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When you log in via the Members’ Area you will be greeted with a welcome message. 
This will list the schools that you have job roles with – if any of them are incorrect, please 
contact your local office. 
 
Teachers can use the ‘link myself to RAD school’ menu option to link themselves to a 
new school. Note that the link request needs to be approved by your local RAD office or 
representative before the job role becomes active: 
 
 
 
 
 
 
 
 
 
 
 
 

 

  
• School administrators have more permissions than a teacher, and are responsible 

for maintaining the data listed against the school  
• A school administrator is able to view school and student data, i.e. withdraw 

students from the school once they have left, and all entries for the school, 
regardless of which teacher created the entry.  

• Both are able to enter candidates for examinations and register new students for IDs  
• If you are the teacher and should also have a school administrator role, please 

contact your local office to have this job role added  
• However, only teachers can be linked to a student in an exam entry 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 

contents

https://rad.planetestream.com/View.aspx?id=30840~5c~UhDX6DWunM&code=Ep~clT6u7vvdNypC6XDkZraFPyEBMF97QM7WrPuIFKXbCqPbWxdh3b2UzChlnpa&ax=7z~H4fQpiTNMGccdC
https://rad.planetestream.com/View.aspx?id=30841~5d~uRTzHOgELO&code=Ez~ohPBtzCEFckwas7lxBax8boov6PU7PZag48VX4Eat9OZMC6cg6y0zaMI8Ds8&ax=7A~hEvs9hdWjwWGBs


Page | 5 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Only register students that don’t already have an RAD ID number. 

 

Select – My Students>Register New Students: 
Use upper and lower case.  Names will be printed on certificates as you have submitted 
them in this screen.  
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• If you try to register a student for a RAD ID number, and there is already a 

possible match you will get a notification (see image above). Click on the icon for 
further information: 

 
 
 
 
 

• When you are in receipt of the student’s RAD ID number, input the ID into the 
relevant box, you will notice whether the number is acceptable, or not, when the 
icon changes. You can click on the icon for further information: 

 
  
 
 
 
 
 
 

• Display name – this is important and will be displayed in the entries, all reports 
and certificates  

• Once complete, click save once, wait for a confirmation message.   
 

If you register a student incorrectly, please contact your local RAD 
office/representative to get it corrected. 

 

 Select - My Exam Entries 
 
 
 
 
 
 
 
 
 
 
 

 Select - type of exam session 

 

 AEC – examinations in your own studio  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 contents 
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• Select your exam location from the dropdown box – it is important that you 
choose correctly so that the examiner goes to the correct address  

• Check that the RAD Region is correct – if it isn’t, contact your local RAD 
office/representative 

 
 
 
 
 
 
 

• Select session – delete any session that shows in the box and select required 
session from the drop down list. The session list will not appear until you delete 
the current session in the box. If you’re unsure about which session to 
select, contact your local RAD office  

• Select certificate delivery address, or opt to enter alternative address – it is 
important that you choose correctly so that the certificates are sent to the 
correct address  

• Update email address if necessary – a valid email address is required. You will be 
contacted at this email address when your results are ready to be viewed.  

• Input or select a valid telephone number, this will be used in the examiner’s 
itinerary and used for contact on the exam day  

• Enter pianist details (if applicable)  
• Select your payment method (where offered)*  

- Payment Card will take you directly to the payment portal once you have 
completed and submitted your exam entry 

- Other Payment Method is to be selected for cheque payments and bank 
transfers  

- If you have a credit from a previous session that needs to be applied to 
this entry, contact your local office before you submit your entry so 
that they can make the necessary invoice adjustment.  

• Update billing address. 
 
 

  
The exams and students section will only be available if you have selected a 
session. 

