University of the Third Age Armidale Inc. - MyU3A
Membership and Class Management System

Tutor/Course Leaders

Tutor/Course Leader support and the Tutor Portal in MyU3A offers the capability of efficiently managing large numbers of
classes by being able to effectively spread some of the management tasks to Tutor/Course Leaders who regularly lead classes
within a U3A.

MyU3A provides facilities to define Course/Class role names that a U3A may have been using to facilitate moving to the new

online environment. These roles may be defined in the Leader Categories App. —
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Like defining any membership type, there are a range of options that can be actioned to control what an Honorary member

may do. They are found in the Member Type App —
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Once a member has been selected for the Tutor/Course Leader position in one, or multiple classes, they automatically have

access to the Tutor Portal.

“Tutor/Course Leader Members” access the Tutor Portal login in the same way they access the MyU3A system as a Member —
through entry of their Member ID and their usual Member password.

U3AA has a distinct Tutor Portal access button on our Main Web site page —(Marked 3 below)
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Membership
The 2022 Semester 2 membership fee is $45.

Existing Members Members can login and then edit their contact details, pay membership fees and enrol in courses.

A manual of how to use the Member Login can be downloaded or printed here if required.

Memberlogin <= 1

New Members People wishing to join U3AA can do so by following the link below.

A manual of how to use the Join Us link can be downloaded or printed here if required.

Join Us <= 2

Tutors Tutors can access the Tutor's Portal link below.
A manual of how to use the Tutors link can be downloaded or printed here if required.

Tutors Portal <= 3

Selecting Tutors will open the following display ready for entry of the member’s usual Member ID and Password —



Another common place is the main high-level access screen from MyU3A general access display —
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Upon entry all the current classes in which the member is the primary Tutor/Course Leader will be listed ready for selection by

the Tutor/Course Leader —
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B
Classes for Kay Cabhill: (03 9816 9103 0426 317 534)
Select Ciass:
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Select the desired class by clicking on the radio button. It will result in a display of the main Class information with further

details able to be selected and displayed —
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Select any of the potential actions in green —
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Tutor Info
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Here = confidential Information ralating o your students. Please keep for use i emerganoas
Medical conditon and amargancy contacts Ollow each student’'s contact details

Class 1025-01 Ancient Egyptian History Memorisl Hal Anderson Stresl Tampiasiows Room: 1

Momber Nama Phones Email Paid Status

27900 Hay Cahill 03 9816 U103 0426 317 534 camo 128Dmyu3a.net Yes Enrclied
Harace Smah 03 8936 9999 0412 743 322

3 Joan Centeso 03 2030 5930 0426 599 969 rai@fenconsuiing. net Yes Enrciled
Jacl Cantelo 03 90806 5456 0412 743 322

3 Ruck Carpondar 0418 379 775 0426 999 900 damodBmyulanet Yesz ‘Waitlist
Anck worow VA3 577 853 0412 743 322

" Laura Davs U408 324 407 0426 990 909 dduIadEtenconsumng net Yes Enrvlled
Jos Davis 0424 508 D06 D412 743 322

5 Alys Dumty 0426 92 553 D426 999 999 ¥ee Enrclled
Sue Black Q412322 738 0412 743 322

2 Lucy Erbsr 03 9816 5103 0426 482 845 cemomyula2fRgmall.com Yes Enrolied
Jamas Erber 0419 324 574 0212 743 322

2 Flora Gibson 0426 309 621 D426 299 999 tral cash@gmail oom Yes Enrclled
Jack Gibsoo 0428 776 434 0412 743 222

] Danise Gonskl (3 8334 4032 03426 142 S62 tral cashi@gmak com Yos Enrclled

Frank Ganea; D408 017 300 0442 743 322

el Tharess Hickman 03 8999 3999 (M26 999 959 dema 10 myu3a.net YYo= Walllist
MHorace Mckman 039996 2090 0412 743 522

" Jacquesine HR 03 9080 GO39 D426 690 990 Yes Waitlist
Graham il 03 8990 9000 0412 743 222

7 Lilkan Kyneur 03 9325 2003 0426 42 D63 Yes Enrciled
Frad Kyneur 03 G995 9099 D412 943 022

Attendance Report

The Attendance report will cover the period of the current Term or Semester —
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Attendance Report
Class 1025-01 Ancient Egyptian History 2021 Trm: 1
Memorial Hall [MH]
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Attendance reports do have an alternate option where a signature may be required such as for Bus trips and/or activity insur-
ance cover requirements.



Summary The Attendance Summary report will cover the full year —

; Attendance Summary

Class 9716-01 2020 INTRODUCTION TO MANDARIN

Tue 1000-1200 Centenary House CH Tutor: Christina Windt
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Email Class

There is an option at the U3A level of configuration to allow Tutors/Class Leaders to email the students of their class.

Part of the procedure will indicate any student that does not have an email address and enable the Tutor/Class Leader to
access the Students contact information to enable an alternate communication.

Selecting “Email Class will open the following screen for entry of email details —
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5 Subject:

* 2
Email Text: ‘

l

SendToClass NB! Do not exit the next screen until all members have been listed

Next u007(20)
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» Subject: Ancient Egypt History - Reminder

Hi there

Pleass remember to bring your worksheets for the Pharach
linage chart on the 0ld Hingdom

Third Dynascy IIX 2686
*Em.ni[ Text: Fourth Dynasty IV 2613

Fifth Dymasaty V 249

Sixth Dynaaty VI 2345-2181

See you nsxt Monday — Kay

SendToClass  NB! Do not exit the next screen until all members have been listed

Next = ulOT7(20)




Selecting the “SendToClass” button will start the sending of emails immediately with each member of the class listed that has
an email address, and any member that does not have an email address with the comment of “posted” that may need to be
contacted via an alternate communication.

Within the Class information available to the Tutor/Leader, a member’s contact phone/mobile number is available as an
alternate communication to the Student.
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Class List

Select class:

AAhorna wwwi Jaamy

Class 01025010979 Emails

1 John Powell Emailed 1
2 Lucy Erber Emailed 2
3 Joan Cantelo Emailed 3
4 Dorothy Uiman Emailed 4
5 Alys Dufty Posted O
6 Jack Puterman Emalled 5
7 Lilllan Kyneur Posted 1
8 Denisa Gonski Emailed 6

11 Laura Davis Emailed 7

12 Flora Gibson Emalled 8

Results for Class: 1025-01 2021 Anclant Egyptian History
Tutor: Kay Cahill

Waitlist Students: 0
Enrolled Students: 10
Emailed Students: 8
Posted Students: 2
Post File: /home/www/u3adml/u007005952post csv
Emall File: /home/www/u3adml/uD07005852email csy
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