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1. Initial log in (view video)

a. Welcome message

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:

WELCOME TO RAD ONLINE EXAMSI

You are currently linked as a teacher to the foliowing schook(s)
no schools

If any
nction. (The school administrator or RAD office will need to approve your request before

Please contact y

b. Teachers & School Administrators (view video)

+ 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

School Administrator menu:

MY SCHOOLS MY STUDENTS MY EXAM ENTRIES

REGISTER NEW SCHOOL

LINK MYSELF TO RAD SCHOOL ) ME T RAD ONLINE EXAMS!

{ MANAGE MY SCHOOLS
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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

Teacher menu (note the ‘Manage’ option is not available):

MY SCHOOLS MY STUDENTS MY EXAM ENTRIES

REGISTER NEW SCHOOL

LINK MYSELF TO RAD SCHOOL DME TO RAD ONL

inked as a teacher to the following school(s).

2. AEC Entries

a. Register new students for IDs (view video)

MY SCHOOLS MY STUDENTS MY EXAM ENTRIES

MANAGE MY STUDENTS

REGISTER NEW STUDENTS
ﬁ CURRENT STUDENTS REPORT

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.

Select school 27313; TESTSCHOOLDO1 Q Display Name Reference First Name Last Name v
MIDDLE @ o RADID €@

FIRST ME ST A DISPLAY t E DATE OF BIRTH GENDER ACTIONS
IRST NAME @ N LAST NAME @ DISPLAY NAME @ IE KNOWN ? s
Charlctte Middle Carter I Charictte Carter v | 01 Jan 2000 = Q *®
Jim Middle Frost ’ Jim Frest v 01 Mar 2010 = *®
First Name Middle Last Name ’ Select v = Add new

One or more of the studenifs you have entered ciosely match a record already on the system. These rows are indicated by a question mark icon.
Please check whether these students have previously been registered for RAD exams, and if they have, enter their RAD 1D number so that the existing record can be linked to

your school
NB. There are over a million records on our system and some student details will be very similar or even identical, so this could alse be a new student If you do not énter an RAD

ID, & new student record will be created.
You should be very careful to ensure that a new record is not created for a student who has already been registered for RAD exams.

T e
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https://rad.planetestream.com/View.aspx?id=30842~5e~WFhZrNs0iE&code=Ef~RCWBuEomDCMicxWK8nHMmiIUIsun7Rz5LBEQuhRDLgTZsv70ibFioKrKxSmh&ax=7s~87cYuZtwE05XXz

Notes:
+ 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:
RAD ID €9

F ENOWN
Q'%—— —

+ 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:

RADID @ RAD ID @
F KNOWN F KNOWN
1354655 o< 901649 {

+ 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.

b. Create an exam entry (view video)

e Select - My Exam Entries

oY

MY SCHDOLS MY STUDENTS MY ExXAM ENTRIES

only S
ENTRIES
e Select - type of exam session
e AEC - examinations in your own studio
|\/ \{ E '}{‘l‘ PA E[\ _I R } E:‘; Unly Show Kecoras Createa sSince 22 Jan 2018 | ]
oo
]
MY SAVED ENTRIES
SESSION EXAM ENTRY ID TYPE STATUS ACTIONS
UNITED KINGDOM London and Middlesex 788442 AEC Submitted
2018 Winter
UNIT {INGDOM London and Middlesex 788430 AEC Pending

2018 Winter
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https://rad.planetestream.com/View.aspx?id=30843~5f~xgxBbMDmGG&code=Ep~clT6u7vvdNypC6XDkZraFPyEBMF97QM7WrPuIGKObBqXbZxdh7b5UuCiljp9&ax=7t~zUsAeYESaQQsuc

c¢. Choose a session

+ 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
Exam Location < Holly's School of Dance : Iy home, London, SW11, UNITED K v RAD Region: London and Middlesex (UNITED KINGD
Select .
S Holly's School of Dance - My home, London, SW11, UNITED KINGDOM Exam Duration (Hours): 3

Holly's Dance School - Dancing up my street, London, SW11, UNITED KINGDOM)|

+ 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.

d. Select grade and student (view video)

