
Private Venue Setup and Scheduler 

Venue Setup 

Go to https://www.adelaide.edu.au/ameb/ 

1. On the home page, click the Enrol for an exam button 

 

Then click on the hyperlink that directs you to SCORE as shown below 

 

 

 

 

https://www.adelaide.edu.au/ameb/


 

2. If you have purchased exams through Score before (including Online Theory exams), click the Login 

button and login in with your email and password 

 

 
 

If you have not purchased exams through score before, click on the Create an account hyperlink 

and provide you details. 

 

 

 

 

 

 

 

 



3. Once logged in, you will be directed to your Dashboard. Here you can buy exams, view current and 

past enrolments, and manage private venues. To set up your venue, click My venues. 

*Note* You will need to set up your venue before enrolling students into it. 

  
 

 

 

 

4. On the My Venues page, any venues you mange will appear here. To create your first venue, click 

Add Venue in the top-right-hand corner. 

 
 

 

 

 

 

 

 

 

 

 



5. Please read the Private Venue Criteria and enter the details of your venue below. 

 

(Cont.) 



 

 

 Finish by clicking the Submit button. 

 



6. Your venue will now appear in the My Venues page. Take note of the Code for your venue. You will 

use this to enter students into your venue.  

 
You can create multiple rooms within your venue by clicking Manage Rooms under the Action 

menu for each venue. 

 

 

7. Create rooms by click Add Room and entering the room name and any remarks. 

 

 

Your venue is now ready to use! Enter candidates into it by using the venue code when buying exams. You 

may also pass the code on to other enrollers if you would like to allow them to enter into your venue. *You 

will be notified whenever candidates from other enrollers enter into your venue* 

 

 

 

 

 

 



Scheduler 

Score now gives venue owners the option to provide their preferred exam order for candidates in their 

venue. Venue owners can submit this to the office up to a week after the closing date for a session. 

*Note* Final schedules are set by the AMEB and the state office may make changes to align with examiner 

availability and legal requirements. 

 

1. In your Enroller Dashboard, click on My scheduler. 

 
 

 

 

2. Click Add schedule. 

 
 

 

 

 



 

3. Fill in the details, set a preferred date range and any additional scheduling requests, and Save the 

new examining day. 

 
 

 

 

 

 



4. The new day will now appear in your list. Click on the blue Action button for the day and click 

Manage Scheduler. 

 
 

5. Candidates that have been entered into your venue will appear on the left hand side. Drag and drop 

these candidates into the right-hand column, where you can drag them up and down to change the 

order. 

 
 

6. If you expect to make any changes or add in more candidates, click Save & Continue Later. 

 

If you are sure you are done, click Submit to State for Confirmation. *Note* Once submitted, no 

more changes can be made. Any changes will need to be communicated directly to the State Office. 

 

Once the State Office has confirmed a schedule at your venue, you will be notified and can view the final 

schedule in the My scheduler. 


