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All performer data used in this guidance document is fictional. Any resemblance to real people is purely 
coincidental.



 

 

  

  



 

 

 

 

 

 

 

 

ExamTrack is a powerful online portal which provides the best possible administrative experience for our 
Registered MX Private Centres. As a Centre, you will be able to use the online platform to request exam dates, 
upload performer details, apply for Reasonable Adjustments, pay for exams, and download invoices, 
timetables, and exam reports. Our examiners also use ExamTrack to mark the examinations themselves. 
Mountview Exams has worked closely with ExamTrack to ensure that the system aligns with our syllabuses 
and with your needs as a Centre, so you should find everything you need in one place. 

If you have any questions about using ExamTrack or if you discover any issues, please do not contact 
ExamTrack directly, but instead email us at exams@mountview.org.uk. We will aim to respond within two 
working days and resolve any issues as quickly as possible. Equally, if you feel as though some functionality 
is missing from ExamTrack which would enhance your user experience, please get in touch with us. 

In order to run exams at your venue and for us to send you an examiner, you first need to be registered with us 
as an MX Private Centre. If you are not registered with us and would like to find out more, please head to our 
website to see our information about becoming a centre. 

Once you are registered as an MX Private Centre, you will receive your username and temporary password via 
email on the same day as your Agreement being returned. When you reach the Login Page you will be asked 
to input your username and password. If your password does not work or if you forget your password at any 
point, then please click ‘Forgotten your password?’ and follow the instructions. You will receive a reset 
password email to the address you listed in your Application Form. 

 

 

mailto:exams@mountview.org.uk
https://www.mountviewexams.com/become-a-centre/
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When you login to ExamTrack, you will first be presented with the Dashboard. You can find the menu bar on 
the left side to navigate around the portal; your account settings can be found in the top right corner by clicking 
on your initials; and the centre of the screen provides you with shortcuts both within ExamTrack and externally. 
If you are accessing ExamTrack on a phone, or a device with a narrow screen, you can access the ExamTrack 
Menu and Account Settings by clicking on the three horizontal lines in the top right corner. 

 
 

         

 

 

 

 

When you log in to ExamTrack for the first time, we recommend that you check your details (updating them if 
necessary), change your password and enable two factor authentication. Click on your Account Settings icon 
in the top right corner to bring up the below menu. 

 

Account 
Settings ExamTrack 

Menu 

Teacher 
shortcuts 

Dashboard: 

The home page, 
including 
Teacher 

shortcuts 

My Sessions: 

All pending, current, 
and previous exam 

Events are listed 
here 

My Centres: 

Access and update 
your Centre and 

Performer details 
here 

Downloads: 

Our Syllabuses 
and useful Centre 
Resources can be 

found here 

Reasonable Adjustments: 

The place to apply for 
adjustments for 
performers with 

disabilities 



 

 

Please check that all your details are correct and update them if necessary. You will not be able to edit your 
name or date of birth (if present) so if either of these are incorrect, get in touch with us directly. 

 

We recommend that you change your password once you are logged in. You will need to input your temporary 
password first and then your new password twice. Click on ‘Update Account’ to continue. 

 

Due to the nature of the data which our examinations deal with, including personal data of people under the 
age of 18 years, we highly recommend that you enable two factor authentication to further secure your 
account. With two factor authentication enabled, you will be required to input a code displayed on your phone 
each time you log in, which prevents unauthorised users from logging in, even when they have your username 
and password. You will first be required to download either Google Authenticator or Authy to your phone which 
will function as the authenticator. Once you have downloaded either of these apps, please use your phone to 
scan the QR Code within the app and follow the instructions. 

 



 

 

 

 
You can access all our Syllabuses and other helpful resources specifically designed for Centres from the 
Download Library on ExamTrack. First click on ‘Downloads’ from the ExamTrack Menu: 

 

You will then see the Centre Downloads Library which you have access to. Click on the blue folder and a list 
of files will be displayed. If you would like to download any of these files, simply click on the file name. 

 

Do get in touch with us if there is a resource that you feel would be helpful to have uploaded to the Centre 
Download Library. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

  



 

 

 

 

 

 
Mountview Exams asks for the following details about performers. These details help us to better understand 
our performers and ensure that our syllabus reaches a wide range of individuals. You can see below which 
fields are required and which are optional. 

1. ULN [Unique Learner Number] (Optional) – Most UK learners aged 14+ have been assigned a ULN. This 
is important to include if a performer is taking a Grade 6 – 8 Solo or Individual exam which may provide 
them with UCAS points. We are in the process of seeking Ofqual recognition. You can still take exams 
at all Levels, however Grades 6 and above will not garner UCAS points until this is confirmed. 