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

+ Exams/awards are listed in alphabetical order:

Invoice Address ‘ Holly's School of Dance : My home, London, SW11, UNITEDK v

Select v

Reasonable Adjustments? | ADVA: Advance A case bas
ADWV2: Advanced 2 Exam 0. Exampl
ADVF: Advanced Foundation Exam lipparting «
G1: Grade 1 Exam
G2: Grade 2 Exam
G3: Grade 3 Exam
G4: Grade 4 Exam

Select exam Select stuc
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https://rad.planetestream.com/View.aspx?id=30844~5g~7QNdMYOIdx&code=Eq~E9hve6GRBOrG8Jx8rzKMrPmZl9fCJ5s9rBvhK7eeiJDTkWPKmmJiN7i3zUeU&ax=7u~avIcQaQfySJJS2

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

@ETé?t student Enter student surname or number Q _'"/“\

3 by case basis. The nature of the; 30027971 - Milly Jones (23/10/2001) on

RAD. Examples of reasonable adji
1y supporting evidence. 30027972 - Tilly Thomas (23/10/2002)

30027973 - James Barns (23/10/2002)

30027974 - Harry James (23/10/2002)

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.

e. Edit exam 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:

MY SAVED ENTRIES
SESSION EXAM ENTRY ID TYPE STATUS ACTIONS
UNITED KINGDOM London and Middlesex 788442 AEC Submitted View Results

2018

wWinter View

UNITED KINGDOM London and Middlesex 788430 AEC Pending
2018 Winter =
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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:
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EXAM STUDENT DELETE
- 10:00 45m G4: Grade 4 Exam - (3 candidates)
! (4 Grade 4 Exam 30027971 - Milly Jones # Pl
G4: Grade 4 Exam 30027972 - Tilly Thomas # S % O
! G4 Grade 4 Exam 30027973 - James Bams ¢ S X
= 10:45 25m G3: Grade 3 Exam - (1 candidates)
. Grade 3 Exam 30027974 - Harry James rd S X
- 11:10 20m G2: Grade 2 Exam - (1 candidates)
! G2 Grade 2 Exam 30027988 - Sharon Parks .f‘ S xR
- 11:30 25m G3: Grade 3 Exam - (1 candidates)
! G3: Grade 3 Exam 30027975 - Sarah Down # £ R

f. Splitting sets (view video)

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 splitinto a 3 and a 2.

« Select ‘Add Exam Set’:

i G2 Grade 2 Exam

- 11:30 25m G3: Grade 3 Exam - (1 candidates)

! G3 Grade 3 Exam

30027988 - Sharon Parks ¢ s X
30027975 - Sarah Down # T
Overall time: 1h S5m Overall time without brecks: lh 55m
.
| + ADDEXaMsET

+ Either select a grade from the dropdown list or drag a candidate record into the

new exam set:

= 11:30 25m G3: Grade 3 Exam - (1 candidates)

! G3: Grade 3 Exam

30027975 - Sarah Down #

= 11:55 0m

g. Flags (view video)

Red flags

* You cannot submit and pay for an entry if you have a red flag:
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https://rad.planetestream.com/View.aspx?id=30845~5h~zDbCwX8SBz&code=Ex~lSkn8pfWKmxVfZ7akrovAcLJbaNLDKLUoxNmUcQ2eToUuDmnWLiOO8A2wuMO&ax=7v~Ci6CA9aoWUD2oF
https://rad.planetestream.com/View.aspx?id=30836~5h~zDbCwX8RBA&code=EG~XeStnSbKNIqKhIyzquFsgxN8l7wRTHrJd0r0fWoKpjA4Wnu3Qz7AAcdnWm8L&ax=7v~Ci6CA9anWVD2oF

‘I 33 Grye 3 Fagen A0,
-1tAE S5m ADVY: Advanced | Exam - (1 candidates|
! ADMY Advanced 1 Exam VT - Miaeion Caie @

Click on the red flan ta see a descrintion — in this case the candidate hasn’t taken

Validation results

Please look at validation results, orange items are just for information only, red items require your attention to override:

Validation results

Please look at validation results, orange items are just for information enly, red items require your attention to override:

Prerequisite qualifications have not been completed: ADV1: Advanced 1 Exam RAD Level 4 Certificate in Vocational Graded Examination in
Dance: Advanced 1 (Ballet)

+ 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:

- 11:55 56m ADV1: Advanced 1 Exam - (1 candidates)
P ADV1 Advanced 1 Exam 20027978 - Marion Cave .f' |.

