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College Board School Code Request Portal User Guide
Getting Started
What is a school code?
A College Board K-12 school code is required to receive scores reports or administer College
Board assessments. Level | school codes allow organizations to receive score reports. Level Il
school codes allow organizations to receive scores and administer assessments.
What is the College Board School Code Request Portal?
The College Board School Code Request portal is used to request a new College Board school
code, update an existing Level | College Board school code to Level Il, and to update data for an
existing College Board School code.

How do you access the College Board School Code Request portal?

Visit schoolcode.collegeboard.org and create an account.

Is the College Board School Code Request Portal mobile compatible?

No. Users should access the College Board School Code Request Portal on a laptop or desktop
via a compatible web browser (i.e.: Google Chrome or Safari).

What is the expected processing time?

Processing time is approximately 7 to 10 business days from each submission. Virtual and
International entities may encounter longer processing time due to evaluation by multiple
review teams. Upon completion of a request, please allow 3 to 5 business days for the updates
to reflect across College Board online dashboards.

How will | know if my request has been processed?

The most up to date request status will be displayed in the user’s submission history.
Additionally, status update emails will be generated to the email provided at account creation.
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Starting a New Request

Once logged into the College Board School Code Request Portal, select the “Search to start a
new request” button to begin a request.

) CollegeBoard

School Code Request Form Homs  Sewch  Logout

Welcome, amcosma101

Search 1o start a request |

Figure 1 Start a new request

Next, enter the search criteria (country and institution name and/or zip code) and select
“Submit”.

School Code Request Form Home  Sewch  Logout

Select a Country *

United States v

search for your school by name, address, city, or state code *

Test High School

Zip Cade

Figure 2 Search for existing College Board Code

Review the search results and options.

1. If the organization has a Level | College Board School Code assigned and is interested in

updating to Level Il (administer assessments), click “Update to Level II.”
a. Please note: Updates to contact information and school data can also be made in
this form, if Level Il update and contact information are both required.

2. If the organization has a College Board School Code assigned and is only interested in
updating contact information or school data, click “Update.”

3. If none of the results match your institution, select “Not Found? Start a new School
Code Request.”

School Code Request Form Home  search
[ update | City: Clarkshurg
- - State: WV
Zip: 26307

994719 Name: LOUDOUN COUNTY PUBLIC SCHOOLS Active
-~ Address: 21000 Education Ct
[ update | ity: I
. ipdate /w City: Broadlands Opl\on 1
- g State: VA
Zip: 20148

109813 Name: SARASOTA SD DJJ & ALTERNATIVE Active 2
Address: 1960 Landings Blvd
City: Sarasota
State: FL
Zip: 34231

Option 2

| update

-
( Not Found? Start a new School Cade Request \ 4— Option 3
A /

Figure 3 Start a new College Board Code Request
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Update an Existing College Board School Code to Level II

After selecting “Update to Level Il,” users will be redirected to the College Board School Code
Request form which will be prepopulated with the data College Board currently has on file.

School Code Request Form

Home Search User Guide Log Out

© College Board School Code requests must be submitted by the head of school or district. Requests submitted by unauthorized users cannot be processed
School Info > Submitter Info
Organization Contact Information
Organization Name Is your organization a member of a school district or school network?
Please list the official school name including the individual campus distinction (if your organization Yes No
has multiple campus

‘ Please select the date your erganization was established
Test High School
mm/ddfyyyy a
Authorization Level
@ Level 1 Authorization: Required for schools 10 receive their students’ Pre-AP, AP Exam, PSAT, Does your organization share the address or building with anather organization?
SAT and other College Board test scores. Schools cannot administer AP, PSAT, SAT or other ) Yes No

College Board exams but can participate in the AP Course Audit and Pre-AP pragram
Has your organization ever used another name or operated at another address?

Level 2 Authorization: Required for schools to receive scores as well as administer AP Exams Yes Mo

and PSAT-related assessments and to apply to become a SAT Test Center.
Has your organization ever been assigned or used a College Board school code?
Yes [ )Mo

Organization General Phone Number
Organization General Website (home page)

Organization General Email

Figure 4 Sample of College Board Code Request form

Users should complete all required fields, then click “Next.” Users also have the option to click
“Save My Progress” at any time.

Academic disciplines offered:

D English D Math E History D Science

D Foreign Language D QOther:

[ )
D

Figure 5: Save progress or continue to next page
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If users enter data incorrectly, errors will appear in red.

School Code Request Form

0 c School © t be

Schaol Infa > Submitter Info

© Errors Occurred

There were invalid fields still in the form. Look for errors near your fields.