2. Preferred Pronouns (Optional) – How the performer prefers to be identified. 
3. First Name (Required) 
4. Surname (Required) 
5. Date of Birth (Required) 
6. Ethnicity (Required) – These ethnicities have been selected in line with the 2021 UK Census. 
7. Gender (Required) – The genders selected can be Male, Female or Other.  
8. Telephone (Optional) 
9. E-mail (Optional) – The performer’s email address. 
10. Postcode (Required) – The postcode of the performer. 
11. Country (Required) – The performer’s country of residence. 

It is the responsibility of the Centre Representative to ensure that all data entered into ExamTrack is correct. 
This data will be used to automatically create performer certificates as part of the examination process and 
any changes will incur an administration charge. Please ensure that there are no spaces before or after 
First Names or Surnames to avoid spacing errors on certificates. 

There are two ways to enter performer details: either individually or as a bulk import. We will first look at how 
to import performers individually. From the Dashboard, click on ‘My Centres’ from the ExamTrack Menu: 

 

You should now see a list of Centres with which you are associated. If any Centre is not displayed, please get 
in touch with us. If you have joined an existing Centre as a new teacher, please ensure that the Centre 
Representative gets in touch with us. 

Find the Centre that you want to add performers to and click on ‘Actions’ to the right of this, followed by 
‘Performers’. 

 



 

 

This page will show all performers associated with the chosen Centre. To input one new performer, please 
click ‘Create A New Performer’. 

 

You will see the below form requesting you to input the performer details listed in . 
Ethnicity, Gender, and Country all operate as a dropdown box, and you can use the date selector to choose a 
Date of Birth - click on the year and month displayed in the selector to type in a new year and then select a 
month. All other fields can be filled in freely. Once you are happy with all fields, click ‘Create Candidate’. 

 

 

 

 

You have now created this performer and assigned them to this Centre. You will be able to find them in the 
performer list associated with your Centre. 

 

 



 

 

 

If you have a large number of performers to add, we recommend using the ‘Bulk Import Performers’ 
functionality. You will need to have an application which can open and edit .csv files, for example Microsoft 
Excel, Google Sheets, Apple’s Numbers or Notepad. To get started, navigate to the Centre performer list as we 
did when creating a new performer above, by clicking on ‘My Centres’ from the ExamTrack Menu, finding the 
relevant Centre and finally clicking ‘Actions’, followed by ‘Performers’. When you reach the page, please click 
on ‘Bulk Import Performers’. 

 

To ensure that the data is presented in the correct way for ExamTrack to interpret it, you will need to click on 
‘Download CSV Template’. Please do not attempt to create your own template as, if the file is not in the 
correct format, it will not be accepted. 

 

Once you have downloaded and opened the CSV Template with a relevant program, you will see that it is blank 
apart from the headers. This guidance document uses Microsoft Excel to demonstrate how to input the correct 
information, but any program which can open and edit .csv files will be suitable. 

 

 



 

 

Important tips for inputting the correct information: 

 Input performer details on one line without adding further data past Column K. 
 Do not edit any headers and this will result in the file not being accepted. 
 Do not add any other sheets or edit formatting. 
 Do not create a table from the data. 
 Data can be copied from another file but must remain as text when pasted in this CSV Template. 
 ULN, Preferred Pronouns, Phone and Email are not required, so can be left blank if desired. 
 Gender, DOB (Date of Birth), Ethnicity and Country must match the below formats: 

o Gender can be either: ‘Female’, ‘Male’ or ‘Other’ and is case sensitive. 
o Date of Birth must be listed in the format: DD/MM/YYYY 
o Ethnicity and Country must match one term in the list for each and is case sensitive, for 

example ‘White’ or ‘white english’ will not be accepted, but ‘White English’ will. This list can be 
found here. 

Please also ensure that there are no spaces before or after First Names or Surnames in the cell itself to 
avoid spacing errors on certificates. 

Please see below an example of a completed CSV Template ready for upload. Once you are happy with the 
data, please save it as a new .csv file on your computer. 

 

Return to ExamTrack on your browser and select ‘Choose File’. This will open a dialog where you can select 
the file which you just saved. Once you have selected this, the file name will appear next to ‘Choose File’. Click 
on ‘Process CSV’ to proceed. 

 

https://www.mountviewexams.com/wp-content/uploads/List-of-Ethnicities-and-Countries-on-ExamTrack.pdf


 

 

If any ULN, Gender, DOB, Ethnicity or Country has been inputted incorrectly, ExamTrack will highlight these 
errors with a red box. In the below example, a Date of Birth was inputted in the incorrect format, an Ethnicity 
didn’t have capitals for each word and a Country inputted does not exist. ExamTrack makes it extremely easy 
to fix these errors – either input the data directly, select the correct information from the dropdown box or use 
the date selector for DOB. 

Please note that if you are uploading a large number of performers, you may need to scroll to the bottom of 
the page to move left and right to see all the data. 

