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 Administrator Privilege Form

CUS Registration System

Administrator Privilege Form
CUS Event ID: 
TIP: This is the one word code in the “Office Use Only” section of the event creation form (when it was returned to you).  If you are submitting this form with a new event request, you may leave this section blank.
Note: Every user / committee member that needs administrator privileges of any type must first have an account before they can become promoted to an administrator.  The account can be created at http://registration.cusonline.ca/.  Please ensure that each account listed below is created before submitting this form, otherwise the set up can not proceed.
Privilege Levels:
1. Selling Tickets – Ability to sell tickets at a ticket booth.  Only useful if you plan on doing cash sales.

2. Viewing Sign Ups – Download a list of all people who have signed up, including their profile information and answers to custom event questions.
3. Online Check In – Ability to check-in attendees to an event.  Only useful if you plan on tracking who attended your event.

4. Sending Email Broadcasts – Ability send an email to all people who have signed up.

5. Delete Sign Ups – Remove people that have signed up.

6. Edit Event Settings – Modify settings for your event such as price, access level and registration status.  It is recommended that only one individual have this access level.

When granting privileges, put the email address of the account in the first column, and then put an “X” in every column that this individual should have privileges.
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Please submit all completed forms via email to registration@cusonline.ca. 

Email Address Access
Does your event need access to view the email addresses of people that have signed up?  Note: you can always send email broadcasts to those that have signed up by using Privilege Level 4 (see above).  However, you will not be able to view the email addresses.  In you would like access, people put an “Yes” in the field below, and write up a detailed explanation of why you need the access.  Requests that do not provide a good justification for access will be denied.

Request Email Address Access [Yes/No]: No
If yes, please provide justification: 

Once privileges have been granted, you may access the administration interface at http://registration.cusonline.ca/Admin or click on the third link in the Help! section on http://registration.cusonline.ca/.