- 12:50 25m G3: Grade 3 Exam - (1 candidates)

! G3. Grade 3 Exam 30027974 - Harry James #

Validation results

CLOSE

Green flags

« Candidates approved by local office, proceed with submitting entry

contents
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h. Reasonable adjustments (view video)

+ Reasonable adjustments may be added when adding the student to the entry

Select exam G3: Grade 3 Exam v ‘ Select student ’ 30027972 - Tilly Thomas Q

v Reasonable Adjustments? Reasonable adjustments are applied on a case by case basis. The nature of the adjustment applied will be based on the candidate’s condition
or circumstances and the request made to the RAD. Examples of reasonable adjustments include, but are not necessarily limited to those
shown. Please use 'load file' below to attach any supporting evidence

Select v
Candidate to take the exam on his or her own

st R o + ADD STUDENT
Special access arrangements to the examination studio to be put into place

Special lighting arrangements to be made in the examination studio
| The music for the examination to be amplified
Agreement made for modifications to examination uniform (subject to health and safety considerations)

Examination to take place at a specially appointed date and time
Examination to take place at a specially appointed location DAYS [:J EXPAND ALL SETS COLLAPSE ALL SETS
The candidate to be examined according to the syllabus criteria for the alternative gender

| Example of action taken which is not classed as a reasonable adjustment
) Examiner Awareness DELETE
| Other

Or afterwards:

= 12:40 30m G3: Grade 3 Exam - (2 candidates)

! (3 Grade 3 Exam 30027974 - Harry James d I

¢ (3 Grade 3 Exam 30027972 - Tilly Thomas # e @

More information and forms are available from the RAD website:

Notes

+ 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.

contents
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https://rad.planetestream.com/View.aspx?id=30837~5i~afregWkd8q&code=Ep~clT6u7vvdNypC6XDkZraFPyEBMF97QM7WrPuIFKWbCqRbTxeh6b8UzCdlgpd&ax=7w~cSmek8lJtLwkMv
https://www.royalacademyofdance.org/achieve/exams/teachers-entry-guide/reasonable-adjustment
https://www.royalacademyofdance.org/achieve/exams/teachers-entry-guide/reasonable-adjustment
https://www.royalacademyofdance.org/achieve/exams/teachers-entry-guide/reasonable-adjustment
mailto:examscustomerservices@rad.org.uk.
https://www.royalacademyofdance.org/exams/special-consideration/
https://www.royalacademyofdance.org/exams/special-consideration/

j. Allocating teachers to students (view video)

+ Select the pencil next to the candidate name

30027971 - Milly JDHES®

30027972 - Tilly Thomas ¢

30027973 - James Bamns #

+ 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.

NAME
Nicola

+ 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:

)
4
)
-t
3
D
f
J
'
2
Al
11
Q
w
(6]
A |

* Inactive teaching members cannot be allocated to candidates.

k. Selecting dates (view video)

+ 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).

< Today > Use this calendar tool to indicate the days when students will take their exams, in

November v 2018 v particular the first day of the session.
Su Mo Tu We Th Fr Sa

2

21 22 23 24

25 26 27 28 29 30

Select all Deselect all
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https://rad.planetestream.com/View.aspx?id=30838~5j~C2GPS8vzws&code=Ez~ohPBtzCEFckwas7lxBax8boov6PU7PZag48VX4E9t9P0MJ6dg3y8z5MF8Cs5&ax=7x~EGBPVkx5RNpCj9
https://rad.planetestream.com/View.aspx?id=30838~5j~C2GPS8vzws&code=Ez~ohPBtzCEFckwas7lxBax8boov6PU7PZag48VX4E9t9P0MJ6dg3y8z5MF8Cs5&ax=7x~EGBPVkx5RNpCj9

