
How to book exams  
at a Private Visit

1. Log in or register
•	 If you already have an account, log in with your username and password.
•	 If you are organising or booking exams at a Private Visit and using our new online ser-

vice for the first time, register and create an account.

HOW TO REGISTER
•	 Click ‘Login’ on our website and choose ‘Register / Exams from 2020’. 
•	 Select your ‘Territory’ to tell us where you live. Start to type in the box to make this quicker 

and save scrolling through the list. 
•	 Click ‘OK’ to continue. 
•	 Complete the online form. For help visit www.abrsm.org/newaccount.
•	 Tick the ‘Privacy Policy’ box to confirm you’ve read our Privacy Policy, which explains how 

we will use your personal information. 
•	 Click ‘Register’.
•	 Complete your marketing preferences to tell us how we can contact you in the future. To 

receive marketing information about our products and services, please opt in.
•	 Click ‘Save and continue’ to create your account.
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2. Dashboard

3. Request approval for a new venue

4. Create your Private Visit

Once you’ve logged in, you’ll reach the dashboard. 
•	 Click on ‘Private Visit’ at the top or under ‘Book an exam’ on the left.

If you organised a visit in 2019 (and entered your applicant number when you registered) or have 
already booked a Private Visit with our new online service, your venue will be approved and will 
appear under ‘My Venues’. For all other venues, you will need to request approval before you book  
a Private Visit. You only need to request approval for your Private Visit venue once.

•	 On the dashboard, click ‘Private Visit’ at the top or on the left. 
•	 Under ‘Let’s get started!’ select your exam type (Practical or Music Theory) and select the venue.

HOW TO REQUEST VENUE APPROVAL
•	 Please read our Terms and Conditions for Visit Organisers before you request venue approval. 
•	 Under ‘My Venues’ click ‘Request approval for a new venue’. 
•	 In the pop-up window, select the type of venue, add details and facilities and click ‘Submit’. 
•	 We will then email you within three working days with a link to a more detailed form that 

you will need to complete and email back to us. You can also find this form on our website.
•	 We will respond by email within five working days of receiving the second form to confirm 

our approval of your venue or to ask for further information.
•	 Once we have approved your venue, it will appear in ‘Private Visits’ under ‘My Venues’.

For Music Theory exams at a Private Visit: 
•	 Select the date. There will only be one date available for Music Theory exams. 
•	 Click ‘Submit’ to create your Private Visit.



For Practical exams at a Private Visit:
•	 Click ‘Choose your start date’. 
•	 In the pop-up window, select your start date 

and last available date on the calendar. You 
can select more than day. Please select enough 
days to allow for all your exams. 

•	 Select your start time – 9.00am or 9.30am.

•	 Tell us if your date choice is flexible or if you 
can’t have exams on a Saturday by ticking the 
relevant box. This is optional.

•	 Click ‘Submit’.
•	 Your Private Visit will then appear under ‘My 

upcoming Private Visit bookings’ with a status 
of ‘Ready for booking.’

5. Add candidates
•	 Go to ‘My upcoming Private Visit bookings’.
•	 Click ‘Add candidates’ next to the relevant 

Private Visit. The next window will tell you 
how much time is available.

•	 Click ‘Add a candidate’.
•	 Select the instrument, grade and any access 

arrangements. Start to type in a box to make this 
quicker and save scrolling through the lists. 

•	 If you have a Contact ID for the candidate,  
add it here with their date of birth and click  
‘Find candidate’ to bring up their details.

•	 If the candidate doesn’t have a Contact ID yet, 
select ‘This candidate does not have a  
Contact ID’ and then complete their details.



COMPLETING YOUR CANDIDATE DETAILS

Contact ID 
The first time you book an exam for a candidate, 
they will not have a Contact ID.  We will 
provide this once an exam has been booked 
for them and it will then appear on all future 
communications about their exams. The 
Contact ID should then be entered every time  
an exam is booked for the candidate. 

Candidate first name and last name
Enter these as you would like them to appear on 
the mark form and certificate. You can choose  
to have the last name first by ticking the box. 

Date of birth
You cannot complete your booking without this 
information. We need it to identify candidates  
in our system and link up their records

National centre number (UK only) 
Add this if candidates are taught at a school  
or college or if you teach them on behalf of a 
school or college. We can then confidentially 
pass on exam information to the government  
for inclusion in performance tables.

Presented by
This will show the applicant name by default, 
but you can change it to any name that you 
want to have on the certificate as ‘presenting’ 
the candidate for their exam. This might be a 
school, music centre or a particular teacher. 
You can enter different ‘presented by’ names 
for different candidates.

