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Introduction

The UMAS membership management system is widely used by U3As in Victoria. For U3A office
volunteers and tutors, UMAS provides a wide range of features including generating reports and
emailing course participants.

This user manual is not exhaustive but is intended to provide quick and easy instructions for the
most common UMAS tasks.

The manual is divided into two sections: a general section on logging in and out, followed by a
section for tutors. Tutors only have access to UMAS features that are needed by them to manage
their classes, whereas office volunteers have access to a wider range of features.

Accessing UMAS

From the main website using the gold LOGIN link LOGIN ¥

Existing
Members

Admin / Tutor

New Member

Direct from a link or bookmark;

https://u3ahawthorn.org.au/members/massTemplate.php

Logging In And Out

How to log in

Open UMAS in a web browser then click on the Login link in the left side menu:

Enter your membership number (or email address) and password, then click the Login button

Administrators and Tutors please login below:-

Membership number or email: [1000 8 |
Password: [+ | ©
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On successful login, you will see a welcome message and a menu will be available in the left
side menu

Home

Report Absence

View Member Details
Edit Member Details
Pay Membership
View Courses
Reports

Send Emails
Contact Us

Return to Website
Logout

How to log out

Click the Logout link in the left side menu:

Course attendance list with dates: Print or email

1. Click the Reports link in the left side menu.

2. On the reports screen, choose the Enrolments tab, and scroll down to Attendance section near
the bottom.

1. Configure the report:

o Find the required course in the Choose a Course dropdown.

o Enter the required date range: Usually this would be the dates covered by the
current semester, or term. (A full year is not recommended as it produces so
many columns that it can be unreadable.)

o Choose a sort order: E.g. First Name, or Surname.

o Toinclude class participants that are currently on the wait list, tick Include Wait
Listed.
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o Toinclude extra blank rows on the list (i.e. in case of more enrolments), enter
the number of extra rows in the Extra horizontal lines on list field.

o You can tick/untick Match up columns with dates to adjust the format of the
report. To create a PDF report, tick Create a PDF.

o To email the list to yourself, tick Email the Tutor/Convenor: On doing this, the
Create a PDF checkbox will be auto-seleocted, so that the list will be emailed as a
PDF attachment.

Choose a Course: I 23ARTS11 : Let's go to a Gallery Friday V’
Select Course Dates between: [07/07/2023 | and:|24/11/2023 | will appear on the list.
Include Wait Listed: (J Choose a sort order: [ Preferred/First name + Surname V}

Email the Tutor/Convenor: Create a PDF: Extra horizontal lines on list: |5 - I

Match up columns with dates: This can use a lot of memory with PDF. Keep the date range small, if timeout.
Attendance list

2. Click the Attendance list button to generate (and email, if ticked) the list: The list will open in a
pop-up window. Absences entered appear as “A” for that member on that date.

Attendance List

Course: 23ARTS11 Let's go to a Gallery Friday

Dates: 17/02/2023 - 24/11/2023 Time: 13.30 - 15.30 Day: Fri
Venue and Various -

Tutor/Convenor:

Name 21/07]18/08]15/09[20/10[17/11

. A A A

L

r A | A

3. If required, click the Print button to print the list.

Course enrolment list: Print or email

1. Click the Reports link in the left side menu.

2. On the reports screen, choose the Enrolments tab. The report you need is second from the
top.

3. Configure the report:

o Find the required course in the Choose a Course dropdown.

o Toinclude class participants that are currently on the wait list, tick Include Wait Listed. To
include class participants’ addresses, tick Show Address.

o Toinclude emergency contact details, tick Show Emergency contact. To email the list to
yourself, tick Email the Tutor/Convenor.
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1. Click the List Enrolments button to generate (and email, if ticked) the list.

Lists the members within the selected Course. The reports have multiple options to display additional information
Choose a Course: [23ARTS11 : Let's go to a Gallery Friday V]
Include Wait Listed: Show Address: (J  Show Emergency contact :
Choose a sort order: | Preferred/First name + Surname VI
Email the Tutor/Convenor: Create a PDF:

List Enrolments

2. If required, click the Print button to print the list.

Enrolment List

Courses: 23ARTS11 Let's go to a Gallery Friday

Dates: 17/02/2023 - 24/11/2023 Time: 13.30 - 15.30 Day: Fri

Venue and Tutor/Convenor: Various -

Enrol Date Member# Name IMobiIe Phone Email
29/11/2022 6679

Emerg Contact
Person:

28/11/2022 5640

Emerg Contact |/
Person:

28/11/2022 3544 | -

Emerg Contact Contact number: Relationship: Husband
Person:

28/11/2022 4868

Emerg Contact Contact number: Relationship: Daughter
Person:

Contact number: Relationship: Husband

bev@devidas.com

Contact number: Relationship: Husband
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Email your course participants

1. Log in to UMAS.

2. Click the Send Emails link in the left side menu.
3. On the Send Emails screen, choose the Enrolments tab.
4. Configure the email:

In the first text field, you can add a custom reply-to email address (e.g. the default will be
your personal email address).

