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Click on Link to:
Online Registration

CSUS.edu/rensoc



Click here to login as Admin



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

Use your designated password for accessing the PRS

Click on Log In



Click on the current year

Only shows years where 
you have lead a program 
using that email



Click on the program you want



Export student to Excel

   Make a PDF class list

      Sent email to all enrollees



Exported Excel Report

You can save this file and if you want to email from your own email system, just
copy and paste the emails from here to your mail. 

This allows you to attach files if you want.

You can also check the registration date if needed to see who enrolled first if 
they are on a wait list.



Caution when sending emails

If you have over 49 enrollees, you should consider 
using the PRS email system

Some internet providers consider if 50 or more people are getting 
same email, it might be spam so it goes into the spam folder.

That does not happen with the PRS email system because it is 
sending out one email to each enrollee.



Printable Class List

Good to have on hand in 
case of an emergency



Send Email through the PRS

Choose Enrolled, Waitlist or All

Lots of options for 
formatting your text

Include program name in subject – 
doesn’t have to be full name

Body of the email

Text Color

Scroll over the different 
options to see what they are



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.



Back to this screne -  we can 
also edit the enrollment status



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

If they are Wait Listed, you can 
change to Enrolled

Wait Listed members are in alpha order, so you might 
have to export to Excel to see who registered first.

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



Access 
            Your 
                    Program 
                                   Data

The only real way you learn how to use it!



Watch 
 For 
   Email
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