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INTRODUCTION 

 
The purpose of this document is to provide a guideline for training officers with relevant information 
on trainee accountants studying at Unisa for either the Postgraduate Diploma in Accounting 
Sciences (CTA Level 1), or the Postgraduate Diploma in Applied Accounting Sciences (CTA Level 
2). 
 
This document will consist of three sections. Namely: 
 

 
 

STEP 1 PLANNING 

 
The most important skill that trainee accountants should master when they study on a distance 
learning basis through Unisa is the ability to plan. Planning lays the foundation for their studies as 
distance learning will demand discipline and dedication on their part. A good plan ensures sufficient 
time to study for their tests, prepare for their examinations and maintain an acceptable study-work-
home balance. 
 
Your trainee accountants will receive a number of 100-series and 300-series tutorial letters during 
the course of the year.  
 
The 300-series tutorial letters are issued by the directorate of the School of Accounting Sciences 
(SAS). They deal with issues that concern all four departments within the SAS; the Departments of 
Financial Accounting, Management Accounting, Taxation and Auditing. These include administrative 
matters relating to tests, examinations, study schools as well as other relevant information. It is 
extremely important to remind your trainee accountants that they MUST read all these tutorial letters 
as the information is always important and may well be urgent. The 300-series tutorial letters are 
identified by the SASALL 1 or SASALL 2 codes, depending whether the student is registered for the 
CTA Level 1 course, or the CTA Level 2 course. 
 
The 100-series tutorial letters are issued by the individual Departments in the SAS. They are 
discipline specific and deal with the study programmes, specific topics, contact details of the 
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lecturers, particulars on tests and prescribed books that trainee accountants needs for study 
purposes. 
Your trainee accountants will need access to computers, because from 2013 the tutorial material 
may only be available electronically. Although your trainee accountants probably have access to a 
computer or even have a laptop, they do not always have access to the internet at the office. Internet 
access is vital in your trainee accountants’ distance learning experience because of myUnisa (refer 
to Step 2: Connecting, here below). Although this facility is now readily available on cell phones, it 
may not be the most conducive alternative for study purposes. We suggest that, where possible, 
training officers will support their trainee accountants with access to the Internet for study purposes. 
 
The following actions should be followed by your trainee accountant during this planning stage. 
 

 
 

1.1 Study Tutorial letters 101 and 301  

 
We cannot stress enough, the importance to study tutorial letters (101 and 301) that the student gets 
in their study packs (or electronically access to) once they register. These tutorial letters provide your 
trainee accountants with the necessary information to plan their studies. 
 
 

1.2 Plan study time 

 
An easy-to-follow study programme to guide the student through the syllabus of each module (five in 
total for both CTA levels 1 and 2) and to assist your trainee accountant not to fall behind in his/her 
studies, is included in the SASALL 301 Tutorial letter. (For 2012 trainee accountants could refer to 
SASALL 301/2012. Section 7: Programme Specific Study Programme).  
 
We urge you, as training officers to encourage your trainee accountants to follow this programme. 
 
This study programme makes provision for your trainee accountant to evaluate his/her weekly 
progress. As a training officer you may enquire about your trainee accountant’s progress and 
whether he/she is experiencing problems that may hamper progress. We recommend that these 
should be addressed as soon as possible; otherwise they could have a detrimental effect on your 
trainee accountant’s success. Your trainee accountant should not hesitate to contact the appropriate 
Unisa lecturers if they need any assistance. 
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1.3 Year planner 

 
The proposed tests and examination dates as well as the proposed dates for the discussion classes 
during group visits are recorded in the study programme. It therefore serves as a year planner for 
your trainee accountants; providing on a daily, weekly and monthly basis of “what is expected of your 
trainee accountant”. 
 
We recommend that you, as a training officer, discuss the year planner with your trainee accountant 
and consider whether his/her workload will allow enough study time to prepare for the tests and 
examinations. 
 
Success in CTA levels 1 and 2 require consistent studying. Your trainee accountant should plan to 
study every day. To play “catch up” before the examinations is NOT an option. Research has shown 
that this is the only key to success is to study on a continous basis. We therefore recommend that 
you as training officer will encourage your trainee accountant to study on a daily basis, rather than 
requesting much over time work throughout the year with the promise of “a much needed 
uninterrupted study leave period” before the examinations. 
 