 

If your upload comes up with significant errors, but you understand how to fix them to align with ExamTracks 
rules, you can click on ‘My Centres’ on the ExamTrack Menu to leave the page without uploading any 
performer details. Please correct your errors and follow the previous steps to reupload the document for 
processing. If there are a significant number of errors, and you do not understand why, please send the 
attachment to exams@mountview.org.uk and we will assist you with formatting the .csv file. 

Once you have corrected all errors, please click on ‘Process & Save Learners’. 

 

These performers will be added to ExamTrack and assigned to your Centre. 
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If you want to search for specific performers, you can either use their ExamTrack Performer ID, their First Name 
or Surname. Find the performer list associated with your Centre by clicking ‘My Centres’ and then ‘Actions’ 
in the row of the relevant Centre, followed by ‘Performers’. 

You can find the search bar above the performer list with the two fields ready for you to type into. Either press 
Enter on your keyboard or click on the magnifying glass to perform the search. To show all performers once 
more, please remove any data from both the ‘ID…’ and ‘Search…’ bars and press Enter. 

 

Find the performer list associated with your Centre by clicking ‘My Centres’ and then ‘Actions’ in the row of 
the relevant Centre, followed by ‘Performers’. Find the performer to edit/remove and click on ‘Actions’. 

 

 To edit the performer’s details, click ‘Edit Performer’. This will take you to a new page. Once you have 
completed your edits, please click on ‘Update Candidate’ to save these changes. 

 To view examinations completed by this performer, click on ‘Examination History’. 
 To remove this performer, please click ‘Remove From This Centre’. You will need to confirm on the 

following page by clicking ‘Remove Performer’. This does not delete the performer from ExamTrack – 
if the perform wishes for their data to be deleted, they should get in touch with us directly. 

 



 

 

 

 
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

Reasonable Adjustments are made to an assessment to enable a disabled performer to demonstrate their 
knowledge and skills to the levels of attainment required by the qualification. Mountview aims to ensure that 
any disability, which already affects a person’s day-to-day activities to a substantial or long-term degree, will 
not reduce their capacity to take or succeed within a Mountview exam by applying Reasonable Adjustments 
where possible. 

Reasonable Adjustments must be submitted no later than 6 weeks before the performer’s exam date. 

Reasonable Adjustments must be submitted and approved on ExamTrack prior to the performer’s exam 
being created and paid for (shown in ), otherwise they will not be assigned to 
the performer. If you need to apply for Reasonable Adjustments after creating or paying for an exam, please 
get in touch with us immediately, but this still needs to be no later than 6 weeks before the exam date. 

More detailed information on what Reasonable Adjustments we can offer and how these Reasonable 
Adjustments are applied can be found within our Reasonable Adjustments Policy on our website. 

Before applying for a Reasonable Adjustment, please make sure that you have created the performer profile 
on ExamTrack (see ) and that you have supporting documentation from a 
relevant authority dated within the last 24 months. Please have a look at the Reasonable Adjustments Policy 
on our website if you are unsure whether your supporting documentation is valid. 

To begin the process, please click on ‘Reasonable Adjustments’ on the ExamTrack Menu: 

 

You will be taken to a page which displays all Reasonable Adjustments applied for, whether confirmed or 
rejected. If this is your first time applying for a Reasonable Adjustment this will display as ‘No Data’. 

To continue, click on ‘Create a New Reasonable Adjustment Application’. 

 

https://www.mountviewexams.com/reasonable-adjustments/
https://www.mountviewexams.com/reasonable-adjustments/


 

 

Fill out the Reasonable Adjustment application in as much detail as possible. If the performer’s disability or 
their necessary reasonable adjustment is not listed here, please select ‘Other (please specify)’ and go into 
further detail in ‘Application Details’ or ‘Application Requirements’, respectively. 

Once you are happy with your application, please click ‘Create Reasonable Adjustment’. Note that this does 
not complete the application. 

 

On the next page, you will be able to see a summary of the application you have just submitted. If you scroll to 
the bottom of the page, you can see a section titled ‘Supporting Documentation’. As mentioned at the 
beginning of this section, all Reasonable Adjustment applications need to be accompanied by supporting 
documentation signed by someone with the relevant authority and dated within the last 24 months. 

To proceed with the application, please click on ‘Add Supporting Documentation’. 

 



 

 

On this next page, you will have the opportunity to upload your supporting documentation. Click on ‘Choose 
File’ to find and select the supporting documentation in your file manager. Once the ‘Upload is complete’, 
please click on ‘Submit’ to proceed. 

 

You will then be taken back to the previous page, where you can see that the Supporting Documentation has 
been uploaded at the bottom of the page. You can download or delete this Documentation by clicking on 
‘Actions’.  

 

Once you have successfully uploaded your Supporting Documentation, you can review your application in 
full. If you need to make any changes you can click ‘Edit this application’ or if you have decided to withdraw 
this application, you can click ‘Cancel this application’. 

If you are happy with your application, please click ‘Submit this application’ to continue. You will need to 
confirm this on the following page by clicking ‘Submit application’. 

