MyUS3A Help for Tutors

Secretary, U3A Highvale 24 February 2023

How to Use the Tutor Portal

The Tutor Portal enables you to:
¢ View class members' contact details
¢ Manage class members enrolled or waitlisted [Parts 1-3]
e Send emails to class members

o Mark the roll (i.e. enter attendance into the system) } [Part 4]
o View class attendance over a period of time.

PART 1 How to View Class Member Details
Step 1-1 On the U3A Highvale website click MyU3A Login and access the Tutor Portal.

Tutor Login MyU3A Login ¥

New Applicant
Member Portal

Tutor Portal

The Tutor Login displays.
| 4

Tutor Login

Tutor Id: |

Password: | |

‘Next| Exit| u007(12)
—

Enter your ID and password and click - N€Xt | to display Classes.

r

Step 1-2 myu3ali.myu3a. net homefww/u3ahip
Classes Classes for Krishan Pathak: (0405 707 475 )
Select Class:
Class Year Name PlcRsvW/LEnr From To Day Time Term Venue Suburb
Yoga Google Glen
® 31-03 2022(Pranayama}:Wed 20 0 0 10 02/02/202230/11/2022 Wed 1600-1700 1234 m‘reekl‘_.,fr,“,Ieet Waverley
Yoga Google Glen
Q 31'022022(Pranayama}:Tue 20 0 0 9 01/02/202229/11/2022 Tue 1600-1700 1234 weekly, Waverley
Yoga Google Glen
O 31-022021 (Pranayama) 20 0 0 9 18/05/202130/11/2021 Tue 1500-1600 234 m‘reekl‘_.,fr,“,Ieet Waverley
Yoga Google Glen
Q 31-012021 (Pranayama) 20 0 0 9 21/04/202101/12/2021Wed 1500-1600 234 weekly,, Waverley

Highlights: Inactive Next Year Last Year
Select | Back | Exit| Help u007(1)

If you need guidance on how to proceed click HER see Appendix on page 8.
Select the relevant class and click - $€'€€t | to view its profile.
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Step 1-3
Class Profile

Class Profile Class:31-03 Year 2022 [Wed] voge (Pranayama)
This 15 an online ciass conducied via Googie Mest
TS COUrse 1eacnes yOou Diexling sxercises and techmgues
"Franayama s control of Breath® "Frana”® is Breath or vRal energy in the body On subte invels prana represents the pranic
Nergy respon for Iife or ife force, and “ayama”™ means control. So Pranayama 5 “Control of Breath
If you! wish 10 j0in this class you need 10 puthase 3
\ON-Sip yoga mal
AfEr YOu have enroied 23 4 paid.up membes, please Send an email 10 engunes@uiainalivaid com au 10 request the nk o the
SO00M Mes! session
Tutor: 2/2 Krshan Pathak {04085 70T 472
Places: 20 Reserved: ) Requests Enrolled: 10 Last Updated: 23042022
Course Phn: 03 D801 3592 [Day rolf]
Venue: oo Mett Onine Glen YWaverssy ‘Wed (weenly) 1800-1700 Termms 1254
Ciass Dates: Stant 02N2/2022 Eng Az
Term: 1 272 V2 W2 23% 2 o 153 25 0o 64
Yerm: 227/, &5 115, 1815, 255, 15, BE 156 226
Tem: 3 I1NT. 2007 27/7. 3B 408 Y70, 24/ 33/ 780 14m@
Term: 4 510, 12410 19040 26010, 211 G911 16/ 25011 30
Students To acust students In your clisss
Tutor Info Your pravale It of emergency & stident contact oetars
Next Retum o your #st of casses Email Class Emall students m this class
Term 1 AR O N §  Mark Day | Reood stucent atlendances at your class
Stan Date | 05/10/2022 ®oll Card Summary Frnt 3 rof card / ook 31 class status
Exit uob?in

d

The Students |y tton displays the Enrolment Status which shows the members
who have applied to join your class. Each member is listed by ID, name, suburb,
phone and email address. 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 if
required. Alternatively, get assistance from the MyU3A Administrator. (See Part 2).

The | Tutor Info  putton displays the Contact Information for class members. Each
member is listed by ID, telephone, email and payment status. Emergency contact
names and phone numbers are provided. You have the option to print the list, if you
wish.

