UMAS Membership System Guide for Course Leaders

UMAS is the online membership and course management system SH U3A has used since 2022.
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
2. Loginto UMAS

3. Access the Main Menu
A. Checking Details of Courses
B. Reports: Class List and Attendance List
C. Send Emails

Any queries?
You can email the Course Coordinator at courses@sohiu3a.org.au.

Notes:

e Throughout this document, the example screens are from the test version of UMAS that
contains simulated data. The title ‘TEST U3A Southern Highlands’ and the menu items to the
left of a screen appear in red.

e By contrast with the Test version of UMAS used in early 2022 training, the live UMAS version
does not show the word ‘TEST” and the colours are blue (or white on a blue background).

¢ 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.

e Some screen shots were taken from 2021 term 4 and some from 2022 term 1.

e UMAS sometimes refers to course leaders as tutors.
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GO TO OUR WEBSITE at https://sohiu3a.org.au/
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Pass the cursor over LOGIN at the top right of the screen, then click Course Leader Login.

LOGIN TO UMAS (Membership Administration System)

SOUTHERN HIGHLANDS

UA U3A Southern Highlands

MORE LIVING & LEARNING @ U3A

Home
View Courses Members login is: https://sohiu3a.org.au/members/login
Enrol s New Memoer Administrators and Tutors please login below:-
Contact Us . .
- Membership number or email: | |
Login
Password: |
[ Login

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

ACCESS THE MAIN MENU

The main menu page will appear, including a welcome message.
In the current version of UMAS, the main colour on the left navigation bar is blue.

SOUTHERN HIGHLANDS

UA TEST U3A Southern Highlands

MORE LIVING & LEARNING (@ UIA

rome Welcome Rick Eng (Member #117)

View Member Details

Edit Member Details

Members
To view and check Membership details click 'View Member Details'
To add or change Membership details click 'Edit Member Details'

Pay Membership

View Courses

Reports

Send Emails Courses

Exten F‘ To select and enrol in Courses click the 'View or Select Courses' menu item
Contacf Us

Return fo Website @

-
Logout { o

Key items for course leaders are (A) Checking Details of Courses, (B) Reports, (C) Send
Emails.

Clicking on a menu item provides access to a set of functions you can perform in UMAS.

As a course leader, you have access to only those functions needed for your role. For example,
you can only view the details of your course; you can email only your participants.
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A. CHECKING DETAILS OF COURSES PRIOR TO A NEW TERM

Before the start of a term, the Course Coordinators ask you to check the course details they have
entered into UMAS. Please advise them ASAP of any serious errors. They know you will
understand that changes in details of venues, dates and times are not easily made at this stage, as
they have a cascading domino effect. Usually, you will be sent a draft Course Bookilet.

If not, below is an alternative, and more complex, method of finding the information for checking.

Via the SH U3A website https://sohiu3a.org.au/, login to UMAS as a Course Leader.

On the blue left sidebar, click on Reports, then the yellow Courses tab.
Using the Dates to locate your course
In the second option which begins “List all courses that commence ...”:

* For the first two white Date boxes, use the dropdown calendar to enter the term start and end

dates, respectively, ignoring the last Day box.
* Ignore the next two lines and their boxes.

* Click on the green Courses Occurrence button to obtain a courses list in order of starting date.
* Locate your course/s —in starting date order — and click on the hyperlinked Code (column 3) to
reveal your (non-editable) course details — discuss changes with the Course Coordinator.

Example of details produced for the course Cinema on Monday for T1, 2022:

SOUTHERN HIGHLANDS |

Home

Edit Member Details
Pay Membership
View Courses
Reports

Send Emails
Extensions

Contact Us

Return to Website

Logout

View Member Details

Course Details

Course Code:
Description:
Frequency:
Course Leader:
Course Leader 2:
Type:

Venue:

Start Date:

Finish Date:

Start Time:

Finish Time:
Number of weeks:
Amount:
Maximum enrolments:
Number Enrolled:
Comments:

Additional Comments and
Prerequisite:

UA TEST U3A Southern Highlands

221MEDO2

Cinema on Monday
Monthly

Rick Eng

None

Specified

EMPIRE
31/01/2022 Mon
28/02/2022

12:00

Print

14:30
2
$28.00
30

o

Experience an enjoyable afternoon at Empire Cinema: movie then

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

Click on “Close’ to return to the courses list.