 
• Exams/awards are listed in alphabetical order:  
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• To select your student, start typing their name or ID. The text box will filter as you 

type:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Once the correct student is selected, click   
• Keep going to build your entry (see below about splitting and editing sets)  
• Save your work as soon as you start working on it and regularly throughout (do not 

submit until you are finished and ready to pay – amendments to a submitted 
entry will incur surcharges as per the Specifications)  

• Always reference your exam entry ID number when contacting your local office with 
a query  

• You can save your work and build your entry over a series of weeks up until 
submitting or your closing date 

• If a student is a Member, they will be entitled to pay a lower fee for Advanced 
Foundation up to and including Advanced 2 exam. This will be indicated by a Ⓜ 
(M in a circle) next to their name.  If they don’t have this and you’re sure that have 
Membership, please contact your local RAD office/representative to investigate 
before submitting your entry. 

 
  

• Your entries are saved in the My Exams Entries screen  
• You can work on your entry as soon as your session is live and up until the 

closing date or you have submitted your entry  
• Select ‘edit’ against your pending entry  
• Please delete your pending entry if you have decided against entering in an exam 

session or need to start your entry from scratch:  
 
 
 
 
 
 
 
 
 
 

• To move individual candidates, click and drag the 3 dots to the left of the candidate 
record and drop into preferred location 

• To move a set, click and drag the 3 dots to the right of the set, and drop where 
required: 

 
 
 contents 
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RAD Online Exams assumes that each set is grouped by 4 (or the appropriate number of 
candidates, e.g. 8 for a class award). However, you may have 5 x G3 candidates that you 
would like to split into a 3 and a 2. 
 

• Select ‘Add Exam Set’:  
 
 
 
 
 
 
 
 
 
 
 

 

• Either select a grade from the dropdown list or drag a candidate record into the 
new exam set: 

 
 
 
 
 
 
 
 
 

  
 
Red flags 
 

• You cannot submit and pay for an entry if you have a red flag: 
 
 
 
 
 contents 
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https://rad.planetestream.com/View.aspx?id=30836~5h~zDbCwX8RBA&code=EG~XeStnSbKNIqKhIyzquFsgxN8l7wRTHrJd0r0fWoKpjA4Wnu3Qz7AAcdnWm8L&ax=7v~Ci6CA9anWVD2oF
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• Click on the red flag to see a description – in this case the candidate hasn’t taken 
the prerequisite exam. Either delete the candidate from the entry or contact your 
local RAD office/representative for further advice. 

 
 
 

 
 
 
 
 
 
 
 
 

• If your local RAD office approves the candidate, the flag will turn green and you may 
submit your entry 

 
Amber flags 
 

• These are information flags  
• You may still submit an entry with an amber flag  
• This example is a flag for a candidate taking an exam more than once in your entry:  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Green flags 
 

• Candidates approved by local office, proceed with submitting entry 
 
 
 
 
 

contents 
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• Reasonable adjustments may be added when adding the student to the entry   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Or afterwards:  
 
 
 
 
 
 
 

More information and forms are available from the RAD website: 
 
 

 
• For data protection reasons, please do not type medical information in the 

‘Notes’ box, as the RAD cannot legally accept this without the consent of the 
candidate or their parents.  

• Reasonable adjustment forms and supporting evidence, e.g. doctor’s 
certificate, are to be attached to the entry prior to submitting. This is a 
requirement of entry – forms available from our website. 

 
 
 
i. Special considerations 

 
These are different to reasonable adjustments and do not get processed through RAD 
Online Exam Entries. A ‘special consideration’ is a post-examination adjustment to the 
mark for a candidate who was prepared for and present at an exam, but who may have 
been disadvantaged by adverse circumstances that arose immediately before or at the 
time. Applications should be made within five working days of the exam and submitted to 
examscustomerservices@rad.org.uk. For more information please visit the RAD 
website. 
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• Select the pencil next to the candidate name  

 
 
 
 
 
 
 
 
 
 
 

• Check the box to select ‘active’ teachers for each candidate 
• If the check box is shaded and you’re unable to select the teacher, their job role is 

inactive.  Please contact your local RAD office/representative. More information on 
pg 27. 