The - N&Xt | putton enables you to return to your list of classes and select another

class to view, if applicable.

Click Email Class to send emails to your class members, see Part 2 on page 3.

The | Mark Day | phytton allows you to record class attendance online. This is
covered in Part 3 on page 4.

The RelLCard | iion lets you mark attendance online, especially useful for classes
held via Zoom or Google Meet, etc. This function is also used by the MyU3A
Administrator to print blank class rolls for in-person classes for each new term.

The | SUMMArY | ptton enables you to view class attendance and withdrawals for a
specified period. But this is only possible if you have recorded the attendance on the
system.

Click | _EXIt | to finish.



PART 2 How to Manage Class Enrolment & Waitlist

Step 2-1 When you log in to the Tutor Portal your class(es) are automatically displayed.

Class Profile  gelect the relevant class and click - $8'€€ | to view its profile.

Class Profile

Class:14-01 Year: 2023 Line Dancing (Improvers)

Participants must be adept at the beginners level already and are looking 1o improve their line dancing skills further,
Practice at home andlor additional classes at this level al least (paivate and/or at other LU3A) are expecied. You are
weicome 10 cbserve of try a class before you enrol

Tutor: 32 Donas Teh |

Sessions: 0830 - 1045 Fri (weekly) Trms: 1234 Last Updated: 18/02/2023
Places: 18 Reserved: 0 Requests: 3 Enrolled: 18
Course Phn; 03 9803 8592 [Day rod|
Venue: Gien Waveriey Uniting Church Address:10-12 Bogong Ave Glen Waveriey
Class Dates: Start 03/02/2023 End: 01/12/2023
T 132, 102 1712, 2472, 3/3, 1073, 17/3, 2413, 343,
Trm:228/4 55 12i5 19/5; 26/5, 2/6. 96 16/6 2356
Trm: 3 1477, 2177, 28/7. 4/8, 11/, 18/8. 25/8. 1/9. 8, 15/9.
Trm: 4 610, 1310, 20/10. 27/10, 3111, 1011, 17/11. 2411, 112,

Update | Next | Course|  Students| Tutorinfo| Exit| UOOB(15)
Tm @1 02 O3 O4  Mark Term |

Start Date|16/02/2023 | Summary |

Step 2-2 At the Class Profile page click - StUEENtS | 5 gisplay the Enrolment Status.
Enrolment Please note that no real names and details are shown in these sample screens.
Status
Enrolment Status
14-01 2023 Line Dancing (Improvers)
Tutor: Dors Teh 031622023

Venue: Gien Waveriey Uniting Church Glen Waveriay
Class Dates: 03022023 thru 01/12/2023  Sessions: 0930 - 1045 Fn (weekly) Trms: 1234

Ia Name Suburb Phones Emall Requested Accepted
The Accept button is now only avallable on the Waitlist Listing to ensure correct sequence of
atlocation.
) B11Cheisea Dymock Glen Waverley 0403 535 684 CD@yahoo.com au 2211212022
O 654 Caleigh Kerzmann Glen Waverley 0406 209 859 izieme@cronin. ong su GA12/2022
o 789 Jerel Medhurst  Vermont South 03 8187 8958 gaylord@wiza edu ORHD2S
987 Bill Tag Gien Waverley 0481 570 156 billbord@yanoo com 21/01/2023 e
O 2328 Waitng
e
P —— Wa ey 394 » o st
Highlights Witndrawn Offer Expirea Offer In Grace
Reason
Add (namekey): | Add |
Move to Class: | Move |
Waithist: { | To wartist |
Delete/Activate: | Detiact)

Places=18 Reserved=0 accepted=15 (18) requests=3 (3) Offers=0 Expired=0 withdrawn=3
History |  List Waitist| Next| Exit| ubOB(4)




Step 2-3 The Enrolment Status displays a list of class members and indicates the date when a
Wait List member was accepted into the class or if Waiting, the date when a request to join the
class was made.

To view the Wait List click LISt Waitlist 514 the following screen displays (this is a
sample only and the details are fabricated).

