
GUIDE TO

ONLINE REGISTRATION



SO, YOU WANT TO REGISTER ONLINE!

This guide is carefully designed to walk you through the online registration process, step by 
step!

At the beginning of each semester we set a registration date.  The online system 
Registration opens up at promptly 12:00am on the day registration starts;    therefore when 
using the online registration system from home, you can choose to register starting at 
12:00am or anytime after that.   

 TIP  If registration has not yet opened for the semester, you will be able to
log in, but you will not be able to see any courses until registration officially begins.

Of course, if you ever need assistance, we are more than happy to help! We can be reached 
by email at laura@uwindsor.ca, or by phone at 519-253-3000 x4944.

mailto:laura@uwindsor.ca


A QUICK HEADS UP!

1. If this is your first time ever taking ElderCollege courses, you will need to create an 
account before you can register online. This guide has all of the information you 
need!

2. If you have taken courses with ElderCollege before (ie. over the phone or in 
person),  but this is your first time registering online, please call us at 519-253-3000 
x4944 to ensure that the email address on your account is current and your 
password is active. 

3. If you have registered online before and you know your Log-In information but you 
are using this guide as a refresher, then you can continue to page 11.   Of course if 
you run into any difficulties please feel free to call us at 519-253-3000 x4944, or 
email laura@uwindsor.ca.



BEFORE YOU BEGIN…

 Before you begin the online registration process, you will need to get a few things 
ready!

 Here’s what you’ll need:

1. The list of courses you want to take, ORGANIZED BY CAMPUS. This is the 
easiest and fastest way to move through the registration process. Our Course 
Listing booklet is organized by campus too, so it will be easy for you to follow 
along!

2. An active VISA or MASTERCARD in your name. You cannot register online 
with AMEX, VISA DEBIT, or MASTERCARD DEBIT.

3. A valid email address



BEFORE YOU BEGIN…

4. Will you be registering for the Buffet Fee option? 
The Buffet Fee is a course fee option; you purchase the buffet fee for $135.00+tax, 
and it pays the course fees for up to 12 courses. The buffet fee is designed to make 
course fees more affordable for people who are taking multiple courses. The Buffet 
Fee does not cover material fees, trip fees, program fees, etc. or any fees 
applied in addition to the course fee. Free courses are not considered part of your 
12 buffet courses. Some courses are not applicable to the Buffet Fee.

Essentially, if the cost of your Course Fees adds up to more than $135 before tax, 
you should register in the Buffet Fee. 

For Example, If the Course Description Reads…
COURSE FEE: $35 + HST + $9.10 Programme Fee = $48.65 

Buffet Fee will cover 
the cost of the 

course fee

You will need to pay 
this programme fee in 

addition to the 
Buffet Fee



NOW FOR THE FUN STUFF!

To begin, open your internet browser and go to www.uwindsor.ca/canterbury/eldercollege

http://www.uwindsor.ca/canterbury/eldercollege


GETTING STARTED…

Select the Online Registration button on the left margin menu.



IF YOU HAVE REGISTERED BEFORE… 

Enter your full email address and password, and click Log In. Now, you can skip to page 12!

 TIP  If your password does not work, or you forgot it, please call us at 519-253-3000 x4944 and we will gladly reset it for you. 



IF YOU HAVE NEVER REGISTERED BEFORE…

If you have never registered with ElderCollege before, click on the CREATE AN ACCOUNT button in the 
top right corner. 



IF YOU HAVE NEVER REGISTERED BEFORE…

To create a new account, fill in all of the fields with the red asterisk  * , then click SAVE.



IF YOU HAVE NEVER REGISTERED BEFORE…

Once you have created your account, you will receive a confirmation email. You do not necessarily need to confirm
your account through the email. Simply enter your login information, and sign in! 



NOW WE’RE TALKIN’…

Once you’re logged in, you will see a screen that looks like this. Click the COURSES button on the top
right side. 



MOVIN’ ON UP…

You’re in! GREAT JOB! Now, our next question is, will you be purchasing Buffet Fee? If so, you need to do so before you put any 
courses in your shopping cart. To purchase the Buffet Fee, first select any campus.

It is also important to note that the system can automatically tell whether or not your membership is active. If it needs to be 
updated, it will put it in your shopping cart for you. If it is up-to-date, you don’t need to worry about a thing! 

IF YOU ARE NOT PURCHASING BUFFET FEE, YOU CAN SKIP TO PAGE 18!



QUICK AND EASY…

Next, click PURCHASE “BUFFET FEE” COURSES FOR *****” . 



DON’T WORRY..

When you click on your first course, you will then see the shopping cart populate with 1 or 2 items. 
If it has 2 items, this means that your ElderCollege membership is expired, and it will renew when you pay. 
If it only has 1 item, it means that your ElderCollege membership is up-to-date!
Click on the shopping cart button.



THE BUFFET FEE HOME STRETCH!

This is what your shopping cart looks like! Click PAY ONLINE NOW; the website will redirect you to a place where 
you input your credit card information to make payment. 



NOW’S THE TIME!

Now, get out your list of courses!! Click the COURSES button in the top right corner. 



HEY, THIS LOOKS FAMILIAR…

Open the campus where the course you’d like to register for is being offered.



ON THE GOOD STUFF…

Use the dropdown menu to find the title of the course you’d like to take. Alternatively, you can just scroll through
the courses to find it. 



THERE IT IS!

Once you’ve found the course you’re interested in, click ADD TO CART. Repeat this action for each course.



JUST A TIP!

Registering for courses when you have purchased the Buffet Fee will look a little 
different! Instead of saying ADD TO CART, the button will say REGISTER FOR THIS 
COURSE. When you click that button, the system will automatically sign you in! 

HOWEVER, if there is an additional fee for the course, (a material fee, trip fee, etc.) 
or that course is not part of the Buffet Fee, it will go directly into your shopping cart. 

This is why it is important that Buffet Fee participants double check that your 
shopping cart is empty before signing out!!



KEEPING TRACK…

Your shopping cart will tell you how many items have been selected. Once you’ve selected all of your courses, 
click on the shopping cart button. 



JUST ABOUT FINISHED!

Your shopping cart will list the courses you are registered for. If you have clicked the wrong course accidentally, 
simply click REMOVE on that course in the shopping cart. Additionally, if you are in the buffet fee and you
have registered for a course with a material/trip/other fee, that fee will appear in the shopping cart now and
needs to be paid separately. Click PAY ONLINE NOW, and you will be redirected to the online payment page. 

 TIP  If you are registering two people, and using the same card for both, the online system will not allow two transactions of the same dollar 
amount to be processed. In this case, you either need to use a separate card, or contact the office to process the second payment. 



YOU GOT A FREEBIE!

Free courses often appear in your cart as well; in this case, you will see a CONFIRM REGISTRATION
button. Either way, please ensure that your shopping cart is empty before you consider yourself done! 



ALL SET!

When you’re finished, you can click on the YOUR COURSES button on the main page to see
a list of the courses you are registered for!



YOU ROCK!

You should receive a confirmation email almost instantly to confirm your 
enrollment. 

You will also receive email receipts for all registrations/payments processed online!

If you have difficulty at any point in the registration process, please feel welcome to 
call us at the office 519-253-3000 x4944 or come in to see us, and we will 

do our best to walk you through the problem!

We hope you found this resource helpful, and wish you luck in the wonderful world 
of online registration! We also welcome any feedback you can suggest to make this 

guide as user-friendly as possible!

Thank you!!


