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Introduction
Test takers receive their PTE scores through a secure online portal, called myPTE, which they use 
to view and to assign their scores to institutions. To ensure we maximize the security of PTE scores, 
the Score Report Website (SRW) allows institutions to verify scores securely.

You should not accept paper or PDF copies of the score report.

The score report website address is https://srw.pteacademic.com. The site allows you to:

	c access assigned scores (or non-assigned scores using the Score Report Code)
	c print reports as PDFs
	c view and edit institutions and user accounts

This user guide takes you through the different functions of the Score Report Website.

System requirements

For PC-compatible computers

	● Operating System: Windows 7, Windows 8, Windows 10
	● PC browsers: latest versions of Internet Explorer®, Firefox®, Google® Chrome 
	● Browser versions: Chrome - v73, Safari - v12, Firefox - v64 IE - v11

For Macintosh Computers

	● Operating System: OS X 10.10
	● Mac Browser: Latest versions of Safari®, Firefox®, Chrome

For All Computers

	● Hardware: Modern processor 1.33 GHz or faster 32-bit (x86), Headphone or speakers,  
built-in or external; Microphone, built-in or external

	● Memory: 1024 MB RAM or higher 
	● Monitor Resolution: 1024 x 768 or higher
	● Plug-ins: Adobe® Reader 2015, Internet Connection: DSL, Cable/Broadband, T1, or other 

high-speed connection

For Mobile

	● Browsers: latest versions of Chrome and Safari

https://srw.pteacademic.com
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Searching for a 
Candidate’s Score

To access the SRW, please login at https://srw.pteacademic.com

There are two ways to search for a candidate’s score:

1.	 using their Score Report Code (SRC)
2.	 using their Registration ID

https://srw.pteacademic.com
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Both the Score Report Code and the Registration ID can be found on the test taker’s report:

PTE Academic example score report

PTE Core example score report
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The Score Report Code is a 10-character code. It may contain both letters and numbers, or just 
numbers, and can be found at the top of the test taker’s score report (if the test taker provides you 
with their score report).

The advantage of using the test taker’s Score Report Code to locate their score is that you do 
not have to wait for them to share their score with your institution. Entering the test taker’s Score 
Report Code will take you to their score report whether it has been shared or not.

The Registration ID is a 9-digit code (numbers only) and can be found underneath the test taker’s 
name on the test taker’s score report (if the test taker provides you with their score report).

To find a test taker’s report using the Registration ID, the test taker must have shared their score 
with your institution.
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When you login to the Score Reports Website, you will automatically be taken to the Score Report 
Code search screen.

To search using the Score Report Code, enter the code into the Score Report Code field and click 
on the Find Candidate Scores button. If the code is incorrect, the system will notify you that the 
code you have entered is not valid.

If you do not have the test taker’s Score Report Code, click on the I do not have the Score Report 
Code button at the bottom of the screen. This will take you to the Registration ID search screen.

Enter the test taker’s 9-digit Registration ID and click the Find Candidate Score button
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Validating PTE Scores
PTE Academic
When you enter a correct Score Report Code or Registration ID, you will be taken to an onscreen 
score summary for that test taker.

In the Scores Overview section, you will see the test taker’s Overall Score, a photograph of the 
test taker (taken on the day of the test), their full name, and more details on the test (Test Center 
information, Test Date, Validity date).

In the Communicative Skills section, you will see the score achieved for each of the Communicative 
Skills: Listening, Reading, Speaking, Writing.

Further down the screen, in the Skills Breakdown section, you will see an additional breakdown 
of the Communicative Skills. While in the Candidate Information section, you will find additional 
information on the test taker, including their date of birth and their country of citizenship.

Please note that if you are viewing a PTE Academic UKVI test score, the screen will additionally 
display the test taker’s SELT URN.
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Should you wish to retain a copy of this onscreen report, you can download a PDF by clicking the 
View as PDF button at the bottom of the screen.

This will generate an institution view of the report. You can then save or print this PDF as required.
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PTE Academic Online
The process for validating a PTE Academic Online report is the same as for PTE Academic, using 
the Score Report Code or, if the score has been shared with your institution, the Registration ID.

The difference is in the report itself, both with the onscreen view and the PDF version. This makes it 
easier for institutions to recognize which test they are validating.