 



 

 

Once your application has been submitted, it will be reviewed by the Senior Exams Panel at Mountview. The 
panel will be in touch with you if any further details are required. Once your application has been approved 
or denied, this will appear on your ExamTrack portal. Below you can see that the application for Beatrice 
Barry was granted. 

 

If your application has been denied and you are dissatisfied with the result, you can get in touch with us for 
more information. If you are still disappointed with the decision, you can raise a complaint – please view our 
Complaints, Enquires and Appeals policy here. 

  

https://www.mountviewexams.com/policies/


 

 

 

 

 

  



 

 

 

To book exams with us you must first request an exam Event. Exam Events can run for multiple days and in 
multiple rooms, with each of these separate days/rooms being classed as exam Sessions. This allows you to 
be flexible about where and when you run your exams, whilst keeping the administration contained within one 
Event. Exam Sessions will be approved if we have examiner availability. You can do this between 12 months 
(365 days) and 2 months (56 days) in advance of first date of your Event. This step of the process can even be 
performed before entering the performer details and applying for any Reasonable Adjustments, and the earlier 
you request the date the more likely we are able to accept the booking. All Reasonable Adjustments must be 
submitted at least 6 weeks (42 days) before the exam date, and all performer details and payments must be 
completed at least 1 month (28 days) before the exam date. As a Registered Centre, you will be collecting 
payments from performers on our behalf and then completing payment online. 

Please make note of the minimum session fee shown on our Exam Fees page. The maximum time a Session 
can last, including breaks, is 8 hours. If your Session is due to run longer, please get in touch with us. 

Depending on the qualifications you have chosen, it may well be that your exams are separated into Blocks to 
allow for a peer audience. You can find out more about this in . By 
following the steps listed in the following sections, you will book an exam Event, an exam Session (or Sessions) 
and the exams themselves, with Blocks being organised in the Session Schedule. 

You can find a handy chart below which depicts how exam Events, Sessions, Blocks and Exams may be 
organised: 

 

 

 

 

 

 

 

 

 

 

 

To request an exam date, first make your way to ‘My Sessions’ on the ExamTrack Menu: 

 

Event – This can last multiple days in multiple spaces/venues. 

Session – Singular day, singular space. Session – Singular day, singular space. 

Blocks – How our 
Solo Syllabus 

exams are arranged. 

Blocks – How our 
Solo Syllabus 

exams are arranged. 
Solo Exam

 

Solo Exam
 

Solo Exam
 

Solo Exam
 

Solo Exam
 

Solo Exam
 

G
roup Exam

 

Individual Exam
 

Individual Exam
 

Individual Exam
 

G
roup Exam

 

Individual Exam
 

Our Group Syllabus exams are generally 
ordered by either Group Performance or Full 

Production exams, followed by the Individuals. 

https://www.mountviewexams.com/exam-fees/


 

 

Here you will see all Events which are: planned to run, currently running, or have been completed at your 
Centres. If you are a Teacher for multiple Centres, they should all appear here. If no Events have yet been 
created, you will see ‘No data’ instead. To continue, click on the Green button ‘New Event’. 

 

You will then need to click ‘Create a new Event’ to start the Workflow. This panel can also be accessed from 
the Dashboard for ease as soon as you log in. 

 

This will take you to a new page where you can start to fill in the Event details. 

 

1. In ‘Event Name’, please type the month in which the exam Event begins, followed by your Centre name. 
Here are some examples of Event Names: 

o June 2025 – Jane Smithe’s School of Performing Arts 
o November 2025 – Jane Smithe’s School of Performing Arts 

2. In ‘Centre’, please select the relevant Centre from the list. If one of your associated Centres isn’t 
appearing in this list, please get in touch with us directly. 

3. In ‘Notes’, you can put any information which you feel is relevant to pass on to Mountview Exams 
relating to this specific Event, otherwise leave Blank. 

4. Please then click ‘Create Event’ to continue. 

 



 

 

Once you have booked your Exam Event, you now need to choose your Session dates and venues. By clicking 
‘Create Event’ in the previous step you should see the screen below, but if you lose this screen at any time, 
you can follow these steps to get back on track. Click on ‘My Sessions’ in the ExamTrack Menu and find your 
pre-created Event. Click on ‘Actions’ followed by ‘Enter Dates’ to move into the Event. Finally, click on ‘Event 
Actions’ followed by ‘Create A New Session’. 