 
 
 
 
 
 
 
 

• You may also allocate teachers to candidates in a bulk action by clicking the 
‘Default Teacher’ button, you’ll find this button beneath your entries: 

 
 
 
 
 
 
 

• Inactive teaching members cannot be allocated to candidates. 
 
 
 

 

 
• The calendar tool enables you to indicate preferences for exam dates. The number 

of dates you can indicate depends on your county/location.  
• Available dates are shown in blue. Click on dates to deselect (i.e. to indicate that 

these dates are not possible). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 contents 
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• Put your notes to local office here then click ‘add’, i.e. preferred start times, 

breaks, and details of session to be hosted or if you are hosting another school 
• Include any additional COVID measures or rules in place at your school  

 
 
 
 
 
 
 
 
 
 
 

• Once you have clicked ‘add’ – the note will be listed beneath. You may delete 
notes or attachments if they are not required: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• If you load a file, ensure that you have a description in the notes box to 
accompany your attachment.  

 
 

 

If your candidates are being hosted at another school, or your school is hosting 
candidates from another school, please record this in the ‘Notes’ box. 
 

• Note which school is hosting and which is to be examined first  
• If your session is less than the minimum time for your region/country 

(usually 3 hours) and you are being hosted, ensure you select this option 
when submitting your entry. If you are not being hosted/hosting candidates, 
you will be charged the fee for the minimum exam time 
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Before you submit the entry, you can download your pending exam report to 
do some final accuracy checks on exam location, candidates and settings: 
 
 
 
 
 
 
 

 
Once you are sure that the entry is correct, select Save & Submit. 

 

Some Countries accept card payments only and you will only have the option of: 
• Card payments – you will be directed to an online card payment portal (preferred, 

where available). Your receipt will be available to download from the exam entry 
screen (Payment History).  You may only pay by an alternative method with prior 
agreement from your local RAD office/representative. 

 
Some countries don’t accept card payments and you will only have the option of: 

• Other Payment Method – Select this option if you are paying by cheque or bank 
transfer. The invoice will be automatically downloaded upon submitting your entry 
and will also be available to download from the exam entry screen after you have 
submitted (Payment History) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• If paying by bank transfer please use your exam entry number as a reference. If 
paying by cheque put your exam entry number on the reverse of cheque  

• Once you have submitted your entry, you cannot make any amendments. All 
amendments must be agreed by your local office and may incur surcharges  

• If you have a credit from a previous session, so that your invoice can be adjusted, 
please contact your local office. 

 
 

 
• Your local office will add breaks and extra days and allocate your dates  
• You can see the progress of this at any point in the exam entry screen  
• When the local office has finished, they will change the status of the report to 

Confirmed – you may now download your Confirmed Exam Report: 
 
 contents 
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When the results are released, a ‘View Results’ option will be available next to your entry. 
You will receive an email to inform you that your results are ready to be viewed:  
 
 
 
 
 
 
 
 
 
 
 

 

 
Contact your local RAD office/representative to have the exam location address added to 
your school. 
 

 
Contact your local RAD office/representative to get the address edited. 
 
 
 
 
 
 
 
 

 
contents 
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Contact your local RAD office/representative to have your school assigned to a different 
region. The correct session will then be available to you. 
 

 
Contact your local RAD office/representative to have your school allocated to the correct 
region.  
 
 
 
 
 
 
 

 
You have to be allocated to the correct region for your sessions to be available. If you are 

allocated correctly and there is no session, contact your local office. The session may not be 

‘live’ yet. 
 

 
Ensure you are allocated to the correct region and that you have selected your session. 
Exams and students will be available after you have selected the session. 
 

 

 
They may not have a valid school registration. Contact your local RAD office to get the 
school registration updated. If you know their ID, you can try to register them at your school 
via ‘Register new students’. Do not create a new ID. 
 