Entering a Score Report Code or Registration ID for a PTE Academic Online test will display the 
below onscreen view. This view is very similar to the view for PTE Academic, but there are a number 
of differences to look for:

1.	 The color of the top header: PTE Academic is green, PTE Academic Online is purple
2.	 Test name: PTE Academic Online reports display the test name in the page title and in the 

Scores Overview section, below the candidate’s name and above the test taker ID
3.	 Test center information: PTE Academic Online reports do not display detailed test center 

information
4.	 Further information: the PTE Academic Online reports reference that the test was taken at 

home or in an office and not taken in a test center

All other parts of the onscreen score validation process are the same for both PTE Academic and 
PTE Academic Online.

If you use the View as PDF function, to view or store a PDF copy of the test taker’s report, you will 
see the same differences highlighted below.
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The images below show the PTE Academic and PTE Academic Online score reports side-by- side.
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PTE Core
The process for validating a PTE Core report is the same as for PTE Academic and PTE Academic 
Online, using the Score Report Code or, if the score has been shared with your institution, the 
Registration ID.

A different new header color is used for PTE Core to distinguish it from other PTE tests. Specific 
aspects of PTE Core score report include:

1.	 The color of the top header: PTE Core has a yellow header
2.	 Test name: PTE Core reports display the test name in the page title and in the Scores 

Overview section above the Test Center Country
3.	 Issue date: PTE Core reports display the date when the report was issued alongside the  

‘Test Date’ and ‘Valid Until’ date
4.	 Further information: the PTE Core reports reference that PTE Core is designed to test 

English language proficiency for a range of general purposes
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If you use the View as PDF function, to view or store a PDF copy of the test taker’s report, the 
report will be displayed as shown below:
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Exporting PTE Scores
Institutions can access all scores that have been shared with them during a specific period and 
export these as a csv file. This enables the results to be uploaded into other institutions information 
systems.

To access the export functionality, click on the Export data button at the bottom of the candidate 
search screen.

This will take you to a search screen, where you can set the parameters for your search. These 
include searching for scores shared to a specific program at the institution and start and end dates 
for the period you wish to search. You can only search for 4 weeks’ worth of data at the time across 
the 2-year validity period.
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Once you have input your chosen search parameters, hitting the Export button will perform 
the search. If there are scores available that meet the search criteria, these will be displayed 
underneath the search fields and a csv file will be automatically downloaded.

To input the data into your institutions’ information system, please check the instructions of 
knowledge base articles provided by your system’s provider. In all instances, you will be required to 
map the filed names in the csv to the comparable fields in your institution’s information system.

For help or further information about this, please contact your local PTE contact.
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Site Admin Users: 
Managing User Accounts

	

	

	

If a Site Admin is added at Institution level, then they can add, view and edit users at any level, as 
well as add or edit departments/schools and programs. A Site Admin at Department/School level 
can add, view and edit any users who have been added to their department/school and to any 
programs within that department/school. They can also add or edit programs to that department 
or school. A Site Admin at Program level can only make changes to users of details that relate to 
the specific program they have been added to.

There are two roles within the Score Reports Website:  Score Report User  and  Site Administrator.

A  Score Report User  can only view the institution’s profile and search for score reports, whereas a 
Site Admin has editing rights. These rights are linked to the level that they have been assigned to.

As a  Site Administrator, you have the ability to manage users for your institution. You can:

c  add new site administrators and score report users
c  update user information, such as first and last  name
c  re-send invitation emails for users to validate their accounts

The Score Reports Website is constructed across three levels: Institution, Department/School and
Program. Access permissions are linked to these levels, as per the below diagram.
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Every organization can assign a lead contact to receive all Pearson communications, ensuring full 
visibility of all updates across the organization. This role is particularly useful to prevent missing 
crucial score status updates, especially during staff changes or vacations. The lead contact can be 
designated when adding a new user, but cannot be edited later. 

To assign a lead contact, please contact your local PTE representative

Adding a new user
On the home screen, click on ‘Manage Users’. You will be taken to the manage users home screen 
for your institution.
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Click on the ‘View Users’ icon to be taken to a screen showing you all users. To add a new user, click 
on the ‘Add user’ button towards the top right of the screen.

The next screen requires you to enter the information relating to the new user.

For the username, create a username that reflects your institution’s username formatting 
conventions (if they exist). The username must not already be taken by someone else and the 
system will notify you if the username you are proposing is available. It is recommended to use the
email address as the username. You will not be able to update the username later on; you will 
be able to update the email address.
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Once you have completed all the details and clicked the ‘Create User’ button, the user will receive a 
validation email to the email address you have included in the profile. The email will come from  
no-reply@mail.srw.pteacademic.com. The email contains a button for the user to click, which will 
take them through the account validation process and create a password.

There are set password conventions for the Score Reports Website. These are:

	c 8 - 35 letters

Must include TWO of the following:

	c 1 uppercase letter
	c 1 number

May contain ONE of the special characters from the following: @ . _ -

If your password does not meet these requirements, you will see an error message.