Organization Contact Information

Organization Name

Please list the official school name including the individual campus distinction (if your organization has multiple
campuses)

Test High School

Autharization Level

Level 1 Autharization: Required for schools to receive their students’ Pre-AR, AR Exam, PSAT, SAT and
ather College Board test scores. Schools cannot administer AR, PSAT, SAT or other Callege Board exams
but can participate in the AP Course Audit and Pre-AP program,

Level 2 Authorization: Required for schools to receive scores as well as administer AP Exams and PSAT-

related assessments and to apply 1o become a SAT Test Center

Organization General Phane Number

@ Phons number must bo at least 7 and oriy numaers

Organization General Website (home page)

Organization General Email

@ Field contain invald characters, Valid characters: A-2, a2, 0-5,

Figure 1: Examples of errors displayed

by the head of school or district, Requests submitted by unauthorized users cannot be processed

Home Seareh User Guide
Is your organization a member of a school district or school network?
Yes Na
@ requiea
lect the date your
mmiddiyyyy a [

@ Date must be in & format of MMDO/YYYY farmat

Does your organization share the address or building with another organization?

Yes No

@ feauired

Has your organization ever used another name or operated at another address?
Yes No

@ causa

Has your organization ever been assigned or used a Callege Board school code?
Yes No

[

Lo Out

After completing all required fields users will need to agree to the terms, enter their name and
click “Submit My Request.” Only submitted requests will be available for College Board

reviewer teams to evaluate.

School Code Request Form

0 College Board School Code requests must be submitted by the head of school or district. Requests

Scheol Info > Submitter Info

Disclaimer

Hore: search User Guide

by be

By submitting this request | confirm that all of the information provided is true and accurately describes the arganization named on this form and have the autharity to make this request. | understand that if any of the information

is false, deactivation of the school code andlor legal action may result
B iccept
Submitter

| Jane Smith

Figure 7: Submission page
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Update Contact Information or Organization Data

After “Update” is selected, users will be redirected to the Al Update Request form which will be
prepopulated with the data College Board has on file.

School Code Request Form tome  Search

[ close |

Al Update Request Form

Name Al Code Level: 2
HAMILTON HIGH SCHOOL Al Code: 171220

Al Status

Active

Visiting Address [: Shipping Address
Address
2506 WRd N

Address 2
Address 3

Country

United States

Figure 8: Example of Al Update Request form

If additional information is needed, users may utilize the “Additional Comments” field to
provide details to the reviewer.

Additional CommentS'\

Figure 9: Additional Comments

Users should enter updated data for the fields that require an update. Upon completion, read
the terms, click “Accept,” enter name of submitter, and click “Submit.” Only submitted requests
will be available for College Board reviewer teams to evaluate.

School Code Request Form Wome  Search

US Public School

Additional Comments

Disclaimer

By submitting this request | confirm that all of the information provided is true and accurately describes the organization named on this form and have the autharity to make this request. | understand that if any
of the information is false, deactivation of the school code and/or legal action may result.

Accept

Submitter

[ Jane Smith *

e B
( cancel )

Figure 10: Accept and Submit Al Update Request form
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Request a New College Board School Code

Fill the institution name field in the “Create a New Code Request Form” pop-up then select
“Submit.”

P

Create a new School Code Form X

School/Entity Name *

[ School/Entity Name J

Figure 21 New Code Request pop up

Users will then be redirected to the home page. On the home page chose an entry from your
submission history and click “Update and Submit” to continue to the request form.

Test High School Supporting Materials Submit History

Created: 1/13/2023
Last Updated: 1/13/2023 1.11:.58 PM
Status: Started (@)

( uploadfile ) Not submitted yet
~ -

s N P
I\ Update and Submit ) l\ Delete )

Figure 32 Update and Submit

Select which Level School Code your institution is interested in applying for then click “Submit.”

Choose Authorization Level X

Level 1 Authorization: Required for schools to receive their Level 2 Authorization: Required for schools to receive scores
students’ Pre-AP, AP Exam, PSAT, SAT and other College Board  as well as administer AP Exams and PSAT-related assessments
test scores. Schools cannot administer AP, PSAT, SAT or other and 1o apply to become a SAT Test Center.

College Board exams, but can participate in the AP Course

Audit, and in the Pre-AP program.

© Level 1: | want to become a score recipient

O Level 2: | want to become a score recipient and administer assessments

Figure 43 Choose Authorization Level pop-up
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Fill all required fields.

School Code Request Form Home  Seach  UserGuide  LogOut

. College Board School Code requests must be submitted by the head of school or district. Requests submitted by unauthorized users cannot be processed.

School Info > Submitter Info

Organization Contact Information

Organization Name Is your organization a member of a school district or school network?
Please list the official school name including the individual campus distinction (if you Yas Mo

has multiple campuses)

Please select the date your organization was established
Test High School
mm/dd/yyyy a
Authorization Level
Does your crganization share the address or building with another arganization?

Level 1 Authorization: Required for schools to receive their students’ Pre-AP, AP Exam, PSAT,
SAT and other College Board test scores. Schools cannot administer AP, PSAT, SAT or ather [ )Yes (_)No

College Board exams but can participate in the AP Course Audit and Pre-AP program
Has your organization ever used another name or operated at another address?

