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Important points: 

You MUST submit your invoice to College Board and the State Department of 

Education (SDE) by June 15th. 

Use the “Generate Invoice” link. 
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Important points: 

Before you start the process, be sure you have copies of your packing lists as 

well as the number of fee reductions (Option 1) and the number of exams 

given that will receive the multi-exam discount (Option 2). 

Do NOT use your keyboard to advance – use the “Previous” and “Next” 

buttons at the bottom of the screen. 
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Important points: 

The total number of exams ordered will be prepopulated. 

The number of used and un-used exams should total the number of exams 

ordered. 

Do NOT use your keyboard to advance – use the “Previous” and “Next” 

buttons at the bottom of the screen. 
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Important points: 

Of the unused exams, they will ask you if any were used for a legitimate 

reason – reader copies, to replace alternate exams, etc.  Any unused exam 

that was used for a legitimate reason will not cost your school the $13. so it’s 

important that you let them know. 

Do NOT use your keyboard to advance – use the “Previous” and “Next” 

buttons at the bottom of the screen. 
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Important points: 

This screen is talking about the number of EXAMS.  Don’t get confused and 

put the number of students. 

Do NOT use your keyboard to advance – use the “Previous” and “Next” 

buttons at the bottom of the screen. 

 

 

Asking for NUMBER OF EXAMS not NUMBER OF STUDENTS 



Important points: 

This is what your invoice will look like. 

If there is a problem with the invoice, click “Edit Invoice” and make corrections. 

You’ll click “Submit”, but you must also print and mail in a copy of the invoice 

to College Board along with payment.  You also need to mail a copy of the 

invoice to me. 

Check lines M and N.  Those are Option 1 (M) and Option 2 (N) exams.  Be 

sure the number on line N matches the Supplemental Roster. 
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Important points: 

This is what your invoice will look like once you’ve hit the “Submit Invoice” 

button. 

If it’s incorrect, click on “Edit Invoice” and go through the process once again 

making corrections. 

If it’s correct, click on the “Print Invoice”.  It will print 3 copies of the invoice – 

one for you (School Copy), one for me (State Copy) and one for College Board 

(Program Copy). 

Fill out the AP Coordinator information.  Be sure to include information where 

you will be available during the summer.  If you want to appoint someone else 

for that duty, put their name and contact information.  They will need to know 

how to log into the College Board website in order to amend the invoice if 

necessary.  They will also need access to the Supplemental Roster.   

Sign the form signifying that it is, to the best of your knowledge, correct, then 

print your name. 

Once you print the invoice, get the check or other form of payment and mail 

both to the address on the invoice for College Board. 

Then, mail the State Copy to me.  My name, address and fax number are on 

the invoice.  If you don’t mail in the invoice to me, I won’t be able to pay the fee  



reductions, and College Board will bill your school for those funds. 

 

Use Print Invoice button on this page NOT the print function on your browser 

10 



My contact information. 

The phone number rings directly to my desk so you can call and get me 

whenever you need. 

I’d be happy to go through the process with you on the phone, so feel free to 

call if you need me.  I’m here from 8:00 am to 4:30 pm daily. 

Good luck! 
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