
OLLI At American University

Online Registration and Payment System
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What Can You Do With It?

• Register for classes

• Drop or add a class

• Pay your membership dues

• Make a donation

di l i f i• Edit personal information

• Volunteer for an activity

• Get on our mailing list

Vi th l t t i f ti• View the latest course information
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Why Should I Use It?Why Should I Use It?

• Online registration is easier for you
N f d l d fill– No paper forms to download or fill out

– No postage
No checks to write– No checks to write

– You get instant confirmation when you register after 
assignments have been made on lottery day

• Its also easier for us
– Less paperwork for staffLess paperwork for staff
– Staff can spend more time improving service
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Can I Still Register By Paper Form?

• Absolutely yes. The online registration and payment 
system is strictly voluntary.y y y

• You can continue to send us registration forms and checks 
as you have done in the past.y p

• Your position in the registration lottery will not be affected 
by how you register.by how you register.
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What About Security?

• Your credit card payments will be made on a secure web-
site run by VeriSign, the industry leader in secure internet y g , y
payments technology.

• Your credit card information is encrypted using state of the yp g
art technology. No one in OLLI or VeriSign will be able to 
see your credit card number.
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Getting to our Web-site

Type our web address in 
b byour web browser:

www.olli-dc.org

Click on either of these 
two links to get to our 
online registrationonline registration 
system
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Screen for Online Transactions
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User Accounts

• You will need to create a User Account to access many of 
the features of the Online System.y

• Once you have created a User Account you will be able to 
log onto the system using the User Name and Password g y g
that you have chosen.

• Current members as well as new members will need toCurrent members as well as new members will need to 
create a user account.

• User Accounts protect your privacy and ensure that ourUser Accounts protect your privacy and ensure that our 
records are matched to the right person.
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Getting A User Account

Click here to create a new 
user accountuser account.
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Form For Creating A User Account

Name can be any 
of o r choice b t

Items marked with a “*” 
are required.

of your choice but 
will be asked to 
a different name if 
one else has already

en it.                                            
one else has already 

en it.                                            

Click this button when 
information is complete.

word must be 
een 6 and 12 

d icters and is case 
tive. Numbers or 
symbols can be 

LIR Solutions 10



Security Question

• When filling out the User Account form you will be asked 
to supply a Security Question and its answer. pp y y Q

• Create a question whose answer is likely to be known only 
by you -- for example, your father’s middle name.y y p , y

• If you forget your password, the system will send it to your 
e-mail address but only after you correctly answer youre mail address but only after you correctly answer your 
security question.

• This ensures someone does not impersonate youThis ensures someone does not impersonate you.
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Logging In

To log in, click the Login 
link or the link to a page 
that requires a login                         that requires a login.                                    

LIR Solutions 12



The Log In Screen

Enter your User Name andEnter your User Name and 
Password and click the Log 
In button. Remember, the 
password is case sensitive.
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The Log In Confirm Message

Once you have logged in, 
you will see a message here 
with your User Name.

You can now access the 
f t th t i l ifeatures that require a log in.

LIR Solutions 14



The Registration Screen

The welcome message will 
t ll if d ttell you if you need to pay 
your membership dues.
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A Sample Registration Request
User has elected to make a 
$25 donation, renew for 
one semester, request 3 , q
courses and  3 alternates 
and volunteer as a Study 
Group Rep for Course 113.

Click the 
Submit 
Button when 
selections are 
complete.
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Clicking Submit Takes You To A Secure Site

User has been transferred 
to the PayPal secure web-
site. Note the https address 
and padlock that denote a 
secure site where all the 
i f i i

Enter card number, 
card type and 

i i d information you enter is 
encrypted.

expiration date.
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Authorizing The Transaction

This screen appears when 
you enter your credit card 
information Click theinformation. Click the 
Authorize button if OK.
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Credit Approved

This screen appears whenThis screen appears when 
your credit is approved. 
Click the return to OLLI 
button.
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Returning to OLLI

You have been returned toYou have been returned to 
OLLI’s web-site with an 
on-line confirmation 
message. Your e-mail g
inbox will contain a 
complete confirmation.
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Viewing Course Information

Click here to view the latestClick here to view the latest 
course information.  You don’t 
need  to log in to view this page.
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The Course Schedule Table                       

Click on a column head to sort the 
t bl b th t l Cli k i

Click the Details button to view 
the course description and table by that column. Click again 

to reverse the sort.
the course description and 
instructor info.
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