Wait List
14-017 2023 Line Dancing (Improvers)
Tutor: Doris Teh
Vonue: ik ) Uniting Church Glon Wavernay
Class Dates: O3/02/2023 thiu O1/12/2023 Sessions: 003 1045 Fn (weekly) Trms: 1234
-] Name Suburb Phones Emaltl Date Time
S878IN Tag Glen Waverisy D491 570 156 bilbord@yanoo.com 19/01/2-23 2216
711 May Day Glen Waverley 0430 879 212 mdayewsglaol.com 21/01/2023 2328
885 Chns Cross Vermont South 03 8550 7277 cogbmsn.com 07/02/202316835

Highlights: Online

Note that the Wait List itemises the name of each member by the date when a
class was selected. It is based on the principle of first-come-first-served.

When a vacancy arises (as viewed in the Enrolment Status), inform the MyU3A
Administrator that you want to accept the first member on the Wait List.

Only the Administrator’s screen displays an Accept| b tton against each

waitlisted member. A click of the button enables a member to join the class.
The system then automatically sends an email to the member notifying that the
person is how formally enroled in your class.

At the start of each term when a Class Roll is printed, only accepted members
appear in print. If you observe that a member’s name is subsequently written in
by hand on the Class Roll, these are the following possibilities, either:

a) the individual is not a paid-up member OR

b) the paid-up member enroled after the Class Roll was printed OR

c) the member is on the Wait List (not Accepted) but ignored the ruling and
attended the class anyway. This is tantamount to queue jumping and
should be discouraged.

On completion at this screen click either Next | Exit .

If you click Next you return to the Enrolment Status page.

If you click Exit, you can then Log Out of the system.

PART 3 How to Use the Emailer

The Emailer is a function within the MyU3A Administration Apps. It enables you to send emails to
your class via a class code. The advantage is that the system knows who is enrolled in the
specified class/group and what their email addresses are. While it relies on the accuracy of the
email addresses recorded, you need not maintain your own email distribution list. Each time:

e new members join a class/group, they are automatically included in the email;
¢ members withdraw from the group, they are automatically excluded from the email;
¢ members change their email address; the new addresses are automatically applied.

There are some limitations: a message is limited to approx. 500 words, text formatting is not
supported and file attachments cannot be used (except through a URL link).
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Step 3-1

Send Email
to whole
class

Email Class

Click to access the email function.

* subject:

* Email Text:

Sendto:| | class

All Tutors

Bt | u025(1)

Enter a meaningful email Subject text. Include in your email the name of the
class/group.

Enter the body text of the Email and identify yourself and U3A Highvale as the
sender. If you wish to include a website link just enter the link as normal text and it
will get translated as a hyperlink.

NOTE: Make sure that at the top or the bottom of the email you invite replies to
your personal email address. This is because the email received by a member
shows “auto”. The email is delivered by the system from auto@myu3a.net. This is
a noreply address and is not monitored.

As all MyU3A emails for various situations and various U3As have this “auto” source
name, it is really important to specifically identify yourself as sender of the email.

In Send to: enter the relevant class code and click the Class button. This
will automatically send the email you have created to all class members that have

email addresses. DO NOT click =~ ' ™' | This is for use by MyU3A
Administrators to send emails to All Tutors.

Class codes are different for each “class” so you need to know your specific class
ID. You will be able to see this from your login to the Tutor Portal. It must be in
the format xx-yy. E.g. 31-03.

The Emailer program will then display a line for each member it sends the email to.
If you have a big class this could take some time. Just be patient and do not
click on anything until the process is complete. The time taken depends on
your own Internet connection speed, the MyU3A server traffic and the recipient’s
Internet service.

When the process is completed, the system shows a list of members who received
your message by email and a list of members (without emails) who need to be notified
by other means.



file:///L:/Cabinets-Rock/Voluntary/U3A%20Highvale/EnrolMgr/MyU3A/Aguide4U/2021-2022%20guides/auto@myu3a.net

PART 4 How to Mark Class Attendance Online
Step 4-1
Mark Class

Select the relevant term and click | Mark Day | yton to display Mark Class.

