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B 250AH Important Reminder

« College Board system: https://myap.collegeboard.org

« AP Registration and Ordering (APRO): APHIEZERFEEERSR

AP schools must complete the following steps BEFORE Prometric exam registration FTB AP RTEE R IR B BISSRIA TS5 :
1. Complete APRO initial setup for the school B FIRAPRORFHIIRIZE
2. Create class sections SR BT
3. Enroll students ZEFENMNE HIEHK

Al students must be enrolled in classes under the school account in APRO before registering with Prometric. B84 WS cEFRHIAPROK S+

ZICIFE, Ae7eeBEdERIREEE,
.« LAE#MEIEN 2025-26_APRO_Setup Tutorial.pdf

* Prometric Systems
« AP exam China information website. /R FERAP{EE ML
https://www.prometric.com.cn/apchina

« AP exam registration system for China. /RN FERNAPESEIRZE S MyAPChina

APESIER: https://lwww.theportal.cn/myapchina

24 https://myapchina.prometric.com.cn

« Students' exam payment and confirmation system. S4-TEI T EBRFIRBHEIA.
APZA(EFE: ProScheduler: https://proscheduler.prometric.com PROMETRIC



https://myap.collegeboard.org/
https://www.prometric.com.cn/userfiles/file/AP/2025-26_APRO_Setup%20Tutorial_China.pdf
https://www.prometric.com.cn/userfiles/file/AP/2025-26_APRO_Setup%20Tutorial_China.pdf
https://www.prometric.com.cn/userfiles/file/AP/2025-26_APRO_Setup%20Tutorial_China.pdf
https://www.prometric.com.cn/apchina
https://www.theportal.cn/myapchina
https://myapchina.prometric.com.cn/
https://proscheduler.prometric.com/?prg=CBAP&path=schd&culture=zh-CN

9H26H 12:00PM — 10824H 12:00PM
Sept. 26 12:00PM — Oct. 24 12:00PM

O rrrogens

O =)\ Rosterstit

HRZ A2 Registration flow

O=rnus

10824H 12:00PM - 11H14H
12:00PM
Oct. 24 12:00PM — Nov. 14
12:00PM

(4 Pore

128-28
Dec. — Feb.

O ip=m)

Exam order check

O=uies

Before the exam

Roster Preparation

‘Bl APRIBIRE (A
HiBASE6I)
<ZENINAPRI EIRE

« F&Student Roster

19 B RosterS {4

*Create Class Section (see
page 6)

+Student join class section

*Download Student Roster

*Verify Roster file

Import Roster file

«Z5EMyAPChina

«_HES A\RosterS{4

FRESANRE

< BRF4EERMYyAPChina

“iEREE10818HZHI
BFRBIREEERSA

*Login MyAPChina

*Upload and import Roster
file

*Verify import status

+Inform student to login
MyAPChina

*Complete all roster
import before Oct. 18

N

Registration preparation

«ZLEERMyAPChina
RIS PAER
ERERE

A RER TR E

»Student login MyAPChina

*Edit to complete personal
info

*Verify exam registration

* Coordinator follow up
completion progress

AESHNBIULRERNOIONRE, Eft NS ENFERES.

This instruction only includes @ and @ of the above flow, refer to student instruction for the rest.

Registration & payment

B AIS R
R<ProScheduler
ORFTRATE TR B 4128
TR B RO ERIA
G

- AJBEXFEPrometricZARIKIS
AN

+Student access
ProScheduler with
payment eligibility info

*Complete each exam
payment

*Verify confirmation email
of each exam

+Contact Prometric
customer service for help

«ZFHEFRMyAP
FAEHEETIIIEER
TMEMYAPTIKE T

+Student login MyAP

*Confirm all paid exams
shown correctly in the
MyAP account

« ZFHEFRMyAPChina
« FEFHZXEEIE
‘HFERER

T RRE A

+Student login MyAPChina

*Download and verify
exam admission ticket

*Check and find testing
center info

*Understand candidate
notice for taking the exam

PROMETRIC %+
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APROZZER/ERS
Roster Preparation
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BIiEZRIAPROIKE Create School APRO account

- FERFIAPEMMIFERSE (APRO) SEpliREMNEE

B, EHNFERFREARMKAANGSE. APRORDERANERNLEREZEM.

APIB &S558, - APINAR: FHEE EEASAPERES I, SRLEMAPTEMETIEAR.
s s 2] o A . R % =3
. RETEEECGESEERNIEESSERD, WA B APEERAEE
RSN BIZENR, TRESINAPE, ©  EEERAR: TLURSSAPTIEBEEENEMA, BILUERERRAPHEEEHNEXRAS.

. ERIEENFASSE, tIETE, APHNERSRHCTLL IT 1S IMPORTANT WE HAVE THE RIGHT CONTACTS FOR YOUR SCHOOL. NOT ENTERING THE
PR EEE R A (S CORRECT CONTACT INFO MAY DELAY YOUR SCHOOL’S ORDER PROCESSING.

. AP COORDINATOR: Crucial - list the person who will be working day to day on AP registration, class setup, and other AP
activities.

. . . . . PRINCIPAL: can be the overall AP Program director
* Login to AP Registration and Ordering (APRO) and

complete setup and sign participation form. . ADDITIONAL AUTHORIZED STAFF: This can be one other person who works closely on AP program activities or can be a

school-wide principal or director who can receive information about the program.
*  The Setup process will help you complete important
information that will be entered on the annual Participation
Form your school must sign in order to participate in AP.

