SOUTHERN HIGHLANDS

UBJA

MORE LIVING & LEARNING @U3A

How to Request Enrolment 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”.

Each term, we have two different course enrolment periods:

= Enrolment Requests period (ER); and
= Direct Enrolments period (DE)

The Enrolment Requests period occurs first and allows you to prioritise your enrolment requests. After this
period closes, all members’ preferences will be processed by the system, and you will be advised
subsequently of your actual enrolments.

This document guides you through the steps required to register your requests in the ER period.

Home About Us ¥ Courses Membership ¥ Volunteers ¥ Contact Us LOGIN ¥

1. From the U3A Southern Highlands i ol
website https://sohiu3a.org.au, pass the St - . ; % \
cursor over LOGIN at the top right :

corner of the screen, then click Member +—&& U3A SOUTHERN .
e ,, HIGHLANDS '

2. Enter your Member number or email 1
address and your password and click Log In
SUBMITH
If you have forgotten your password,
click Forgot password and follow the

\ f Member Login
2

o ¢ ’ Course Leader
¥ & Login

Member no. or email address *

t Password * L]
prompts.
Help links

Reset passw

M  Home

e Not a member yet?
Join up
3. Your Membership details are displayed. .

On the Side Menu, click Courses — > & == My Mem berShlp

E  MyMembership

To update your details, simply edit the form below, and then click the SAVE button at the bottom of the
My Enrolments

form. You can also change your| PASSWORD | generate a| NAME BADGE | and view your gnrolments,

invoices and absences

a My Invoices
Member Number Member Type
+  Pay Membership 6 Full Member
(5] MyAbsences Membership Active Membership Expiry
Yes 31 Dec 2022
®  cart
First name * Surname
@&  Checkout
shane Harvey
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4. Courses are displayed a page at a time A Hom= e
. played a pag - . Courses
with 20 courses per page. )
. X N 4 Legin 2003 Term £{3 Oct 2023 - 15 Dec 2023 &
Click on a course name to view its \N
details. k- P rees: 21-40 of 62 FILTER 1< 4 > 2
I::A Southee= Highlends . Day of week
5. Use the arrow icons — oI Caurae S paes
/ The Portuguése Exploration of Aust & KZ A EDec2023 ¥
|< ( > >I Forced o Fles 0 AM 11 0ct 2005 -6 D% 2023 W
Aoutine Busfers: Adding Varkety fo LHe AM 18 Dct 2023 -1 Nov 2023
to move between pages similar to how st v ety e v e
you would use a TV or DVD player’s oo Lavie e @ s sz s
remote Control to advance forward to Books for Mad Hatters. gﬂll 1000 AM 12 0ct 2025 -20 Dec 2023 W
the next page of courses (by clicking the Mo Ve Faya T sworams
> arrow) or go backward to the previous Panorama of Franch 0AM 110ct20Z3-13 Dec 2023 v
page (by clicking the < arrow). T R—— —
You can click >| to advance forward to — o R
the final page, or you can click |< to go -
. Writing Is Fun n [+ AM Mov 2023 W
backward to the first page.
Maongalla AM ZMov 2023 ~
Cinema on Wednesday 1200 PM 18 Dot 2023 - 15 Mow 2023 v
::;::I“u‘nma'mw gl—'lll 1=0PM 1E0ct2025-13 022023 W
Confronting the Svicf In Downsizing 200 PM 1Mov 2023 W
You have the Optlon to CIle FILTER The Warld of Classical Musk: 0PM 15Mov2023-13 Dec 2023 +
to display the Course Display Settings. |
which enables you to filter and sort \ . -
courses. \ ) e
For example you can tick boxes to sort
by day of the week or only view SR e
selected course categories. Course Display Settings
Show Timespan Search For Keyword
2022 Term 1 =
Once you have made your selections, Exclude Show Categories
. [ Fullcourses oK AL
click APPLY CHANGES . TIoKALL J | OhTIGK AL
to save your display settin A e et s
. Sort By... .
or click CANCEL to revert to th ot wet - SRR e
H H - matters, events
dISplay Settlngs- ... Then By GAMES: Games, sports
Start time ~ HISTORY: History
You will be returned to the Courses HUMANITY: Humaniies,
philosophy, psychology,
screen to make your course requests. relgion, sorciclogy
LANGUAGE: Languages
LIFESTYL: Lifestyle,
exercise, health,
mindfulness, travel
LITERARY: Literature,
reading, writing, cinema
SCIENCE: Science,
i ology, computers
Other /
CANCEL  APPLY CHANGES
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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 request enrolment in the course,

click ADD TO PREFERENCES. \

This will open your list of preferences.

