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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.

• So, 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
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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.
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PASSWORD CREDENTIALS

• Password needs to have a CAPITAL letter and a Number and minimum 8 

characters. e.g Admin123
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MAKING ENTRIES

• Make sure you select the correct session, download the Excel spreadsheet
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EXCEL SPREADSHEET

• Save your spreadsheet on your computer as EXCEL 97-2003 Workbook. Give
it the name of your institution.
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BULK REGISTRATION SPREADSHEET
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FILLING IN THE SPREADSHEET

ALWAYS use the drop-down arrows, otherwise there will be errors.
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FILLING IN THE SPREADSHEET

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

• Make sure you select the registration type by extending the O column.
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RE-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.
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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.
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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
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