- . . Packing List
AP Reglstratlon and OIdermg Home Courses Students Orders & Invoice Settings

* The AP Coordinator or Principal can update the contacts Settings

at any time after completing setup and participation.

School Information and Participation Contacts £l Incomplete -

* APRO Setup Question - if school made mistake during
APRO setup and selected they will order their own exams,
leave as is for this year; no need to contact AP Services School Address Billing Contact Purchase Order Number
to change. Your school cannot order with the security hold. o o -

CB School Code Participation Status

AP Coordinator Principal Additional Authorized Staff

(edit) (edit) (edit)

PROMETRIC



BlZEAPEIBiRE Create Class Sections

«  APEHERNCBIIAPEIERZ, iR T RIEHEZ
RIBRIZITEIZAPERIRE, GEFRSITRER

YPSAEREIORIE (BUAPRIERE0E, RER - .
1‘[ "exam only" i%ﬁ) AP Reglstl‘atlon and Orderlng Home Courses  Students  Orders & Invoice Settings
N . Download Section Info with Join Codes + Add Course
+  APEERRSEICHKERERNAVHIDIRE.,
“ o ‘ AP Biology 4 Sections ~ 53/160 53/53
« JEAPHERERFRMSETTSMAPER, FILIAIE .
EHRIAPIRE, fIa0: AP Chemistry —Extra, {(BRE
7 exam only B 1B Thotmistes 17/40 17/17  Actions v
2B TH 19/40 19/19 Actions v
+ Create class sections for each of the AP subjects for
. . 4A Th e 15/40 15/15 Actions v
which your students are taking classes and exams.
Do NOT create "exam only" class sections. - SEo T 2 S wEiETE v
. . AP Calculus AB + Add Section 14/40 14/14
* You will only see subjects for teachers that have
been authorized by AP Course Audit. New 44 St it R v
teachers/courses need to complete the AP course
audit form.

A& FAE62TaH “"How to Create a Class Section”
See “How to Create a Class Section” on page 62 of the
AP class sections for them, e.g., AP Chemistry — 2025-26 AP Coordinator’s Manual. Part 1

Extra. Do NOT create "exam only" class sections.

* For non-AP students at your school, create separate

PROMETRIC ‘-
* JEAPHESAE AR, 5551000, See page 10 about other students s

Copyright 2025 Prometric. All rights reserved.


https://apcentral.collegeboard.org/media/pdf/ap-coordinators-manual-part-1.pdf
https://apcentral.collegeboard.org/media/pdf/ap-coordinators-manual-part-1.pdf
https://apcentral.collegeboard.org/media/pdf/ap-coordinators-manual-part-1.pdf

45E2 Join Code

- APEEREAPEIMYRTERHRAFE - £ "§E" &R, BEF "THHEIMABRRSER"
ﬁj\ﬁﬂ’éﬁ\APi%ﬁE’Jbﬂ)\ﬁﬁ% LA
ITHANAPIRE, BMFEREEIEB/
HIRES —/l\ﬂ’E—E’\J?JEI)\ﬁﬁE'xo

. R FE RN IB RIS,

 From Courses tab, click Download Section Info with Join Codes

AP Registration and Ordering Home Courses Students

& Download Section Info with Join Codes

. N T
AP Coordinator or AP teachers can

AP 2-D Art and Design + Add Section 0/40

distribute join codes for each class

section to their students so they can ART209 .-aA i1 o140
enroll in their class sections. There is

one unique join code per class section

per school.

* You can download a full list of your
schools’ join codes.

PROMETRIC %+
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IBSFAINNIERE Join Class

- IESFEERERZIMINMARBIMAR
IS NAPIRE,

© FHEVIEFF2ERIIANEITENEE,

* Instruct students to go to My AP to enroll
in AP class sections using join codes
from their teachers.

* Students must enroll in their teacher’s
class sections within 1st two weeks of
school.

BIEFERFES

Follow student instructions:

Sign In to Your College Board Account — AP Students*

Join Your AP Class Section Online — AP Students (collegeboard.org)

i¥& Attention

REFENMSHIProfilelf BUMEHLMR, SHFMLZNEG—XN. WFHREZE, LAERTNSHE LAY
MZIEFTAHE. REEERRMHAEEENRENSE, M: James, Jennifer, XHREIEH LHMEEIXEINE
BAFEES.

APHIER - IBAREERFER B LIRRMNEIREF. FELCARRAPERPIEUZEIE.

Tell your students that their College Board account profile name must be their legal name (for Chinese
student, it must be its corresponding Pinyin), same as printed on their government ID. If Students use
nicknames (for Chinese students, English names e.g., James, Jennifer) for their College Board account, the
student’s name cannot be verified by Prometric by matching up the ID and they will not be admitted on exam
day.

APC Coordinator - if you see nicknames on the student roster, you cannot change it. Only the student can
contact AP Services for Students to request name changes.

