
 

MEMBER PORTAL GUIDE FOR MEMBERS AND TUTORS 

1. What is the Member Portal? 

The Member Wizard Member Portal is a secure website where U3A Ringwood Active members can manage their 

own details, membership and class enrolments.  If you are also a Tutor/Leader/Convenor, you will see an extra 

menu called Tutor Portal that lets you manage your classes and students.  

2. Logging in and registering (for everyone) 

The login steps are the same for ordinary members and tutors.  

1. Open the Member Portal 

o Go to our website (www.u3aringwood.org.au) and click the blue Member Portal button.  

o You will see a login screen asking for email/member number and password. 

2. First time Use – Register (one time only) 

o Click Register for Member Portal Access. Please do not use “Reset Password” 

o Enter either your email address or member number*. If you share an email address with another 

member, you must use your member number.  

o A 6‑digit security code is sent to your email  

o Enter the code, then choose a new strong password (mix upper, lower, numbers and a symbol). Be sure 

to remember it! 

3. Next time – Log in 

o On the same screen, enter your email or member number and the password you created.  

o If prompted, enter the security code sent to your email or phone. 

*If you used UMAS then this is your UMAS email address or member number 

3. What all members can do 

After logging in you see your Member Portal home screen.  

Typical buttons and what they do: 

• Pay Owing / Pay Subscription / Statement – check your membership status, see invoices and payments, and 

pay any amounts owing if online payments are enabled.  
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• My Classes – see all the classes you are currently enrolled in (and usually your waitlisted classes too).  Click on 

class name to display options available to you. 

• Classes / Classes and Events – browse all available classes, read details and, if allowed, enrol online and/or 

join a waitlist. Click on class name to display options available to you. 

• Change my Contact Details – update address, phone, email and emergency contact.  

• Help – shows the email address for the person at your U3A who supports Member Portal users.  

• Home / Log Out – return to the main screen or safely log out when finished.  

Everything in the earlier answer under headings 4–11 (update details, pay fees, view/enrol/withdraw/absence, etc.) 

still applies the same way for tutors because tutors are members too.  

4. Extra menu for Tutors/Leaders 

U3A Ringwood tutors will see an extra item “Tutor Portal” on their Member Portal home screen. Tutors can manage 

their classes in the Tutor Portal but no other tutor’s classes. 

If you are a tutor and do not see this extra item, send an email to admin@u3aringwood.org.au to ask for it to be 

enabled for you in Member Portal. 

When you click Tutor Portal, you will see only the classes you lead or convene.  

5. Viewing your class lists (tutors) 

When you log in to the Member Portal, click Tutor Portal from the Member Portal home screen.  

A list of your classes appears. Click on a class name to display options available to you such as: 

• Class lists 

• email student 

• View contact and emergency details.  

6. Moving students between waitlist and enrolled (tutors) 

Tutors/leaders can, optionally, manage enrolments within their class capacity in the Tutor Portal. 

• Go to Tutors Portal → Select your class → Students.  

• Change Student Status to Enrolled or On Waiting List as appropriate 

• Click on Student’s name. You will see options to: 
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o Move student to Enrolled list if you selected a Student Status of On Waiting List 

o Move student to On Waiting List if Student Status is Enrolled 

o Remove a student from the enrolled list or move them to another one of your classes.  

o Other options include print class lists, sending emails, etc. 

If you cannot move a student because the class is “full”, contact your Class Coordinator; they may need to adjust the 

class capacity.  

Some class members will request changes directly to your Class Coordinator. You will receive email confirmation of 

such changes.  

7. Emailing students (tutors) 

Tutors can email the whole class or selected students directly from the portal.  

• In the Tutor/Leaders Portal, select your class and open the Students or Email option.  

• Choose who you want to contact (all enrolled, just waitlisted, or selected names).  

• Type your message and send. U3A Ringwood does not currently support emergency SMS messages. 

8. Marking attendance and absences (tutors) 

Tutors can, optionally, keep attendance records through the portal. There will be tablets in the Parkwood 

classrooms for this purpose. For other locations you will need your own personal tablet or smartphone with mobile 

broadband enabled. 

• Sign on to Member Portal using your member number/email address and password. 

• In the Tutor Portal, select your class and choose Mark Attendance or similar.  

• Check that the date shown at the top matches the class session you are marking.  

• For each student, choose the correct option: 

o Present 

o Absent (and sometimes “Apology” or similar).  

• Save or submit the attendance when finished so the record is stored.  

A printed attendance sheet always be available in your the class folders.  There is no requirement for tutors to mark 

attendance electronically. 

  



 
 

9. Printing attendance sheets and waitlists (tutors) 

A printed attendance sheet always be available in the class folder to mark attendances.  There is no need to print 

one yourself. If you wish to print one: 

• In the Tutor/Leaders Portal, select your class.  

• Choose Print Attendance Sheet (wording may vary).  

• In the print dialog, change the layout to Portrait for best readability and then print  

• You can also Print Waitlist to get a list of people waiting for a place.  

These printed lists are handy also for emergency evacuations.  

10. Tutors also have member features 

Remember: tutors are still members. You can still: 

• Update your own contact details via Change my Contact Details.  

• See and enrol in other classes as an ordinary member via Classes and My Classes.  

• Enter your own absences or withdrawals for classes where you are a participant rather than the tutor.  