1.4 Estimating time 

 
In order to cover the whole syllabus for each module and to be well-prepared for the tests, it is 
essential for your trainee accountant to work through all the tutorial letters in a responsible manner. 
This requires diligent and consistent work right from the beginning of the year. 
 
According to the study programme, your trainee accountant should spend at least 25 hours each 
week on his/her studies (or even more, should gaps in the undergraduate knowledge base be 
identified) from the beginning of February, at the latest. We advise that your training accountant 
allocate enough time to a detailed study of the topics covered in each tutorial letter and the attempt 
the additional questions as though they were a test. 
 
Many trainee accountants complain that they do not have enough time to study as the 25 hours per 
week requirement is very demanding. This is a real threat and trainee accountants will have to 
manage their study time properly and experience limited over-time work demands to reach this 
benchmark.  
 
The following suggestion may prove useful to your trainee accountants: 
 

 
HOURS TO STUDY PER WEEK 
 
Wake up 1 hour earlier during the week and study 5 
Study 2 hours at night during the week 10 
Study 10 hours over the weekend 10 
TOTAL 25 
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STEP 2 CONNECTING 

 
As your trainee accountants are Unisa students, an open distance learning (ODL) university, which 
does not offer teaching in a classroom, facilities are provided for them to be connected with the 
university (and in some instances to peers) during their whole study process. Your trainee 
accountants could refer to the myStudies@Unisa 2012 brochure for more and relevant information 
about this. 
 
These facilities include physical interaction with your trainee accountants as well as making use of 
technology. Such interactions provide a support system to your trainee accountants wherein they will 
be exposed to much more information and help from the lecturers and fellow students than if they 
were studying alone. Student support consists of physical and technology driven interactions. 
 

 
 
 

2.1 PHYSICAL STUDENT SUPPORT 
 

 
Although SAS strives to be connected with its students, your trainee accountants, as distance 
learning students, may need face-to-face contact with their lecturers and peers. All study schools are 
planned well in advance and your trainee accountants should consider these dates in their year 
planning. 
 

Study schools 

 
Study schools will only be presented where student numbers warrant it and if sufficient financial 
support is made available by Unisa. When offered, these (discussion classes during study schools) 
should be attended by your trainee accountants as the sessions help gain relevant information 
regarding each module, principles are explained, examples as well as problem based questions and 
solutions are discussed and examination techniques are explained; which is an attempt to support 
your trainee accountant with his/her studies. These study schools are free of charge and no 
registration is necessary.The slides used during these discussion classes are usually put on 
myUnisa to accommodate those students who cannot attend the study schools. 

Physical: 

- Study Groups   

- Study Schools    

 
 

 
 

 

 

 

Technology Driven: 

 - myUnisa  

 - sms  

 - CTA Support  website   
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As a training officer you assist your trainee accountants to attend the discussion classes more easily 
by: 
 

 Take Unisa study school dates into account during office planning; 

 Arranging work commitments (over-time work expectations) to allow study school attendance; 

 Arranging suitable transport for your trainee accountants to and from the study schools; 

 Limiting work related demands on trainee accountants during the study schools; 

 Request feedback from trainee accountants on the value of the study schools; 

 Arranging feedback sessions for students to reflect and share information they perceive as 

valuable. 

Study groups 

 
Past experience has shown that where firms are involved in study groups, trainee accountants 
responded with much higher pass rates. The Zimbabwean practice could serve as an example. 
 
Below is a general description of how firms in Zimbabwe are supporting the CTA students of ICAZ: 
 

o Computer access 

Although the majority of the students have laptops or computers for work and studying, not all 

of them have access to the internet at the office. However this facility is now readily available 

on cell phones. 

o Extra classes and Study groups 

A policy is in place for this in almost all the firms. For example, groups of up to six students 
who are led by two leaders, one is qualified and one is not qualified. These groups meet 
three days a week and the office meeting rooms are available for them to use for their 
discussions and study.  
In most of the firms internal study schools are conducted and students provide the facilitator 
with a topic for each session and progress tests are conducted. Some smaller firms have 
arranged to have their students attend groups and internal study schools at the bigger firms. 
 

o Bursaries/Subsidies and Sponsorships 
 
Most of the firms pay the CTA registration fees for all first time attempts. The firms then 
provide loans for those repeating. Only a few firms pay for the repeats without requesting for 
a reimbursement of the fees. 
Some firms offer incentives to their staff for passing CTA such as the reimbursement of the 
fees. 
 

o Study leave 
 
All first attempt students studying are given study leave time off for their study schools and 
for examinations. The students that are repeating may take annual leave. 
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o Study schools 
 
A policy is in place for suitable transport and accommodation arrangements for out of town 
students attending the study schools that are presented by SAS in Harare. Both transport 
and accommodation are paid for by the firms for first attempts. 
 