U-MAS Courses A
Creating Better Photographs + Writing 221LRGO3 8 Feb2022-5Apr2022 v
A Home
German Advanced 221MEDO1  1Feb2022-5Apr2022 v
[ Courses
B My Membership Cinema on Monday 221MEDO2 31 Jan 2022 - 28 Feb 2022 A
My Enroiments
Course code 221MEDO02
B Myinvoices Category ARTS: Arts, Crafts, Music, Photography
+  Pay Membership Course type Specified: Course/activity occurs on specified dates
W  cCart Detail Experience an enjoyable afternoon at Empire Cinema: movie then
42 coffeeltea at Coffee Culture. Gerard helps us choose an interesting and
0 Checkout varied selection. Term Cost is $28 (Combined Cinema and Coffee)
MONEY MUST BE PAID AT TIME OF APPLICATION for enroiment.
@ Logout Members who apply but neglect to pay prior to close of enrolment will not
be accepted. If you cannot attend a session, you may deputise another
%, Contactus U3A member to attend, but money cannot be refunded
TEST U3A Southern Highlands Goures Leoriel RickiEng
( soumean momanos | Course Leader 2 None
A Venue Bowral Empire Cinema

(e

327 Bong Bong Street
Bowral 2576

Timetable Monthly: Once per month

Day: Monday, 12:00 PM - 2:30 PM
Dates: 31 Jan 2022 - 28 Feb 2022

Next date: 28 Feb 2022

Availability
Capacity: 12

Full fee

Accepting new enrolment preferences? Yes

ADD TO PREFERENCES SEsEIS

9. The Enrolment Preferences screen is
displayed showing the course you just
added. Click CLOSE to return to the

Courses screen.
Click CLEAR PREFERENCES if you
chosen the course in error.

Enrolment Preferences

Preference Code Name

1= 221MEDOZ

CLOSE

10. The Courses screen now displays:

a. 1 PREFERENCE in your
Preferences Box.

b. the course in a Preferenced

status

R /’

c. a DELETE PREFERENCE option \

U-MAS Courses

/

o}
B

B
+
-

o

TEST U3A Southem Highlana

Ve ~
SOUTHERN HIGHLANDS |

UBA

(one

g Beer Photographs + Writing

German Advanced

Courses

My Membership Cinema on Monday P Preferenced 221MEDO02 31 Jan 2022 - 28 Feb 2022 A
Course code 221MEDO02

My Invoices
Category ARTS: Arts, Crafts, Music, Photography

Pay Membership Course type Specified: Course/activity occurs on specified dates

Cart Detail Experience an enjoyable afternoon at Empire Cinema: movie then

coffee/tea at Coffee Culture. Gerard helps us choose an interesting and
Checkout varied selection. Term Cost is $28 (Combined Cinema and Coffee).
MONEY MUST BE PAID AT TIME OF APPLICATION for enrolment
Members who apply but neglect to pay prior to close of enrolment will not
be accepted. If you cannot attend a session, you may deputise another
U3A member to attend, but money cannot be refunded

Course Leader Rick Eng
Course Leader 2 None

Bowral Empire Cinema
327 Bong Bong Street
Bowral 2576

Timetable Monthly: Once per month
Monday, 12:00 PM - 2:30 PM
Jan 2022 - 28 Feb 2022
eb 2022
Availability Accepting new enn
Capacity: 12
Full fee $28.00

Cinama on Monday $28.00

CLEAR PREFEREMCES

nt preferences? Yes

Fee

= 1PREFERENCE

221LRG03 8 Feb 2022 - 5 Apr 2022 v

221MEDO1 1 Feb 2022 -5 Apr2022 v

DELETE PREFERENCE CLOSE
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11. Click on any other course you want to

Courses
add to your preferences and follow
steps 7 to 9 for each course' When you Cinema on Monday P Praferencad Z21MEDO2 31 Jan 2022 - 28 Feb 2022 W
add a course to your preferences, the , o o
Britain in C20 e 221MEDO3 4 Feb 2022 - B Apr2022 ~

number in your Preferences Box will be
increased by 1. Once you have selected
all your courses click Preferences Box.

