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How to Enrol Directly in Courses 

To enrol in courses you must be a current financial member. If you are not a member, or have not renewed 

your membership, please refer to the Membership System Help page on our website for instructions on 

how to “Join as a New Member” or how to “Renew Your Membership”. 

You can enrol directly in courses during the Direct Enrolments period (DE), which occurs after the 

Enrolment Requests period has closed and members have been advised of their actual enrolments. During 

the DE period, you can enrol in any course that still has vacancies – on a first-in first-enrolled basis until the 

course is filled. 

This document guides you through the steps required to enrol directly in courses in the DE period. 

1. From the U3A Southern Highlands 
website https://sohiu3a.org.au, pass the 
cursor over LOGIN at the top right 
corner of the screen, then click Member 
Login 

 
 

2. Enter your Member number or email 
address and your password and click 
SUBMIT.  
If you have forgotten your password, 
click Forgot password and follow the 
prompts. 

 

 
3. Your Membership details are displayed. 

On the Side Menu, click Courses 

 
 

 

  

https://sohiu3a.org.au/
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4. Courses are displayed a page at a time 

with 20 courses per page.  

Click on a course name to view its 

details. 

 

5. Use the arrow icons 

                             
to  move between pages similar to how 
you would use a TV or DVD player’s 
remote control to advance forward to 
the next page of courses (by clicking the 
> arrow) or go backward to the previous 
page (by clicking the < arrow). 
You can click >| to advance forward to 
the final page, or you can click |< to go 
backward to the first page. 

 
 
 
 
 
6. You have the option to click FILTER  

to display the Course Display Settings 
which enables you to filter and sort 
courses.  
For example you can tick boxes to sort 
by day of the week or only view 
selected course categories. 
 
 
Once you have made your selections, 
click APPLY CHANGES    
to save your display settings, 
or click CANCEL to revert to the default 
display settings.  
 
You will be returned to the Courses 
screen to make your course requests. 
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7. On the Courses screen, click the name 
of the course you are interested in, and 
details will be displayed. 
 

8. To select this course click ADD TO CART 
NOTE: 
You will not be able to select any course 
with either of these icons: 

   

 

 
9. The top line of the screen will now show 

your cart:  

 
 

If you want to enrol in more courses, 
click CLOSE  
and you will be returned to the Courses 
screen. Follow the same procedure for 
each course. The courses you have 
previously selected will remain in your 
cart. Each time you add a course to your 
cart the number in your cart will be 
increased by 1. 
If you selected a course in error, click 
REMOVE FROM CART. 
 
Once you have selected all courses in 
which you wish to enrol, click your cart. 

 

 
10. You now have four options: 
▪ Click on the bin icon to delete an 

individual course 
▪ Click CLEAR CART to remove all courses 
▪ Click on CLOSE to go back to the 

Courses screen (your selection will 
remain in the Cart) 

▪ Click on CHECKOUT to enrol. 
 
PLEASE NOTE: 
If you have not paid your membership 
subscription, at this time a membership 
subscription will be automatically added to 
your cart and invoiced. 
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11. Once you have clicked CHECKOUT, you 
are now enrolled in the course(s) 
automatically, and your invoice is 
displayed. 

 
If the total due on your invoice is $0.00, you 
can either: 
a. go to step 12 to check your enrolments. 

or 
b. click Logout on the side menu to exit the 

system.  
 
If the total due on your invoice is not $0.00, 
PLEASE pay the invoice. 
Go to our website at sohiu3a.org.au and 
click the HELP tab to take you to the 
Membership System Help page.  
 
Click on the View and Pay Invoices under 
the Payments section for instructions on 
how to pay the invoice. 

 
12. To check your enrolments, click My 

Enrolments on the side menu: 

 
The Enrolment screen displays: 

a. your Membership Subscriptions 
b. your confirmed enrolments 
c. your waitlisted enrolments 

 
 
Also by clicking Courses on the side 
menu, each of your confirmed and 
waitlisted course enrolments will be 
marked with one of these icons. 

 
 

 
13. Click Logout on the side menu to exit 

the system. 
 

 