Other issues that help to make the students studies easier 

 

 Most firms provide loans for purchase of study material and text books and this may be 

recovered over a specified period e.g. 12 months. 

 At some firms all students get a day off in preparation for any test, they also get 20 days each 

as study leave. 

 Some students are given 10 days study days and are allowed to take extra days from their 

annual leave days that will be reimbursed upon passing of exams. 

 At some firms trainees are given leave to study during off peak periods or when not assigned 

duty. 

 In-house library: Larger firms such as Ernst & Young and Deloitte have libraries which are 

stocked annually with the latest editions of the recommended text books. 

 The firms also purchase the latest SAICA handbooks and legislations on behalf of the 

students, as a loan which is deducted over a 6-month period. 

 The firms also purchase DVD lectures. 

 Transport and accommodation (if from rural areas) is provided to first timers to attend the 

study schools organised by ICAZ. 

 All firms allow their employees access to their offices before and after work to study and to 

discuss. 

In the light of the above, you could perhaps consider arranging study groups for your trainee 
accountants.  If necessary, your firm could even embark on this initiative with other nearby firms.  
 
You may consider the following:   
 

 The availability of office space after hours (over weekends) for your trainee accountants to 

study; 

 The availability of fellow staff members to act as tutors (a staff member could only commit 

himself/herself for one tutorial letter in a module, thus for a few topics); 

 Appointing mentors to individual students.  
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2.2 TECHNOLOGY-DRIVEN STUDENT SUPPORT 

 
Three main forms of technology-driven student support are used: 
 
 

 
 

myUnisa – the students Self-Service portal 

 
myUnisa is a Unisa student website that allows your trainee accountants to connect with their 
lecturers and fellow students.  
 
In the first of the 300 tutorial letters, we inform your trainees to register for myUnisa. Once 
registered, he/she will be able to resolve most enquiries and will be able to: 
 

 Download tutorial letters; 

 Submit and track their assignments and receive their assignment results; 

 Join discussion forums; 

 Contact their lecturers; 

 Read material or important notices posted by the lecturers; 

 Check their Unisa financial status and pay their fees using the CC payment method; 

 Update their personal details; 

 Keep up to date with Unisa information, as Unisa uploads important information here on 
regular basis; 

 Contact Unisa for administrative purposes;  

 Find e-resources;  

 Check their examination timetable; 

 Change their exam venue; and  

 Get their examination results. 
 
 
 
 
  

myUnisa SMS's 
CTA Support 

website 
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Lecturers depend on their students to visit the myUnisa website regularly, so please do assist your 
accounting trainees with their internet connectivity. 
 

SMS messages 

 
During their study period, your trainee accountants will receive SMS messages from Unisa. These 
are mainly used for: 
 

 Remind students about important dates and deadlines 

 Make students aware of important news items posted on myUnisa 

 Alert students regarding new study material available on myUnisa 

 Confirm receipt of assignments and test scripts 

 Inform students of assignment and test marks obtained. 

 

CTA Support Website 

 
As CTA Levels 1 and 2 students, your trainee accountants should also refer to the CTA Support 
website on a regular basis for important information, sometimes regarding last-minute changes 
and/or unforeseeable problems that may arise during the course of the year. This site can be found 
at: http://sites.google.com/site/ctasupport 
 
Your accounting trainees can use the CTA Support website to: 
 

 Access Unisa resources via links;  
 

 Obtain registration information; 
 

 Keep up to date with CTA related news. 

 View test and examination statistics. 