 

 

 

On this new page, you can now fill in the Session information: 

1. In ‘Propose Date’, select the date for this unique Session. 
2. In ‘Start Time’, choose the time which you want this Session to begin. This can be changed later. 
3. In ‘Session Name’, write the type of qualification expected for this Session and any unique 

information about this Session, for example which classes are sitting their exams or the name of a 
Full Production. If the qualification types change following the request being approved, you will not 
be restricted to just the qualifications originally written, but please do update the name within the 
Session Options. Here are some examples of Session Names: 

o Solo Exams – Senior Class 
o Group Performance Exams – Whole School 
o Full Production Exams – Into The Woods 

4. In ‘Venue’, select the venue or room for this unique Session. The Exams Office will have inputted any 
venues you have listed in your Centre Application Form; you cannot input venues yourself. If a 
specific venue of yours doesn’t appear, please get in touch with us, including if you want to set up 
another room within an already listed venue. 

5. In ‘Notes’, write any information that you feel may be helpful to know regarding this Session, 
otherwise leave Blank. 

6. Please then click ‘Create Session’ to continue. 



 

 

 

After you have created one Session, you can continue to create further Sessions to sit within this exam 
Event. You can also edit any Session by clicking ‘Modify Date’ which appears under ‘Dates Chosen’ on the 
right side of the page. Once you are happy with the chosen dates, you can click on ‘Finalise Date Entry’. 

 

You will be prompted to ‘Confirm’ on a following page, as you cannot modify or add dates to an Event after 
this step. If you do need to modify any exam dates following this process, please get in touch with us. 

 

You will now find that the Event Status within ‘My Sessions’ will have changed to Awaiting date authorisation. 
We aim to confirm whether your dates are available within 2 weeks (14 days) at which point you will receive 
an email from us, advising you to select the exams and complete payment. 

Once your exam dates have been approved and your examiner assigned, you can then start to add exams to 
your Event. From the ExamTrack Menu, click on ‘My Sessions’. Find the relevant exam Event, and click on 
‘Actions’, followed by ‘View Sessions’.  

 

Within this Event, find the relevant Session, and click on ‘Actions’, followed by ‘View Session’. 

 



 

 

On this Session page, you can find all the information relating to this Session, including Event and Session 
details, Venue details, Centre Representative details and Financial details relating to the Session. You can edit 
the name or start time of the Session by clicking on ‘Session Options’. 

To get started with adding exams to the Session, click ‘Add a Performer’. To add a Solo or Individual 
qualification, please click on ‘Add Existing Performer’ and to add a Group Performance or Full Production 
qualification, click on ‘Add Group Examination’. We recommend that you add performers prior to this 
Session rather than selecting ‘Add New Performer’. 

 

This applies to any Grades of the following qualifications: 

Solo 

Individual within a Group Performance 

Individual within a Full Production 

After clicking on ‘Add Existing Performer’, you will be taken to the below page. Please fill in the fields as 
required, ensuring that this information is correct. You can type into all three input fields if you have a wide 
selection to choose from. The ‘Teacher’ field refers to whichever teacher assisted the performer in rehearsal, 
so let us know if any teachers’ names are missing, however this can be listed as the Centre Representative if 
you would prefer. Once you are happy with the information, click ‘Create Exam’. 

 



 

 

This applies to any Grades of the following qualifications: 

Group Performance 

Full Production 

After clicking on ‘Add Group Examination’, you will see the below page. Please fill in the fields as required. 
You can type into all three input fields. For Group Performance qualifications, please put the Class or Group 
Name within the ‘Group name’ field, and for Full Production qualifications, put the name of the Production in 
the ‘Group name’ field. If we are assessing multiple casts in a Full Production, please write both the name of 
the Production and the cast name, for example ‘Into The Woods – Happily Cast’. This will appear on their 
certificate, so please make sure this is correct. 

The ‘Teacher’ field refers to whichever teacher assisted the performer in rehearsal, so let us know if any 
teachers’ names are missing, however this can be listed as the Centre Representative if you would prefer. 
Once you are happy with the information, click ‘Create Exam’. 

 

After creating a group exam, you will need to add performers to the Group. Only add performers here if they 
are taking Group Performance or Full Production qualifications. If any of your performers are taking 
Individual within a Group Performance or Individual within a Full Production qualifications, these need to be 
inputted separately as Solo qualifications (see ). 

After you have clicked ‘Create Exam’ on the previous page, the next page will currently display ‘No data’. To 
add a performer to the group, click on ‘Add a Performer’ followed by ‘Add Existing Performer’. 

 

Next select the desired performer from the dropdown list, or type in their name to narrow the search. Once 
selected, click ‘Add Performer to Group’. 

 

 



 

 

Repeat the above two steps for each performer that you wish to add to this group, until the group is fully 
populated. Here you can see the Performer ID (as created by ExamTrack), the Performer’s name and if they 
have any approved Reasonable Adjustments (RA). If you have made a mistake and wish to remove any specific 
performers from this group, please click on ‘Actions’ and then ‘Remove’. You will have to confirm this in a 
pop-up dialog. To return to the Session you were working on, click on the ‘Session Number/Name’ at the top 
of the screen. 

