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csus.edu/rensoc
(short cut)

Click on Link to:
Online Registration



Click here to login as Admin



Use your email that is associated with the leader in the catalog

Use the designated passcode for the leader for Admin PRS

Click on Log In



Only shows years where 
you have lead a program

Click on the current year



Click on the program you want



Export student to Excel

   Make a PDF class list

      Sent email to all enrollees



If you want, save this file and you can email from your own email  

Allows you to attach files

             Check the registration date for wait list

Exported Excel Report



If you want, save this file and you can email from your own email  

Allows you to attach files

             Check the registration date for wait list

Exported Excel Report

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

Use Exported Excel For Attendance



Exported Excel Report (Cont.)

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

But all in the same workbook



Printable Class List

Good to have on hand in 
case of an emergency if 
you have not exported 

the Excel file



Send Email through the PRS

Choose Enrolled, Waitlist or All

Body of the email

Once submitted, note on top 
of screen tells you it went



Tips for sending email through the PRS

1. In subject line include name of program 

2. If sending the link, tell them it is the link in the subject line

3. Keep yourself on as Wait Listed and send the draft to you

4. Include your name, email and maybe even phone

5. Review format options – but not all of them work



Participants email subject line

What we put in the subject line is what the enrollees see 
when they look at all their email



Participants email itself

Bold and underline works
It appears that the rest of the 
options are not working yet



Add a link to your email to send a URL

Click on the Link icon and this pop-up menu 
appears for you to enter the URL

Keep in mind that you cannot 
do attachments



Back to this area, we can also 
edit the enrollment status



Click Edit on the enrollee, and 
then choose: Wait Listed or 

Dropped

Wait Listed members are in alpha order, 
export to see who registered first

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

Change from Wait Listed to Enrolled

Can change your status to Wait List if you are 
already enrolled 
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