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ANNUAL MEMBER RENEWAL

Renewing your U3A Ringwood membership online (via Member Wizard)
This guide explains how existing U3A Ringwood members can renew their membership using our online Member

Wizard system via the U3A Ringwood website.

If you are joining U3A Ringwood for the first time, use the New Member button and follow the information on your

welcome email. . This guide is for existing members renewing, not for brand-new members.

1. Before you start

You will need your email address (the one U3A Ringwood has on file) or your member number to use our Member

Portal. Please note:
e Membership is for a calendar year and must be renewed each year to attend classes.

e Online enrolments for the new year open on the date and time advertised in the current U3A Ringwood

Membership/Enrolment Pack and on our website.

2. Open the U3A Ringwood Member Portal

1. Go to the U3A Ringwood website: www.u3aringwood.org.au

2. On the home page, click the blue Member Portal icon.

3. Member Portal login page will open in a new window or tab.

3. Login
1. Onthe Member Portal login page, enter:
o Your email address or member number.
o Your password
2. Click Login.

If you have forgotten your password, use the Reset Password link and follow the prompts to receive a reset code by

email.


https://www.u3aringwood.org.au/
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If you are re-joining after a lapse in membership, you may already be in our system but no longer an active member

and cannot use the Member Portal. In that case, please contact via email using admin@u3aringwood.org.au.

4. Check and update your personal details

Once logged in to the Member Portal:
e C(Click on My Details, Profile or a similar link.
e Check that your:

o Postal address

o Phone number

o Email address

o Emergency contact details

e are correct.

If anything has changed, click Edit or Update, make your changes, and Save. Keeping this information accurate helps

U3A Ringwood contact you about classes and important notices.
5. Find the “Renew Membership” option

U3A Ringwood opens up renewals for the new year usually in December. The Member Portal will then show a

Renew Membership button for eligible members.

You will find it on your main dashboard/home page after you log in. If you cannot see a renewal option (or it’s
greyed out):

e It may be too early (renewals not yet opened), or

e There may be an issue with your membership record.

In that case, please contact the U3A Ringwood office using admin@u3aringwood.org.au
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6. Renew your U3A Ringwood membership
1. Click the Renew Membership button
2. Arenewal screen will show:
o Your name and member number.
o The year you are renewing for (for example, “Membership for 2026").
o The membership fee amount, based on the current U3A Ringwood fees.
o Read Code of Conduct and Membership Commitment document

3. Tick any required checkbox to confirm that you agree to the U3A Ringwood Membership Commitment and

Code of Conduct.

4, Click Submit, Renew or the equivalent button.

7. Pay your membership fee

After you confirm your renewal:

1. Aninvoice will be generated. It will be:
o Available in the Pay Amount Owning section of the portal, and
o emailed to you.
2. Follow the payment instructions shown in in your invoice. We do not store your credit card details.

3. Keep a note of your invoice number and, if paying by bank transfer, include your name and the reference

exactly as shown

Your membership will normally be marked with an updated Paid to Date after payment has been received and

processed.
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8. Check that your renewal worked

Once your payment has been processed:

e Your membership status will show an updated Paid to Date in the Member Portal.
e You will be able to view and enrol in U3A Ringwood classes for that year, once class enrolments are open
e You will receive an email confirming your renewal and payment. If your status does not change after a

reasonable time, please contact the U3A Ringwood office with your name and member number so we can

check your record.

9. Member Portal Q & A

e |can’t log in — my email is not recognised.

o You may be using a different email address to the one on your U3A Ringwood record. Try logging in with

your member number instead or contact the office to update your email.

e |can’t log in — my account is not active.

o You probably did not renew during the renewal period of 1st Dec through to Australia Day. Go to U3A
Ringwood web site and use the blue Renew Member icon. You will receive an emailed invoice from us

and your account will be re-activated. Try logging onto to the Member Portal again.

e |share an email address with my partner.

o Each member has a separate member number. Make sure you use your own member number when

logging in or registering.

e | want to re-join after letting my membership lapse.

o Do not create a new account straight away. Email admin@u3aringwood.org.au so we can check your

existing record and advise you how to renew.

e | can’t see the Renew button or its Greyed Out

o Renewals may not be open yet, or there may be another issue with your record. Check the Membership

Pack for dates, or eMail admin@u3aringwood.org.au so we can check your existing record and advise you

how to renew
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