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WAYS TO REGISTER

« There are two ways for registering your candidates:
1. registering individual candidates (not as a school)

2. registering on behalf of a school (in bulk)
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REGISTERING INDIVIDUAL
CANDIDATES (NOT AS A SCHOOL)

* When registering individual candidates (not as a school): If an email address
has already been used to register a candidate in the past, then a different
email address will need to be used to register the candidate.

« S0, start by clearing the cache of your the browser and create a new account
with this new email address. When creating your account, please make sure
that the password you use contains at least one letter of the English alphabet
In upper case, at least one letter of the English alphabet in lower case, at least
a number — for example: Admin123

www.britishcouncil.org 3
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REGISTRATION (AS A SCHOOL)

» Register your school for the online registration
https://schoolexamsportal.britishcouncil.org/ by completing a form. You will
receive the above link in your email.

« Bookmark the web page so you can find it again easily.

_/:: Schools' Portal - Home X

& C | @ Secure | https://schoolexamsportal.britishcouncil.org/#/ | 0o #H
22 Apps [ [ Home @ Sigmalive NewsCyr 308 ANT1internetworlc @8 British Council |[Cyr [ Schools Admin 8@ Schools' Portal- Ho [ intercompany g CIE: Digital File Desr $@ BOSS
Schools' Portal - Home
https://schoolexamsportal.britishcouncil.org
L og in
®® BRITISH
®® COUNCIL Schools Portal

Manage your students for school exams

You can register and view your students. The first step is to log in.

Disclaimer: Schools, Third Parties and their Users are responsible for their entries. The British Council does not take any liability for
these entries.

Don't have a log in?
Please contact your nearest British Council office to request an account.
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PASSWORD CREDENTIALS

 Password needs to have a CAPITAL letter and a Number and minimum 8
characters. e.g Admin123

'.i Facebook x y.: Schools' Portal - Login
@ % |0 ¢

< C | @ Secure | https://schoolexamsportal.britishcouncil.org/#/signin
1 Vendor creation [2 Mail - SedaSelcuk@ [©] CY_Calendar (Cypru

[ AptisAdmin & AptisHelp [) Pages-ExamsTrans [ Schools Admin »

32 Apps 88 SOLAS 2@ BOSS [ Emblem-APTIS [3 IELTS (ORSv.16) -

®® BRITISH
®® COUNCIL

f

Schools Portal

Email address * alexiaachilleos.aristodemou@gmail.cor

Password * | seeeseceecene

Forgot Password?

Continue

Problems logging in?
Please contact your nearest British Council office

Terms of use | Accessibility | Privacy and cookies

© 2015 British Council
The United Kingdom's international organisation for cultural relations and educational opportunities.

A registered charity: 209131 (England and Wales) SC037733 (Scotland).

12:22
11/09/201.
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MAKING ENTRIES

« Make sure you select the correct session, download the Excel spreadsheet

j:: Schools' Portal - Home X

&~ C | @ Secure | https://schoolexamsportal.britishcouncil.org/#/

C;DV{;.)@

Apps [ [ Home @ SigmaliveNewsCyr % ANTLinternetworlc @8 British Council |Cyr [ Schools Admin 8@ Schools' Portal - Ho  [3 gfitercompany g CIE: Digital File Des:  §§ BOSS »

alexia v I Nov 2018 (Cambridge International) - active + s Log out
Hello, Alexia
@@ BRITISH Current sessions -
®® COUNCIL Schools Portal Cyprus :
June 2015 (Cambridge International)
n Candidate registrations ~ Uploaded files Accounting Hoy  Nov 2015 (Cambridge International)
June 2016 (Cambridge International
Change Password ( g )
S B S Nov 2016 (Cambridge International)
May/June 2017 (Cambridge International)
08/06/2018 25/06/2018 02/08120 . . 5/09/2018
Nov 2017 (Cambridge International) —0O
Reg. Window Opens, Special  Special Arrangements End Date Norma  pay/June 2018 (Cambridge International) Ite Stage 2

Arrangements Start Date 5 : <
Nov 2018 (Cambridge International) - active

Nov 2015 (Edexcel)
Summer 2015 (Edexcel)
Summer 2016 (Edexcel)

Welcome

Welcome to the British Council school examinations registration portal for preparation
centres. Here you can register multiple students for school exams.

Download the how-to auide

mc B

Rgaister Candidates é
‘ EN . w 3 08:46
mﬁ‘ W =0 11/09/2018
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EXCEL SPREADSHEET

« Save your spreadsheet on your computer as EXCEL 97-2003 Workbook. Give
it the name of your institution.