Email address for the candidate (parent/carer)
This is optional. Providing a candidate (parent/
carer) email address gives them the option to 
create an ABRSM account. This will allow them 
to log in to view exam information, change 
practical appointments at Public Venues and 
view their results and practical mark forms 
seven days after we have released them to the 
applicant. 

Sensitive data consent 
If you have requested access arrangements or 
reasonable adjustments for a candidate, please 
read the information provided and tick the box. 

6. Your postal address

7. Pay for your exams

•	 Add, check or amend your postal address here.  
We need this to send certificates and Music Theory mark forms.  

•	 Click ‘Confirm’ to go to the payment window.

•	 Payments are made in a new payment window using Visa or Mastercard.

•	 Add any other candidates in the same way.

•	 To remove candidates at this stage, click a bin icon. Then select the candidate(s) you want to remove 
and click ‘Remove selected’.

•	 Once you’ve completed and checked your candidate details, tick the box at the bottom of the page to 
show that you’ve read and agree to our Exam Regulations and to confirm that any ARSM and Grade 6 to 
8 practical candidates have the necessary prerequisites.

•	 Click ‘Submit and pay’ to complete your booking.

•	 The Visit Organiser and any Permitted Applicants can add further candidates at any time while 
booking is still open.



8. Exam booking confirmation

9. View your exam bookings

10. Cancel an exam

11. Venue Codes and Permitted Applicants

Once you’ve made your payment, you will see a message confirming that you’ve booked your 
exams successfully. You will also receive an email confirming your payment and exam booking, 
including candidate and exam details. Final confirmation of a Private Visit booking will follow 
once booking has closed. For practical Private Visits this is 28 days before the chosen start date.

•	 Go to ‘My upcoming Private Visit bookings’.

•	 Click ‘My candidates’ to view your booked exams.

•	 If you are the Visit Organiser, you will also be able to view a ‘List of all candidates’.  
This shows your candidates and those booked by any Permitted Applicants.

If you cancel an exam more than 28 days before the Private Visit start date, we will automatically refund 
the exam fee. You will receive an email to confirm this. To cancel an exam booking:

•	 Log in and click ‘Booking details’ to view the relevant booking.

•	 You will see a list of candidates/exams with a bin icon at the end of each line.

•	 Click on the relevant bin icon to cancel a candidate’s exam.

We use Venue Codes to identify approved Private Visit venues on our system. Permitted Applicants are 
applicants who have received permission from a Visit Organiser to book candidates at their Private Visit. 
Visit Organisers will need to pass their Venue Code to any Permitted Applicants who will then need to 
enter the code when they first book exams at the Private Visit.

Visit Organisers – finding your Venue Code: 
•	 Under ‘My Venues’, click ‘Permitted Applicants and venue details’ for the relevant venue.  

The Venue Code will appear in a new window.



12. Practical Private Visit confirmation
If you meet our requirements for organising a Private Visit, we will automatically confirm your visit 
once booking has closed (28 days before the Private Visit date). The status of the Private Visit will 
change from ‘Ready for booking’ to ‘Confirmed’. Once we have confirmed a Private Visit booking, it 
is not possible to add further candidates or make changes to the booking.

13. Rearrange practical exam timetables
Once we’ve confirmed a Private Visit booking, the Visit Organiser has the option to rearrange the 
exams to create their preferred timetable. 
•	 Under ‘My upcoming Private Visit bookings’ click ‘Arrange timetable’.
•	 You will see all candidates with their exam start times, including those booked by any Permitted 

Applicants.
•	 To move candidates, click ‘Change timetable’ then drag and drop candidates to different times.
•	 Click ‘Recalculate and save changes’ to finalise your timetable.

Visit Organisers can make timetable changes up to 48 hours before their Private Visit start date. It is 
the responsibility of the Visit Organiser to inform their candidates and any Permitted Applicants of 
final exam times.
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Visit Organisers – viewing and managing Permitted Applicants: 
•	 Click ‘Permitted Applicants and venue details’ to see a list of Permitted Applicants who have 

booked candidates at your Private Visit.
•	 To remove a Permitted Applicant, click ‘x’ next to their name, then click ‘Save’.

Permitted Applicants – booking exams at a Private Visit: 
•	 Log in and click ‘Private Visit’ on the dashboard.
•	 Enter the Venue Code supplied by the Visit Organiser and click the arrow.
•	 You will see the Private Visit you wish to join under ‘My upcoming Private Visit bookings’.
•	 To book exams, click ‘Add candidates’ and follow the steps under 5 to 7 above.