Mark Ciasé

31-03 Yoga (PranayamajiWed
Venue: Googe Me -
Class Dates: (240

1A2Y Sessions: 1H00 - 1700 Wed (weealy) Terms: 1234

T 2000 21T WS 100 7N 4N 1 T e

O A A A A

Step 1. 70 Apologie. Incicaly e member. sEwting aate ang how oy, then chek Apology

0 remeve Apciogies, Idcate the memder, starsng dale and how maity, ihen tiick Apology
Apotogy | Huw ety ?

wep 2 To Withoras or Rexstate 8 member. Ingicade INe withdraxa Date. the membec

2 3 123501 hen Cick Delact -
Deliact | Dissatsfaction wath Course v |

Step 3. To marnk e 1o 10 e doy. INECAle & dule ang cick Mark Cate

Dates NgRIQIEac in green Nave Deen maskad bul previous marking ¢an be revsed

Step 4, When fshied ail eniies fof e Gy, ik Oone
Done |
Exit} udO7i)

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 if any,
will be highlighted in green.

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

Mark Date to display the. Mark Class screen with the chosen date.

Step 4-2 B
Mark Class Mark Class 13/7

for chosen 31-03 Yoga (Pranayama):Wed

date Venue: Googie Meet Glen Waveriey
Class Dates: 021022022 1o 30/11/2022 Sessions: 1600 - 1700 Wed (weekly) Terms: 1234

®@ 00 0Q 00000
id Name ANT 2007 2007 32 108 178 208 318 18 WS

(RN B B N B BN NN

Step 2. 7o mark the roll for the day, Untick any members not present on this day and click Mark or click Cancel
Mark | Cance! |




If this is the first time that date is to be marked, all members will be shown as present.

Just uncheck any absentees and click the @ button below the table to save
your markings.

Step 4-3 This displays ticked boxes for attendees and unchecked boxes for absentees.
Mark Class ez e e e 3
for chosen Mark Class 13/7
date

31.03 Yoga {Pranayamaj:Wed

Venue: Google Meet Glen Waveney
Class Datea: 02/02/2022 10 301112022 Sessions: 1600 - 1700 Wed (weedly) Terms: 1234

® 000000000
Id Name 10T 207 277 3B 108 178 248 318 TV 14%
°
O
0
C
O o
O Ll
O /]
o L)
O Ll
0O A A A
o A A A

Step 3. To mark the rol v Ihe day, Untick any mambers nol preseal an this Gay and chek Mark of thek Cancel
Mark | Cance |

When satisfied with the markings click @ to confirm they are correct.

Step 4-4 This shows the class attendance for a specific date highlighted in green.
Mark Class 401 My e A
Mark Class
31-03 Yoga (Pranayama):Wed

Venue: Google Meat Gian Waverioy
Class Dates: 02/02/2022 o 30/M11/2022 Sessions: 1600 - 1700 Wed (weekly) Terms: 1234

Mmakbatel 0 O 0O OO0 O 00 00|
id Name AT 2007 270 AB- 108 178 268 1M T (05
0O ¥
O Y
O ¥
9 ) Y
|
)
0 Y
)3
0 Y A A A A
‘® . Y KSR TR A

$1ep 1. To Aptlogise. Indicate the mamber. slarting dale ana how many. thea Cikk Apology
To remaye Apologes, Indicate the member, starting date and how many, then tick Apology
Apology | | Howmany?

step 2. To Withdraw 0r Reinstate a member indcate the wilirawsl Date 1he mambers

and a reason then cick DeivAct

DeiAct | | Opesstesfnction with Course v |
$1ep 3, To mark the rof Tor the day. Indicate a date and ciick Mark Date
Dutes nighighied in green have been marked but grevious marking can be revsed

Step 4. When linished 4il enlries for Ine day, cick Done

Ext| w007 (0}



Step 4-5

Attendance
Summary

To record apologies, ensure the appropriate date is selected. Then select the
member making the apology by clicking the radio button to the left of the
person's name and entering the number of absent days in How many?

Click the M button to enter the apology. The system inserts an A for
each day of absence. If the member apologising has already marked absent
days, the apology is indicated by A in one or more absent date(s).

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)
Non-attendance

Moved from Village
Incorrectly enrolled

Other

If the person later rejoins the class, select the radio button to the left of the
person's name and click DellAct g activate the membership.

