
 
 

October 2024 1 

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 I school codes allow organizations to receive score reports. Level II 
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 I College Board school code to Level II, 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 I 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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Creating an Account 
 
The College Board School Code account is different from all other College Board Professional 
accounts. New users should visit schoolcode.collegeboard.org on a laptop or desktop and select 
“Create an Account” or “Sign up.” 
 

 
Figure 1 New Users: Create an Account 

Complete the required fields and verify your account.  
 

 
Figure 2 New Users: Account Creation 
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After the College Board School Code account is created, returning users should enter their log 
in credentials and select “Log In.”  
 

 
Figure 3 Returning Users: Log in 

The “Forgot Password” function can be utilized to reset the password for College Board School 
Code accounts.  
 

 
Figure 4 Forgot Password Page 
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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.  
 

 
Figure 5 Start a new request 

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

 
Figure 6 Search for existing College Board Code 

 
Review the search results and options.  

1. If the organization has a Level I College Board School Code assigned and is interested in 
updating to Level II (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 II 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.”   

 

 
Figure 7 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 II,” 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.  
 

 
Figure 8 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. 
 

 
Figure 9: Save progress or continue to next page 
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If users enter data incorrectly, errors will appear in red. 

 

Figure 10: Examples of errors displayed 

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.  
 

 
Figure 11: Submission page 
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Update Contact Information or Organization Data 
  
After “Update” is selected, users will be redirected to the AI Update Request form which will be 
prepopulated with the data College Board has on file. 
 

 
Figure 12: Example of AI Update Request form 

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

 
Figure 13: 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. 
 

 
Figure 14: Accept and Submit AI 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.” 
 

 
Figure 15 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. 
 

 
Figure 16 Update and Submit 

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

 
Figure 17 Choose Authorization Level pop-up 
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Fill all required fields. 
 

 
Figure 18 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. 
 

 
Figure 19 Save progress or continue to next page 

If users enter data incorrectly, errors will appear in red. 

 

 

Figure 20 Examples of error displayed 
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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.  
 

 
Figure 21 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.  
 

 
Figure 22: Submission History 

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

 
Figure 23: Status field 

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

 
Figure 24: 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.  
 

 
Figure 25: Update and Re-Submit 
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Still having trouble? 
 
Please contact Code Services for technical issues with the College Board Code Request Portal, via phone 
or email at:  
 
P. 866-609-2447 
E. cbcodeservices@collegeboard.org  
 

mailto:codeservices@collegeboard.org