B. REPORTS (Enrolment List, Attendance List):

Available after the Enrolment Requests period has closed and members have been advised of

their actual enrolments.

|Enrolments List (Class List)|

What CLs do NOT do with these lists
Please note UMAS does not allow CLs to add members to a course.
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The Enrolments Coordinator does this work, as well as adding members who have been waitlisted.
Quick Method: In View Courses, choose your course and click on Rep on the extreme right.

Longer Method: Click on Reports and then click the yellow tab labelled Enrolments.
Choose the required course by clicking on the box labelled ‘Choose a Course’.

SOUTHERN HIGHLANDS

UA TEST U3A Southern Highlands

Home Rick Eng can only see their own Courses
View Member Details Reports
Edit Member Details

Pay Membership [ Members I Subscriptions I Courses. I Enrolments Financials | Admin

View Courses

Send Emails

Extensions
Lists the members within the selected Course. The reports have multiple options to display additional information
Contact Us
Return to Websit I Choose a Course: | Please Select v I
eturm to Webstte Include Wait Liste: ergency contact: [
Logout Please Select

Choose a sort ord
Email the Cou MEDIUM2 : Cinema on Monday

List Enrolments . ONEDAY2 : News in Review

Then click the green List Enrolments. The following screen appears for the example of Rick Eng:

SOUTHERN HIG

UA TEST U3A Southern Highlands (Administrator)

J

Home o
Enrolment List
View Member Details

Edit Member Details Course: MEDIUM2 Cinema on Monday

Pay Membership Dates: 11/10/2021 - 10/12/2021 Time: 12.00 - 14.30 Day: Mon
Venue and Course

A

View Courses Leader: RCC Hall - Rick Eng
View/Edit Fee: $28.00
Subscriptions Enroll Date Time Member#Name Mobile Phone Email Status
Add Courses . vice- Unpaid Fee:
coarch Membere 15/11/2021 110 Jean Brodie 0405 123 456 president@sohiu3a.org.au Delete $28.00
Add Membe: 15/11/2021 108 Alexander Bell 0405 123 456 (61) 4051-2345 anne.m.royds@gmail.com _Delete uPsa.Eil;
F——— . § vice- Paid:
Sep: : 15/11/2021 109 Ricardo Braithwaite 0405 123 456 president@sohiu3a.org.au Delete $28.00
end Emails 15/11/2021 114 Prue Crandall 0405 123 456 treasurer@sohiu3a.org.au Delete , Faid:
Extensions 52’8?10
System settings 15/11/2021 115 Marg Danaldson 0405 123 456 treasurer@sohiu3a.org.au _Delete s;sa"ou
Database Control 15/11/2021 126 Helen Keller 0405 123 456 altcourses@sohiu3a.org.au Delete SZP;IL")’D:
Miscellaneous £
15/11/2021 127 Sal Khan 0405 123 456 altcourses@sohiu3a.org.au Delete faid:
Contact Us $28.00
Return to Website 15/11/2021 128 Loris Malaguzzi 0405 123 456 altcourses@sohiu3a.org.au _Delete SZ?I(?D
Login member retum  SEHSRIGNo 133 Maria Montessori 0405 123 456 enrolments@sohiu3a.org.au Delete ﬂ?g’u
Logout Do

Total number of records is 27
Maximum number is 30, Enrolled is 27, Available is 3
| Close and return to Reports

| Close and return to Courses

To obtain a copy of this list, you can:

e click Print (near the top) to print the list. When finished, click Close and return to Reports

e copy the list and paste it into a new Word file, perhaps deleting unwanted columns (those
on the right of Email) and removing the colour.

| Attendance Lis

For your Attendance List, go back to the Enrolments tab (in Reports) and the Attendance section
near the bottom of the page:



e Choose the required course by clicking on the box labelled Choose a Course.

e Select the start and end dates of the course by clicking in each date box and selecting from
the pop-up calendar.

e 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. (The box is usually already ticked.)

¢ Click the green Attendance List.

e Click the Print button to print the list. Alternatively, you can copy the details and paste
them into an Excel spreadsheet or Word file if you wish to save the list and/or reformat it.