When you have completed marking the class attendance and wish to return to

the Class Profile, click | _Bene

To display the Attendance Summary for a specified period, click

Summary

Altendance Summary
Clasy 34-03 2022 Yags (Praceyame) Wed

P—uT 1700 Gange Wert Tetme Kirmmae Pathat

< Same FNT 297 ST 34 Ma TN N

TR

3

e T ¥

w

a2 WOONIT)

This includes any withdrawals from the class.

Click to return to the Class Profile screen.

Click ﬂl to finish and log out of the system.




Step 4-6 As you continue to mark class attendance for subsequent dates, the Mark Class
Mark Class screen will look like the sample below.

(contd.)

B LR L

Mark Class

31-03 Yoga (Pranayamay:Wed
Vonue: Googla Meet Glen Waveey
Class Dates: 02022022 10 3V TTR022 Sessionn: SU00 - T7H0 Wed (woekly) Termes: 1238

MirkDate | OO O OO O OC OCOO
o Name ST NI I 30 10 VT8 26W 3T 0 145
e (¥ 1 ¥ YN

- - - =

Y VaARSAYLY
Y Yoy sy
Y YR Y Y

o AN L
Y

AA A A
A A A A

0000000000

O
¥
!
!

| ]
-
R

- < < = =

Step 1. TO Apologse. Indicate e membar. SaMng Gate a0 how many. then cikk Apciogy
o remove Apoiogees. (ndicale the member, starting date and how many then click Apoiogy
Apciogy | | Howmany?

step T Tu WAharany O Remnstate o memder, ndose e siharawsl Dale, the mentee
@13 (0a50n hon Chck DelAcy,

o.unt[ IWHWQN v

Step 3. To mark the rof for Mie day, ndcaie a dale and chck Mark Date:

Dt NONIGNIES M Qresn hsve Dosn marksd Dt Hrvioes Manung Can be revsed

Stop 4, Wrnt frshod &1 aninas x the Gay ik Dona
Done

Click ﬂl to finish and log out of the system.

Step 4-7 The Class Roll also begins to fill out as shown in this sample screen.

Attendance Attendance Summary
Summary Claas 31.03 2022 Toqn (Pranmyama) Vies
(contd ) Wad W0 1TUD Cannger Maet Titne Momtan Cahm

L Name T INT INT 3N N8 TTR Z6E 318 N M9 SR SRS U0 2508 I ST Im I am

B EEN

|t | WOBTYET

Click to return to the Class Profile screen.

Click ﬂl to finish and log out of the system.



Appendix

Tutor Portal
Help

This page tells you about the Tutor Portal and displays a series of help screens.

Functions of this APP. (Some of these only available if permitted by the U3A)

» AQusterg Class Seeunn Dates and Class Ses

» Movny Studerty on and off the Was List

* Romevng Staoents rom e class

* MAvnY Studerss 5o anviner Class {ey acaneed 10 beomners)

» Priet on Alteodand e Riepodt (Rol)

o Prind Contact and Emigency detiis for your sliudents

« Mok the RN

« S0 0h el 10 Moo OF (e Class (MESA00 00y Ao MsCTITMR

General Instructions

Action bissans e located af the battom of the page  Thesa are the achons of the standard buttons

» Mext Taxes you 10 e nest 4o M e procecune

» Back Txirs you back o the prewous s 1 Ihe Drocedure

o Select Seltli an Tem hom & M2 T B i NG akied Dy Cathing 00 T raso Botinn (& sime clEin) a1 Tw &% oF e dou
o Exir immediately atoets (he procedune and retuins youo 10 e AFPS messe

Errors

WHEN AN SrTor OUCUTS i 16 INTDE MRSSagN apaars abowe the Action Hutsons ot thi fool of the page At » most cases memodeniay dulow the
page e al e g of e page You wil nol be able o proceed & Ihe next step in ihe proceduse unil af erors ae conecled

Log On

et your 1l mod Passwond o chok Nexr. If you ity bjpatien sithes se e FOrgol Passwontd SUmomn s M Membe Login. ‘Your pasawind will

D& 5619 10 you by wmad in a few minuses
Y O N (e

For tethen assistance contect support

Craated) 108 May 2011 Modled 16 December. 2019
Copyngnt © 20132027 - NI gt reserved

Click button to get help on Manging Your Class.
Click button to get help on Managing Students.
Click to get help on Managing the Class Roll.

Click m to get help on Sending an Email to your Class.
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