The link in the email will stay live for two months. After two months, you will need to resend an 
invitation to the user. To do this, find them on the users list and click the pencil to edit their profile. 
Scroll down to find the ‘Resend Invitation’ button at the bottom of the screen. Clicking this will send 
a new validation email to the user.

If the user has been created but they have not validated their account, there will be a red 
exclamation mark in a circle next to their name.
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If a user has forgotten their password, the user can retrieve it by using the ‘Forgot password?’ link 
from the SRW login page.

The username or email address can be used to receive instructions on how to reset the password 
of the account.
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You will then see a list of users for your institution.

Find the user whose profile you wish to edit and click on the Edit (pencil) icon on the right-hand 
side. This will take you to that user’s profile screen, with all the user’s details pre-populated. You can 
edit or update any of the details on this page.

Editing a user
As a Site Admin, you can edit a user’s name. You can also change the levels of permission they 
have (department or program).

To edit a user, go to the ‘Manage user’ tab. You will be taken to your institution homepage (or 
department or program, depending on your own access permissions). To edit a user, click on the
‘View Users’ icon.
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Editing and Adding 
Departments

As a Site Administrator, you can add new departments/schools or edit existing ones.

Adding a new Department/School
Log into the site and click the Manage Users tab. The manage users home screen will open.

Please note, from this screen you can see whether your institution accepts PTE Academic Online. 
This toggle is view only, meaning you can view but not edit. To update this preference, please 
contact your local Pearson representative.

On this screen, click on the Departments icon. You will be taken to the Departments home screen.

Note, you will also see the “accept PTE Academic Online” toggle at the Department level. If the 
Institution accepts PTE Academic Online then by default, each Department will also. However, if 
the Institution does not accept PTE Academic Online, then the individual Departments can choose 
to accept. However, this toggle is “view only”, meaning you will need to contact your local Pearson 
representative for it to be amended.
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Click on the ‘Add Department/School’ button. This will take you through to a blank Department/
School profile page.
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Complete the fields for the department or school you are creating and click Save at the bottom 
of the screen. This will complete the department/school set up and you will be taken back to the 
Department/School homepage, which will now show the department or school you have just 
added. Please note that you will not need to enter a State/Province or a Zip/Postal Code unless you 
select United States or Canada as your location. Please also be aware that the code field is pre-
populated and unique to the department or school.
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Editing a Department/School
To change any of the details relating to a department or school, click on the ‘Manage Users’ 
tab. On the Manage Users home screen, click on the Departments icon. This will take you to the 
Department/School homepage.

Find the department or school you want to edit. If you wish to deactivate this department/school, 
simply toggle the button on the right-hand side. To make other edits to the department/school, 
click the Edit icon on the right-hand side. This will take you through to the department or school 
profile page.
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You can now make changes to any of the fields in this profile. You can also deactivate or reactivate 
a department/school by toggling the button on the right-hand side. When you have finished, click 
the Update Department/School button. Your changes will be saved and you will be taken back to 
the Department/School homepage.
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Editing and Adding 
Programs

As a Site Administrator, you can add new programs within a department or school or edit  
existing ones.

Adding a new Program
To add a program to an existing department or school, click on the Manage Users tab and then on 
the Departments icon. This will take you through to the Department/School homepage.

Find the department you want to add a program to and click the Programs icon. You will then be 
taken to the Programs homepage for that department or school.
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To add a new program, click on the Add Program button. This will take you to a program profile for 
you to complete. The address will be pre-filled using the department/school address, but this can 
be overwritten if the address for the program is different.

There is a field for you to select the level of study from a dropdown list. The options for this  
field are:

	c Certificate
	c Associated Degree
	c Diploma
	c Doctoral/PhD
	c Not Applicable
	c Non-Award
	c Postgraduate/Graduate
	c Undergraduate
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When you have completed all the fields, click the Save button at the bottom of the screen. You will 
be taken back to the Program home screen and you will now see the program you have created.

Editing a Program

To change any of the details relating to a program, click on the ‘Manage Users’ tab. On the Manage 
Users home screen, click on the Departments icon. This will take you to the Department/School 
homepage. Find the department or school the program is in and click on the Programs icon. You 
will be taken to the Programs home screen.
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Find the program you want to edit and click the Edit icon on the right hand side. This will take you to 
program profile page.

You can now make changes to any of the fields in this profile. When you have finished, click the 
Update Program button. Your changes will be saved and you will be taken back to the Program 
homepage.
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