1. The ‘Notes’ box (view video)
+ 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

Notes

Please can | have a 9 am start and a break after the 2nd set|

General v ‘ LOAD FILE... ‘ m

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

Note type

MNote has been created Successfully

Notes - click Add button after typing to attach the note to your entry

A
Reasonable Adjustment @ m

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

m. Joint exam entries

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

contents
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https://rad.planetestream.com/View.aspx?id=30839~5k~cCWrC8GUUu&code=EG~XeStnSbKNIqKhIyzquFsgxN8l7wRTHrJd0r0fWoLpjA2Wqu0Qz7FA7duWg8K&ax=7y~fhRrFjIroDiUGY

n. Submitting and paying for exams

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

Status Pending

GEMERATE EXAM REPORT l H save H savE AND CLOSE H saVE AND SUBMIT Iiiiﬁil NOTES (2)

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)

Payrnent History

EXPORT TO EXCEL

Invoice/Receipt Payment Method Status Value (EUR)

\ersion 1 submitted 12 Mov 2018 13:131
EZ05043 Payment Card E1.2
Total 61.20

+ 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.

o. What happens next?

+ 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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Confirmed Exam Report (AEC)

Enfry ID: 788442

Exam date(s): 10 Mov 2018,13 Nov 2018-21 Nov 2018,23 MNov 2018-08 Dec 2018

Applicant & ID: Holly Black 2000681

School & 1D: Holly's Dance School 1005

Exam location: Holly's Dance School : Dancing up my street, London, SW11, UNITED KINGDOM
Contact no.:

School contact email: HBlack@gmail

Examiner: Maria [Rowland

Additional information:

Day 1 -10 Nov 2018

Time: 10:00 Set: [ 1

Position: Exam: Candidate: Gdr: RA:
1 G6: Grade 6 Exam 30027976 - Caroline Manford F N
2 (G6: Grade 6 Exam 30027972 - Tilly Thomas F N

[ Mo:40] [ BREAK

Time: 10:55 Set: 2

Position: Exam: Candidate Gdr: RA:
1 G1: Grade 1 Exam 30027973 - James Bams F M

p- View exam results

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:

Troubleshooting:

1. My exam location doesn’t appear in the dropdown box

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

2.1 can’t edit the exam location address

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

Page | 15
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3. How do I hold my exams at another school in a different region?

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

4. I’'m allocated to the wrong region

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

Exam Location Holly's Dance School - Dancing up my street, London, SW11, L ¥ RAD Region: London and Middlesex (UNITED KINGDOM)

5. There is no session available

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.

6. 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.

7. My student has studied with me for a while and also taken exams, why aren’t
they appearing in the student dropdown box?

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.

8. Common error/warning messages:

e 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:

There are some validation errors, please check your input
+ Billing Town: You must supply a Billing Town.

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

One or more of the studenis on this entry is not linked to a teacher with an active RAD
membership. Are you sure you want to proceed?

contents
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3. RAV Entries

a. Register new students for IDs

MY SCHOOLS MY STUDENTS MY EXAM ENTRIES

MANAGE MY STUDENTS

REGISTER NEW STUDENTS
E CURRENT STUDENTS REPORT

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.

Select school |:73 3: TESTSCHOOLDD1 Q | Displsy Name Reference First Mame Last Name v
MIDDLE € - . RAD 1D € R N
FIRS ME AST N, DISPLA 1E DATE OF BIRTH GENDER ACTIONS
RST NAME @ NAME LAST NAME @ DISPLAY NAME @ E KNOWN

e oz | o [roroe v|
Jim Frost Jim Frost v 0 Mar 20100 | B Femzle v| X
First Name iddie Last Ad0 NEW

sme Select v =2 Female

One or mare of the studerits you have entered cicsely match a record already on the system. These rows ane indicated by a question mark icon,

Plesse check whether these students have previously been registered for RAD exams, at y have, enter their RAD |D number so that the existing record can be finked to
your school
NB. There are over a million records on our system and some student details will be very ¢ even idenfical. so this could also be a new student if you do not enter an RAD
1D, & new. student re will be created
You should be very careful fo ensure that a new record is-not created for a student who has siready been registered for RAD exams.

