
Batch Registration

Registering students as a group with 
and without testing accommodations



What is Batch Registration?
● Batch registration allows you to register a group of students for 

this test instead of having each test taker’s parent/guardian 
register on their own.

● There is no limit on how many batch registration templates you 
can upload to an individual test.



Notes
These instructions will show you the batch registration process from 
start to finish.*  The main steps are:

1. Create a test
2. Start a batch registration for the test
3. Confirm parental consent
4. Select if you’d like scores or to be a Score Advisor
5. Download and complete a CSV spreadsheet template with student 

information
6. Upload the spreadsheet
7. Verify student information
8. Confirm proper completion

*If you will be using fee waivers or registering students with approved testing 
accommodations we recommend you read through the entire process before 
beginning since those require additional steps to be completed first.



Notes (cont’d)
Basics — Parental Consent
Before uploading batch registration information for most tests, you 
will need to ensure you have parental consent to provide Personally 
Identifiable Information (PII) to The Association.  PII might include 
information like the student’s name or date of birth. 
● Flex or Standard – You need to either have parental consent by:

○ Getting a signed consent from each parent/guardian (shown in later steps)
○ Having ‘in loco parentis’ or a similar legal agreement granting you authority 

to provide each student’s PII—many boarding schools already have such 
authority.

● Benchmark – As a research study benchmark administrations do not require 
parental consent.

It is important to remember that you must have parental consent 
BEFORE submitting any student information.



Create a Test Date
● Login to your MAP Member Access 

Portal (MAP)

○ Enter your username and 
password

● Visit Test Administrator Training to 
Schedule a Test

https://info.enrollment.org/e2t/c/*W34Z4By86jC26N5ly2ktmXb-W0/*W4L_lzm7FM2CKW7ksV9k99ZMqS0/5/f18dQhb0S5fk8XJ89lW44FH5s50RnyCW4cH6py1hkRypW1FSlWr56qZCNVcnTGj97k469W1n3kJC7dcSKJW4vFpLQ999f65W6PVKcr6N3nBLW8xGZNL73WCwMW2z8Q2k7b_7qYW1P-g436p-tgNW7mT_ZN6Bt4HJW1_Qrvg1Y_Y5JW2D9CQb1fwyVVW6yBPJM30q893W2kGjZw6qQx-dW6KYQXB3jxWlJW3VVkFJ4LG55JW3yZDDx2yq7xHW5TkmS53s4YV_W2ybWzF2CYK4CW36Tlk041ZkvyW5-qYZQ4cRfgwW3QLgql6gcnpZW3K4Hv73JPlP4W3dhg984LLb9TW4GHG4z5frNYnW47BDHH4RZjW9W2Jdf033sm5QDW3gsFQp2p3lC0W7k-2C-3m2qZTN1zW062zD-dgW1tMt1r5KVX92W83C4jx4-5-WKW6pTS3261lPZvW25r_Pm4Hy19bN5NDrSXn41n_N8X7jb9hG8f_W82wCz18jTDfmVcYJKQ7dJ18nW2SYgtW2bpbHM0
https://info.enrollment.org/e2t/c/*W34Z4By86jC26N5ly2ktmXb-W0/*W4L_lzm7FM2CKW7ksV9k99ZMqS0/5/f18dQhb0S5fk8XJ89lW44FH5s50RnyCW4cH6py1hkRypW1FSlWr56qZCNVcnTGj97k469W1n3kJC7dcSKJW4vFpLQ999f65W6PVKcr6N3nBLW8xGZNL73WCwMW2z8Q2k7b_7qYW1P-g436p-tgNW7mT_ZN6Bt4HJW1_Qrvg1Y_Y5JW2D9CQb1fwyVVW6yBPJM30q893W2kGjZw6qQx-dW6KYQXB3jxWlJW3VVkFJ4LG55JW3yZDDx2yq7xHW5TkmS53s4YV_W2ybWzF2CYK4CW36Tlk041ZkvyW5-qYZQ4cRfgwW3QLgql6gcnpZW3K4Hv73JPlP4W3dhg984LLb9TW4GHG4z5frNYnW47BDHH4RZjW9W2Jdf033sm5QDW3gsFQp2p3lC0W7k-2C-3m2qZTN1zW062zD-dgW1tMt1r5KVX92W83C4jx4-5-WKW6pTS3261lPZvW25r_Pm4Hy19bN5NDrSXn41n_N8X7jb9hG8f_W82wCz18jTDfmVcYJKQ7dJ18nW2SYgtW2bpbHM0
https://www.enrollment.org/resources/test-administrator-training


Start a Batch 
Registration Now
If you plan to register students 
immediately, via Batch Registration, 
simply click on the Batch Registration 
button to get started.



Start a Batch 
Registration Later
If you wish to register students at a later 
time, you can return to this test under 
Upcoming Tests. 

Select the test you want to register 
students for by clicking on the + (plus) 
key next to the date. Then select the 
Batch Register This Test link.



Reminders!
Testing Accommodations
If you will be registering a student that needs testing 
accommodations, ensure they have already created an account, 
requested all accommodations, and been approved before 
proceeding.
Fee Waivers
If you will be using test fee waivers, make sure you have created bulk 
or individual fee waivers before proceeding.
Parental Consent
You must have parental consent before proceeding.



Parental Consent - 
Step 1
Indicate how you have parental consent.

● If you have ‘in loco parentis’ or 
equivalent, select the first option.

● If you have consent via signed SSAT 
provided consent forms, select the 
second option.**

**You can access the consent form or 
request EMA to send you preprinted paper 
forms where highlighted below.

No parental consent is necessary for 
benchmark registrations.



