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• Setting the CA Diary in context 

• How to use the diary & record their experience.  

• Are you getting relevant work experience or focusing on their exams first.  

• Format of follow up support  
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Professional Education Programme 

Financial 
Reporting 

Financial 
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Taxation II 

Law for 
Accountants  

 
 Taxation I 

Online CA 
Diary 

ACE 

Training Experience 

Management 
Accounting 

M
A

N
A

G
E
M

E
N

T
A

C
C

O
U

N
T
I
N

G
 &

 
F
I
N

A
N

C
E

 

F
I
N

A
N

C
I
A

L
 R

E
P

O
R

T
I
N

G
 

A
D

V
I
S

O
R

Y
 S

E
R

V
I
C

E
S

 

W
O

R
K

 E
X

P
E
R

I
E
N

C
E
 &

 I
T
 S

K
I
L
L
S

 

FAE Core  

FAE Elective  

FINAL ADMITTING EXAMINATION 



Why have a period of Professional Development ? 

Enable you to 

 acquire professional values 

demonstrate ethical behaviour 

Objectivity/independence  

 

 develop personal/interpersonal skills 

self-management 

communication 

strategic attitude 

 

Become technically competent  

 



CA Diary of Professional Development 

What is Competency? 

• Being able to perform a work role to a defined standard (IFAC) 

• Chartered Accountants Ireland has  

•  identified competencies  (FA, CB, PV, AU, TX etc)  

• identified mandatory competencies (FA1-FA4, PV and CB)  

• identified levels of competencies (understand, apply & integrate)  

• All definitions are in the Guidelines  

• Guidelines are on the webpage and stored in the CA Diary on the Control Panel 

• As you create entries they are ‘unlocked’, as you work with your mentor the mentor 

‘locks’ your entries as the sign off.  Locked entries are what are counted towards 

Admission to Membership  

 



Breakdown of Levels 



Recording Competencies 

CA Diary of Professional Development 

 

• electronic tool www.icai.ie/cadiary 

• chart the acquisition of your competencies 

• monitored by your mentor through reviews 

• forms part of your submission for Application for Admission to 

Membership 

http://www.icai.ie/cadiary


CA Diary of Professional Development 

 

WHEN MAKING A DIARY ENTRY  ALWAYS   

RESPECT CLIENT CONFIDENTIALITY 



Guidelines  

Monitor your progress 

Create 

your entry 



Notes 

•Every entry will show you the number of days evidenced  

•Entries list in the order that you create them –date created  

•You cannot delete an entry- edit it  

•Status will be unlocked until your mentor locks them  

•Use the Learning Level heading to check your own progress 



View of a blank template  



Start by populating your dates and your work activity  

Click on the ‘i’ buttons for 

further explanations 



Click on the ‘i’ buttons for further explanations  

Click on  the drop down menu Select Category 

All the tasks will list in Select Competencies box 

Click on  the Competencies and  click the ARROW 

that points to the Right  



When the Competencies are attached correctly 

they will populate in the Selected Box  

If you want to remove it just click and select the 

arrow that points to the left  



ONLY IF you are training in Practice some of your work 

experience maybe relevant to the Auditing Certificate  

You have the ability to evidence your auditing experience  

Check with your Mentor before you record Auditing 

experience  



As you create entries you will see your entry in the Index page  



Monitor your progress 



Using the drop down menu you can 

check  

•Days 

•All areas 

•Individual areas  

 

 

 



View of Days Evidenced  

All you create your entries the total number 

of days will increase 

You also have the ability to see what has 

been signed off by your mentor 

 



FAQ on entries 

• Minimum of one entry per month  

• Create the audit entries separately as you have to be specified in the number of audit 

days you are recording 

• This may mean two entries a month if part of the month was audit experience  

• The most importance part of the diary is the entries-this is your evidence for attaining 

your competencies 

• When you create an entry the narrative you create in the text box is your evidence for 

assigning competencies 

• Assign all competencies that you have evidenced e.g. FA1, PV1 and AU1  

• Remember the core all PV, all CB and FA1- FA4!  



http://www.charteredaccountants.ie/Students/Student-Services/CA-Diary-Information/ 

All information is stored on this page 


