
Accelerate Education - Batch Registration Process 
 
Accelerate Education’s Batch Registration Process is an asynchronous method for customers to 
batch-enroll multiple students, teachers, and observers. 
 
Who This Process is For 
 

Ö Customers who are hosted on Accelerate’s Buzz LMS; 
Ö Customers who anticipate a significant volume of enrollments; and, 
Ö Customers who require the support of automated email enrollment confirmations. 

 
Enabling the Batch Registration Process 
 
Customers must make prior arrangements to use the batch registration process. Interested 
customers may contact Accelerate Support and request that the batch registration process be 
enabled for their account. Please be sure to include (a) the customer name, and (b) the name 
and email address of the person at the customer organization who will receive summary emails 
that are sent out after every processing run. 
 
Upon receipt of such a request, Accelerate’s technology team will configure access to our SFTP 
site and will implement the required code changes needed to pick up and process all customer-
submitted files. 
 
How it Works 
 
At a summary level, the process follows these steps: 

 
 
Details 
 
1. Customer creates one or more CSV (comma-separated values) files with details of the 

enrollments to be processed. 
 
The Batch Registration Process will pick up and process three types of files: 
• USER FILES – to add students, teachers, and observers to the Buzz LMS. 
• ENROLLMENT FILES – to assign courses to students and teachers. 
• OBSERVER FILES – to associate observers with students they need to observe.  

1. Customer 
creates one or 
more .csv files 
with details of 
enrollments to 
be processed.

2. Files are 
uploaded to an 

SFTP file 
location 

designated by 
Accelerate.

3. Nightly, 
Accelerate will 

read and 
process any 

pending 
enrollment 

files.

4. Upon 
completion, 
enrollment 

confirmations 
will be emailed 

to all users.

5. A processing 
summary and 

error log (if 
applicable) will 
be emailed to 

customer 
designee.



Each file uploaded for processing must adhere to Accelerate’s file naming conventions and 
must follow exactly the prescribed formatting.  
 

User File "Action","Domain ID","First Name","Last Name","Email","Username","External ID" 
Enrollment File "Action","Buzz Course ID","User Domain ID","User Name","Role","Start Date","End Date" 
Observer File "Action","Observer Domain ID","Observer Username","Student Domain ID","Student Username" 

 
Of note:   

Ö each item must be comma-separated  
Ö each value must be surrounded by double-quotes 
Ö the only available action is “ADD” – drops and changes to user or enrollment records 

must be processed directly in Buzz 
 
Additional details on file formatting, including file naming conventions, date formats, etc., 
can be found in the _readme.txt file located in the customer’s SFTP location. 

    
 
2. Files are uploaded to an SFTP file location designated by Accelerate. 

 
Customers may upload files at any time, and customers are not restricted to one of each file 
type per processing cycle.  
 
 

3. Nightly, Accelerate will read and process any pending enrollment files. 
 

Accelerate’s automated process will look for any new files placed in the SFTP location. Files 
will be read and validated, and then Accelerate’s process will communicate with the Buzz 
API in order to do the required actions (add new users, enroll users, assign observer rights). 
 
Upon completion, the processed files will be moved into an /archive/ directory to ensure 
that the same file is not processed more than once.   

 
 
4. Upon completion, enrollment confirmations will be emailed to all users. 
 

An email confirmation will be sent to each user with information about the actions taken on 
their behalf. 

 
• If a student or a teacher is enrolled in a course, the email will contain a brief 

confirmation/overview of their new enrollment(s). 
• If an observer is assigned new students, the email will contain a confirmation of which 

new student(s) they are observing. 
• If any user is a new user, their email will contain their user credentials and a link which 

allows them to set their initial password. 



 
5. A processing summary and error log (if applicable) will be emailed to customer designee. 
 

Accelerate will send a post-processing summary email to the designated customer 
representative. This email will contain a summary of all actions taken, along with any errors 
that may have occurred.  Reported errors will include the associated file name and line 
number to ease in identifying and fixing errors. 