 

For all below steps, you will need to first find the relevant Session where the exam sits. From the ExamTrack 
Menu, click on ‘My Sessions’. Find the relevant exam Event, and click on ‘Actions’, followed by ‘View 
Sessions’. Within this Event, find the relevant Session, and click on ‘Actions’, followed by ‘View Session’. 
Screenshots of these steps are shown in . 

First, follow the steps above under  to reach the relevant Session. Find the Group Exam where you wish to 
add more learners, and click on ‘Actions’, followed by ‘Manage Learners’. This option will only display for 
Group Exams. Now follow the steps within 

 

 



 

 

If you have inputted an exam into the wrong Session, or if your schedule changes and you want to move an 
exam, you do not need to delete the exam and start again. Exams can be moved to other Sessions within the 
same exam Event, but they cannot be moved across Events. 

First, follow the steps above under  to reach the relevant Session. Once 
you have reached the Session, find the exam that you want to move, click ‘Actions’ and then ‘Move Exam’. 

 

You will be taken to the below page. On the left side you can see the running times for each of the other 
Sessions within the Event. Please select the relevant Session from the dropdown list and then click ‘Move 
This Exam’ to continue. 

 

First, follow the steps above under  to reach the relevant Session. Next 
click on the Settings icon (a cogwheel) and toggle ‘Multi-Select Mode’ to On. 

 



 

 

This will now display tick boxes on the side of each exam and a button next to the cogwheel will appear. Select 
the tick boxes next to the exams which you want to move and then click on ‘Move Learners’. 

 

You will be taken to the below page. On the left side are the running times for each additional Session within 
the Event. Select the relevant Session from the dropdown list and then click ‘Move These Exams’ to continue. 

 

First, follow the steps above under  to reach the relevant Session. Just 
above the list of exams you can find a search bar called ‘Filter Exams’. Within this field you can type an Exam 
ID, a Performer’s Name, or a Qualification Name. Performers’ Names will show up even from a Group Exam. 

 

Follow the steps above under  to reach the relevant Session. On the exam, click ‘Actions’ and ‘Delete’. 

 

 

 



 

 

ExamTrack will automatically display the length of time any qualification is due to take (excluding Full 
Production exams, see  for more). You are responsible for arranging the timetable appropriately and 
including relevant breaks. First, follow the steps above under  to reach 
the relevant Session. Next click on the button ‘Session Schedule’ on the right side of the page.  

 

You can now see the timetable for the Session. Different types of qualifications follow different scheduling 
rules, which you can see under ,  and . 

To move an exam, click and drag the stacked lines icon: 

 

You can navigate to a different Session within the same Event by clicking on ‘Jump to Other Sessions’. If you 
need to add a break (see the various scheduling rules below), click on ‘Insert a Break’ and then the relevant 
break type. Once you are happy with the scheduling, please click ‘Save & Re-Calculate’. 

 

This applies to any Grades of the following qualification: 

Solo 

To facilitate peer audiences in Solo Exams, Sessions are separated into Blocks.  

• Ideally Blocks only contain exams within the same Level. The exams within a Block can be ordered in 
whatever way is best for the performers and do not need to be arranged in ascending order. 

• Blocks have a minimum of 3 performers. Preview/Levels 1 & 2 have a maximum of 5 performers, 
whilst Level 3 has a maximum of 4 performers. If there is no conceivable way to meet these criteria 
with the selection of qualifications you have, please arrange them in the most logical way. 

• A Block Break must be scheduled following each Block, and a Lunch Break must be scheduled no 
more than four hours after the start of the session. 

• The screenshot on the following page has been timetabled in a suitable way as: Blocks only contain 
exams within the same Level; Blocks contain an appropriate number of exams; and a Block Break 
has been scheduled between the two blocks. 

• Remember to click ‘Save & Re-Calculate’ to save your changes. 



 

 

 

This applies to any Grades of the following qualifications: 

Group Performance 

Individual within a Group Performance 

Group Performance exams (including Individuals) can happen within the same Session as Solo exams, but 
they have their own scheduling rules. 

• If you have no Individual exams, Group Performance exams can be scheduled one after another. 
• A Block Break needs to be inserted every 1.5 hours, and a Lunch Break must be scheduled no more 

than four hours after the start of the Session. These apply even when there are Individual exams. 
• Any Individual within a Group Performance Reflections must be scheduled immediately after the 

Group Performance the performer was involved in. 
• Reflections for Individuals are conducted in groups of up to 4 individuals of the same Grade. 

ExamTrack will automatically combine up to four Individuals into the same time slot when they are 
together. If you want to separate groups for whatever reason you can use the ‘Group Split’ function, 
which changes where the split occurs. This is useful when you have 5 performers, for example, and 
would like them to be in Reflection groups of three and two instead of four and one, as shown in the 
below screenshots A and B, respectively. A Group Split does not add any extra time to a Session. 