T

Notes:
+ 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:

RAD ID €
IF KNOWN

e S
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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:

(i} (3]
354855 o< 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

b. Create exam entry

+ Select My Exam Entries:

MY SCHOOLS MY STUDENTS MY EXAM ENTRIES

ENTRIES oS

+ Select type of exam session

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

NEW AEC EXAM ENTRY NEW RAV EXAM ENTRY

c. Choose the correct session
+ To enter candidates in an RAV session outside of your area, check the

‘Show all RAV Sessions’ box:

Teache London and Middiesex (UNITED KINGDOM)

UNITED KINGDOM Scoftand 2018 Glasgow Summer RAV

+ Select the correct session from the drop down box. If you’re unsure of the
session please contact your local RAD office/representative.
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« Possible venues are listed beneath the session:

Session UNITED KINGDOM South West England and Wales 2018 C Q
Exam Venue(s) 14.001: Northern Ballet School

25977.001: Royal Conservatoire of Scotland
699.002: Ballet Cymru, Newport - RAV

+ 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

d. Select Grade and Student

+ Exams/Awards are listed in alphabetical order:

Invoice Address ‘ Hally's School of Dance - My home, London, SW11, UNITEDK ~

Select v Select stuc

Select &l

Select exam

Reasonable Adjustments? case basi

. Auvd O - Y
ADVZ: Advanced 2 Exam
ADVF: Advanced Foundation Exam
G1: Grade 1 Exam
G2: Grade 2 Exam
G3: Grade 3 Exam
G4: Grade 4 Exam

). Exampl
LPPO rting «

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

e ___—_———___
(SETEEI student Enter student sumame or number Q D
— L

2 by case basis. The nature of the ; 20027871 - Milly Jones (23/10/2001)
RAD. Examples of reasonable adjr
v supporting evidence. 30027972 - Tilly Thomas (23/10/2002)

an

30027973 - James Barns (23/10/2002) I

30027974 - Harry James (23/10/2002)

B ot T N S A NP PP

+ ADD STUDENT

* Once the correct student is selected, click
+ Keep going to build your entry
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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.

c. Specify preferred dates for candidates

« 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

are applied on a case by case basis. The nature of the adjustment applied
: request made to the RAD. Examples of reasonable adjustments include, b < Today >
file' below to attach any supporting evidence. November v 2018 +

Su Mo Tu We Th Fr Sa

T I -

STUDENT DATES
Select all Deselect all
30027971 - Molly Jones /202015, [11 e e
————

+ Leave a note should you have more impossible dates than specified in the calendar.
f. Edit exam entry

+ 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:

MY SAVED ENTRIES

SESSION EXAM ENTRY ID TYPE STATUS ACTIONS
UNITED KINGDOM London and Middlesex 788442 AEC Submitted View Results
2018 Winter View

UNITED KINGDOM London and Middlesex 788430 AEC Pending
2018 Winter &
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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:

45m G4: Grade 4 Exam - (3 candidates)

Grade 4 Exam 30027971 - Milly Jones P

* GA Grade 4 Exam 30027972 - Tilly Thomas #' L O

je 4 Exam 30027973 - James Bams # S %

- 10:45 25m GJ: Grade 3 Exam - (1 candidates)
30027974 - Harry James & R

- 11:10 20m G2: Grade 2 Exam - (1 candidates)
2. Grade 2 Exam 30027988 - Sharon Parks # T

- 11:30 25m G3: Grade 3 Exam - (1 candidates)
G3. Grade 3 Exam 30027975 - Sarah Down # a1

g. Flags
Red Flags
* You cannot submit and pay for an entry if you have a red flag:
! G3: Grade 3 Exam 30027975 - Sarah Down ¢
- 11:55 55m ADV1: Advanced 1 Exam - (1 candidates)

! ADV1: Advanced 1 Exam 30027978 - Marion Cave ./‘ @

+ 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:

Fleasa ook Al vahdation results, oranga t&ms and pus! lof iniormaton ondy, red Aems fequird your attenion o ovanioe
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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