 Give feedback to the SAS on; 

o Module test papers  
o Module exam papers 
o Test venues 
o Exam venues 

 

 View a study material inventory detailing the tutorial letters available for each module;  
 

 View student rankings based on test results; 
 

o Comprehensive list showing marks and rankings for each test 
o Top students per module 
o Top students overall (based on aggregate marks for all five modules) 

 

 Obtain contact information on academic and administrative resources, such as e-mail 
addresses and telephone numbers;  

 

 Access and navigate to examination and results information;  
  

http://sites.google.com/site/ctasupport
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 View top students based on examination results;  
 

 View information on examinations; 
 

o Supplementary examinations 
o Remarks 
o Rechecks  
o The purchasing of examination scripts 

 

 View list of students granted a supplementary exam opportunity; 
 

STEP 3 STUDY PROGRAMME 

 
Please take note of the following matters regarding the study programmes of your trainee 
accountants.  
 

 
 
 

3.1. Study material 

 
Your trainee accountants will receive tutorial letters (100 series) to study their modules within the 
four departments. These tutorial letters explain the theory, principles and concepts. These are 
supported by applicable questions and solutions which are also included in the tutorial letters. 
Discussions are provided on how such questions should be attempted and why they are answered in 
a specific manner. Your trainee accountants should study the tutorial letters in preparation for their 
assessments.  
 
Experience has shown that Unisa students who refer to their prescribed books outperform others. At 
CTA Levels 1 and 2 it is very important because the SAICA Handbooks are prescribed which provide 
the original sources, standards, statements, acts, regulations etc. As a training officer you should 
realise that CAs refer to these on a continuous basis and you therefore understand the importance 
that your trainee accountants should master the competencies to study from the original sources.  

Study 
material 

Formative 
assessments 

Summative 
assessments 
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Please encourage your trainee accountants to develop such competencies. Your trainee 
accountants will find the list of prescribed books and recommended reading in each tutorial letter 
101 of each module. 
 
The students must be made aware of the detailed study programme for all five modules of the 
Postgraduate Diploma in Accounting Sciences (CTA Level 1) and the Postgraduate Diploma in 
Applied Accounting Sciences (CTA Level 2) is provided in Tutorial letter 101 of each of the five 
papers. 
 

3.2 Formative assessments (tests) 

 
Formative assessments take place over the study period. During the course of the year your trainee 
accountant will write, under examination conditions, four tests in each module.  
 
The average mark of the three best tests of each module constitutes a trainee accountant’s year 
mark. If only one or two tests are written, the total marks of the tests written will be divided by three 
to obtain the year mark. If no test is written the year mark will be nil. The year mark contributes 20% 
and the examination 80% towards the final mark. 
 
Your trainee accountants must refer to the year planner (also the respective Tutorial letter 101 of 
each module) for an indication of which specific tutorial letters will be assessed in each test. 
 
Due to the logistical constraints it is not possible to schedule any special tests for cases of sickness 
or any other unforeseen circumstances, therefore no such requests can be accommodated. Some 
flexibility is already within the system, where the marks of only three tests are adding towards a 
trainee accountant’s final mark.  
 
Please note: A student has to obtain 30% in these tests to obtain admission to the 
examinations. 

 

Monitoring Test Results 

 
Training officers and mentors are encouraged to monitor students test results and to assist students 
in identifying the reasons for the students not obtaining the marks and to also focus on getting these 
issues correct before the final examinations. 
 

3.3 Summative assessments 

 

Examination admissions 

 
To be admitted to the examination your trainee accountants must: 
 

  Complete and submit a compulsory assignment, assignment 70, (refer to the respective 

Tutorial letters 101) in each of the four modules; AND 

  Obtain at least a 30% year mark during their formative assessments (based on the best 

three tests). 
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Writing of examinations 

 
Examinations are one of the most stressful times that your trainee accountants will face. They need 
your support. The following pointers could serve as guidelines. 
 

 Discuss study leave arrangements with your trainee accountants well in advance after 

obtaining the examination timetable. This is included in tutorial letter SASALL 302; 

 Plan the above around trainee accountants’ work commitments to relieve stress;  

 Encourage your trainee accountants to test themselves under examination conditions – to set 

actual time limits and they must practise in the same way that they are going to be tested; 

 Encourage your trainee accountants to follow the instructions in their tutorial letters to 

improve their examination technique; 

 Encourage your trainee accountants to follow good practices whilst studying; 

o To take good care of their health   

o Study in 40-45 minute sessions  

o Break five to ten minutes between sessions 

o Avoid distractions – switch off cell phones, TV’s  etc. 