4 = LAST Name

£ = FIRST Name
PROMETRIC


https://apstudents.collegeboard.org/access-your-ap-resources/sign-in-to-college-board-account
https://apstudents.collegeboard.org/access-your-ap-resources/sign-in-to-college-board-account
https://apstudents.collegeboard.org/access-your-ap-resources/sign-in-to-college-board-account
https://apstudents.collegeboard.org/access-your-ap-resources/sign-in-to-college-board-account
https://apstudents.collegeboard.org/access-your-ap-resources/join-your-class-online
https://apstudents.collegeboard.org/access-your-ap-resources/join-your-class-online
https://apstudents.collegeboard.org/access-your-ap-resources/join-your-class-online
https://apstudents.collegeboard.org/access-your-ap-resources/join-your-class-online

TEAPROZZE Download APRO Roster

ENAPROZRSE, StudentsZHERE, FBE FAEFAAIOrder Exam—IRERARIRES “No”,

« APEHEREAPROZRFETE;

FERRERZR, W AFEY . FIEMFERE—, $RESEIPometicEIRTWEASI®IT: 2D, 3D, LEEEHEHRIESEREAPHLE,
ZHRIBEERE, EElLHE

* Review the “Order Exam?” status on the Students tab in APRO — this column should be blank and

ZHHRRFEIRE R RS
Prometric, RBEZRIRIHY
REZ R FZHEFIRIBAEER

e « Schools must register for Art and Design: 2D, 3D, Drawing or AP Research with Prometric, same as all other
IR SIER, 9 9 ;

uneditable (if school selected “another school is ordering my exams” during APRO setup) or “No” (if
school mistakenly chose “we’re ordering”)

exams. Prometric must order these exams for students to receive an AP score.

* Prepare your student eligibility

. Order Exam? @

roster. This roster must be —— _ ‘
AP Calculus BC Actions w

provided to Prometric before

. Aton5v° ok, Downlo Search by AP ID or Last Name

deadiine. Only students and EI-

SUbjeCtS on the roster are student name AP Calculus BG Standard 509 BAM y

eligib|e to register_ AP English Language and Com._.. Standard 5/10 8AM No [} Acti

« M “Students” EIFRESHEDT “Download Student Roster”

* Click Download Student Roster from the Students tab

AP Registration and Ordering Home  Courses  Students

o, Download Student Roster

ot

PROMETRIC -
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iEnE4 Rl B Add students or subjects

EINELE: APEERVIUSFHAEERENFEMANAPER, FFAPHIFZAELERATFTLEL, JUMMBMIBIRRE, XlmAN
&, Hgn: AP Chemistry —Extra. I52FaE FERIBEPRRIIFERZER, BRIRTEHEIREEE (FIFBAPRORITHIEINEE) .

ENRIE . NREREREBLTR BEGIREEFR, ERELFESINEFRIMEEE S, FRAIRIZAP course audit formElIEEIX LRI B
HIRE.

FERREFERREINIREE.

B0 61%(F{a] Exam Only Section,

Add students: All students must be enrolled in class sections before registering for the exams. Non-AP class students can take the
exams with the school’s permission. AP coordinator need to add them to existing AP class sections, or create new class sections for
them, e.g., AP Chemistry — Extra. Do NOT manually add exams into downloaded roster file, please download any newly joined exams

separately (using filter function in APRO).

Add Subjects: for AP subjects that are not offered at your school this year, if the school permits the students to take the exams, AP
coordinator must create new class sections for those subjects after submitting AP Audit forms.

Students who do not attend your school should not be included in your school’s AP exam roster.

Do not create any “Exam Only” sections.
PROMETRIC



APRO Student Roster CSV NA&B/ XA

A B

C

D

E F G H J K L WY N

ST TSI Ty

\=a—1a

(a-ja—=m ey

-
cbmmwmu@r 4

L= - N - &

Student First Name

Zhou
Zhou
Zhao

Zhao
Zhao

6/
Gl
B!
6/
Gl
B!

Student Last Mame School Code Grade
12th grade 2
12th grade 2
11th gradea
11th gradeal
11th gradea
11th gradea

Email Address APID Student ID Course Enrolled In Class Section Name Class Section Type Teacher Name(s) Fee 5tatus Order Exam? Testing W
)gg.com ki U AP Microeconomics AP Microeconomics S i Standard No Standard
med)gg.com ¥ U AP Calculus BC AP Calculus BC Sm mam n n Standard No Standard
= 3@gmail.com 2= 73 AP Physics 1 AP Physics 1 S Standard No Standard
Standard

3@gmail.com 2 73 AP Chemistry AP Chemistry S Standard Mo
o = 3@gmail.com 2 AP Calg \ AP Calculus AB S mmm = m Standard No e Standard
= 3@gmail.com 2= 4 AP Calc¥ & AP Calculus BC S Standard No Standard

BAEEENE TEN
HAEZECSVIE,
WMEYVE, SSEAPRO
e, BEH .

Do not change any
data on the
downloaded Student
Roster CSV file.

Make changes in
APRO and then
download the Student
Roster again if
necessary.

/

ISEERAFIYMIZEL. BHE TR ER T B8Rk,

Note the additional lines in the table header. It normally comes from roster filter before download.

HRXEFR (BRINC) SR ERA TR,

Make sure all key columns data are accurate and complete.

HRZWIFIARUEHER (FEEMIELEFRIHSMN) . BUESLELFRCCollege BoardZRIEN, AIFEHT NEkStudent Roster3 {4,
Last name and first name must be the same as them on the legal government ID. Otherwise, must contact College Board customer service to
make correction, then download the Student Roster file again.

E— P FEMEmaillttlib B FiLER, FRFEFRLEEA—Email,

Email address in different rows must be the same for one same student, different students must not share one same email address.