Level 2 Authorization: Required for schools to receive scores as well as administer AP Exams Yes | No

and PSAT-related assessments and 1o apply to become a SAT Test Center.

Has your organization ever been assigned or used a College Board school code?
Yes No

Organization General Phone Number
Organization General Website (home page)

Organization General Email

Figure 54 Sample of School Code Request Form

Users should complete all required fields, then click “Next.” Users also have the option to click
“Save My Progress” at any time.

Academic disciplines offered:

D English D Math D History D Science

D Foreign Language D Other:

< )
C -

Figure 65 Save progress or continue to next page
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If users enter data incorrectly, errors will appear in red.

School Code Request Form

Home Seareh User Guide

@ College Board School Code requests must be submitted by the head of school or district. Requests submitted by unauthorized users cannot be processed.

School Info > Submitter Info

@ Errors Occurred

There were invalid fields still in the form. Look for errors near your fields.

Organization Contact Information

Organization Name

Flease list the official school name including the individual campus distinction (if your organization has multiple

campuses)
Test High School

Authorization Level

but can participate in the AP Gourse Audit and Pre-AP program

Level 2 Autharization: Required for schools to receive scores as well as administer AP Exams and PSAT-

related assessments and to apply to become a SAT Test Center.

Organization General Phone Number

@ #hons rumber mast ba atlnast 7.and only rambars

Organization General Website (home page)

@ invalia URL antered, must follaw format nitgs:fyour-site.com

Organization General Email

@ Field contains invalid characters. Val cters: 109, @

Figure 16 Examples of error displayed

Level 1 Authorization: Required for schools to receive their students’ Pre-AF, AP Exam, PSAT, SAT and
other College Board test scores. Schools cannat administer AP, PSAT, SAT or ather College Board exams

Is your organization a member of a schoal district or school network?

Yes No
© Fequired
Please select the date your arganization was established

mm/dd/yyyy [=] !

0 oae
Does your organizatian share the address or building with another organization?

Yes No
O Fsquirsd

Has your organization ever used anather name or operated at another address?

ust be in.a format

DO/YYYY farmat

Yes Mo

@ Requied

Has your arganization ever been assigned or used a College Board schaol code?
Yes No

O Requied

Leg Out

After completing all required fields users will need to agree to the terms, enter their name and
click “Submit My Request.” Only submitted requests will be available for College Board

reviewer teams to evaluate.

School Code Request Form

@ college Board School Code requests must be submitted by the head of school or district. Requests

Schoal Info > Submitter Info

Disclaimer

Home Search User Guide

by users cannot be

By submitting this request | confirm that all of the information provided is true and accurately describes the organization named on this form and have the authority to make this request. | understand that if any of the information

is false, deactivation of the school cede and/ar legal action may result,
Accept

Submitter

Jane Smith

J

Figure 17 Submission page
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Submission History and Request Status

All requests (started and submitted) will be displayed to the user, including submission history

Test High School

Created: 1/13/2023
Last Updated: |
Status: Submitte:

Supporting Materials Submit History
4 Upload file N B View: 1/17/2023 10:56:09 AM
< B View: 1/17/2023 10:56:26 AM

B view: 1/17/2023 10:56:37 AM

| Update and Re-Submit |
\ J/

Figure 7: Submission History

The most current status information regarding requests will be displayed in the “Status” field.

School Code Request Form Home
Test High School Supporting Materials Submit History
E View: 1/17/2023 10:56:09 AM

B view: 1/17/2023 10:56:26 AM
B view: 1/17/2023 10:56:37 AM

Y
( view )

Figure 8: Status field

Additional information regarding the status is available by hovering over the “i”

nformation
icon.
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School Code Request Form Home  Search
Test High Schaa Supporting Materials Submit History
Created: 1/13/20 E View; 1/17/2023 10:56:09 AM
Last Updated: E View: 1/17/2023 10:56:26 AM

Status: Under Revie B view: 1/17/2023 10:56:37 AM

Vo
[ view |
\.

Figure 9: Additional status information

Any requests for additional information will be displayed in the “Additional Information” field.
Users should follow the directions provided in the “Additional Information” field and use the
“Update and Re-submit” button to return to the form.

School Code Request Form Home
Test High School Supporting Materials Submit History
Created: 1/13/2023 4 Upload file ™ Bl view: 1/17/2023 10:56:09 AM

t t
Status: Requires

23 11.24.04 Akl

E View: 1/17/2023 10:56:26 AM

nformation @) B view: 1/17/2023 10:56:37 AM
Additional Information Required: Additional information is required 1o

process your request. We were unable to web verify the address for your

organization. Please review the visiting address provided, update, and

resubmit

( update and Re-Submit _|\

Figure 10: Update and Re-Submit

Still having trouble?

Please contact Code Services for technical issues with the College Board Code Request Portal at:

cbcodeservices@collegeboard.org
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