Copy of B2B-OptionCodes-Cambridge International-Zone3-Nov 2018 (9) - Compatibility Mode - Excel Selcuk, Seda (Cyprus) 7 = X
Save As
New
Deskto
Open @ Recent T P P
British Council <
S Excel 97-2003 Workbook (*Is) - Bl save | <«
P OneDrive - British Council More options..
SRS Seda.Selcuk@britishcouncil.org
Print .
@ Sites - British Council Name 1 Dateimodined
Share Seda.Selcuk@britishcouncil.or mel
d E Copy of B2B-OptionCodes-Cambridge International-Zone3-N...  11/09/2018 09:43
Export = . =
L EC} This PC
Publish
Close == Add aPlace
Account Browse
Options

12:29
11/09/2018
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BULK REGISTRATION SPREADSHEET

E L T Copy of B2B-OptionCodes-Cambridge International-Zone3-Nov 2018 (3) - Compatibility Mode - Excel Selcuk, Seda (Cyprus) (kaf

File Home  Insert Page Layout Formulas Review  View Help ,O Tell me what you want to do

= o ) ™ [‘- [T, BT Queries & Connections 5| [ZTA = | v =] Do €T T
& L[ El == L L& = afR Y = B s BF - Y i o &
Get  From From From Table/ Recent Existing Refresh Zl Sort  Filter Textto Flash Remove Data  Consolidate Manage What-If Group Ungroup Subtotal
Data ~ Text/CSV Web Range Sources Connections All~ W Advanced | Columns Fill Duplicates Validation - Data Model Analysis ~ - -
Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecast Outline ~ ~
D2 - f v
A B € D E F G H I J K M N =
Errors First Name Last Name DOB Gender Candidate Mobile Phone Id Type Id Number Id Expirty Date  |UCI Option Code |Subject Name
Do not edit this column (required) (required) (dd/mm/yyyy) |(required) Number Number (Passport / (required) (dd/mm/yyyy) |(optional)
Errors will be listed in this (required) (optional) (optional) National Id) (required)
column if found after system (required)
validation.
1 |
2 |Un-validated Seda Selcuk 0400A ART AND DESI
3 |Un-validated Candidate’s Date of Birth 0478AY COMPUTER SC
| ) Required
4 |Un-validated T AU S 0500CU FIRST LANGUA
5 |Un-validated ot birth,eg:31/01/1999 0400A ART AND DESI
6 |Un-validated 0400A ART AND DESI
7 |Un-validated 0400A ART AND DESI
8 |Un-validated 0400A ART AND DESI
9 |Un-validated 0400A ART AND DESI
10 |un-validated 0400A ART AND DESI
11 |un-validated 0400A ART AND DESI
12 |Un-validated 0400A ART AND DES|
13 |un-validated 0400A ART AND DESI
14 |un-validated 0400A ART AND DESI
15 |un-validated 0400A ART AND DESI
16 |un-validated 0400A ART AND DESI
Lo A -
Data Entry | Option Codes | AdditionalData | Version control 4 »
Ready H B M - ] + 140%

13:03
11/09/2018
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BULK REGISTRATION SPREADSHEET

H ©- Copy of B2B-OptionCodes-Cambridge International-Zone3-Nov 2018 (9) - Compatibility Mode - Excel Selcuk, Seda (Cyprus) =

File Home Insert Pagelayout Formulas Review View Help O Tell me what you want to do

my N o L) [P 7 Queries & Connections ; I v She €y
1 LE A A F [}
L[ Er« F D) [ | &= 8 7 Y 3 B8 ® = 7 ) | W =
Get From From From Table/ Recent Existing Refresh Zl Sort Filter 3 Textto Flash Remove Data Consolidate Manage What-If Group Ungroup Subtotal
Data ~ Text/CSV Web Range Sources Connections All~ W Advanced | Columns  Fill Duplicates Validation ~ Data Model = Analysis ~ - -
Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecast Outline ~ ~
AQ8 - Je v
AQ AR AS AT AU AV AW AX AY AZ BA BB BC BD -~
Option Code |Subject Name  |Reg. Type |Option Code |Subject Name |Reg.Type |MostRecent- Most Recent - Most Recent - Group Award |Please state whois |Guardian First Guardian Last Name|Guardian Contz
Previous Previous Centre |Previous Session collecting minor Name Number
Candidate Number (only for retake,
Number (only for retake, |carry forward or
(only for retake, |carry forward or |group awards)
carry forward or |group awards)
ik group awards)
2 SCHOOLS
3 SCHOOLS
4
5
6
7
8
9
10
i)
12
13
14
15
16
17 ¥
Data Entry | Option Codes | AdditionalData | Version control [©) 4 »
B - ] + 140%

Ready
13:04

11/09/2018
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FILLING IN THE SPREADSHEET

ALWAYS use the drop-down arrows, otherwise there will be errors.