AP IDAEEAT=HBR— M FERAP IDZRERE.
AP ID must not be blank and must be the same for one same student.

i H R RIAPRORZFRITTEICES, INRE H SIRFREAFFUHTRREMRDABMAZBC), FAPROFENSS, BEH M.
Exam name must be the exact same as it in APRO system. If wrong subject (Calc AB instead of BC), must login to APRO to correct, then
download the Student Roster file again.

Order Exam? 47/ “No” , BUEFZLSTEAFRPrometricZ IR TRIRLAGRIEIE, RREH T, WMAEREEPEN,

Order Exam? column must be “No”. Otherwise, must contact Prometric customer service to escalate and fix, then download again, do NOT

edit in the file directly. PROMETRIC
ER BT EFTE . CSVIZfHEA S

Clear or delete all empty rows after last data row. CSV (EE247E S =Rl (baidu.com


https://baike.baidu.com/item/CSV/10739
https://baike.baidu.com/item/CSV/10739
https://baike.baidu.com/item/CSV/10739
https://baike.baidu.com/item/CSV/10739
https://baike.baidu.com/item/CSV/10739
https://baike.baidu.com/item/CSV/10739
https://baike.baidu.com/item/CSV/10739

IR = 23 B2z Prometric

Submit Roster file to Prometric
System (MyAPChina)

RRRRRRRRR



Al

Research - ZARIEX
Biology - 4%

Microeconomics - 4IRS

Chemistry - (k&

English Literature and Composition - EEXZ55{E
Physics 1: Algebra-Based - ¥ 1
Physics 2: Algebra-Based - #JI&# 2

Statistics - FitE
Macroeconomics - Z=W£&2

Drawing - 421H|

3-D Art and Design - 3-DEAR5i®it
2-D Art and Design - 2-DEAR5ig1+

Calculus AB - 1534 AB
Calculus BC - {%f534> BC
Seminar - A5
Precalculus - ¥JZRF05
Psychology - (M85

)%

045308 £HBPY 23:00
058048 28— 07:50
058504H 28— 12:40
058058 £H3— 07:50
05506H £H8f= 07:50
05806 £Hi= 12:40
058071 ££5PY 07:50
058071 ££5PY 12:40
05508H £H8iH 12:40
05508H £H#3FH 20:00
055081 £88F 20:00
058081 £88F 20:00
058118 28— 07:50
058118 28— 07:50
05811H 28— 12:40
058128 £8§— 07:50
058128 E8— 12:40

English Language and Composition - ZHEIES55{E 058 13H £8= 07:50

Physics C: Mechanics - #JI2C: HZ

Art History - Z K52

Computer Science Principles - i+E#/RE

Physics C: Electricity and Magnetism - 4J38C: EB#
Environmental Science - I SRS

Computer Science A - I+EHEIEF A

Computer Science Principles (Late) - 11+ E#JRIE

055131 £8f= 12:40
058148 ££BPY 07:50
058148 £8APY 12:40
05814 H £HAPY 12:40
058158 £88F 07:50
058150 288F 12:40
058218 £HBPY 07:50

22 B84 Rules of roster submission

RFEIR3ZPrometriciRHAVFIHM ERE, BASAMELRBFIRPAINE.

FraEidPrometriciRERIAPEIE, EFIKECHIAPRORSEOrder Exam—=ARSMIMIZ N0, S15RX LRI H
FRICAYes, BSIASEERPrometricE IR TR ISLUBIEIE, BNNET L= AEPrometrichIiES.

HESANZRI, BERERFENEE. RENBEEREAPROPEERNFHINEZERFHERFT. AEHEMAPROT
HFHFSAMyAPChina,

FHEREEHR= Calculus ABEBCRIEF—Fl, SARBRfE, IKEE, BEEAFFE26TTHIRA.

&= Physics C: Electricity and MagnetismF1Computer Science Principles[@H&/THYE1R I BRF, Computer
Science PrinciplesE & & H/SHAIMK B EA.

ResearchfArt and DesignfJ%} B{Eid PrometriciR B 82:, FAMTESRMYAP, TE&EilLBEiZRI HEFRE.
Please do not import any exam subject that’s not in the list.

AP schools that are served by Prometric must set the Order Exam field to be No in the school’'s APRO account. If
you see Yes, must contact Prometric customer service to escalate and change from Yes to No for that subject and
student. Then re-download the roster. The student will not be registered by Prometric for any exam marked Yes on
your school roster.

All changes and correction should be made in APRO first before importing the APRO Student Roster to
MyAPChina.

Students can only register either Calculus AB or Calculus BC. If change is needed, go back to APRO and follow
instructions to switch AP Calculus exams on page 85 of the . Then re-download
the Student Roster and re-import to replace. For example, Calculus BC was imported before, to change by
importing new CSV roster file with Calculus AB record and vice versa.

When import subjects with the same exam date, e.g., Physics C: Electricity and Magnetism and Computer Science
Principles, Computer Science Principles will be automatically scheduled to Late Testing exam dates.

