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csus.edu/rensoc	
(short cut)

Click on Link to:	
Online Registration

Navigate to our Online Registration System



Click here to login as Admin



Use the email that is listed for the leader in the catalog

Use the designated password for the leader for Admin 
Program Access

Click on Log In

Log in with your administrative password

Note: This is NOT your member log in which uses your last name and RS number



Only shows years where you have led a program. If you are a 
new leader, it will typically show only the Current Year

Click on the current year



If you are teaching more than one class, 
all classes will be displayed

Click on the program you want

Key for number in each category
IP-E: In-person - Enrolled	
IP-EM: In-person - Enrolled Maximum allowed	
IP-W: In-person - On Waitlist	
IP-WM: In-person - Waitlist Maximum allowed

ZM-E: Zoom - Enrolled	
ZM-EM: Zoom - Enrolled Maximum allowed	
ZM-W: Zoom - On Waitlist	
ZM-WM: Zoom - Waitlist Maximum allowed RO: Recording Only - Enrolled (there is no waitlist or maximum)



Program Detail appears at the top

Be sure to review your program detail. If a change needs to be made, send an email to 
lorene.sarne@csus.edu 

mailto:lorene.sarne@csus.edu


Registrations appear below with enrollments

This is a hybrid class with all 3 delivery formats. The delivery formats displayed depends on 
the individual class type. 

Actions you can perform	
You’ll want to manage your enrollees first. 

Duck, Daffy	
Mouse, Minnie

d.duck@gmail.com	
minmouse@me.com

916-111-2222	
916-222-3333

In this example 45 have enrolled for in-person, 14 have enrolled in Zoom 
(neither has reached the max so no one is on the waitlist); 26 are enrolled in 
Recording Only. All delivery options are still open.

Duck, Daffy	
Mouse, Minnie

d.duck@gmail.com	
minmouse@me.com

916-111-2222	
916-222-3333

This class shows 45 are enrolled in In-Person, 14 are enrolled in Zoom, and 26 
are enrolled in Recording Only. There is no one on the Waitlist because the Max 
enrollments have not been reached. Therefore this class is still open. 



Waitlists

When Max number of enrollments is 
reached, enrollees automatically go to the 
Waitlist. When Waitlist Max is reached, the 
class status will show Full. 

Duck, Daffy	
Mouse, Minnie

d.duck@gmail.com	
minmouse@me.com

916-111-2222	
916-222-3333

Coyote, Wylie wcoyote1950@gmail.com 916-111-2222

Click Edit to change enrollee status

A second list titled On the Waitlist appears 
below Enrolled. 



Click Edit next to an enrollee, who is Wait Listed, click Enrolled then OK

Change from Wait Listed to Enrolled

Note: You can only edit the status, not the member’s personal information

Coyote, Wylie wcoyote1950@gmail.com 916-111-2222

• Wait Listed members are in the date/time order they are 

added to the list	

• Enrollees are not automatically moved over to enrolled 

when there is an opening, you must move them manually 	

• You can also change Enrolled to Waitlisted



Actions you can perform

Export students to Excel	

 Make a PDF class list	

 Send email to enrollees

Duck, Daffy	
Mouse, Minnie

d.duck@gmail.com	
minmouse@me.com

916-111-2222	
916-222-3333



• Student information is automatically downloaded to your computer	

• This allows you to send emails to your enrollees through your personal email	

• Advantage is you can add attachments

Export Students (excel)

If you export the list, be sure to check it again 
each week for the first few weeks to see if 

someone else has enrolled	



• Add columns for attendance  	

• Also has emergency info right there for your meeting

As an added feature, it allows you to track attendance



• If you want to track semester to semester, set up different worksheets	

• But all in the same workbook	

Use Exported Excel For Attendance (con’t.)



Printable Class List (PDF)

Good to have on hand in 
case of an emergency if 

you have not exported the 
Excel file



Send Email through the Program Registration System
Select your audience, 

enter your subject, 

enter the body of the 

email - standard 

formatting tools are 

available including a 

link tool - then click 

Submit. 	

This is an easy way to 

send weekly emails 

plus you know your 

student roster is 

always up-to-date
Body of the email

Once submitted, note on top of screen verifies it was sent. 



Tips for sending email through the Program Registration System

1. In subject line include name of program 	

2. If sending the link, tell them it is a link in subject line	
3. Include your name, email and maybe even phone in the body	

4. Basic format changes can be made – not all of them are enabled



Add links to your emails for recordings and other resources
Click on the Link icon then enter your URL in the pop-up box

Keep in mind that you cannot add attachments, however, if you have a cloud server like Dropbox, you can upload your 
documents there then add a link to them in your email. 



Participants email
What we put in the subject line is what the enrollees see

Members may enroll 
in multiple classes so 
you want to make 
sure your subject line 
is distinctive. 



If you have any questions, send an email to rensocit@csus.edu and a member of the 
Tech Team will get back to you. 

mailto:rensocit@csus.edu