H ©- @& = Copy of B2B-OptionCodes-Cambridge International-Zone3-Nov 2018 (%) - Compatibility Mode - Excel Selcuk, Seda (Cyprus)

File Home  Insert Page Layout Formulas Review  View Help ,O Tell me what you want to do

F|:| [E Di—'}« D P D II; [°F Queries & Connections % E\ qu g -~ 'ZE %r%

Get From  From From Table/ Recent Existing Refresh ﬂ, Sort Filter Textto Flash Remove Daip Consolidate Manage What-If Group Ungroup Subtotal
Data - Text/CSV Web Range Sources Connections  All - T Advanced  coumns  Fill Duplicates Vasffation ~ Data Model Analysis - - -
Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecast Outline R~

A B © D E F G B | J K M N o P -
Errors First Name Last Name DoB (Gender Candidate Mobile Phone gMine Id Number Id Expirty Date  [UCI Option Code  |Subject Name Reg. Type [Option Code |Subjec
Do not edit this column {required) (required) (dd/mm/yvyy)  [(required) Number lPassport/ |(required) (dd/mmfvyyy)  [(optional)
Errors will be listed in this column if found after (required) National Id) (required)
system validation. (required)

un-validated seda selcuk 01/12/1990 = 0200A ART AND DESIGN - ART AND DESIGN OPT A s

Un-validated M ‘ 0a78AY COMPUTER SCIENCE - COMPUTER SCIENCE OPT AY CF

-

Un-validated osoocu FIRST LANGUAGE ENGLISH - FIRST LANGUAGE ENGLISH OPT CU

Un-validated 02004 ART AND DESIGN - ART AND DESIGN OPT A

Un-validated 0200A ART AND DESIGN - ART AND DESIGN OPT A

un-validated 0200A ART AND DESIGN - ART AND DESIGN OPT A

Un-validated

W o~ R W N

Un-validated
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o

Un-validated

-
|

Un-validated
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~

Un-validated
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w

Un-validated
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S
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w

Un-validated
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Un-validated

[
~

Un-validated

=
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Un-validated

o
©

Un-validated

N
=
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N
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Un-validated
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~
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w

Un-validated

24 |un-validated

25 |un-validated

Data Entry | Option Codes | AdditionalData | Version control

11/09/2018
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FILLING IN THE SPREADSHEET

*  ALWAYS use the drop-down arrows, otherwise there will be errors.

H - & - Copy of B2B-OptionCodes-Cambridge International-Zone3-Nov 201z (9) - Compatibility Mode - Excel Selcuk, Seda (Cyprus) 8

Home Insert Pagelayout Formulas Review View Help £ Tell me what you want to do

— — — T N, i - _r Rl = 20 B
rl:l L’ll u:ﬂ m L [ ‘Fé [T Queries & Connections | 5 @ Y _@ E= E'g X E"ﬁ D GE T Bﬁ
Get From  From From Table/ Recent = Existing  Refresh | Sort | Fitter o Textto Flash Remove  Data onsolidate Manage  What-If Group Ungroup Subtotal
Data - Text/CSV Web Range Sources Connections  All~ lr Advanced  Columns Fill Duplicates Validation - Data Model = Analysis ~ - -
Get & Transform Data Queries & Connections Sort & Filter Data Tools’ Forecast Outline M~ ~

M2 - Jr 0400A v

A B (e D E E G H I J K M N o P &)
|Errors First Name Last Name pos Gender Candidate Mobile Phone 1d Type 1d Number 1d Expirty Date |uCi o Subject Name Reg. Type |Option Code [Subjec
Do not edit this column (required) (required) (dd/mm/yyyy) |(required) Number Number (Passport/ |(required) (dd/mm/yyyy) |(optional)
Errors will be listed in this column if found after (required) (optional) (optional) National 1d) (required)
system validation (required)