For Research and Art and Design exams, only registration and payment will be done through Prometric, students
still need to login their MyAP to upload exam portfolio before the deadline. PROMETRIC


https://apcentral.collegeboard.org/media/pdf/ap-coordinators-manual-part-1.pdf
https://apcentral.collegeboard.org/media/pdf/ap-coordinators-manual-part-1.pdf
https://apcentral.collegeboard.org/media/pdf/ap-coordinators-manual-part-1.pdf

IRBERIRATFEROoster Submission Steps

ERTFIRECSVIY
Student Roster CSV file

MyAPChina
S N\I2{E Roster Import function

. A APEREmalHERERAER, RRSA RS — Email
. BARSUHASIHEACSVIES, HEHIER.

o IREFEFUECSVXEAAISOHZIREAN., F—REANREFERLVERIE, TREBLVESK, SRS ET
TR, élﬁuv)\ﬂ?z%ﬂ%ﬂﬁ Bl (S EMERIKE

EmailZ S Create student info and user

-t ==IN=} FHAEmMail R gERE, Check.ifem.ail account

address is existed
« MFAFEEMFRRIE, BESNMYEEFIIRIERNZRCSVIERIT, ES AR BEMYAPChinadAEE
B, FENEHENRBRERERE. IRBENRE, FHZE,

« IREHUECSVMHERBERE.

+ Email address must be the same for one same student, different students must not share one same email Check if current

address. subject meets all
rules

EYes

RIS ARHERE 2y : —
b VTR e s e

Create roster record and

associated to student info

« Make sure the file is CSV format with correct data.

BN

= INO

* Roster CSV file can be imported multiple times in batches. Try to upload with only a few data rows file on the

first attempt. If no importing error, then import multiple smaller batches for easier verification. BAIFAZRMyAPChinath4:

PAEEHBARERIB
Inform student to login,
complete personal info and
review roster

SANKEMAHREICR (RIMER

AIR)
Import failure records (visible to
coordinator only)

» After a record is imported, student email cannot be updated.

* Please import another roster CSV file with only exam subjects to add for the students. Exams already
imported cannot be removed from MyAPChina, students can decide during payment step. They can choose
not to pay if they won't take that exam.

* Any file name can be used for Roster CSV file. PROMETRIC :.

Copyright 2025 Prometric. All rights reserved.



AP%ELIE'I\%E Login MyAPChlna https://www.theportal.cn/myapchina

MyAPChina

© CN 12:2249 ! 56 EB 12:23 94 »! 56 EE
o ® CN
X < Q e
Prometric FR5
e BRHA (R ARLET &
i
BRIABTAZHB, XEARS
REEREN, MY, ENSES. -
S EEAABHE TR 0 MyAPChina

MyAPChina

< &[E

© 38, SYsEakE e

EREAR

[lv§-4
REER
fL
HiETREAASHES e et s
< i
o XEXGUSIER: 1-CERGUEERE, 2-RBIARE "HEE, 3-miEPrometric RS, 4-RRIFARS. ERFUSHREI. WNRAEFER, SRl
« 5- WJif§EFICollege Board RFRIAPE IR RAVH[FEMBLIE (BUABEHEIENER) |, REIRBESIED, .
Using WeChat is optional. If you do not want to

« Subscribe WeChat account: 1-Use WeChat to scan, 2-Press to OCR the QR code, 3-Click use, skip to next page.

Prometric fiz53%, 4-Click to subscribe public account.

* 5 - Must use AP Coordinator email address from College Board system (otherwise, login cannot be
granted), click to get verification code.

Copyright 2025 Prometric. All rights reserved.
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AP%EE JlEIl\ = % Logln MyAPChlna https://www.theportal.cn/myapchina

© CN - -« AXREAS, EiR(ERHREIEM, SiFEE
1ELIA,

« WRfsEFECollege Board RARRIAPEIERAY
HRFEELE (BNAREEHIENER) .

My APChina o LS 1 -Eﬁ)\EBfF’éiﬁ%iHDE EE.'J
o 2-UIAERESR, mAEEIERS, LAEH
o Va—— 1TER, IBEICER,
Eren —
L — « Use email to register directly, choose
....... WE— 9 s password option.

¢ Must use AP Coordinator email address
from College Board system (otherwise,

A E—— — T * 1-input email and password.
WA EiE (BRI 5 (RRFARTE) s (HFRFG = (SRRE) . iy " .
! « 2-click to get verification code to register,
please remember your password.

PROMETRIC %+
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AP%ﬁfﬁiﬁyéi Login MyAPChlna https://www.theportal.cn/myapchina

©® CN v

MyAPChina

wME =B

Ealliy 4=5a0)

3

HEE R h BRI E
MyAPChina wE———

Hi, hi Em m
s . 9 SicEs
TSNSV T S ——

Ae 52 (AR 5 (BB

SEHEEE https://www.theportal.cn/myapchina BIBI 58] B IFRaES

« -ZEWIE, 2-FAPEERERFETIREEIUERD, 3-HAIRIES. STRARFIER.

» 1-Security check, 2-Find the verification code in AP Coordinator email box, 3-Input verification code.

Complete new user registration. -
PROMETRIC [*+

Copyright 2025 Prometric. All rights reserved.



AP%:EQUEI{%% Login MyAPChlna https://www.theportal.cn/myapchina

. - BEWRPER

. 1. APEIERHS

IBRHETEER 2. APEERFNE
s 3. APEREE (S, BNAREES

)
4. APEIRETR

Jmmmwly

(1)
" F4)
s 9 « Complete user info
* FRIE 1. AP Coordinator name

694000 e 2. AP Coordinator mobile number
3. AP School Code (must be accurate,
o otherwise authorization will be failed)
4. AP School name

" FHER
ALFAPFIE

PROMETRIC %+
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AP%:EQUEI{%% Login MyAPChlna https://www.theportal.cn/myapchina

MyAPChina @ -

WREF A STAWAPRO Setup, HEESERERIIAPEER Emaitiit
R U MbgiEal. ERE, HiilEERiSCollege BoardtiEIAE, &7
BFEE. EEEEENSTRIEME, FETERFRGEE.

