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ONLINE ENROLLMENT FOR OLLI COURSES (SPRING II 2018) 

Before starting the online enrollment process, consult the catalog to decide what courses you want to take.  

Before You Begin Sample Course Description from Catalog 
 

• Make sure you know our Dolphin 
name and password to login.  

• If you have never logged on to myCI or 
if you need to reset your password, 
you must know your Dolphin ID. To 
get your Dolphin ID, call 805-437-2748.  

• Print the instructions and have this as a 
guide as you enroll.  

• Make note of the 4-digit class 
numbers for the courses you desire. 
Please see the sample course 
description below for where to find 
class numbers.  

• It may take up to 24 hours for fees 
to populate to your account once 
you have enrolled in classes. If fees are 
populating incorrectly, please contact 
805-437-3717. 
 
 

 

 

STEPS FOR ENROLLING IN CLASSES 
Instructions Screenshots 

Open your internet browser and visit 
http://myci.csuci.edu.  
 
On the myCI log in page: 
1. Enter your Dolphin name (first.last###) 
2. Enter your case-sensitive Dolphin 

password. 
3. Click on “Sign In” 

 
Note: If you have never logged on to myCI, you 
must click “Activate your account.” 

 
If your password is over 200 days old, you will need 
to reset your password. If you need to reset your 
password, the last four digits of your SSN most 
likely will need to be put in as XXXX. 
 
For more help logging on to myCI, visit Creating 
and Accessing myCI.  
 
 
 
 

 

 

 

http://myci.csuci.edu/
http://ext.csuci.edu/programs/osher-lifelong-learning-institute/course-info-enrollment/creating-accessing-myci.htm
http://ext.csuci.edu/programs/osher-lifelong-learning-institute/course-info-enrollment/creating-accessing-myci.htm
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Instructions Screenshots 
Once you are logged on to myCI, click “CI 
Records.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

You are now in the Student Center. Under the 
Academics section, click “Enroll.” 

 
1. Select term (Spring 2017) if you are given 

a choice. 
 

2. Click “Continue.” 
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Instructions Screenshots 
Select your class(es): 
 
1. Type in the four-digit Class Nbr (found in the 

catalog and on the enrollment form) 
associated with your course.  

 
Note, the catalog has two four-digit numbers. The 
class nbr is the number that starts with 3. 

 
The class number “2728” has been filled in on 
this example.  

 
2. Click “enter” to move to the next page. 

 
You are now at the Enrollment Preferences page.  
 
1. Verify the details of the class to ensure this is 

your desired class: 
• Day and Times 
• Instructor 
• Start/End Date 

 
This example shows Harvill’s class happening 
Mondays from 10am to noon at the Broome 
Library, Room 2325. This class starts Sept. 12 
and ends Oct. 31. 

 
2. If the class is open (indicated by a green 

circle), click on “Next” to put this class in 
your shopping cart.  
 
If the class is closed, no further enrollment is 
being permitted at this time. You must call 
805-437-2748 to be added to the wait list.  

 
Note, although a wait list option appears on this 
page, a wait list is not being permitted online. 

 
 

 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiW87fap4_OAhUW3mMKHZg8BNQQjRwIBw&url=http://www.drodd.com/html7/1.html&psig=AFQjCNGYEAHkiDkD4cr2d01EJ5BZvhfw2w&ust=1469559971007766
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjCgZL2p4_OAhUK6WMKHRaIAi8QjRwIBw&url=http://www.kidsgrooming.org/2.php&psig=AFQjCNGpdKCZCLARINK7alpGQtJYkvoilQ&ust=1469560044452916
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiW87fap4_OAhUW3mMKHZg8BNQQjRwIBw&url=http://www.drodd.com/html7/1.html&psig=AFQjCNGYEAHkiDkD4cr2d01EJ5BZvhfw2w&ust=1469559971007766
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjCgZL2p4_OAhUK6WMKHRaIAi8QjRwIBw&url=http://www.kidsgrooming.org/2.php&psig=AFQjCNGpdKCZCLARINK7alpGQtJYkvoilQ&ust=1469560044452916
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Instructions Screenshots 
The desired class is now in your shopping cart as 
indicated by the green box.  
 

A. To add another class to your shopping 
cart, type in another 4-digit class nbr and 
click “enter.” 

 
B. To remove a class from your shopping 

card, click the trash can icon. 
 
Continue this process until all desired classes have 
been added to your shopping cart.  

 

 
Once all of your desired class(es) have been added 
to your shopping card, click “Proceed to Step 2 
of 3” 
 

 
 

 

 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiNstDkuY_OAhVL32MKHadgBCIQjRwIBw&url=http://alliedexpresspackers.com/&psig=AFQjCNE3VWibMgG5N7MJt3wM6r9JeEUT5Q&ust=1469564839129935
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjJzNTEuY_OAhVbHGMKHaI8AvkQjRwIBw&url=http://www.iemoji.com/view/emoji/485/symbols/negative-squared-latin-capital-letter-b&bvm=bv.127984354,d.cGc&psig=AFQjCNHij-Gre0ecX4ydieVoGHl9RLbSWQ&ust=1469564766544137
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Instructions Screenshots 
You are now at the Confirm Classes screen. 
Click “Finish Enrolling” to complete 
enrollment.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

You are now at the View Results screen.  
 