- 11:55 55m ADV1: Advanced 1 Exam - (1 candidates)
! ADV1: Advanced 1 Exam 30027978 - Marion Cave ¢ [
- 12:50 25m G3: Grade 3 Exam - (1 candidates)
! G3: Grade 3 Exam 30027974 - Harry James #
alaation resuits
Green flags CLOSE

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

h. Reasonable adjustments

+ Reasonable adjustments may be added either when adding the student to the entry
- more information and forms available from RAD website:

+ ADD STUDENT

- e e
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« Or afterwards:

Notes

+ 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.

i. Special considerations

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.

j- Allocating teachers to students

+ Select the pencil next to the candidate name

30027971 - Milly JDHE@

30027972 - Tilly Thomas

30027975 - James Bams &

+ 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.
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k. The ‘Notes’ box

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

Notes

Please can | have a 9 am start and a break after the 2nd set |

Note type General v

LOAD FII-E“ m

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

Mote has been created Successfully

Notes - click Add button after typing to attach the note to your entry

MNate type General v

P
LOAD FILE.. Reasonable Adjustment @ ﬂ
e

ADDED USER

NOTE

travel instructions attached 13 Mow 19 Clzire Marks &2 % Genersl Vak

12:43 pm

I. Submitting and paying for exams

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

Status Pending

GENERATE EXAM REPORT l H save

M sAVE AND CLOSE H sAVE AND SUBMIT m NOTES (2)

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.
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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)

yrment L0y

EXPORT TO EXCEL

Invoice/Receipt Payment Method Status Value (EUR)

‘fersion 1 submitted 12 Now 2015 15:131

ESD5543 Payment Card 61.2
Total £1.20

+ 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.

m. What happens next?

+ 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.
Troubleshooting:

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?
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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.

4. Manage My School (School Administrator role only)

a. Editing a site address

+ 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

RAD
MY SCHOOLS MY STUDENTS MY EXAM ENTRIES

REGISTER NEW SCHOOL

MY SCHO(

LINK MYSELF TO RAD SCHOOL

Select School v
MANAGE MY SCHOOLS
MANAGE SCHOOL

« Click on the Site to view:

HOLLY'S DANCE SCHOOL (1005)

School Home Contacts School Notes

School Code School Status Date Registered Date Closed
1005 Approved 23 Oct 2018 n/a

Main Site Telephone

not supplied

Main Site Email Main Site Website
not supplied not supplied

Main Site Address @
Dancing up my street, London, UNITED KINGDOM

(]

Sites
Site Name Site Code
Holly's Dance School 1005.001
Site Name Site Code Site Status
Holly's School of Dance 1005.002 Approved
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Notes:

+ 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)

EDIT SITE

Site Code

1005.002

Site Name *

Holly's Dance School

Email Web Site

Prevent Registrations Direct
Import

RAD Country RAD Region

UNITED KINGDOM London and Middiesex
Address

Street 1 Street 2

My home
Street 3 City/Town
London
County Country

UNITED KINGDOM

Post Code Telephone

b. Adding or removing a teacher from my school

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.
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MY SCHOOLS

Select School

1005: Holly's Dance School

HOLLY'SeArsl SCHOOL (1005)
School Home & chool Notes

School Code School Status Date Registered Date Closed
1005

Approved 23 Oct 2018 nia

Main Site Telephone

not supplied

+ 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.)

Job Roles

Status School
& Inactive 1005 Holly's Dance School

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.

Troubleshooting:

1. I don’t have the Manage My School menu option on the screen

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

2. My school doesn’t come up in the drop-down box

You don’t have a School Administrator job role at the school - contact your local RAD
office.
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4. Manage My Students (School Administrator role only)

a. Withdrawing students from the school

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

RAD
MY SCHOOLS MY STUDENTS MY EXAM ENTRIES

MY STUDENTS

Select School

MANAGE STUDENTS

Search for name or ID number of student:

1005: Holly's Dat

MANAGE MY STUDENTS

REGISTER NEW STUDENTS

CURRENT STUDENTS REPORT

l Name 3.4

Search [ illy Thomas
Centre [ Holly's Dance School
Site All

Advanced Search Options

« Click on the blue arrow icon next to student:

Q)