Scoring Options - 
Step 2
Indicate if you’d like to receive scores* for 
these registrants and if you’d like to be a 
Score Advisor

● A Score Advisor is able to see 
scores and report those scores to 
other score recipients on behalf of 
the test taker.

*You will NOT receive scores if you do not 
select one of the options.



CSV Download - 
Step 3
Download the CSV file template file and 
complete it with the test taker 
information (see CSV tips on the next 
slides)

Do not include any test taker for whom 
you do not have parental consent.



CSV Tips– General/Info Match
• Download the spreadsheet and save it as a .CSV Excel file
• Do not reorder, rename or add/delete columns 
• Columns marked with an *asterisk* is required
• Match accounts previously made by matching these criteria:

Same parent email, parent first name and parent last name 
required for parent match.

ALL 3 MUST MATCH 
EXACTLY

One of the following 
must MATCH EXACTLY

First Name Parent Email Address
Last Name Zip Code
Date of Birth Middle Initial



CSV Tips– Test Fee Waivers
If using test fee waivers, ensure you copy/paste them into 
the spreadsheet carefully.

In the MAP be sure you are creating 
Test Fee Waivers and not Application 
Fee Waivers, for students that need 
a test fee waiver.



CSV Tips– Student Emails
The email account entered for this student during 
registration is permanently and FOREVER linked in our 
system; and as such, may not be changed once an account 
is created. 

• Please DO NOT use your own personal or work email account 
or a “dummy” account when registering students. 

• In the case of divorced parents, only one email can be 
used/associated with the student record so a parent will have 
to confirm which email to use. Once a username/password is 
assigned to them, they can share that with each other so both 
parent can log in and see their child's information.



CSV Tips– Testing Accommodations
(skip this page if no testing accommodations)

Students requiring testing accommodations must create their own 
SSAT user account and complete the process of requesting special 
accommodations online BEFORE you can register them for testing via 
batch registration. 

Instructions for student requesting special accommodations can be 
found on here: Testing Accommodations

Once the student is approved for testing accommodation, you can 
include them in your spreadsheet (register them with 
accommodations). When you upload the spreadsheet, the system will 
identify them with testing accommodations and you will apply them to 
the test.

https://www.ssat.org/pages/testing-accommodations


CSV Tips– Testing Accommodations
(skip this page if no testing accommodations)

Be sure the matching criteria is utilized here so that the system 
can find the account the student created with the testing 
accommodation affixed:

Same parent email, parent first name and parent last name 
required for parent match

ALL 3 MUST MATCH 
EXACTLY

One of the following must 
MATCH EXACTLY

First Name Parent Email Address

Last Name Zip Code

Date of Birth Middle Initial



CSV File Upload - 
Step 3
Use the Choose File button to select your 
CSV file that you saved on your computer 
using the template then click Upload 
Batch File.



Verify Student 
Information
After selecting Upload Batch File, 
individual registrant information will 
appear. Confirm the details for each 
student. 

Prior to clicking Submit, you can still 
make changes or additions to the 
spreadsheet. Once you click submit, you 
cannot alter your data in any way. 

Please take the time to be sure your data 
is correct.

The yellow box indicates this 
registration will create an account for 
this student. You may edit in this view, 
remove a registration or add a 
registration. 



Verify Student 
Information
● Check special accommodation

● Check spelling of name

● Check fee waiver number

● Check birthdate

● Check email address

If anything is wrong, you can remove the 
registrant from the batch by selecting 
Remove this student from the batch in 
the top right corner.

The green box tells you this student 
already has an account with SSAT. For 
special accommodation students this 
MUST be the case. Click yes to apply or 
no to not apply them to this test. You 
MUST take an action.



Adding Students
To add another student, select the Add 
Another Student button at the bottom of 
the screen.



Click Import
When you are satisfied with all the data, 
Click Import.

Be patient while the information loads. 
This window will open to notify you of 
your status. 



Confirmation and Payment Process

● The test administrator email on file will receive an email with an 
invoice within 30 day after tests are scored. Payment terms are net 
30 from when you receive the invoice. Do not include any payment 
with the returned test materials.

● The invoice is based on the number of tests successfully 
administered and returned to EMA for a scheduled test date.  

● Please help us support this process by completing your 
attendance roster on your portal (via post-test processing).

* Note: Fee waivers, if uploaded to column O during batch registration, 
will be applied to the final invoice.



Family Emails
Once you submit the Batch Registration, the parents of your 
students registered will receive an email regarding the SSAT 
registration.**
● Please alert your parents to your batch registration so they are on 

the lookout for emails from noreply@enrollment.org
● Ask parents to contact you if they do not get an email.
● If a student already had an account, they will be notified that the 

registration has been added to the existing account.
● If a student did not previously have an account, they will be notified 

of their new account, new registration, and how to login.

**Not applicable for Benchmark registrations



Student Roster
To confirm you’ve completed the Batch 
Registration, return to your test center 
page

● Click on the + (plus) next to your test 
date and view the details

● Click on the Student Roster and you 
should see all those batch 
registered



Student Roster
After clicking on Student Roster, a 
spreadsheet will open with the details for 
your registrants, including their 
registration IDs. 

● Adjust the columns to see more 
information in each column

● You can sort each column by 
clicking on the blue arrow at the top 
of each column



Thank you!

Contact us with any questions or concerns

Test Administration Support:
Email: testgroup@enrollment.org
Phone: 609-527-3877 
Monday- Friday 9am- 4:30pm EST 

Erica Molina
Support Services Manager
Email: emolina@enrollment.org


