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Attendees/select Print 

 
 

Notes 

Step 1 
Log in to: 
sydneyu3a.org 
using your username and password, or 
your membership number and 
password 
  

 

Step 2 
• Choose Events, Presentations or 

Courses from the menu across the 
top of the screen.  

• You will see the full list of the 
upcoming events, presentations or 
courses  

 

Step 3 
A full list of all the upcoming items will 
be displayed. You can narrow the 
choices:  
If you know  

• the region that is hosting the item  
• or the venue where it is being held  
• you can click on the appropriate 

drop down menu 

 
 
 
 

 

Step 4 
• Click on the item of interest and its 

details will be displayed  

• Click on EDIT, at the bottom right of 
the screen   

Step 5 
• Click on ATTENDEES 
The membership number, name and email 
addresses of attendees will be displayed  

There are now two ways of printing an attendance list. 
For a presentations, where participants may differ each time, click on the Print button (Step 6) 

For courses, where members attend regularly for a number of weeks, click on Attendance 
Register to download a grid of 20 weeks in Excel format (Steps 8 onwards) 

  

https://d.docs.live.net/Users/einstein/Desktop/U3A%20admin/UTERP/u3a.mition.com.au


 

 
Steps 6 and 7 are a feature most useful for one-off events or presentations where the 

participants may change – a quick list across the screen in alphabetical order 

Step 6 
 

• Click on PRINT 
 

Step 7 
Click on the printer icon 
on the top right corner of 
the screen  

• If the printer icon does not 
display, Ctrl-P  (PC) and 
Cmd-P (Mac) allow access 
to the print function. 

• The name and 
membership number of 
attendees will be printed 
(you can ignore the words 
Status: Active) 

 

 
Steps 8 onwards demonstrate downloading an attendance sheet with participants filled in 

and a grid for 20 weeks 
 

Step 8 
• Click on Attendance 

Register 

 

Step 9 
• Click on Download page 

to download an Excel csv 
file 

• Open the downloaded 
page 

• You are now working in 
Excel 

 
 

You may wish to sort the names into alphabetical order.  The following  process is carried out 
within Excel 

Other spreadsheets may be similar 
 



 

Step 
10 

• Select the columns NO 
HEADINGS – 4 columns 
only 

o Family Name 
o First Name 
o Membership 

Number 
o Membership Expiry 

Date  

  Note: 
You must select the data only, all four columns, otherwise 
the membership numbers and expiry will be assigned to 
the wrong person. 
 
The grey cells have been selected – note: no headings, 
no row numbers 

 
 

Step 
11 

 

• Click on DATA on the top 
menu 

• Click on Sort 
• You will be asked which 

column  
• Choose Column B 

(surname) and then OK 
• Save the Excel 

spreadsheet 

 

 