* Click on the blue a

Page | 29

Search

Centre

Site

NUMBER FIRST NAME

30027972 Tilly

Further Details

Access

Regisirations

Tilly Thomas Name

Holly's Dance School

All

Advanced Search Options E
LAST NAME GENDER
Thomas Female

ew.jcon next to School Registration

ates Student Images

REGISTRATION STANDALON
- SIT T
DATE CEMIRE “S0E STATUS  ceGisTRATI
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- Tick the ‘Withdrawn’ box and then ‘Save & Close’

EDIT QUALIFICATION REGISTRATION - SCHOOL REGISTRATION

[ove | svenoncm] coe

Oualiﬁcatioﬂl Units PLR Event Info || Alternative Achievement Entry Requirements Qualification Prerequisites

Qualification School Registration

Centre/Site Holly's Dance School - Holly's Dance School (1005.001)

Pathway Default Pathway ¥

Programme

Qualification Code SCHREG Status In Progress
Registration Date 23M10/2018 Reg Group Code

Expiry Date Exiend Expiry [

Earliest Certificate Date | 23/10/2018
Last Assessment Date Request Full Certificate |

Certificate Expires Date Assessment Language ENG:Engiish
Study Mode Not Supplied v

b. Correct student details (e.g. Spelling of name, date of birth etc.)

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

c. Who owns the data?

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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Troubleshooting

1. I don’t have the Manage My Students menu option on the screen

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

2. My school doesn’t come up in the drop-down box
You don’t have a School Administrator job role at the school — contact your local office.

3. I accidentally registered a student twice
Contact your local office to have these student details merged.
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Filmed exam entries

a. Create your exam entry

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.

b. Initial log in

e Open your internet browser and go to https://rad.planetestream.com/
e 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.

|
€ Pt

login

c. Uploading videos (view video)

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’

e On the top menu, select ‘Create’ and ‘Upload’
e Click on the ‘Upload video or Audio Files’ button and select the file you wish to
upload from your computer, click ‘open’
< £ ‘
e plé._;lefkem' o Ca‘:j:ries Cfme T:ols Claire%acher

P

-
Upload Playlist

= N2 i

&> Royal Academy of Dance

e Planet eStream Recently Added
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¢ 3

0 7 2
e pigﬁorn m Catngaries Create Taals Claire Teacher

23

Upload Video or Audio Files

‘o can deag Bnd drop your fis hens

e 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

Naming convention for
the entry: Exam entry ID
and day and set number,

conyention .
i.e. 875698 day 1 set 1
v Add Media Options
m] Options
Title™ Select the Publishing Policy for the Recording to

be added to.

External Exam Submissions =
Description

Select to make the content private

Private

Exam Entry Information

Title: Please use your exam entry D and set number for the
fitle of this upload, ie "865856 set number 1°.  Once your

footage has uploaded, please create a playlist. Your playlist
should match the order of your eniry exactly

School Name and ID Number*

Here you can see further

information about what is

Flease Sefect i required in each field

Filming Date™

m st
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e Once you have completed the required fields, select ‘confirm’

e Click the ‘Start upload’ button, you will see the blue progress bar for your upload

e Once your video has uploaded, the system will convert the footage to the required
format

e If all your files have uploaded successfully and are being converted, you may
log out

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

Tip #3: Upload at night. Once your videos have uploaded successfully, they will go into a conversion
gueue, 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

o oo 0 .o

Categories Create Tools

Thumbnail 876532 set number 1, day 1 0
4 |
[Upload Successful and awaiting conversion._. .

e When you return to Planet eStream to create your playlist, you will see your

uploaded and converted videos in the ‘Recently Added’ section
: 1 N .'., “ § - . ‘_!‘P! .