 

 On submitting your entry, error message with ‘billing’ in the description is to advise 
you that the card billing address is incomplete, if you’ve chosen this from the list 
available to you, please contact your local RAD office/representative to get the site 
address updated.  Otherwise, return to the card billing address and complete the 
required fields: 

 
 
 

 

 

 You haven’t assigned a teacher to all of your students in the exam entry: 

 contents 
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Only register students that don’t already have an ID. Select – My Students>Register New 
Students: 
 
Use upper and lower case.  Names will be printed on certificates as you have submitted 
them in this screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
• If you try to register a student for a RAD ID number, and there is already a 

possible match you will get a notification (see image above). Click on the icon for 
further information: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

contents 
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• When you are in receipt of the student’s RAD ID number, input the ID into the 
relevant box, you will notice whether the number is acceptable, or not, when the 
icon changes. You can click on the icon for further information: 

 
 
 

Incorrect  Correct ID 
ID number  number 

    
 
 
 

• Display name – this important and will be displayed in the entries, all reports 
and certificates  

• Once complete, click save once, wait for a confirmation message on the screen 

 

 
• Select My Exam Entries: 
•  

 
 
 
 
 
 

• Select type of exam session 
 

RAV – entering candidates at a venue provided by the RAD:  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

• To enter candidates in an RAV session outside of your area, check the 
‘Show all RAV Sessions’ box: 

 
 
 
 
 
 
 
 
 
 
 
 

• Select the correct session from the drop down box. If you’re unsure of the 
session please contact your local RAD office/representative.  
 
 

contents 
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• Possible venues are listed beneath the session:   
 
 
 
 
 
 
 
 
 
  

• Select certificate delivery address, or opt to enter alternative address  
• Update email address if necessary – a valid email address is required  
• Select your payment method (where offered)* 

- Payment Card will take you directly to the payment portal once you have 
completed and submitted your exam entry  

- Invoice is to be selected for cheque payments and bank transfers 
- If you have a credit from a previous session, select Invoice and contact your 

local office to make your payment. (If Invoice is not available in your Country, 
contact your local office before submitting your entry). 
*payment methods will be set by your local office and they will advise further  

• Update billing address  

• Exams/Awards are listed in alphabetical order: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• To select your student, start typing name or ID. The text box will filter as you type  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Once the correct student is selected, click   
• Keep going to build your entry 

 
 
 

contents 
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• Save your work as soon as you start working on it and regularly throughout (do 

not submit until you are finished and ready to pay)  
• Always reference your exam entry ID number when contacting your local office with 

a query  
• You can save your work and build your entry over a series of weeks up until  
 the closing date.  
  
  

   
• Click on the calendar icon  
• Dates left shaded in blue will be considered for allocation 
• Ensure that you complete the travel time, this will support the office when scheduling 

your candidates  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Leave a note should you have more impossible dates than specified in the calendar. 
 
 

 

 
• Your entries are saved in your exam entries screen  
• You can work on your entry and get it exactly how you’d like it over a period of time  
• Select ‘edit’ against your pending entry  
• You can also delete your entry if you have decided against entering 

candidates in a particular exam session, or if you want to start working on 
your entry from scratch: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 contents 
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• Exams at RAVs are scheduled by the RAD; therefore your vocational candidates 
may not be timetabled in the order that you place them in your entry. However, 
individual graded candidates will remain in the sets in which you place them (except 
Grade 8)  

• To move individual graded candidates, click and drag the 3 dots to the left of the 
candidate record and drop at preferred location (you cannot move vocational 
candidates)  

• To move a set, click and drag the 3 dots to the right of the set, and drop where 
required:  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
g.  

