U-MAS Membership System Guide for Course Leaders
If you are used to the previous online system, this guide is provided because the appearance and
some functions of U-MAS are different. (Note: MAS = Membership Administration System.)
If you did not use the previous online system, this guide will support your use of U-MAS.
Along with the Management Committee, as a course leader you have administrative access to UMAS beyond normal member access. This helps you perform key administrative actions to
successfully lead a course.
Any queries? You can email the Course Coordinator at courses@sohiu3a.org.au.

This guide shows you how to:
1.

Go to our website (p. 2)

2.

Log in to our U-MAS (p. 2)

3.

Access the Main Menu (p. 2)
A. View Courses (pp. 3-4)
B. Reports: Class List and Attendance List (pp. 4-6)
C. Send Emails (pp. 6-7)

Any queries?
You can email the Course Coordinator at courses@sohiu3a.org.au.
Notes:
• Throughout this document, the example screens are from the test version of U-MAS that
contains simulated data. The title ‘TEST U3A Southern Highlands’ and the menu items to the
left of a screen appear in red.
• In the following examples you are fictitious Course Leader Rick Eng and you are leading two
simulated courses: News in Review and Cinema on Monday.
• Some screen shots were taken from 2021 term 4 and some from 2022 term 1.
• By contrast with the Test version of U-MAS used in training, in the live version of U-MAS that
you use during a term, the word ‘TEST’ does not appear and the colours are blue (or white on a
blue background).
• U-MAS sometimes refers to course leaders as tutors.

1.

Go to our website at https://sohiu3a.org.au/

Pass the cursor over LOGIN at the top right of the screen, then click Course Leader Login.
2.

Log in to our U-MAS Membership Administration System

Enter your member number (or email) and password and click Login.
3.

Access the Main Menu
The main menu page will appear, including a welcome message.

Clicking on a menu item provides access to a set of functions you can perform in U-MAS.
As a course leader, you have access to only those functions needed for your role.
For example, you can only view the details of the course you lead; and you can only send
emails to participants in your course.
Key menu items for course leaders are (A) View Courses, (B) Reports, and (C) Send Emails.
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A. View Courses
Prior to the start of a term, when the Course Coordinators ask you to check the course details they
have entered into U-MAS, you can locate those details as follows.
Click on View Courses and a screen like this will appear:

If courses for different terms appear, near the bottom you will need to put the relevant term dates:

Click on the column heading Course Leader to sort the list alphabetically by first name of course
leader. In this case, the following screen would appear.

Clicking on your underlined course name or code brings up your course details.
(Note: These are not editable – changes or questions are discussed with the Course Coordinator.)
The following details will appear for the course you selected (in this case Cinema on Monday):
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Click on ‘Close’ to return to the course list.
B. Reports (Enrolment List, Attendance List): Only available at end of initial enrolment period
Enrolments List
Quick Method: In View Courses, choose your course and click on Rep on the extreme right.
More Complete Method: Your Enrolments List (Class List)
Click on Reports and then click the tab labelled Enrolments.
Choose the required course by clicking on the box labelled ‘Choose a Course’.

Then click the green List Enrolments and the following screen appears for Rick Eng:
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You can click Print to print the list. When finished, click Close and return to Reports.
Attendance List
For your Attendance List, go back to the Enrolments tab and the Attendance section:
• Choose the required course by clicking on the box labelled Choose a Course.
• Select the start and end dates of the course by clicking in each date box and selecting from the
pop-up calendar.
• Tick Match up columns with dates so the list will include a column for each class session and can
be used as a sign-in attendance sheet.
• Click the green Attendance List. Click the print button to print the list. (Alternatively, you can
copy the details and paste them into an Excel spreadsheet if you wish to save the list and/or
reformat it.)
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This is the pop-up window, showing the two sessions for this two sessions per term course:

C. Send Emails
It is very important to email class members a week or so before the course begins.
Welcome them to the course and provide any further necessary details, including the course dates.
If in doubt, you can find these dates from the Attendance Sheet.
The facility described below will automatically send an email to your course participants.
Click on Send Emails and then on the top Enrolments tab. This screen appears:

• Type your own email address in the Sender field (replacing members@sohiu3a.org.au) so that
replies come back to you. Type the subject of your email in the ‘Subject text’ box.
• If you have more than one course in the term, send emails to one course at a time. Choose the
required course by clicking in the box ‘Choose a Course’.
• You can personalise the message to show each person’s first name by inserting as the first line of
the text a greeting (e.g., Dear or Hi) followed by a space and [first_name]. You need to be exact:
Dear space [first_name]. See the example email that follows. (The system automatically fills in
each person’s name.)
• Type your message in the white box, re-sizing it if you wish by dragging down the bottom right
corner where you see a small black triangle.
• In your message, tell the participants they can reply to the email.
• A hyperlink to a web site may be added in the body of the text.
• Using ‘Restore previous email’ enables the retrieval of previous emails you have sent as
templates for new messages to be sent. Just click on the one you wish to use.
• One attachment to your email is allowed in this email system. Click on Browse, then on your
computer locate and choose the file required.
• At the end of your message, remember to sign with something like ‘Regards, Rick’.
• Finally, click on the green Send Enrolment Emails.
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• When you see the following message and you are ready, click Yes.

• As shown below, the screen will be updated with additional message lines as the emails are sent.
You may need to wait to be sure the emails have gone. The word ‘Completed’ appears near the
end of the message lines when all emails have been sent.

Example email: Here is a typical filled-in example from Rick Eng (with term 2, 2022 dates):
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