If your school has completed APRO Setup, and you have used correct AP
Coordinator email address and school code to register. Please wait, we will
manually authorise your access after we got confirmation from College Board.
Please pay attention to email of authorisation completion, and try to login
again.

Copyright 2025 Prometric. All rights reserved.

ERE, IRETFREFFEN, &
i1181E3R5 College BoardffBIAIG,
FRIHTIEN. 1BEEEREEN
SSRkER{EER.

After login, if it shows Pending
Authorization, we will manually
authorize your access after got
confirmation from College Board.
Please check email of
authorization notice.
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FFaE N Start import

. BEAAPRORZH
1. BREMNCMEREER (&5

. = APERR & 237, 1Mm '%')\] o
% APiES _— L
o =) N3 OMEBHE iMEBr=Rk EArlh  BAK 2. 1'_\I_\__'\a_:1 {%EQ)\] ?R%Ho
| Ll 3. EEHEOYRE [SALEE]
il APEESER 2 SRS }g%ﬂo
I&s SAER EEERILEZNSA IHEsER

694000-

Bz RERITE

Import APRO roster file

1. After login, select [Roster

RS NEA(ZHF10005%, WN#BIZ 10005&1BDZIREA! Import] on the left side
menu.

2. Click [Roster Import] button.

3. Click [Import Data] button
on the pop-up window.

Q

Student First Name Student Last Name School (

|
IA

PROMETRIC %+

[

Copyright 2025 Prometric. All rights reserved.



S NE—E Import Step 1

RESNIE

=T BT FRETRILED

Genkrated on Septe...

OB

Student Roster - 694000 - Demo.csv
o

iltered by: Exam D...

Student First Name Student Last Name School Code

Grade

Xiaogiang Zhang 694001
Xiaogiang Zhang 694001
Xiaogiang Zhang 694001
Xiaogiang Zhang 694001
Xiaogiang Zhang 694001

Xiaogiang Zhang 694001

SAITTEEE, 0157

10th grade
10th grade
10th grade
10th grade
10th grade

10th grade

rin=3vA L

i

EEEIEAPROR BHENEXcel SN
.,

WMRBENHEETFET, BISEFIE
IRk, WERGIAE61T.

 Choose file

1.

Select or drag & drop APRO roster
file into Excel import window

If the roster file contains filter lines,
please select the correct header
line. It is line 6 shown on the
sample.
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S ANE 4 Import Step 2

RESAMIE o] RESAMIE X
=T FeifT v =T BT v
O

6 A Student First Name ) A Student Last Name § A School Code * | A Grade ¥ | A Email Address ¥ § A APID 6 A Course Enrolled In *§ A Class Section Name A Class Section Type ¥ A Teacher Name(s) ¥ A Fee Status ¥ | A Order Exam

7 Xiaoming Wang 694000 10th grade wangxiaoming@sch.. APID0001 7 AP Chemistry Class Demo Standard Full Year Standard No

8 Xiaoming Wang 694000 10th grade wangxiaoming@sch... | APID0O001 8 AP Art History Class Demo Standard Full Year Standard Mo

9 Xiaoming Wang 694000 10th grade wangxiaoming@sch.. APID0001 9 AP Microeconomics Class Demo Standard Full Year Standard No

10 Xiaoming Wang 694000 10th grade wangxiaoming@sch... | APID0O001 10 AP Seminar Class Demo Standard Full Year Standard Mo

11 Xiaoming Wang 694000 o 10th grade wangxiaoming@sch.. APID0001 11 AP Statistics Class Demo Standard Full Year Standard No

12 Xiaoming Wang 694000 10th grade wangxiaoming@sch... | APID0O001 12 AP English Literatur... | Class Demo Standard Full Year Standard Mo

13 Xiaoming Wang 694000 10th grade wangxiaoming@sch.. APID0001 13 AP Computer Scien... | Class Demo Standard Full Year Standard No

14 Xiaoming Wang 694000 10th grade wangxiaoming@sch... | APID0O001 14 AP Environmental S_.. | Class Demo Standard Full Year Standard Mo

15 Xiaoming Wang 694000 10th grade wangxiaoming@sch.. APID0001 15 AP Psychology Class Demo Standard Full Year Standard No

16 Xiaoming Wang 694000 10th grade wangxiaoming@sch.. APID0001 16 AP Macroeconomics Class Demo Standard Full Year Standard No

17 Xiaoming Wang 694000 10th grade wangxiaoming@sch.. APID0001 17 AP Calculus AB Class Demo Standard Full Year Standard No
SA 32 {TEER. 134L137) e > ] SA32TEEE. 13135 B

E 1. ﬁﬁgugjﬂ]Fﬁ:TzSI?EWH95’|‘§SI?E§UE§$HE7T=EQW§EEE,
2. na:&56],
Impo rtant! 3. BEANERRIERN M SRS RSN ERIASTE,
* Preview and confirm
1. Confirm if the 5 data columns marked in red frame match the content.
2. Scroll to the right.

