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Booking Exam Registration Process and System 
Guidance 
 
The DOOR2 is the online registration platform offered to private candidates (over 18) and 
parents/guardians of minor candidates (under 18) to support them to complete their registration 
journey to register British Council exams. This manual provides guidance for the registration 
process and system operation of booking exams, applicable to: 
 

- University Exams 
- School Entrance Exams 
- Professional Exams 

 

 

Part 1: Registration Process Guidance 

 

University Exams： 

 

Step What to Do Done By Timeline  

1 Apply to the university for taking the exam at the British 
Council Centre and obtain the consent from the 
university. 

Candidate after the university 
release their exam 
arrangement 

2 Submit the exam booking on the British Council 
registration system. 

Candidate 4 weeks before the 
exams 

3 Receive the exam arrangement from the university and 
upload it onto the registration system, then notify the 
candidate to complete the payment. 
 
* Candidate: Please remind the university to send the exam 
timetable to British Council at least 2-3 weeks prior to your first 
exam date. If the exam arrangement is not received, British Council 
are unable to upload the information to the registration system. 

British 
Council 

about 2 weeks 
before the exams 
 
*Subject to when the 
exam timetable is sent 
by the university 

4 Check the exam arrangement in registration system 
and make the payment if there is no problem.  

Candidate 5 days before the 
exams 

5 Print the examination confirmation letter in the "My 
Exam" page of the registration system, check the 
information of exam time and exam venue on it, and 
bring it with you on the exam day. 

Candidate 5 days before the 
exams or 3 working 
days after payment  
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School Entrance Exams： 

 

Step What to Do Done By Timeline 

1 Contact the school your children are applying for to 
confirm that the candidate will take the entrance 
examination at British Council office. 
 

Parent refer to the school’s 
admission 
requirement 

2 Submit the exam booking on the British Council 
registration system. Please select an appropriate date 
from the available dates provided by the registration 
system based on the test window of the school entrance 
examination. 
 
* Please note that British Council cannot adjust the available dates of 
the examination. If the available dates are not within the test window 
of the entrance examination, please discuss the exam date with the 
school you are applying for. 

Parent 4 - 6 weeks before 
the exams 

3 Confirm the exam arrangement with the school, then 
upload it onto the registration system and notify parent to 
complete the payment. 
 

British 
Council 

about 2 weeks 
before the exams 
 
*Subject to when the 
exam timetable is sent 
by the school 

4 Check the exam arrangements in the registration system 
and complete the payment if there is no problem. 

Parent 5 days before the 
exams 

5 Print the examination confirmation letter in the "My 
Exam" page of the registration system, check the 
information of exam time and exam venue on it, and 
bring it with you on the exam day. 

Parent 5 days before the 
exams or 3 working 
days after payment 

 

Part 2: Registration System Guidance 
 

Step 1: Log on 
 

• Please access the webpage through the Google Chrome：  

https://publicsession.britishcouncilexams.cn/   
 
 

Step 2: Log in or sign up 
 
• Existing Customer：Log in with password 

• New Customer: Click Sign Up to create your account 
*Please Note： 

- This website currently only accepts sign up with Chinese mobile phone number 
- This website only allows adults over 18 years old to sign up for account and exam 

booking. If you are under 18 years old, please ask your parent / guardian to sign up and 
register for you. 

• First login after signing up： 

• To ensure that you could receive our notifications in a timely manner, please select both 

https://publicsession.britishcouncilexams.cn/
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Mobile and Email as the preferred communication channel in My Account. 
 

 
 
 

Step 3: Select Exam 
 
You can select the exam you would like to book by clicking to check more exams under each 
exam category or searching for an exam. If the exam you want to book is not on the list, please 
contact British Council Exams Services Contact Centre: 
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Step 4: Read, accept and agree to comply with the registration agreement 
 

Step 5: Select a test centre and an expected test date 
 
Select a test centre and go to next step. 

 
 
 
- For booking exam, please submit your booking at least 3 weeks in advance, and for exams 
within the next 3 months. If your exam is expected to be after 3 months or more, please submit 
your booking later. 
 
- Please ensure that you have applied to the university/institution/school for taking the exam at the 
British Council Centre and have obtained the consent before submitting your booking. 
 
-Please note that if you are applying for the University Exams, after obtaining the consent from 
your university, please remind the university to send the exam timetable to us at least 2-3 weeks 
prior to your first exam date.  
 
-Please note that if you are applying for the School Entrance Exams, you also need to select an 
expected test date. Please select an available test date based on the exam window instructed by 
the school (We will open the test date for next 3 months only). For Professional and University 
Exams, there is no need to choose the expected exam date for professional and university exams. 
We will arrange the exam for you based on the exam timetable provided by the professional 
institutions or universities. 
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Step 6: Select/Add candidate 
 
You can register for yourself or others (including candidates under the age of 18). If you register 
for others, please ensure that you have obtained the consent of the candidate or their guardian 
and should pass the information on this website and other relevant communication to the 
candidate or their guardian. 
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Step 7: Fill-in exam related information 
 
Please read carefully and provide exam related information as requested. 
 
* If you are applying for the University Exams, please provide the following information to ensure 
your overseas examinations can be smoothly delivered in line with the requirements of your 
university.  
Contact person in the university should be the university personnel responsible for overseas 
exams. 
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*If you are applying for the School Entrance Exams, please provide the following information. 
British Council will contact the school according to the contact information provided by you and 
arrange the exams for you. 
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Step 8: Select a leaving type (For candidate under 18 years old only) 
  
Please read the “Child Safe Collection Policy” and the “Child Friendly Child Protection Policy”, and 
select a leaving type: 
 
If you select “Guardian/Authorized pick-up person”, please fill in the details of the person who will 
picked up the candidate. At the end of the examination, candidates need to wait in the designated 
area of the test centre for pick up. Invigilator needs to check the identity of the pickup person then 
handover the candidate and the pickup person needs to sign for confirmation. On test day, the 
pick-up person should bring his/her ID card to the test centre, please cooperate with the invigilator 
for this process. If you are confident that the candidate can leave the test centre by themself, 
please select "Leave alone". 
 

Step 9: Confirm and submit the booking 
 
Please check again and make sure selected exam and candidate information are correct.  
 
-Regarding the University Exams, we will upload your exam arrangement and payment 
information to the registration system after we receive it from your university (normally 2 weeks 
before your exam) 
-Regarding the School Entrance Exams, we will contact the school to confirm your exam 
arrangement according to the contact information provided by you. Your exam arrangement and 
payment information will be uploaded to the registration system once confirmed (normally 2 weeks 
before your exam).  
 
Please wait patiently and pay attention to the automatic notification sent by the system.system. If 
your exam arrangement has not been uploaded to the system one week before the first scheduled 
exam, please contact us. 
 
You can view the booking details and status in 'My Booking'. 
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Step 10：Confirm the exam arrangements and pay 

 
After receiving the payment notification automatically sent by the system, please check your exam 
arrangements in "My Booking" and pay the exam fee. This registration system provides various 
convenient online payment methods. 
 

Payment Method 

• Express payment 

• Online banking 

• QR Code Scan Payment 

• UnionPay Express 

• UnionPay payment 
 

 

 
 
 
 

Step 11：Print confirmation letter and take the exam 

 
Once the payment has been completed. Please go to "My Exam" page to view the exam 
arrangements and print the confirmation letter. The confirmation letter will be available for printing 
around 5 days before the exam or 3 working days after you complete the payment procedure. 
Please pay attention to the automatic notification sent by the system. 
 

QR Code Scan Payment: Wechat Pay, Ali Pay, UnionPay 
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