Un-validated seda selcuk 01/12/1990 0400A E’AND DESIGN - ART AND DESIGN OPT A s

|Un-validated LIDOA ~ MPUTER SCIENCE - COMPUTER SCIENCE OPT AY cF
T 04008 =
Un-validated 0470BX T LANGUAGE ENGLISH - FIRST LANGUAGE ENGLISH OPT CU

|Un-validated 0478AY AND DESIGN - ART AND DESIGN OPT A
T 0486AY

Un-validated AND DESIGN - ART AND DESIGN OPT A
—_— 0436BY g
Un-validated 0495AY AND DESIGN - ART AND DESIGN OPT A

|Un-validated 0500¢cy

A

VN U A WN R

|Un-validated

o
o

|Un-validated

=
[

|Un-validated

12 |un-validated

13 |un-validated

14 |Un-validated

15 |un-validated

16 |un-validated

17 |Un-validated

18 |un-validated

19 |un-validated

20 |un-validated

21 |un-validated

22 |un-validated

23 |un-validated

24 |un-validated

25 |un-validated

Data Entry | Option Codes | AdditionalData Version control ® < 3
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SELECTING SUBJECT

« Make sure you select the registration type by extending the O column.

Iz“ ™ B |+ . — - B2BE-OptionCodes-Cambridge International-Zone3-Mov 2019 xlsx - Microsoft Excel | = | I
g Home Insert Page Layout Formulas Data Review View & @ = B E3

== ¥ cut » = ] =] o X AutoSgm - A i
T =" Wrap Text Text - <3| & —gd' C,J Z .
N E . 1 .
Paste 3 Copy B 7 U ;3 ._JE o, <0 .00 Conditi;nal Format Cell Insert Delete Format j i S‘Ert & Find &
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Clipboard Font Alignment Mumber Cells Editing
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A B L E F G H I ] L ] O P R
Errors First Name Last Name DoB Gender Candidate Maobile Phone Id Type Id Number Id Expirty Date |UCI Option Code |Subject Name |Reg. Type |Option Code (5
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Errors will be listed in this column if found [required) [optional) [optional) Mational Id) [required)
after system validation. [required)
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E-SIT OR CARRY FORWARD
CANDIDATES

« Make sure you scroll all the way to the end of the spreadsheet to fill in
previous candidate and centre number.

H ©- DQ = Copy of B2B-OptionCodes-Cambridge International-Z ne3-Nov 2018 (9) - Compatibility Mode - Excel Selcuk, Seda (Cyprus)

Home Insert Page Layout Formulas Review View Help /O Tell me what you want to do

= i 3 — >rg €rg
, E ’TE? [T Queries & Connections 8] ﬁ‘ Y ’E L ] E‘E g E_)D hT\ ‘ﬂ
Get From From From Table/ Recent Ex:stir{g Refresh zZl Sort Filter Y A g Textto Flash Remove VDatra Consolidate Manage What-If Group Ungroup Subtotal
Data ~ Text/CSV Web Range Sources Connections  All~ v Advangll | Columns Fill Duplicates Validation - Data Model Analysis ~ = =
Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecast Outline ~ ~
AW2 - S v
| AQ AR AS AT AU AV AW AX A AZ BA BB BC BD BE BF BG BH BI BJ -
Option Code  [SubjectName  [Reg. Type |Option Code [SubjectName [Reg. Type [MostRecent-  |MostRecent-  |MostRgffnt-  |Group Award [Please state who is ian First ian Last ian Contact i
Previous Previous Centre (Previglfs session collecting minor  |Name Number Relationship
candidate Number (o for retake,
Number (only for retake, |gffry forward or
(only for retake, |carry forward oggl€roup awards)
carry forward or |group award
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20
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25 -
. Data Entry | Option Codes | AdditionalData Version control ® 4 >
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CHILD PROTECTION

 |If the child is below 18 years, it must be stated who is collecting the child. Use
School option if it is not known at that moment.

H -
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Page Layout
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Candidate Number {only for retake,
Number {only for retake, |carry forward or
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FINISHING THE REGISTRATION

« Save your file with the completed data and upload it to our SRS system. If

there are any issues, the spreadsheet will be returned with ERRORS on it.

» Please correct these errors and re-upload.

« Pay the amount the Bank of Cyprus and email the deposit slip to
contact.exams@cy.britishcouncil.org

» Turkish Cypriots can pay to the Turkish Bank account no 7570252
and email the deposit to contact.exams@cy.britishcouncil.org.

« If you have any issues please email us at
contact.exams@cy.britishcouncil.org or call us at +357 22585000

www.britishcouncil.org
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