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As a result of the AAT making some changes to their Q2022 live assessment 
platform, after our learning materials were published, we have created this guidance 
document to outline the key changes.  

Please use this guidance, together with the materials update sheet, to ensure that 
you are familiar with the format of Tasks 5 and 7 in your PCTN assessment.  

 

 

What will the interactive screen look like? 

The practice assessments on the AAT website contain interactive tables. Task 5 
requires the use of the following toolbar, which contains some of the formatting tools 
covered in Chapter 7 of the study materials. Whilst the layout differs to Excel 2016, 
the functions themselves operate in the same way. 
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Key differences to Excel 2016 

 The ‘Format’ drop-down menu contains the thousand separator (,). 

 The borders have a choice of width (1px or 3px). AAT question requirements 
will state which you should use. 

 The ‘merge/unmerge’ icon is different. 

How will I know whether I need to use formulas in the cells? 

In both sample assessments on the AAT website, the question requirements 
specifically state whether formulas should or should not be used, or whether data 
should be entered manually. (See specific guidance on Tasks 5 and 7 below.) 

Marking schemes 

The tasks will require a number of different adjustments to be made. The marks for 
each adjustment will be provided. 

 

 

Task 5 focuses on using tools and techniques to improve the presentation of 
information. This will be testing your ability to use the functions available in the 
toolbar to complete an interactive table (and NOT the use of formulas). 

Do NOT use spreadsheet formulas to enter your answers in the 
table for this task. 

Please see example below from the practice assessment. Each adjustment will also 
state the number of marks available. 
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Task 7 focuses on budget calculations and exception reporting using formulas. 
Please pay particular attention to the guidance below, which will also be specified in 
the requirements to the task.  

You will be specifically told which cells to enter formulas in and in 
which cells you must only enter figures.  

 

 Cells requiring a formula may be highlighted a different colour (yellow). 

 Double click on a cell to view/edit the formula you have entered into it.  

 You MUST manually enter cell references; you cannot click on a cell to use it 
within a formula. 

 Adverse variances (negative values) MUST be entered using a minus (-) sign, 
and not by putting brackets () around the values. The questions requirements 
will specifically state which method you should use in each task. Always follow 
the requirements. 

 Variance % cells will be preformatted to the required number of decimals. You 
will still be required to multiply your answer by 100 to arrive at the percentage, 
e.g. =D11/B11*100, unless told that the cell is preformatted to percentage. 

 If you are unsure on whether your formulas are correct, perform the calculation 
manually as well, to check that the answer generated by your formula matches 
with your manual answer. This is a good sense check. 

 If you are unsure on the correct formula to enter into a cell, DO NOT LEAVE 
THE CELL EMPTY. Calculate the answer and enter the number manually. One 
mark will still be available for a correct answer, and an additional one for using 
the correct formula. 

 If you attempt to insert an incorrect character into a cell (such as a formula in a 
cell which is a number entry cell), the system will generate a warning message. 
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