recording 

your final submission.

• When you are ready to record your 

presentation, click 'Round 2 - Video 

Presentation' on the progress page.



Round 2 – Video Presentation 

• Before recording your presentation, make 

sure you read the tips that are displayed.

• If you experience technical issues please 

speak to your IT team or ask your teacher 

to email icaew.support@capp.co



Round 2 – Video Presentation 

• When you first access the Video Presentation, 

you will be shown a tutorial of how to navigate 

the presentation area.

• You must record one practice video before you 

can record your final video. This gives you the 

opportunity to make sure your audio and video 

are working and to calm your nerves.



Round 2 – Video Presentation 

• Your web browser may prompt you to allow 

access to use your microphone and 

camera. Please press ‘Allow’ or refresh the 

page if you accidently press ‘Block’.

• You can then click the ‘Video set-up’ tile to 

record your practice video.

• You will have two minutes preparation time 

and five minutes recording time for your 

practice.



Round 2 – Video Presentation 

• Once you have recorded your practice 

video, you will unlock the ‘Video 

presentation’ tile where you can record your 

final presentation.

• You only have one chance to record your 

final presentation so please make sure you 

are fully prepared before starting.



Round 2 – Video Presentation 

• Once you have recorded your practice 

video, you will unlock the ‘Video 

presentation’ tile where you can record your 

final presentation.

• You will be able to access the question and 

resources here too.

• You will have another two minutes 

preparation time and the one chance to 

record your final five minute presentation, 

so please make sure you are fully prepared

before starting.



Round 2 – Video Presentation 

• Once you have recorded your final 

presentation, press submit under the video.

• You will then be taken back to the tile page 

and you must click next to confirm you are 

ready to submit your entry. 

• You will receive team feedback soon after 

submitting your presentation.

• You have now completed the online round 

of the competition. We wish you the best of 

luck and hope to see you at the National 

Final in June.
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