Examination results 

 
Your trainee accountants could access their examination results in the following way, after the official 
publication date: 
 

o By logging onto myUnisa; or 

o Sending the following message via SMS to the MTN number 083 1421 0119 (Results [space] 

followed by the student number). 

Your trainee accountants will have their results mailed to them. If a trainee accountant does not 
receive his/her results, he/she must check that all outstanding fees have been paid and that he/she 
has no outstanding library books, as this will prevent the marks from being released. 
 

Supplementary examinations 

 
A Supplementary Examination for students will be written in November, to cater for students with 
one paper outstanding for the completion of their Postgraduate Diploma.  A prerequisite for 
admission to the supplementary examination is that students must have written all the examination 
papers during the immediate preceding examination (September of the same year) and have failed 
only one paper. The date of the supplementary examination will be communicated later in the year. 
 
Should a supplementary examination be granted to the student and the student is not able to write 
this exam, the student will not be able to apply for an aegrotat/special examination. Such an 
examination does not exist for the Postgraduate Diploma of the CTA Levels 1 or 2. 
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Re-marks, re-checks and the purchasing of examination books 

 
Please advise the students to refer to their tutorial 101’s and the myStudies @ Unisa brochure, 
under the section: Examinations – Important Information for all the information that they need 
regarding supplementary examinations, re-marks and the purchasing of their own examination script 
books. 
 

Obtaining the qualification 

 
Your trainee accountant obtains the Postgraduate Diploma in Accounting Sciences (CTA Level 1) by 
passing the five modules within a period of three years. The pass mark is a final mark of 50% per 
paper, with a minimum examination mark of 45% per module. 
 
Your trainee accountant will be allowed to proceed to the Postgraduate Diploma in Applied 
Accounting Sciences (CTA Level 2), if such student obtained the Postgraduate Diploma in 
Accounting Sciences (CTA Level 1), with all the modules passed in the same examination sitting 
(including the supplementary examination). 
 
Students need to pass all five modules/papers in one sitting in the CTA Level 2 year (the 
September/October examinations plus the supplementary examination, usually written in early 
November of the same year). If the student passes all five modules/subjects, he/she then qualifies to 
write the QE1. 
 
A student graduates with distinction if he/she obtains a final mark of 75% in each paper 
 

Administrative Problems – Contact details 

 
Administrative enquiries should be directed to the appropriate e-mail address to avoid unnecessary 
delays in response and should always include the student number in the subject line. Trainee 
accountants should only send an enquiry to one email address at a time. Multiple enquiries should 
be split appropriately and e-mailed to the correct address. This will ensure that there is no confusion 
as to who must respond. 
 
E-mail addresses: 
 

 Study-info@unisa.ac.za for application and registration-related enquiries (prospective 

and registered students) 

 assign@unisa.ac.za for assignment enquiries 

 exams@unisa.ac.za for examination enquiries 

 despatch@unisa.ac.za for study material enquiries 

 finan@unisa.ac.za for student account enquiries 

 gaudeamus@unisa.ac.za for graduation enquiries 

 myUnisaHelp@unisa.ac.za for assistance with myUnisa 

 myLifeHelp@unisa.ac.za for assistance with myLife e-mail accounts 

 

mailto:Study-info@unisa.ac.za
mailto:assign@unisa.ac.za
mailto:exams@unisa.ac.za
mailto:despatch@unisa.ac.za
mailto:finan@unisa.ac.za
mailto:gaudeamus@unisa.ac.za
mailto:myUnisaHelp@unisa.ac.za
mailto:myLifeHelp@unisa.ac.za
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CONCLUSION 

 
This document provides a guideline for training officers to support Unisa trainee accountants in their 
studies. 
 
You, as the training officer, will have to become involved with your trainees and their studies and 
encourage them. This will help in motivating them and they will immediately look up to you with 
respect as a mentor. 
 
We recommend that your firm should have certain policies in place to assist your trainee accountant 
and motivate them by awarding sponsorships, bursaries as well as subsidies and to monitor their 
progress in formative and summative assessments. You could even help them with the purchasing 
of their prescribed study material and to pay their registration fees. Your financial support and 
support for study leave are important to ensure their success. 
 
Should you as training officer have any further concerns you could contact the director of SAS at 
dirsas@unisa.ac.za or Ms. Thoula Bofilatos on telephone number: (012) 429 4357. 
 
 

mailto:dirsas@unisa.ac.za

