MYU3A Help for Tutors
Secretary, U3A Highvale December 2019

How to Use the Tutor Portal

The Tutor Portal enables you to:

e Manage class members enrolled or waitlisted

¢ View class members' contact details and emergency contacts if any
¢ Mark the roll (i.e. enter attendance into the system)

¢ View class attendance over a period of time.

Please note the screens used in this document are examples from the year 2018.

Step 1

| Highvale
Tutor Login @m Tutogr Portal (2018)

The MyUIA Network Weicome Practise dalabase

Tutor Login

Tutor id: ||
Password: |

Next Exn woa7(12)

o ' . Tut
This is the first page you see when you click . Enter your ID and

password and click = Next

Step 2 g DTG
Classes Classes for John Keogh: (03 9560 7470 0426 232 473)
Select Class:
ClassYear Name PIcRsvWILEnr From To Day Time Term Venue Suburb
@ 13-012019LifeSkils 15 0 O 0 01/02201920/03/2019Fn 1030-1130 1 1stFnHighvale Village Glen Waveriey

O 13-0120181fe Skils 15 0 0 14 20/07/201823/11/2018 Fj 1030-1130 34 1siFnHighvale Viliage Glen Wavericy
Highlights: Inactive Next Year Last Year

Select Back | Exit | Help uDO7(1)

If you need guidance on how to proceed click HER | see Step 3.

Select the relevant class and click ' $€'€€t | to view its profile. See Step 4.



Step 3

Tutor Portal
Help

[UEA] Tutor Portal

The MyU3A Network

Functions of this APP

* Adjusting Class Session Dates and Class Sizes

* Moving Students on and off the Wait List

* Removing Students from the class

Moving Students to another ciass (eg advanced to beginners)
¢ Print an Attendance Report (Roll)

* Print Contact and Emergency details for your students

* Mark the Roll

General Instructions
Action buttons are located at the bottom of the page. These are the actions of the standard buttons:

« Next: Takes you to the next step in the procedure

« Back: Takes you back to the previous step in the procedure

« Select: Selects an item from a list. The item is indicated by clicking on the radio button (a small circle) at the left
line.

« Exit. Immediately aborts the procedure and returns you to the APPs menu.

Errors

When an error occurs a red error message apears above the Action Buttons at the foot of the page and in
cases immediateley below the page title at the top of the page. You will not be able to proceed to the next
the procedure until all errors are corrected.

Log On

Enter your |d and Password and click Next. If you have forgotten either, contact your office or local suppo

member.
s fme o

For further assistance, Email the help desk.
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Copyright © 2013-2018 - All rights reserved
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This page tells you about the Tutor Portal and displays a series of help screens.

Click button to get help on Manging Your Class.

Click W button to get help on Managing Students.

Click to get help on Managing the Class Raoll.



Step 4

Class Profile

Class Profile

Class: 13.01 Year: 2019, [j Li% Skiv's

Panticipants wit D2 inyited 1o discover the ways ey can Increase e Kappiness and! spait of oplimism In INeT own Ives. especially as

we deal with aje-reiated issues

They will be presented with a range of strategies and optons Dased on reputabie research to help develop 8 healthy balance In heir

Wves (hat will lead 1o grealer awareness. well-being and wisdom
The mtormation presented S obiained from socology, psychology, phiiosophy, Merature and spriiualty
Tutor: 172 John Keogh (03 2460 7470)

- b v Last
Piaces: 16 Reserved: ( Requests: 0 Enrolied: 14 Updated:
Course

Bhn: 03 6803 8592

Highveale Redirement Villisge IML -Manor Lounge] 42 Capital Fn 103-1100

Venue: . i Glen Véverley (18tFn)  Tesms 1234

Class
Dates: Start 01/02/2010 Ena. 22112016

Ferm: 1 12, 152 13, 153, 2971
Term: 2 26/4, 105 24/5 76, 216
Torm: 3 107 28, 150, 508, 140,
Term: 4 11/10, 25/10, 811, 22/11

03012020

Dates To updale class dales o class paces
Students  To agust sluosnts In your class
Tutor info | Your private st of &mergency & student cantact detais
Next REtum 10 your st of classes Email Class Emall students In this class
Tem Of 02 08 ®4 Mark D3y  Record stugent atiendances 31 your ciass
Exit wio7(3)

The button lets you update class dates or class places.

The StUEENTS | pytion lists the members who have applied to join your class.
You can also view a list of members on the waitlist in priority order, if one exists.
Changes to the student list and waitlist can be made as required.