3. Confirm if the 2 data columns marked in red frame match the content. PROMETRIC |
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S NFE =2 Import Step 3

. BRXHEEN
 mase a 1. MWIAFBIELRE, 5% (S

¥ A Fee Status * A Order Exam

EAET Student First Name Student Last Name School Code Grade Ema )\] j:l"ﬂ%ﬂ
Standard No R o
Xiaogiang Zhang 694001 10th grade zhar
Standard No
Xiaogiang Zhang 694001 10th grade zhar 2 ) ﬂﬁ;ﬂﬁﬁi A E ) ,'-\I—\-_'\T__I_:l H;Ey‘: ] j;ﬁ
Standard No Xiaogiang Zhang 694001 10th grade zhar
—
Standard No Xiaogiang Zhang 694001 10th grade zhar %Hm}izg %-%’-)\o
Standard No Xiaogiang Zhang 694001 10th grade zhar
Xiaogian Zhan 694001 10th grade zhar H H H
Standard No e ? ? » Submit file import
Xiaogiang Zhang 694001 10th grade zhar
Standard No
Xiaogiang Zhang 694001 10th grade zhar .
Standard No o 1 After columns matching
Xiaogiang Zhang 694001 10th grade zhar
Standard No Xiaogiang Zhang 694001 10th grade zhar confirmed, click [|mport] button.
Standard Mo Xiaogiang Zhang 694001 10th grade zhar
R Xiaogiang Zhang 694001 10th grade zhar 2. Can once again confirm, click
Xiaogiang Zhang 694001 10th grade zhar
Xiaogiang Zhang 694001 10th grade zhar [SmeIt] bUtton to fInISh rOSter
Xiaogiang Zhang 694001 10th grade zhar H
import.
Xiaogiang Zhang 694001 10th grade zhar
Xiaogiang Zhang 694001 10th grade zhar
Xiaogiang Zhang 694001 10th grade zhar
Xiaogiang Zhang 694001 10th grade zhar

PROMETRIC o+
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SAFEL

MyAPChina @ (a/=
9 APz N BESA -
] = 228
[ aAPES
BAILH
1= 1 694000-2024-09-23 12:19:06
AL APEESER
| BB \B@mEA
MyAPChina @ g/=]
1" Apzs ~ BESA -
) = 228
7 APIBsS
BAILH
I=

it APEERER

| BB ‘BBEA

Copyright 2025 Prometric. All rights reserved.

694000-2024-09-23 12:19:06

ShEEHEE HiEBsEnk

0132

2= Import Step 4

SR BAKH

0

0

i

v G

APHES

m 32

C 7, 1MEm
BRiFESA

) Alan Wu

i

v

e 117, 110

ShEEHEE HiEBsEnk

32/32

32

SR BAKH

26

6

APHES

m 32

IR

Alan Wu

BERSNRERE, IEEARE
ANRIHE. RDIFAMAIEE.,

IFFE3-53HLIES A\ 255
ER -]

After roster import submitted,
may check the import progress,
successful and failed number.

Please wait for import
completion in 3-5 minutes.
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BEAPIR2Z{=E Check AP Roster info

o E . APjREEEE

" oAeEs  APIRE - Y lc v|u =

\ g —\l_—_l_'—
‘ =  EEiE BASK e C 26/, 1A 1. JiEJEFAPTEg *ﬁlﬁ
| & APERS o
s v = 2 & URERIE] EBES)
I=
APEIE APSHE EEEHEE (BF) fI=iizs fi=#iAs TS APID IEJZIIjJ EIJ?E% {I:IIU‘ I D ﬁﬁli
e APEERER
1 Calculus BC - #f35) BC MLiu Xiaohua 055126 28— 08:00 APID0002 = L.FE'LEO
B =8 2 Environmental Science - FiER=F JLiu, Xiaohua 058138 88— 12:50 - APID0002 N\, —— \\/ A
\ o . 3. EREEESERNBEN T
3 Computer Science Principles - HH EHEFE JLiu, Xiachua 055158 £83M 12:50 @ APID0002 \%Ijj b \#/_E\@
4 Research - $7R1E3Z /Wang,Xiaoming 045308 E88= 23:00 APID0001 peis EE'L{T—]‘ 4
Biology - 224 Wang,Xiaoming 055050 S5 08:00 APIDO0O 4. E {%)\9&&&] ?‘W;IEIEE%)\
KMHY2 BB NEURE.
MyAPChina @ (/s a 3‘ AP R I
1 APE4g "~ AP?EE oY 2 Oster tab e
I— = mEE %A%mﬁo C s, 1@ 1. Select AP Roster menu item
AEmE &t Student First Name  Student Last Name  Course Enrolled In Order Exam APII . .
1= 2024-09-23 13:58:59 | E1-NMEHIE=AR BeR B SRR, Exam subject not available orf Xiaohua Liu AP World History: Modem No APIC 2' On [ROSter L!St] VIeW’ to CheCk
s APEERER 2 2024-09-23 13:58:59 | E1CRREIE SR BRI EER#ERE. Exam subject not available orf Xiachua Liu AP Music Theory No APIC SucceSSfu”y Imported rOSter
m s 2024-09-23 13:58:59 | E1CRREEEER BRI EERER. Exam subject not available orf Xiachua Liu AP Human Geography No APIC Info, and use pre'deﬁned
4 20240923 13:58:59 | E2 0BT Prometric EAiEE, S5 FEmEitiEDopEEES Xiaohua Liu AP Statistics Yes APIC SearCh OptionS_
2024-09-23 13:58'59 | E220Fi&E T Prometric S, IEENTRaE=ENEDop/EE: Xiaohua Liu AP Microeconomics No (other) APIC
soso | s R . 3. Can also use text search and
2024-09-23 13:58:58 | E4AEE#E (#i35) . Duplicated subject Xiaoming Wang AP Calculus BC No APIC i . .
customizable filter function to
find records.
%)GE%IEEI Reason of import failure . .
E1: R ERR Bkl B BFR$EER. Exam subject not available or name error. 4. On [Impc_)rt F_allure] view, to
«  E2:W0EEiSPrometric;EMEIR, BN AREE A IKIDrop/EBEFSA. To register exam via Prometric, must drop from check failed imported roster
your school exam only section or other providers. info and reason of failure.
+ E3:FTXAPID, Invalid APID. o
+ E4ESREB (ffR%9) . Duplicated subject. PROMETRIC -
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TEHFIHFEIE Change Calculus subject
. EETEHESHEER

