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MITION PROCESS (REG003)
How to enrol a member in a course

A guide to be used by Regional Course coordinators, Venue coordinators and Booking Secretaries
Author/Reference: Rosemarie Einstein
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Summary:

Login to:

Step 1 | sydneyu3a.org

using your username
and password, or your
membership number
and password

e Choose Courses Afull list of all available courses appears
Step 2 from the list at the
top of the screen

e Refine the search for | resen  rumeuminon
Step 3 the course by using

the filterw

.
‘H FOR NEAR
NERS (max

BOOK GR ADVANCED
A fourth, week of month RECORDER
from 13/01/2025 to 13/01/2025 Mon, in alternate-Weeks | CI
13/01/202! R AT s waekly from
£ 2025 to 24/05/2025

venue

e Each filter has a drop e o | coveucemuon [mSiiunace
down menu with the V‘J"‘? o 5 i o /22028 o Oa/OLra08 | 06/02/2025 vo 080312535
options

e Click on your option

e Alternatively, use the
Step 4 search box to type in | ©Our Courses

th e Su bJ eCt Of Courses continue the topic or theme weekly, fortnightly or monthly. search SEARCH
Cplaying a musical instrument, book

Interest aroups. and discussion aroups. For talks on individual topics. visit our Searching: /courses

° Clle on the selec.ted Region Harbourside North Venue CHATSWOOD: D, -~
Step 5 course VIEW CLEAR VIEW CLEAR

1 1 CED FRENCH FOR NEAR INTERMEDIATE
o
Th 1S dlsp|ays the RECORDER BEGINNERS (max RECORDER GROUP
d eta ||S Of the course Mon, in alternate weeks from 12) Wed, in alternate weeks from

13/01/2025 to 13/01/2025 Mondays weekly from 05/02/2025 to 05/02/2025

—tim e, date, 03/02/2025 to 24/05/2025
description and
DISCUSSION GROUP LATIN AND REVISITING
more 1 BALLROOM GERMAN (max 12)
Thu, in alternate weeks from DANCING: SALSA **NEW**
13/02/2025 to 13/02/2025 PLUS MORE Thu, in alternate weeks from

Fri, in first, second, third, fourth, 27/02/2025 to 27/02/2025

e Atthe bottom of the o e e
screen, click on the
blue EDIT button
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The screen will
refresh showing the
attendees, including
the member just
enrolled

Near the top left of S Ll G otz
Step 6 the screen click on Is Enabled

Attendees Attendees —»  ATTENDEES

The next screen View VIEW PAGE

displays the list of Event Category S ¢

people attending Language - France &

° Title FRENCH FOR NEAR BEGINNERS (max 12)

Click on the +New User Attendee
Step 7 button FRENCH FOR NEAR BEGINNERS (max 12) (Start Date: 03/02/20:

In the User box, — |

start typlng the name M} Type to search

of the member

wishing to attend Attending

Click on the

member's name L) confirmed attended

O Deleted

On the bottom of the You can ignore this panel on the right side of the screen

Step 8 screen, click SAVE

1x Member (Free)

Create
Invoice

1 tickets

®




