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REPORTER Help Documentation

Registration Help Guide
Click here for a video tutorial on registering for OLLI Courses
✦Setup your Brickyard Account (click on this link to jump to this point in the guide)
✦Registering for OLLI Events Using the Catalog Calendar & List View (click on this link to
jump to this point in the guide)
How To Avoid Common Issues That Might Arise When Registering:
1. For the best experience, login first or create your Brickyard Account as soon as you see something you want
to register for. You know that you have successfully logged in when you see your name in the upper right
hand corner of your screen:

2. Once you have added an item to your cart, you can continue to scroll down the OLLI website page or enter
course names in the Search box. Do not click on the “Catalog” that you see in the upper left corner. That is
the “catalog” of all NC State University non credit courses in the registration system.
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But… if you do click on “Catalog” you can find your way back to the OLLI course catalog pretty easily. Look
for the search box at the top of the page and type in the code for OLLI classes – “MCE-LLI” – that will get you
back to where you want to be.

3. Once logged in, you can also keep multiple tabs open on your browser and still have just one cart:

Setup Your New Brickyard Account
1. You will receive an email from ‘brickyard@ncsu.edu’ upon creation of your new REPORTER account.
Click the “Set Password” link in the email to set a password for your account.
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Note: If it has been more than 24 hours since you’ve received the link, the link will be expired. If your link
has expired, click the link on the page to request a new password reset email.

Registering for OLLI Events Using the Catalog
1. From the OLLI website, click the registration link. This will open the catalog of the REPORTER registration
system. The catalog can be viewed as a list or as a calendar. Click on the tab to specify your view.
a. Calendar View
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b. List View

2. Clicking the name of an activity on the calendar OR clicking the name of the activity in the list will take you to
the registration page with additional details. If you wish to register for that activity, click Add to Cart to
prepare for checkout.

a. If the class is full, you will see an Add to Waitlist button. Clicking this button will add you to the
waitlist for the activity.
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b. If you wish to register for additional classes, return to the catalog by clicking the Back link. Repeat
the above steps to add additional activities to your cart.

3. Once you are ready to complete your registration, click either Go to Checkout OR the Cart icon on the top
right of your window.
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If you do not already have an OLLI Membership, you can purchase one by clicking “Add to Order” next to the OLLI
Membership item in the cart.

The option to purchase the membership will appear on each event in your cart, but you only need to choose it
one time. Once you click ‘Add to Order” it will populate to the right of the event to which you have added it.

If you try to process the order in your cart and do not choose to add a membership but are NOT a current
OLLI member, you will receive this error:
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4. Check the box under each course to confirm that you have read and agree to the registration policies and
click Proceed to Order Summary to proceed to the payment screens. If there are any errors in your cart,
you will receive an error message to let you know what is missing.
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5. Select I will pay now with a credit card in the payment option drop down menu.

You will need to indicate how you will pay for each item in your cart. The easiest way to do this is to click Apply
Payment Type to All Cart Items , which will pop up after you choose a payment option from the drop down menu for the
first item in your cart.

If you do not apply a payment option to each item in your cart, you will receive this error message:
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6. Click the Checkout button. You will be guided through our secure payment processor screens to confirm
your total, enter your credit card information and confirm your payment.

NOTE: The credit card expiration date is only a 4 digit field for the mm/yy. If you attempt to input 4 digits for
the year, the system will be unable to process your order.
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7. Once your registration is complete, you will return to the Order Summary page. You can now sign out or close
your REPORTER window.
8. You will then receive three emails related to your registration.
a. The first email will be the registration confirmation email. It will contain the time and date of your
course, as well as links to add the course to your digital calendar.

b. The second email will be the order summary email, which will contain your order summary
attachment. NOTE: if you order by phone by contacting the OLLI office, you will NOT automatically
receive a copy of the order summary. However, you may contact the OLLI office at 919.515.5782 to
ask for a copy to be sent to you.
c. The third email will be the payment processor email confirming your credit card payment.
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If you have any questions about how to use the Reporter system for online
registration, please contact the OLLI office at 919.515.5782.
Business hours are Monday-Friday 8:30am-4:30pm