Red Flags 
 

• You cannot submit and pay for an entry if you have a red flag: 
 
 
 
 
 
 
 
 
 

• Click on the red flag to see a description of the warning – in this case the candidate 
hasn’t taken the pre-requisite exam. Remove the candidate, or contact your local 
office for advice: 
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• If your local office has approved this candidate, the flag will turn green and you may 

submit your entry 
 
Amber flags 
 

• These are information flags  
• You may still submit an entry with an amber flag  
• This example is a flag for a candidate taking an exam more than once in your entry  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Green flags 
 

• Candidate approved by local office, proceed with submitting your entry 
 
 
 

 

 
• Reasonable adjustments may be added either when adding the student to the entry 

- more information and forms available from RAD website:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
contents 
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• Or afterwards:  

 
 
 
 
 
 
 

 
• For data protection reasons, please do not type medical information in the 

‘Notes’ box, as the RAD cannot legally accept this without the consent of the 
candidate or their parent. 

 
• Reasonable adjustment forms and supporting evidence, e.g. doctors 

certificate are to be attached to the entry ready for submitting. Please quote 
your exam entry ID number in the correspondence – forms available from 
website. 

 
 
 

 

 

These are different to reasonable adjustments and are not processed through RAD 
Online Exam Entries. A ‘special consideration’ is a post-examination adjustment to the 
mark for a candidate who was prepared for and present at an exam, but who may have 
been disadvantaged by adverse circumstances that arose immediately before or at the 
time. Applications should be made within five working days of the exam and submitted to 
examscustomerservices@rad.org.uk. For more information please visit the RAD 
website. 
 
 

 

 
• Select the pencil next to the candidate name  

 
 
 
 
 
 
 
 
 
 

• Check the box to select teacher(s) for each candidate: 
 
 
 
 
 
 

• Teachers with an inactive job role cannot be allocated to candidates. Please contact 
your local RAD office/representative to have this investigated.  

 

 
contents 
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• Put your notes to local RAD office here then click ‘add’: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Once you have clicked ‘add’ – the note will be listed beneath. You may delete 
notes or attachments if they are not required: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Before you submit the entry, you can download your pending exam report to 
do some final accuracy checks on exam location, candidates and settings: 
 
 
 
 
 
 
 

 
Once you are sure that the entry is correct, select Save & Submit. 
 

Some Countries accept card payments only and you will only have the option of: 
• Card payments – you will be directed to an online card payment portal (preferred, 

where available). Your receipt will be available to download from the exam entry 
screen (Payment History).  You may only pay by an alternative method with prior 
agreement from your local RAD office/representative. 

 
 
 
 
 
 
 

contents 
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Some Countries don’t accept card payments and you will only have the option of: 
• Other Payment Method – Select this option if you are paying by cheque or bank 

transfer. The invoice will be automatically downloaded upon submitting your entry 
and will also be available to download from the exam entry screen after you have 
submitted (Payment History) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

• If paying by bank transfer please use your exam entry number as a reference. If 
paying by cheque put your exam entry number on the reverse of cheque  

• Once you have submitted your entry, you cannot make any amendments. All 
amendments must be agreed by your local office and may incur surcharges  

• If you have a credit from a previous session, so that your invoice can be adjusted, 
please contact your local office prior to submitting your entry. 

 
 

 
• Your local office will build the RAV session and allocate dates to your candidates  
• You will receive a Confirmed Exam Report by email from your local office. 

 

 
1. There is no session available 
 
The RAV session may not be ‘live’ and open to schools yet. If you are looking to enter in 
a session outside your region, ensure the ‘show all RAV sessions’ checkbox is ticked. 
 
2. There are no exams or students available 
 
Ensure you are allocated to the correct region and that you have selected your session. 
Exams and students will be available after you have selected the session. 
 
3. My student has studied with me for a while and also taken exams, why aren’t 
they appearing in the Student drop-down box? 
 
 
 
 
 contents 
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They may not have a valid school registration. Contact your local office to get the school 
registration updated. If you know their ID, you can try to register them at your school via 
‘Register new students’. Do not create a new ID. 
 