+

Royal Academy of Dance

n 2 order By - Relevance : Direction - Default

@ Show Filters

876524 Set number 3 876524 Set number 2 876524 Set number 1

Views: 0 0126  Views: 0 00:03 Views: 0 00:03  Views: 0 00:03
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e 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)

S |2 = 2
estream Categories Create Tools Claire Teacher
E EX 1 - - A
01:26
i S Test-FB
eS| ]
= s _ You can
a Private @® Recording W Location : External Exam Su d |
= = & Added Yesterday ® Claire Teacher < Viewed : 0 times elete
footage
e Addto A ltem Stats M . g hi
using this
s @ Edit Options! e Help g
button
Exam Entry Information
Title: Please use your exam entry ID and set n\nber for the title of this upload, ie

"865856 set number 1". Once your footage has uloaded, please create a playlist. Your
piaylist should match the order of your entry exactly

00:00/01:26

School Name and ID Number

You can o 0000
edit the Qualification Description
viden There are currently no comments for this item

G1: Grade 1 Exam

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.

d. Creating a playlist (view video)

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

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

o
€ P0%om B i UC ’ 4

g Tools Claire Teacher

Order By A
I A .
n © Relevance yissag =

e Planet eStream Recently Added
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e A new window will appear to ‘Create a new playlist’
e The playlist title should be your Exam Entry ID number
e 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.

Sorry, the Playlist d‘:gs not contain any items,

00:00/ 00 00

There are currently no comments for this item

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

e Inthe 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

Add Item to Playlist

LETE@L ] & OrderBy : Relevance e Direction - Default

Current Filters

Show: Recordings Show: Freeview Recordings

B rovae @8 Recording B Location - External Exarg Subm

& Added Last Week "® Claire Teacher @ Viewed : 0 times 9
00:03 .

[No Description]
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e 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

e 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

planet II:II it
estream Categories

Y,
\

> W D O &= OO 00:00/00:00
Comments

There are currently no comments for this item

174

Create

ltems

P Playal

4

<

<“»

s Add ltem to Playiist

876524 Set number 3

Recording
00:03

“ 876524 Set number 2

Recording
00:03

876524 Set number 1
Recording
00:03

f

Claire Teacher

Related Media

& Select Playlist

By By mEy

e 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.

€ rinst | .
¥ estream Categories
B Py al
S
v
ry
v
re
v
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Comments

There are currently no comments for this item
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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

Nems L Details Related Media

Exam\D 814555

a Private i’E Playlist 8 Location - External Exam St
& Added Today % Claire Teacher <& Viewed - 0 times

e sddto ftem Stats ¥ Downioad
A
& Edi Detaits Share by Web Link e ® -

Exam Entry Information

Title: Please use the exam entry 1D number as the title of the playlist Your playlist
should match the order of your entry exactly Please add the playlist web link to the
notes in your exam entry.

> “ O = O 00:00/ 00-00

School Name and ID Number

| Comments e

Date Playlist Created
There are currently no comments for this item

13.04.2021
e Paste link into the notes and click ‘ADD’:
Notes — click Add button agfter typing to gttach the note to your entry
https-/irad.planetestream_com/\View. aspx?id=3040~4h~GFhOQITHK
®
y
Mote type General w

LOAD FILE... ‘ Reasonable Adjustment € -

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

c. Editing and dcleting files (view video)

o 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:
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Details Chapters SlideShows Related Media

= . 02:38
Creating a playlist
[P Public @8 Recording W8 Location : Global Content
& Added Today ™™ Claire Marks @ Viewed : 0 times
o Addto *») Share &L, Categories Ao ltem Stats & Dounload | 3¢ | Edit Video

a Select Quiz g’ Edit Details £ Edit Options i Dets o Help

Exam Entry Information

Title: Please use your exam entry 1D and set number for the title of this upload, ie “865856 set number 17. Once your
footage has uploaded, please create a playlist. Your playlist should match the order of your entry exactly.

Note: Issues with footage and consent forms will result in a delay to examiner
assessment and release of results.

f. Troubleshooting and upload speceds

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:

e Low upload speeds provided by your particular internet plan

e Size of your file — recording in very high quality will result in very large file sizes

o Time of day/peak hours of usage with your internet service provider

e Increased traffic on your local network

e 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:

o Try turning off other devices that might be using the internet at the same time. Your
provider may limit the bandwidth at busy times

o Try uploading at a different time of day.

o PeS recommend Firefox and Chrome as the preferred browsers for uploading

o Your connection to the internet can vary depending on which room you are in:

o 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
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