• Remember to click ‘Save & Re-Calculate’ to save your changes. 
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This applies to any Grades of the following qualifications: 

Full Production 

Individual within a Full Production 

Full Production exams will display on ExamTrack with the minimum duration for that Grade as listed in the 
Group Syllabus. Please email the exams office the estimated duration of your show for this to be updated on 
ExamTrack. Similarly, if you have Individual qualifications taking place, please inform the exams office of when 
you would like these to start. These must be no earlier than 15 minutes after the performance is due to finish 
to allow our examiner time to reset. Please note, these must take place following the Production, so we highly 
advise that Mountview Exams assesses a matinee performance if performers are keen for Individual 
assessments. 

• Reflections for Individuals are conducted in groups of up to 4 individuals of the same Grade. 
ExamTrack will automatically combine up to four Individuals into the same time slot when they are 
together. If you want to separate groups for whatever reason you can use the function ‘Group Split’, 
which changes where the split occurs. This is useful when you have 5 performers, for example, and 
would like them to be in Reflection groups of three and two instead of four and one. Please see the 
screenshots of the Group Split in action in . 

• If there is a substantial number of Reflections, a Block Break needs to be inserted every 1.5 hours. 
• Remember to click ‘Save & Re-Calculate’ to save your changes. 

To view the timetable for an Event, click on ‘My Sessions’ on the ExamTrack Menu, find the relevant Session 
and click ‘Actions’ followed by ‘Event Reports’. 
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Next, select ‘Timetable’ from the dropdown menu, followed by ‘Process’. The timetable will now be 
downloaded to your computer. The timetable shows all Sessions within an Event, starting on a new page for 
each Session. 

 

Once you are happy with all Sessions within an Event, you will need to pay for your exams to confirm the 
booking via credit or debit card. This needs to be completed at least 1 month (28 days) prior to your exam 
date. 

To proceed, navigate to your Event booking. From the ExamTrack Menu, click on ‘My Sessions’. Find the 
relevant exam Event and click on ‘Actions’, followed by ‘View Sessions’. 

On the right side of the page, you can find the below section where the total Event Balance is listed. Below 
this, click on ‘Event Options’. Before you pay, you can see the live Event Balance by clicking on ‘Print Event 
Balance’. This will be downloaded to your computer and there will be a separate line item for each 
examination which you have booked. To proceed to payment, click ‘Complete & Make Payment’. 

 

On the next page, please confirm that you understand any notices by checking the tick boxes and then clicking 
‘Ok’ to continue. Next, input your card details, including the postcode associated with your card. Payment is 
processed via the widely used payment system, Stripe. To finalise payment, click ‘Pay Now’. 

 

https://stripe.com/gb/customers


 

 

Once payment has been completed, the Event Status will now show as  ‘Staff are checking the event’ on the 
All Events page. 

 

If you need to pay in instalments or use a different payment method to VISA, Mastercard or American Express, 
then you will need to get in touch with us, although we cannot always guarantee that either of these will be 
granted. 

If there are any issues, the exams team will be in touch to resolve these alongside you, otherwise your Event 
Status will be moved to ‘Event is live’. At this point, your exams are confirmed, however you need to complete 
one further step outside of ExamTrack detailed below. 

As the exams we offer allow performers to bring any material they desire, our examiners will need to know the 
names of the pieces presented for each exam. These appear on a performer’s Exam Report allowing them to 
clearly see where their marks were awarded, so please ensure that spelling is correct. 

Solo exams are made up of Tasks for Preview, Level 1, and Level 2, and of Elements for Level 3. Each Task or 
Element needs to be listed for each exam. Although you can write these in any way you desire, we advise 
something similar to the following formats: 

 

On My Own from ‘Les Misérables 

Hamlet’s Soliloquy into He Lives in You from ‘The Lion King’ 

My Name, a self-written monologue 

 

You can provide us with this information in two ways, but you must complete all the performers’ pieces in the 
same way: 

1. You can fill in the online Microsoft Form and list the titles of each performers' pieces. You can even 
send this link to any of the parents/guardians/performers themselves and ask them to fill it out instead, 
requesting that they type your name into the 'Teacher' field. We will then collate all these responses, 
and our examiner will have them for the examinations: Title(s) of Piece(s) for MX Solo Exams (Digital) 

OR 

2. You can print off and fill in PDF slips, with one A5 slip for each performer (the link below contains two 
A5 slips on one A4 page). This can be done by yourself or by parents/guardians/performers before or 
on the day of their exam, so long as the performer walks into the examination room with the slip in 
hand for the examiner. Write clearly and in all capitals: Title(s) of Piece(s) for MX Solo Exams (Paper) 

 

https://forms.office.com/e/s5BEExCYUZ
https://www.mountviewexams.com/wp-content/uploads/Titles-of-Pieces-for-MX-Solo-Exams.pdf


 

 

 

Group Performance Exams can similarly be made up of any selection of material, whether that be from one 
musical or from multiple musicals/plays/sources. Although you can write these in any way you desire, we 
advise something similar to the following formats: 