 

 

 
• Contact your local RAD office to have your site address updated, or have another 

site created.  
Note: Major changes to an existing site address will also affect any relevant historic 
student learning records  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
• Click on the Site to view:  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 contents 
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• School Home – this takes you to the home screen for the school  
• Sites – these are addresses associated with your school (studio address (AEC), 

certificate delivery etc.)  
• Contacts – individuals associated with your school (school administrators and 

teachers)  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
If a teacher no longer works at your school, contact your local RAD office to have their 
job role updated to ‘former’, this is the responsibility of the contact with the school 
administrator role. The contact will remain in your ‘contacts’ but will not have any 
access to entries or school data. 
 
A teacher can request to be linked to your school via the ‘link myself to RAD school’ 
menu option (My Schools>Link myself to RAD school).  Contact your local RAD office to 
have this request approved. 
 
 

 

 

 

 

 
 contents 
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• Teachers linked to your school will be listed here, along with those that have 
requested to be linked to it  

• They will have a job role with the school and it will be ‘Teacher’ (Note: job roles are 
always linked to a site, not the main school, but contacts are able to access any 
site linked to the school when creating exams.) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you have a School Administrator and want them to be able to log in and use the system, 
contact your local office, they can arrange this for you. 
 

 

 
  

You don’t have a School Administrator role added to your profile - contact your local 
RAD office. 

 
  

You don’t have a School Administrator job role at the school - contact your local RAD 
office. 

 
 
 
 
 
 
 
 
 
 
 
 contents 
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This means removing students from your current school register so that they no longer 
come up in the drop-down list when creating exam entries. 
 
School administrators are responsible for keeping student data current – we would advise 
regularly reviewing your student register to ensure that they are up to date. 
 

• My Students>Manage My Students – select school from list  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Search for name or ID number of student:  
 
 
 
 
 
 
 
 
 
 

• Click on the blue arrow icon next to student:  
 
 
 
 
 
 
 
 
 
 
 

 
• Click on the blue arrow icon next to School Registration 

 
 

 

 

 

 

 

 

 
 contents 
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• Tick the ‘Withdrawn’ box and then ‘Save & Close’  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Contact your local RAD office/representative to have student names or date of births 
amended. 
 

 

The RAD and the School are both ‘controllers’ of the data (student information), 
however, they are not ‘joint controllers’. 
As an agent of the school, the teacher does not have any ownership of the data should 
they leave the employment of the School.  
The School Administrator should ensure that all teacher and student data is up to date 
within their School. 
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You don’t have a School Administrator role added to your profile – contact your local 
office. 

 
  

You don’t have a School Administrator job role at the school – contact your local office. 

 
 

Contact your local office to have these student details merged. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 contents 
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After consultation with your local RAD office, create your entry exactly as you would 
normally for an AEC entry. Ensure that you attach the relevant consent forms. 

 Open your internet browser and go to https://rad.planetestream.com/  
 Enter your username and password credentials and select ‘Log in’ 

Note: If you don’t have a Planet eStream login, contact your local RAD office. 

 

 

 

 

 

 

 

 

 

 

 

 On the top menu, select ‘Create’ and ‘Upload’ 
 Click on the ‘Upload video or Audio Files’ button and select the file you wish to 

upload from your computer, click ‘open’ 
 

 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

Tip #1:  Practice a short video upload, you can delete it later 
Tip #2:  File naming convention – use this naming convention for saving your video files on 
your computer, it will help us manage your footage and save you time when selecting media 
options later:  

Exam entry ID number, day number, set number, i.e. ’876532 day 1 set 1’ 

https://rad.planetestream.com/
https://rad.planetestream.com/View.aspx?id=3074~4o~oqjSKuy6&code=CX~dLbrU8H3s8DyfhPKqZUpOKOsbpQItgOmWQlForGVrZMKiGKYB5wqluam&ax=6L~bfMWc7vmFXmz
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 You will then see a new pop-up window where you will need to add details about 
your footage. Please ensure you complete all required fields in order to confirm your 
upload 
 
