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Instructors 

Am I an Instructor? 

Instructors receive benefits such as a free membership and course during the 

session(s) in which they are instructing an OLLI course. (This does not include OLLI 

Café presenters or presenters of any other special event or research lectures.) 

Step 1) Navigate to the registration system. 

A) To get started, go to olli.uconn.edu and click the “Take A Class Or Join OLLI 

Now” button. 

 

Step 2) Sign into existing account. 

All instructors have an active registration account. If you’ve previously used the online 

registration system, CampusCE, then sign in using the same username and password 

as you have in the past. If you’ve never accessed your online account, then you will 

need to use the system’s process for finding your username and/or resetting your 

password (see Step 2B below). 

A) Click “Sign In/Register” in the top-right menu. 
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B) Next, enter your username and password, then click “Sign In.” If you forgot your 

username, then click on “Find My Username.” If you forgot your password, then 

click on “Reset My Password.” 
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You know you’re signed in when your name appears in the top-left corner and you see 

“Sign Out” instead of “Sign In.” Now, you’re ready to register for courses. 

 

Step 3) Choose Your Classes. 

A) To add a course to your cart, start by clicking on the “Courses” tile. Then, choose 

a category that the course fits into. 
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B) Next, click the “Add To Cart” button under each course that you’d like to register 

for. 
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C) Clicking “Add To Cart” will add the item to your cart and make the sliding 

shopping cart pop up. If you want to add courses to your cart before checking 

out, then click “Return to Course Catalog” and repeat the process. When you’re 

ready to purchase the item(s) in your cart, click the “Check Out” button. If you get 

lost, or you are unsure, then refer to the pictures below. 

 

D) Next, review the item(s) in your cart to make sure you have everything you want 

to register for. If you want to remove an item, then click the “Remove Item” 

button. Then, answer the “How did you hear about us?” field by clicking the drop-

down menu and choosing an option. Lastly, click the “Check Out” button. 
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Step 4) Checkout 

A) On the “Check Out: My Information” page, make sure that all your information is 

correct. If any of your information needs to be changed, then click the “Edit 

Profile” button and make any necessary changes. Then, click the “Save 

Changes” button at the bottom of the page. If/when all the information is correct, 

click the “Next” button. 
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B) Next, on the “Check Out: More Information” page, mark the checkbox and click 

the “Next” button. 
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C) On the “Check Out: Payment Method” page, click the “Payment Type” drop-down 

menu and choose your preferred method of payment. Then, click the “Next” 

button. 
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If you are registering for your free instructor course, then you can choose the “Send 

Check” option and notify the OLLI office by emailing us at osher@uconn.edu. We will 

then go into the order and waive the payment. If you are registering for more than one 

course, then you can choose the “Send Check” option, email the OLLI office to let us 

know which course in your order you want to claim as your instructor course, and then 

mail us a check for the difference. We will then go into the order and waive the payment 

for that course and apply the check once it arrives. Please make checks payable to 

OLLI at UConn and mail them to OLLI at UConn, 99 East Main Street, Waterbury, CT 

06702. 

D) On the “Check Out: Billing Information” page, make sure that your billing 

information is correct. If it’s the same as your contact information, then click the 

“My contact and billing information are the same” checkbox. 

 

E) When you’re ready to continue, click the “Next” button. 
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F) Next, review the information on the “Check Out: Purchase” page. 
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G) If you want to change your billing information, then click the “Change” button by 

“Billing Information.” If you want to change your payment information, then click 

the “Change” button by “Payment Information.” When you’re done reviewing this 

page, click the “Purchase” button. 

Here is the check view. 

 

Here is the credit card view. 
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H) If you are paying with a credit card, then you will be brought to TouchNet, 

UConn’s payment processing site. Here, fill out your payment, account, billing, 

and contact information. Then, review the “Refunds Policy Agreement” section 

and check the checkbox. Lastly, click the “Continue” button and follow any 

remaining steps to complete your order. 

 

When done, you will be shown a confirmation page. 
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