Wait For Me (Reprise) from ‘Hadestown’, Revenge Party from ‘Mean Girls’, Scuttlebutt from ‘The Little 
Mermaid’, All That Jazz from ‘Chicago’ 

Guys and Dolls Medley 

As there are usually less Group Performance titles to collect, you can provide us with this information in two 
ways, but you must complete all the performers’ pieces in the same way: 

1. You can email the titles to us, highlighting which titles relate to which Group/Grade. We will then 
collate these, and our examiner will have them for the examinations: exams@mountview.org.uk  

OR 

2. You can print off and fill in PDF slips with 6 Groups per page. Write clearly and in all capitals, and please 
ensure that these are handed to the examiner at the start of the Session: Title(s) of Piece(s) for MX 
Group Performance Exams (Paper) 

Full Production titles will have been typed into the ‘Group Name’ field when creating the exam (as detailed in 
) but email us directly if you wish the Production Title to be displayed differently. 

If you need to submit late entries once you have paid for your exam entries, you can request this on ExamTrack. 
If this request comes in prior to the 1-month (28 days) payment deadline, it will be approved by the team, 
however we cannot guarantee that it will be approved if it is requested after this date. To proceed, navigate to 
the relevant Session. From the ExamTrack Menu, click on ‘My Sessions’, find the relevant exam Event and 
click on ‘Actions’, followed by ‘View Sessions’. Within this Event, find the relevant Session, and click on 
‘Actions’, followed by ‘Request Late Entries’.  

 

On the next page, please click ‘Ok’ to proceed. Staff will then need to manually approve or reject this request, 
but we will get in contact with you regarding our decision either way. If your request is accepted, you can input 
exams, timetable them, and complete payment once again by following sections  through to . 

mailto:exams@mountview.org.uk
https://www.mountviewexams.com/wp-content/uploads/Titles-of-Pieces-for-MX-Group-Performance-Exams.pdf
https://www.mountviewexams.com/wp-content/uploads/Titles-of-Pieces-for-MX-Group-Performance-Exams.pdf


 

 

 



 

 

Once payment has been completed and your titles submitted, there is nothing further to do on ExamTrack. We 
ask that you follow the guidance within your Centre Handbook on the best practice of running an exam day. 
You will also be sent a checklist as a reminder of what needs to be prepared for the day of the exams. 

You can still view Event Reports in the same way as before, if required. From the ExamTrack Menu, click on ‘My 
Sessions’. Find the relevant exam Event, and click on ‘Actions’, followed by ‘Event Reports’. Select the 
relevant report from the dropdown list and click ‘Process’ to download. 

• A ‘Balance Report’ which lists each exam as a separate line item. 
• An ‘Invoice’ which groups the exams by qualification and grade. 
• A ‘Timetable’, detailing the schedule for each Session which an Event. 

 

If you notice that any of the performer or examination details are incorrect at this stage, please do get in touch 
with us as soon as possible. The sooner we know about issues, the more likely we are able to resolve them. 

Once your exam Event is complete, you will receive your results from us within 30 days of the final day of the 
Event (often sooner). We will email your digital certificates and Exam Reports to the Centre Representative 
who can then distribute them amongst the performers. If a performer has not passed their exam, they will only 
receive an Exam Report and no certificate. If any performers lose their digital certificate, you will need to get 
in contact with us directly to reissue a certificate. 

Centre Representatives can redownload the Exam Reports for an Event at any time following their issue via 
ExamTrack. As before, from the ExamTrack Menu, click on ‘My Sessions’. Find the relevant exam Event, and 
click on ‘Actions’, followed by ‘Event Reports. You will now see one further item in the dropdown menu for 
‘Exam Reports’. Click on this and then ‘Process’ to redownload the Exam Reports. 

 

If something occurred before or during the exam which was out of the performers control, and may have 
affected their performance, they may be able to apply for Special Considerations. More details on this can 
be found in our Special Considerations Policy. 

If you disagree with a result, have received a certificate with an incorrect name, wish to appeal a decision or 
have a general complaint, you can find more information in our Complaints, Appeals and Enquiries Policy.  

https://www.mountviewexams.com/policies/
https://www.mountviewexams.com/policies/


 

 

 

 

 

 

If you need to get in contact with us, you can do so in the following ways: 

By email:   exams@mountview.org.uk 

By phone:   +4420 4576 2395 

By post:  Mountview Exams 
120 Peckham Hill Street 
London 
SE15 5JT 

Via our website: www.mountviewexams.com/get-in-touch/ 

 

This document is up to date as of 08 July 2025. Please check on our website and within the ExamTrack 
Download Library if a new version has been published. 

 

mailto:exams@mountview.org.uk
http://www.mountviewexams.com/get-in-touch/
https://www.mountviewexams.com/examtrack/
https://mountview.examtrack.co.uk/me/libraries
https://mountview.examtrack.co.uk/me/libraries
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