 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Unless you have used the correct naming 

convention when you saved your footage on your 

computer (tip #2), you will need to uncheck this 

box in order follow the required naming 

convention 

Here you can see further 

information about what is 

required in each field 

Naming convention for 

the entry:  Exam entry ID 

and day and set number, 

i.e. 875698 day 1 set 1 
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 Once you have completed the required fields, select ‘confirm’ 
 Click the ‘Start upload’ button, you will see the blue progress bar for your upload  
 Once your video has uploaded, the system will convert the footage to the required 

format 
 If all your files have uploaded successfully and are being converted, you may 

log out 
 You should create your playlist once all the footage has been converted. 
 Once the footage has been converted, created your playlist 

 

 

 

 

 

          

 

 When you return to Planet eStream to create your playlist, you will see your 
uploaded and converted videos in the ‘Recently Added’ section 

 

 

Tip #3:  Upload at night. Once your videos have uploaded successfully, they will go into a conversion 
queue, along with all the other footage being converted at that time.  
Once all the footage has uploaded successfully, you can log out, you’ll be notified by email when the 
footage has all be converted – this may take a long time and is dependent on the conversion queue 
and size and type of original file. 
Remember, adjust your computer settings so that it doesn’t go to sleep mid upload 

https://support.microsoft.com/en-us/windows/how-to-adjust-power-and-sleep-settings-in-windows-26f623b5-4fcc-4194-863d-b824e5ea7679
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 Click on your uploaded video, you will be able to check the quality of the footage 
and the details of the video 
(Missing exercises will not receive a mark) 

 

If you only have one video to share with your local office for examining, then you can now 
create a web link by clicking on the ‘Share’ button and selecting ‘Share by web link’.  Right 
click the link in the pop up window and select copy, this can then be added to the notes 
section of your online entry in RAD Online Exams. Notify your local office when your entry 
has been updated with the footage link. If you have more than one video, you should 
combine them into a Playlist so that you only need to share one link. 

 

 If you have multiple sets for the same exam entry, you can combine them into a 
playlist so that you only have one link 

 Once you have uploaded all of your videos for your entry, select ‘Create’ then 
‘Playlist’ from the menu. 

 

 

You can 

delete 

footage 

using this 

button 

You can 

edit the 

video 

https://rad.planetestream.com/View.aspx?id=3075~4p~QdzuutJt&code=CG~k5c49a9CJpLdzEnDlvG7mRzYs57NyBhyP5K9RabXecDJppO6SKzOFWzb&ax=6M~D2bmNiGJcMfR
https://rad.planetestream.com/View.aspx?id=3075~4p~QdzuutJt&code=CG~k5c49a9CJpLdzEnDlvG7mRzYs57NyBhyP5K9RabXecDJppO6SKzOFWzb&ax=6M~D2bmNiGJcMfR
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 A new window will appear to ‘Create a new playlist’ 
 The playlist title should be your Exam Entry ID number 
 Enter the details for the required fields and then select ‘Create’. 

 
Note:  Your playlist should match the order in which you filmed your exams and 
your exam entry (e.g. Day 1 set 1,2,3,  Day 2 Set 1,2,3,4,5   Day 3 Set 1 etc..) if it 
doesn’t, then this may result in delays to examiner assessment and release of 
results.  

