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OLLI AT DU 

FACILITATOR PORTAL GUIDE 
 

The OLLI at DU Facilitator Portal is a platform that allows OLLI at DU facilitators to 
keep their profile information updated, access important course information 
(schedules and rosters), and submit their biographies and course proposals online.   
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ACCESSING THE FACILITATOR PORTAL 
 

• Go to OLLI at DU’s website: olli.du.edu 
• Click on Facilitator in the top, right corner of the screen  
• Click on Facilitator Portal 
• Or go directly to: https://ollidenver.du.edu/duolli/instructor/Signin.aspx 

 

HOW TO LOG-IN 
 

Your Facilitator Portal credentials are separate from your OLLI student account. 
Contact your site manager for your username and password. 

To sign in: 

• Enter your username and password, then click Sign In 

• If you've forgotten your credentials, use the "Find My Username" or "Reset My 
Password" links below the sign-in button 

  

https://olli.du.edu/
https://ollidenver.du.edu/duolli/instructor/Signin.aspx
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NAVIGATING THE FACILITATOR PORTAL 
 
THE TOP NAVIGATION MENU 
 

 
 

 

 

 

 

 

 

 

 

 

 

From any screen in the portal, you can use the 
links in the top navigation menu to  

HOME: return to the home screen 

MY INFORMATION: access and make changes 
to your personal information including name, 
contact info, and your facilitator bio 

COURSE PROPOSALS: View your previous 
course proposals or submit a new one 

CHANGE PASSWORD: change the password 
you use to access the facilitator portal 
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THE HOME SCREEN 
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Click MY COURSES to view: 
• Your class schedule 
• Your class roster  
• History of your courses 

 
Click MY INFORMATION on the home screen 
or in the top navigation menu to update your: 

• Name 
• Contact information 
• Facilitator Biography 

 
Click MY SCHEDULE to view your current 
class schedule in calendar form. 
 
Click COURSE PROPOSALS to view a history 
of your course proposal forms or to submit a 
new course proposal. 
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HOW TO UPDATE YOUR PERSONAL INFORMATION 
 

• Click MY INFORMATION in the top navigation menu or on the home screen 
 

 

 

 
THE “MY INFORMATION” MENU 
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Click PROFILE to update your name.  Click the brown UPDATE button at the 
bottom of the screen to save changes. 

 

 
 

Click CONTACT INFORMATION to update your phone number(s) and email 
address(es). Click the brown UPDATE button at the bottom of the screen to save 
changes. 
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Click BIO/EXPERTISE to update your biography or to view your facilitator expertise 
ranking.  Click the brown UPDATE button at the bottom of the screen to save 
changes. 
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HOW TO CHANGE YOUR PASSWORD 
 

To protect your privacy, we always recommend changing your password the first 
time you log in. 
 

• Click on CHANGE PASSWORD in the top navigation menu.  
 

 

 

Enter your current password, then enter your new password twice to confirm. Click 
UPDATE. 
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HOW TO VIEW YOUR COURSE SCHEDULE 
 

CALENDAR VIEW 

• From the HOME page, click MY SCHEDULE. 

 

• Use the drop-down menu to change calendar view (day, week, or month)  
• Navigate between months using the arrows next to the month name 

 

 

ON THE “MY COURSES” PAGE 

View course schedules from MY COURSES: 

• Go to HOME, click MY COURSES 

• Course schedules are displayed in the table 

• Sort by clicking any column header 
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MY COURSES: 

• From the HOME page, click MY COURSES 
• Course schedules are displayed in the table 
• Sort by clicking any column header 
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HOW TO VIEW YOUR CLASS ROSTER 
 

• Go to HOME, click MY COURSES, then click on your course title 

• View enrolled students' names, phone numbers, email addresses, and 
payment status 

 

To email your class: 

• Click Export to download your roster as an Excel file 

• Use this spreadsheet to copy and paste the list of email addresses. 
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COURSE PROPOSAL FORMS 
 
ACCESS YOUR COURSE PROPOSAL FORMS 
 

• Click COURSE PROPOSALS in the top navigation menu or on the home 
screen  

• Click any course title to view proposal details 
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HOW TO COMPLETE & SUBMIT A NEW COURSE PROPOSAL 
 

Adding a Course Proposal 

• Click ADD A COURSE PROPOSAL (top right) 

• Complete all form fields (contact your site manager with questions) 

• Click SAVE to save progress and return later, or SEND TO APPROVE to submit 

 

Before you SEND TO APPROVE: 

• All required fields (red asterisk) must be completed 

• Once submitted, changes cannot be made 

 

After clicking SEND TO APPROVE: 

• Successful submission returns you to your course proposals list OR 

• Errors display in red at the top of the form, please correct then click SEND TO 
APPROVE again 

• Your site manager, coordinator, or curriculum team will contact you to review
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HOW TO SUBMIT A SYLLABUS/COURSE OUTLINE  
 

Submitting a syllabus/course outline is optional.   

Syllabi can be submitted with your course proposal or at a later date 

 

To submit: 

• Open your course proposal and scroll to "Will you be providing a 
Syllabus/Course Outline?" 

• Click the provided link to access the form 
• Complete all fields (leave additional weeks blank for courses under 8 weeks) 
• Proofread and click Submit 

 

After submitting: 

• Your syllabus is automatically sent to OLLI staff 
• You'll receive an email copy 
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USING AI TO WRITE YOUR BIOGRAPHY AND/OR COURSE 
PROPOSAL 
 

We recommend using an AI writing assistant program such as Grammarly to 
improve your writing when submitting your Facilitator Biography and your Course 
Proposal descriptions. 

Grammarly can detect grammatical and spelling errors, as well as offer suggestions 
to rephrase text to improve tone or clarity in your writing. Grammarly has free plans 
and paid plans.  Go to www.grammarly.com to learn more or download their 
software.   

http://www.grammarly.com/
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