Adjusting Students in your class

» To add a member to your ciass, key the first 3 letters of the student's Family Name (the Namekey) in the text box
1o the left of the Add button and the reason you are adding the student in the Reason text box Then click the Add
button. A list of members matching the namekey you keyed will be presented. Click the radio button to the ieft of
the member you wish to add, and then click the Select button. The Student List page will return with that member
added. If you decide not to add that student, click the Back button to abort

» To move a member to another of your classes, identify the member by clicking the radio button to the left of the
student line, key the destination class code In the left hand text box and the reason for the move on the right hand
text box then click the Move button, The page will réfresh with the student no long In that ciass

» To move an enrolied student to the walitlist, identify the student, key the reason In the text boix and click the
Waitlist button

» Foreach student on the waitlist, an Accept button will be on the righ end of the student's line In the list. Just click
this button to accept the student into the class, then advise the student

» To deiete a student from your ciass, Identify the student, enter the reason and click the Del/Act. The deleted
student will b highlighted in pink, but will no longer appear on the Attendance report. If you wish to re-instate the
student at some later time, just identify the student amd click the Del/Act button again to activate the enrolment

The | Tutor Info  putton displays a list of contact details (telephone and email) as
well as emergency contact details for each class member. You have the opportunity
to print the list, if you wish.

The _Next | button enables you to return to your list of classes and select another
class to view.

The Email Glass | ption lets you send an email directly from the Tutor Portal to all
members of the selected class. See Step 5.

Click to record class attendance online. See Steps 6-8.




Step 5

Emailer

Step 6
Mark Class

* subject:

* Email Text:

Send to: SendToClass | Currently ONLY Email command implemented

Next = uOO7(20)

Please note that you don't have to specify a class code as the class is already
selected at Step 2.
Also be aware that attachments are not supported by this Email function.

After sending the email, you need to wait patiently until all members in the class
have been emailed and the log has been displayed back to you.

Mark Class

13-01 Lite Skills
Venue: Honvaie Village Glén Waveriey Room 2 (ML -Manor Lounge)
Class Dates: 20007/2018 thry 23112018 Sessions: 1030 - 1130 Fn (1557n) Terms: 34
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Step 1. 1O Apologse. Indcale e membder, starting date and how many then cick Apolagy
To remove Apclogies. indicate the member, starting dase and how many, then cick Apology

Apology | __SORENE

step 2. To V of R a nacate the Daie. e
WIPMMCKKM[ ————

Del/Act { Dissatsfoction with Course ~ |

Step 3. To mark tho rodl for e day, Indcate a date 30d cikk Mark Cate
Cates highighied In green Rave Deen Marked Hut (Xevious marning can be revised

Step 4. \When tnshed all enines foc he day, Cick Done
Done
Exit L0OT(9)
o
Each session of the class during the selected term is displayed across the top and
each of members involved in the class down the side. Days already marked are

highlighted in green.

Choose the date you intend to mark from the list across the top of the table and click
Mark Day




Step 7 Mark Class 20/7

Mark Class 13-01 Uife Skills
Venue: Highvale Vilage Glen Waveriey Room 2 (ML -Manor Lounge)
Class Dates: 20/07/2018 thru 23/11/2018 Sessions: 1030 - 1120 Fn (1siFn) Terms: 34
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3. To mark the (of for the day, Unick any members notpresent on (i day and cick Mark o clck Cancel

:.FMM-;_C.OHOOQ

If the session is being remarked, the result of the previous marking is shown.

If this is the first time that date has been marked, all members will be shown as
present. Just uncheck any absentees and click the @ button below the table.



Step 8
Mark Class

Mark Class

43-01 Lite Skills
Venue: Hghvale Vitlage Gien Waveriey Room 2 (ML -Manor L )
Class Dates: 20V07/2018 they 231172018 Sessions: 1030 - 1130 Fri (15!Fn) Terms: 34

MarkDate | O O O O O
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Step 1. 10 Apologise, Indicale the member, startng date and how many, then cick Apology
To remove Apoiogies. Indicate the member, starting daie and how marny, then cick Apology
Apology | Howmany?
step 2. To Withdram of Reinstate a member, Indcate the withdrawal Dade, the member,
and A re3son then cick DeliAct
DelAct { Dissatisf with Course ~|
Step 3. To mark ine rod for the day, Indicale a dame and cick Mark Date
Dates highlighled in green have been marksd bul previoas marking can be revised

Step 4. Wnen fished al entries for the day, cick Done
Done
Exit uoo7(v)

To record apologies, ensure the appropriate date has been selected, then click
the radio button to the left of the person's name. If the member apologising has
already been marked present, the apology count will start from the first absent
date.

To remove a person from the class, select the reason for the removal. Then
click the radio button to the left of the person's name and click - DEl/Act

Dissatisfaction with Course

Class level not suitable
Unexpected Commitment
Over-comitted generally
Timetable no longer suits
Health (self or others)
other

| Dissatisfaction with Course |v

If the person later rejoins the class, select the radio button to the left of the
person's name and click - PEVACT {5 activate the membership.

When you have finished and wish to return to the Class Profile, click %.



