
Creating and Launching C4C Workshops 
 

Creating Workshops: 

1.​ Create an account or log in to https://cash4college.csac.ca.gov  

2.​ Navigate to the “Workshops” section on the sidebar  

3.​ On the workshops page, click “Create workshop” button in the upper right corner 

a.​  

b.​ If you do not see this button, it means you do not have the type of account 
needed to create workshops and you need to be made a Primary Contact. Reach 
out to your primary C4C contact and ask to be made an Organization Primary 
Contact.  

c.​ NOTE: if you do not move through this process fast enough, the website will 
either give you an error message when you try and finish the workshop or it will 
boot you out entirely. Either way, you’ll have to start over.  

4.​ Fill in the site info for the C4C Workshop you are trying to create 

https://cash4college.csac.ca.gov


a.​  

b.​ If the workshop is virtual, write “Virtual” in the address line. 

5.​ Fill in the workshop details 



a.​  

b.​ Here you can select if the workshop will be open to the community or not. 

6.​ Select the services that will be provided at the workshop 

a.​  



7.​ Select the languages that help will be provided in at your workshop 

8.​ Provide a workshop description 

9.​ Click “Finish”  

10.​You should be able to view all created workshops on the “workshops” page. 

a.​  

b.​ All workshops will be assigned a Workshop ID, which will be used for sign-in 
sheets later and to launch the workshop.  

c.​ Workshop status will be “Pending” for a few days before the workshop is 
approved. 

d.​ You can click on the red “detail” button to see workshop details and people who 
have registered for them. From here you can also edit the workshop details. 

 



 

Launching Workshops: 

 

1.​ Within 24 hours of the workshop start time, you can launch the workshop. Launching the 
workshop is particularly important for virtual workshops because that’s how CSAC 
confirms they happened. For normal in person workshops, launching the workshop 
allows students to access the links and event survey.  

2.​ To launch the workshop, go to the “detail” page of the workshop you are trying to launch. 
You should see a red button that says “generate temporary password” in the upper right 
corner beside the “download brochure” button. Once you click it, it will generate a 
temporary code that you can use to launch the workshop.  

a.​  

3.​ A new button will appear that says “Launch Workshop” 

a.​  



4.​ The website will then take you to a sign in page where you finish launching the workshop 
by putting in the workshop ID and the temporary code.   

a.​  

 