12. By default the courses are presented in
the order you added them. However
you now have the opportunity to

1

Enrolment Preferences

Preferance Code Mama Fes

change your preferences.
1 = Z21MEDD2 Cinema on Monday $28.00
P 4 2~ I21MEDD3 Brritain in C20 50.00

CLOSE CLEAR PREFEREMNCES

For example, to change pref ce2to
1, click on the number 2 and select 1 Enrolment Preferences
from the pop-up box. \

Preferance Code Name Fes
\ 1 Z2IMEDOZ  Cinema on Monday  $28.00
1
2 221MEDO3  Buitain in C20 $0.00
Delete
CLOSE CLEAR PREFERENCES

Enrolment Preferences
Preference 2 has now become
preference 1.

Prafaranca Coda Mama Foa
IMPQRTANT: Once you have finished \‘ 1~ 221MED03  Britain in C20 $0.00
making all changes to your preferences,
click SAVE CHANGES. 2~ 22IMEDOZ  Cinema on Monday  $28.00
If you want to clear all your —

preferences, click CLEAR PREFERENCES.

CLOSE CLEAR PREFER

SAVE CHANGES

NOTE: You can click on the Preferences Enrolment Preferences
Box at any time to see the order of your
preferenced courses.

Prafarence Code MName Fee

1 = 221MEDD3 Britain in C20 50.00

13. Click CLOSE. 2 221MEDOZ  Cinema on Manday  $28.00
\ CLOSE CLEAR PREFERENCES
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You will be returned to the Courses
screen with each of your Preferenced

Courses displayed with this icon:
P Praforoncod

PLEASE NOTE:
If you have requested enrolmen
fee-paying course like Cinema, you
not be able to make the payment until
you are accepted into the course.

If accepted, the course will be included
on the email you receive after the ER
period closes. At that time, please go to
our website at sohiu3a.org.au and click
on the HELP tab to display the
Membership System Help page.

Click on View and Pay Invoices under
the Payments section for instructions
on how to pay the course fee.

These fee-paying courses will be closed
to enrolments when the ER period
closes. This will assist us in receiving
member payments prior to pre-paying
the venues.

U-MAS - TEST U3A Southern Highlands

News in Review
Contact us

Mindfulness and Mindful Meditation

Art in the Aftemoon

Australian Suppressed Books

Climate Change, Society & Geapolitic

t Finding by Gourts

CreatindWgtter Photographs + Writing

German Advan

Cinema on Monday P Preferenced
Britain in C20 P Prefrenced
Chess Club

Family History

German for Beginners

Courses: 1-14 of 14

A Home
5w  COUrses
B My Membership 2022 Term 1 (28 Jan 2022 - 8 Apr 2022) 4
My Enrolments
Courses: 1-14 of 14
B Myinvoices
+  Pay Membership New course
Not new
= can
Course
@&  Checkout
Understanding Strokes
()  Logout

i= 2PREFERENCES | )

HELP
FILTER
Course code Dates
221DAY01 8 Apr2022 w
221DAY02 8Aprao2z v
221DAY03 8Apran2z v
221DAY04 6 Apr2022 w
221DAY05 6 Apr 2022 w
221LRGO1 3Feb 2022 -7 Apr2022 w

221LRGOZ 2 Feb 2022 - 6 Apr 2022~

221LRGO3 8 Fab 2022 - 5 Apr 2022w

221MEDO1 1 Feb 2022 - 5 Apr 2022

221MEDO2 31 Jan 2022 - 28 Feb 2022 W

221MED03 4 Feb 2022 - 8 Apr 2022 W

221SMLO1 2 Feb 2022 - 6 Apr 2022 W

221SMLDZ 3 Feb 2022 -7 Apr2022 w

221SMLO3 1 Fab 2022 - 5 Apr 2022 W

FILTER

14. Click Logout on the side menu to exit
the system.
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