1T 98 APz “ APHRE -
= EaYE= B
=i J | & aPEs —_—
T
H] &=
ZHmAPEH APZE Eiullk
. &;ﬁgggﬂgﬁig v 9 HeEE 1 Calculus AB - R4 AB 3], /1E/Liu, Xiaohua 0581
— 2 Environmental Science - BRERF 3. 7)ElLiu, Xiaohua 0561
° ,ﬁﬁﬁfﬁ?ﬁ%ﬂ%ﬁggg o 3 Computer Science Principles - I EHl/FE H)./14E/Liu, Xiaohua 0551
Calculus AB - #7343 AB
* Click the line of the Calculus :
AP EWEE
to change N/ iu, Xiaohua SmAPHE
. . Calculus AB - 745 AB
+ Click [Change subject] button = =zarss
on top of the pop-up window Calculus AB - (3 AB Rkl /
_ APEL] | / . l
» Select the subject to change Calculus BC . 84833 BC

Standard

s HEFOFNRIETEE
« Click OK button to submit the Only payment pending subject can be changed

change TRRS

AP Calculus BC | 2025-05-12 08:00 |

to
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EH APz 250E Export AP Roster data

. ,|-‘|_‘-_|\a_zl [TE%?U;E] ?m’ [E] myAPChina @ s

. - K. Apﬂg
EHICREIExcelS 4, I8 e
, = IE&Tl=E =P
| (4 APIE®

« Click [Roster List] view, . Hmgs = ¢ S >

to export records to - ] APEE ar= N =
me APEES
FHETEIESHA Excel JLiu,Xiaohua 05

SRR JLiu Xiaohua 05

Excel file. m s=eN

SHFAEFRE JLiu Xiachua 05

Efth
PIFTHER
EEftsheet SRR
InESH O

S
Excel 7 ( xsx) CSV 3% (.csv)

EHEExceBEER @

PROMETRIC %+
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APEIE RZEHM AP Coordinator Dashboard

[E] MyAPChina ® A

¢ {ﬁﬁﬁ %:EEJ'E'\E *}i?&ﬂ{fﬁ 18 apss '\APEEﬁEE a
E*E g i;:_l: }Eo & APIER SAME ANEERERSGIE

[ 1= ® 5 ® &l ° &iE

|4

»
- (o

| A% APmmEEE

« Use coordinator @ awen \
dashboard to monitor o e
progress. o

i PIES e
o

‘R 25 (80%)

PROMETRIC %+
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BXZXFA]] Contact for support

_ _ MyAPChina @ A a z
« APExamChina@prometric.com =
. 98 Apmes ~ I8 - Q Y i & EFEAL]
« YIRABEERMyAPChinafiuh, 5 . = Tenm 165, 11E
. Ty 4 APIRS —
AHBER BRI ER B, Teps w2 wBEs  Bsm BE 0 ER 0 == SEs

Please send to email above if there ' — e

. _ Tmips  ITame AIEERE = *=
is an issue login MyAPChina. me APEIRREIR : _ .
1 Y25-0005 2024-09-23 T
L 0 sSmEA
. 12ZZT B Submit Work Order = o
= ~ s —_ E--L
- HthRFPIRIERE, BRI,
For other issue, please submit J—
Work Order. AP-T E1#0000094MEFERE-Work Order Completed = lboxx - 3
N s N She=
° I%%EE;TE}EEE , géﬁ&lﬁmlz{q:ﬁ 2 BotNoReplyi&ZIEI& <botnoreply@prometric.net.cn= Wed, Sep 8, 11:31 AM (4 daysago) Yy J—
- tome =
%Do T RONE S, EEREE, maAS =S
Emall nOtIflcatlon WI” be Sent after Your issue request has been completed, please login and verify.
(S ssue [WBESA? ] o
Work Order has been completed. e o
https:/fwww prometric.com_cn/myapchina 24
iBfia
AP ChinaZ=ig

PROMETRIC %+
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2025-26 APE R IR Z BEZ S 7%

Zoom Webinar Recording

AP China Exam Registration Prep Webinar for AP schools

PROMETRIC


https://collegeboard.zoom.us/rec/share/FWLEGlJiXptUuugoiokBUlqAG9xrfDlfD1bivc43E_6lZsMx9iicX2ecaHZvGxBY.DehU4RGOm6RWiuU2
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