UA TEST U3A Southern Highlands

Rick Eng can only see their own Courses

Reports

| Members | Subscriptions | Courses Enralments | Financials | Admin —

Enrolments

Lists the members within the selected Course. The reports have multiple aptians to display additional information
Choose a Course: | Please Select

Include Wait Listed: Show Address: Show Emergency contact :

Choose a sort order: Status + Date enrclled v

Email the Course Leader:
List Enrolments

Attendance

Choose a Course:. MEDIUM2 : Cinema on Monday v

Select Course Dates between: 11/10/2021 and: | 10/12/2021 will appear on the fst.
Include Wait Listed: [] Choose a sort order:| Status + Date enrolled  ~

Email the Course Leader: gate a PDF: Extra horizontal lines on list

Match up columns with dam can use a Iot of memary with PDF. Keep the date range small if timeout

Attendance list

Below is the pop-up window, showing the two sessions for the course:

Attendance List

Course: MEDIUM2 Cinema on Manday

Dates: /1072021 < 1122021 Time: 1200 - 1430 Diay: Mon
Venue and Course Leader RCC Hall - Rick Eng

Fee: 52800

11 [T

C. SEND EMAILS

It is very important to email class members more than seven days 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 course description or Attendance List.

The facility described below will automatically send an email to your course participants. The
system automatically uses the course enrolment list to fill in each person’s email address.

Click on Send Emails in the blue navigation bar and then on the top Enrolments tab.

e By default your email address shows in the Sender field so that replies come to you. It also gives
participants your email address if they wish to make contact, e.g., notify you of an absence.

e Type the subject of your email in the ‘Subject text’ box.

e Choose the required course by clicking in the box ‘Select Course’.

¢ If you have more than one course in the term, send emails to one course at a time.



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] or [preferred_name].
You need to be exact: Dear [first_name]. See the example email that follows.

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 to serve as
templates for any further messages. Just click on the one you wish to use.

One attachment to your email is allowed. 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.

When you now see something like this message, click either Yes box — your choice. (Note that in
the example below, the emails were sent by the Course Coordinator whose email address is
courses@sohiu3a.org.au — that’s why we’ve written “something like this message”.)

U3A Southern Highlands

Preparing to email members...

Emails will be sent from U3A Southern Highlands Inc. members@schiu3a.org.au
Reply-to email is: courses@sohiu3a.org.au

Sending will be done using SMTP

1 member records found to process

Preparing 1 emails, plus any CCs...

All emails prepared.

Your sending rate is limited to 12000 emails per hour.
Confirm sending emails?
Note: If you click Yes below, you must wait until the progress bar shows that all emails have sent.

If you close the tab/window/browser before all emails have sent, the emails will be queued and sent at a later
date,

No, cancel Yes, send 1 emails and display Yes, send 1 emails and display
progress in a separate tab progress in this tab

This produces a Bulk Emails Progress screen which fairly quickly shows the emails sent.

Example:

On the next page is a typical example from the test website for CL Rick Eng (with 2021 dates).

You will notice:

the course leader’s own address appears in the first field (sender’s email address)

the course leader has typed in a subject

the course leader has used a personalised greeting, taking care to get it exactly right!

there is a text editor — similar to that used in Word — which allows you to modify the format of
your message (using the dropdown menus under the headings File, Edit, View, etc), to include
dot or numbered points, to add an image, to construct a table, and to insert a hyperlink (as Rick
Eng has done).
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Send Emails

Email Members with Enrolments

This process will send an email with the details from the Subject and Body

Reply-To Email joptional):

I rick eng@gmail com ]

CC {optional):

I CC emal address. Use semi-colon o separate emai addresses. %]

Separate CC small sodresses using semi-Colons.

e )

Restore previous email: Clear Subject and Body:
Please Select v ( Clear text ]

Body Txt:

File Edit View Insert Format Table

§¢ wv B

Dear [first_name],

= Vv =V 0()

Welcome to Term 4 Cinema on Monday. Our first session starts at 12:00 noon on 11 October 2021, Please be a few minutes early so that we can check in and be seated.

\We meet in the lobby of the Bowral Empire Cinema. Please wear your U3A name badge so that we can easily check you in and others can get to know you at cotfee after the movie.

Click on the link above for ion about Empire Ci its address in the main street of Bowral.

If you wish to make contact with me, you may reply directly and | will receive your email.

| look forward to seeing you for an interesting movie and a friendly chat at coffee.

Regards,
Rick.
B 127 words @tiny
4
IFusing Frelos browser, ko delete an image: Doubie-cick o he image, then press fhe Delele butian o yourkeyboard Emall avtomaticall saved when sert The Email il bo sent from members@satii3a.on 00
Enrolled Members
Select Course:

234ARTI: Cinema onMonday v



