
   

 
  

 

AP Coordinator Tutorial 

Ordering
Walkthrough of 
Online Exam Ordering 



 

    

  
  

  
   

 

  
  
    

   
  

 
 

Online AP Exam Ordering
 

•	 Ordering site becomes available in mid-to-late January 
at www.collegeboard.org/school. 

•	 Each AP Coordinator who returned his/her participation 
materials will receive an email containing an access 
code for the ordering website. 

• Schools with outstanding balances from the previous
 
year’s exams are not able to order AP Exams for
 
current year until their bills have been paid in full.
 

► More Information: A complete list of ordering deadlines 
is available on page 17 of the 2015-16 AP Coordinator’s 
Manual. 
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Education Professionals’ Sign In 
If you have already created an account to access AP Exam 
Ordering, AP Potential, PSAT/NMSQT Ordering, AP Course Audit, 
or online scores, you should sign in using your preexisting user 
name and password. If not, you will need to create an account. 
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Enter Enrollment Data
 

If you complete these fields, your score reports will include data to help your 
school gauge the equity and excellence of your AP program. 

If you do not have 
the enrollment data 
available the first 
time you log in, you 
may enter it later 
by clicking the 
“Enter Enrollment 
Data” link on the 
AP Exam Ordering 
menu. 

Enter the total number 
of students, not just AP 
students. 
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Request Fee Reductions
 
You must indicate 
before ordering how 
many exams will qualify 
for the fee reduction for 
low-income students. 

An online 
roster/calculator helps 
determine the total 
number of qualifying 
students and exams. 

Providing student 
names is optional. Only 
the total number of 
qualifying students and 
exams is required. 
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  Fee Reduction Roster
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AP Exam Ordering Home Page 
Please note that ordering exams for students testing after the standard 
exam period requires you to order separately using the Order Late-
Testing Exams link. 
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Order AP Exams: Step 1 
Indicate whether you want to receive preadministration materials
(for orders of 20 exams or more). 
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Order AP Exams: Step 2
 

Note: This screenshot does not show this year’s exam dates. 
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Order AP Exams: Step 3
 
• Enter the number of students testing. 
• Agree to the terms of ordering. 

10 



 

   
      

       
  

Choose Split Shipment (Optional)
 
Enables large-volume schools (150 exams or more) to return all of their
first week’s exam materials at the beginning of the second week of
testing, rather than storing them for the entire two weeks. 
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Additional Score Reporting Services
 
•	 After your exam order 

is submitted, you will 
be taken to the “Order 
Score Labels & Free-
Response Booklets” 
screen. 

•	 Schools can order 
additional score labels 
and free-response 
booklets on this page. 

•	 AP score reports are 
only available online. 
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View Cumulative Order
 

Note: This screenshot does not show this year’s exam dates. 
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Changing Your Order
 

•	 You may increase or decrease 
any order that has not yet
been processed for shipment. 

•	 You can edit any quantity that
appears in the 
Create/Change Order
column. 

•	 Orders that have been 
shipped or processed for
shipment appear under the 
Shipped column and cannot 
be decreased. You can create 
a supplemental order of these 
subjects by entering the 
additional number of exams 
you need in the 
Create/Change Order
column. Note: This screenshot does not show this 

year’s exam dates. 
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End of “Ordering” 

Also available at www.collegeboard.org/apcoordinatortutorial: 

► Other tutorial sections: 

• The Basics 

• Getting Started 

• Preparing for the Exams 

• On Exam Day 

• After the Exams 

• Exams Requiring Special Preparation 

• What’s New? 

► Links and downloads
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