If you receive a “Success” message, then you 
are now enrolled in the class.  
 
If you receive an “Error” message, then you 
are NOT enrolled in the class.  
 
Note, your spot has not been secured in a class 
until you receive a success message for each 
desired course. 

 
Return to Student Center to access online 
payment.  
 
In the drop down box in the upper right hand 
corner of the screen, click the down arrow, 
select “Student Center,” and click the go 
arrow icon.  
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PAYING ONLINE 
Instructions Screenshots 

You are now at the Student Center page. 
Within your student center you can: 
 
A. View your class schedule. 
B. View your account balance. 

• Note, it may take up to 1 business day 
for fees to populate to your account. 
Payment must be received on or before 
the first day of class. 
 
 
 
 
 
 
 
 
 
 
 
 

 
Once the correct fees have populated 
(sometimes this will happen automatically and 
sometimes it will happen within 1 business day 
of enrollment), click on “Make a Payment” 
if you would like to pay by credit/debit card or 
electronic check.  
 
Note, checks can still be sent to the main 
office. Visit Payment Methods and Pricing to 
see all options for payment.  
 
 

 
 

 

 

 

 

http://ext.csuci.edu/programs/osher-lifelong-learning-institute/course-info-enrollment/payment-methods-pricing.htm
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiNstDkuY_OAhVL32MKHadgBCIQjRwIBw&url=http://alliedexpresspackers.com/&psig=AFQjCNE3VWibMgG5N7MJt3wM6r9JeEUT5Q&ust=1469564839129935
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjJzNTEuY_OAhVbHGMKHaI8AvkQjRwIBw&url=http://www.iemoji.com/view/emoji/485/symbols/negative-squared-latin-capital-letter-b&bvm=bv.127984354,d.cGc&psig=AFQjCNHij-Gre0ecX4ydieVoGHl9RLbSWQ&ust=1469564766544137
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Instructions Screenshots 
Click on “Login to CashNet” to be directed 
to a secure-site for payment. 

 
Click on “make payment” in the red toolbar 
towards the top of the screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Click on “General Balance.” 
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Instructions Screenshots 
Ensure the amount owed is correct. If so, click 
“Add to shopping cart.” 

 

 
Click “Checkout.” 
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Instructions Screenshots 
1. Select your method of payment. You may 

pay with a: 
 

• Credit/debit card – A 2.75% 
convenience fee will be incurred by 
the student if choosing this method 

• Electronic check – No fee will be 
incurred by the student 
 

2. Click “Continue Checkout” 
 

 
Follow the written instructions for the 
method of payment you have chosen. 

Paying by credit/debit card: 
• Fill in all the required credit card information and click “Continue 

Checkout.” 
• Select that you acknowlege the 2.75% convenience fee and click 

“Continue Checkout.” 
• Click “Submit Payment.” 
• Once the payment has processed successfully, you will see a page 

titled “Transaction Approved.” A receipt for payment will be sent to 
your myCI student email account. 

• If you would like a receipt forwarded to a secondary email account, 
click “Email Another Receipt.” 

• For your own protection, always remember to log out and close the 
browser. 

 
Paying by electronic check: 

• Enter in the required bank account information and click “Continue 
Checkout.” Please double-check accuracy of information as a $25 
fee will be charged for funds returned because of invalid account 
numbers or insufficient funds.  

• Click “Submit Payment.” 
• Once the payment has processed successfully, you will see a page 

titled “Transaction Approved.” A receipt for payment will be sent to 
your myCI student email account. 

• If you would like a receipt forwarded to a secondary email account, 
click “Email Another Receipt.” 

• For your own protection, always remember to log out and close the 
browser. 

 
If you need further assistance with payment, you may email Student Business 
Services at sbs@csuci.edu, or call 805-437-8810. 

Please note, within your myCI account, you will see links to Financial Aid and Transcripts. These links will be inactive for OLLI members. 
OLLI members may not apply for or inquire about financial aid or attempt to produce transcripts through this system.  

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiW87fap4_OAhUW3mMKHZg8BNQQjRwIBw&url=http://www.drodd.com/html7/1.html&psig=AFQjCNGYEAHkiDkD4cr2d01EJ5BZvhfw2w&ust=1469559971007766
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjCgZL2p4_OAhUK6WMKHRaIAi8QjRwIBw&url=http://www.kidsgrooming.org/2.php&psig=AFQjCNGpdKCZCLARINK7alpGQtJYkvoilQ&ust=1469560044452916