 

 

 

 

 

 

 

 

 
 

 
 To add videos to the playlist click the ‘Add items to playlist’ button 

 

 In the pop up box, search for the entry ID number that you used as the title for your 
videos, a list of your available videos will then appear 
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 Click the plus button next to each of the videos you want to add to your playlist. 
Once you have added all of your videos, close the pop up box to return to the 
playlist 

 From here, you can reorder the videos to match your exam entry by clicking and 
holding the double arrow to the left of the video and dragging the video to its correct 
place in the entry 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 Once you have ordered your playlist to match the order of filming, click the ‘Details’ 
tab to double check the information provided is correct and to get the web link to 
share on your online entry. 
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 Click the ‘Share’ button and select ‘Share by web link’. Right click the link in the pop 
up window and select copy, then paste this link into the notes section of your online 
entry in Radius. Notify your local office when your entry has been updated with the 
footage link 

 

 

 

 Paste link into the notes and click ‘ADD’: 

 

 Lastly, submit the entry (if you haven’t done so already) 
 Your local office will ensure that the entry is put forward for assessment. 

 
 

 In either the recording or playlist, go to the details tab and select ‘edit details’ to edit 
your upload information, or select ‘delete’ to remove from Planet eStream: 

https://rad.planetestream.com/View.aspx?id=3076~4q~qNP7etUP&code=CH~LRrFKlkXgeEvXuOks68x8QokbsztiDOLkfpUSBwAlfQFywfy6RgSymeS&ax=6N~dDqXxhS6AN9a
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Note:  Issues with footage and consent forms will result in a delay to examiner 
assessment and release of results. 

 

 

There are 2 main factors which will influence how long it takes to upload your files to Planet 
eStream - file size and upload speed. 

File size  

You do not need to film in 4K HD high quality for your videos. 
Doing so will result in large file sizes that may take hours to upload or even fail to upload. 

Upload speed  

The amount of time it takes to upload a video to Planet eStream is outside of our control. If 
your upload is slower than expected, it could be due to multiple factors, including:  

 Low upload speeds provided by your particular internet plan  
 Size of your file – recording in very high quality will result in very large file sizes  
 Time of day/peak hours of usage with your internet service provider  
 Increased traffic on your local network  
 Settings on your computer – ensure your computer is not set to go to sleep while 

you are uploading. (e.g. in your 'energy saving' or 'battery' settings).  

You can check your upload speed with an online speed test: 
- e.g. https://www.speedtest.net 
You are looking for your upload speed only (download speeds are often much higher)  

“Typically, when uploading files to websites your internet won’t usually use the full upload 
speed capability, so for instance if you have c.40Mbps upload speed and a file of 3gb in 
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size, we would probably expect it to upload within around anywhere from 15-60 minutes. If 
your upload speed is lower it will take longer“ - Planet eStream  

Create a test video and upload it to check if your files are uploading ok. Be patient and give 
yourself time to upload your videos. 

 
We can accept footage on USB’s for large file sizes by prior arrangement with local offices. 
 
 

Upload tips from the Planet eStream development team 

The bandwidth will be affected by who or what else is using your broadband. The more 
devices using the internet – the slower your upload will be:  

 Try turning off other devices that might be using the internet at the same time. Your 
provider may limit the bandwidth at busy times 
 Try uploading at a different time of day.  
 PeS recommend Firefox and Chrome as the preferred browsers for uploading  
 Your connection to the internet can vary depending on which room you are in:  
 If you can, use an ethernet cable to connect directly to your router this will increase 
the speed of your upload and give greater stability.  

Naming your files for uploading 

If you can – rename your files before you upload to Planet eStream. 
Use your Exam Entry ID - this is the number at the top of your online entry e.g. 812345 

Add the day and set number, also the part number (if you have split your videos).  

e.g. 812345 Day 1 Set 5 Part 2  

If you have filmed on more than one day – number the sets starting at 1 for each day.  

e.g. 812345 Day 3 Set 1  

You can add the grade to the title if you would like  

e.g. 812345 Day 2 Set 1 G3 or 812345 Day 4 Set 1 INTF  

(but do not add names, candidate nos school ID etc.)  

 

Check the Members Area for all the most recent forms and information including tips on 
how to set up in your space for filming, and how to complete your online entry for filmed 

exams - https://members.royalacademyofdance.org/Exams/Exam-Updates 

 
 