Note: The email will be sent from the U3A's general email address but replies will go to the
custom reply-to address you set.

e Add a CC address(es) if required, in the second field.
« Fill in the Subject field.
¢ Fill in the email body.

» Note that you can use:
= Arange of formatting options and elements, such as headings, paragraphs,
lists, tables, web links, and images: Some common options are available on
the toolbar, and many more can be found in the Insert and Format menus.
Mail merge fields, in order to personalise the emails: The available fields are shown near
the bottom of the screen. A mail merge field must be inserted in square brackets, like
[this]. The following screenshot shows use of the [preferred_name] field.

Personalised emails can be created using these special merge fields:

[member_no], [first_name], [surname], [preferred_name], [email], [street1], [street2], [suburb], [state], [postcode] [subs_date],
[member_type], [phone_home], [phone_business], [mobile], [emergency_contact], [contact_number] [relationship],
[join_date], [join_year], [active].

For example: "Dear [first_name] [surname], ..."

Please note that CC recipients will not receive the personalization. They will, instead, get

the square bracket field, such as [preferred_name].
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Reply-Te Emall (optional):

sally.luton@gmail.com

CC (optional):

CC amail address, Use semi-colon o separate email addrasses

Separale CC amad a0arosses wsing Semi-oolons.

Subject:

Wenue change for iPhone Photography class

Restore previous email: Clear Subject and Body:
Please Select ¥ Clear text

Body Text:

File Edit WView Insert Format Table

Ll
i
il
1]
i
i
&l
Ly

H o Paragraph . B I

Dear [preferred_name],

Just a reminder that our iIPhone Photography class will take place outdoors at Queens Park this week, instead
of the Library.

See you there!
Best regards,

Sally Tutor

m 30 words ﬁtiﬁ?

If you want to use an email that you have previously sent as a base, you can select from the
emails available in the "Restore previous email” dropdown: This will fill the reply-to, subject,
and email body fields with the content from the selected previous email.

5. Choose a Course: Choose the class that you want to email. (You will be presented with a list of
your courses to choose from.) By default, the email will not be sent to members who are
waitlisted for the selected course, or who are enrolled but whose membership is inactive. You
can include these people by ticking the appropriate box(es), selecting from "Include Wait
Listed", "Send only to Wait Listed", and "Include Inactive".

If you want to send a copy of the email to yourself, tick Email the Tutor/Convenor.
Enrolled Members

Select Activity:
(23PHOTO1: iPhone Photography |

Include Wait Listed: [] Send only to Wait Listed: [] Include Inactive: [] Email the Tutor: [J

File to attach (optional):
| Browse... ‘ No file selected.

Send Enrolment Emails_]

7. Click the Send Enrolment Emails button.
8. You'll see a confirmation message: Check that the details are as expected, including the
number of emails to be sent and the information regarding any attachments.
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9. You will be offered the choice of sending messages in the current open tab or in a new tab.

Confirm sending emails?

Note: If you click Yes below, you must wait until the progress bar shows that all emails have sent.
If you close the tab/window/browser before all emails have sent, the emails will be queued and sent
at a later date.

No, cancel Yes, send 1 emails and display Yes, send 1 emails and display
progress in a separate tab progress in this tab

10. If everything looks OK, click Yes to confirm and send the email.

11. A list will be displayed showing the members to whom the email has been sent. Members
without a valid email address will need to be contact by phone or SMS.

12. The Bulk Email Progress page will be displayed, showing the sending progress. Wait until
the progress bar reaches 100%, showing that all emails have been sent: Do not close the
tab/browser window before sending has finished, as this will stop the sending process.
Generally, sending will be quite quick, but maybe slower if you have included an
attachment, or if it is a large class.

Bulk Email Progress

Sending unsent emails

100%
Finished sending all remaining emails from batch 237.
Sending is limited to 900 emails per hour (15 per minute), according to the system settings.

Emails sent: 8. Nothing left to send from batch 237.

. : Sent Member : Batch #In Sent

Date/Time Subject By No. Member Email No. Batch Sent Status Message ID

2023-09-29  Yenue change for

16:25:59 iPhone Photography 1001 2005 Sebastian.Oliver@barbendingdesigns.com 237 7 v Yes 6819
e class

2023-09-29  Yenue change for

16:25:59 iPhone Photography 1001 2001 Raquel.Simpson@barbendingdesigns.com 237 6 v Yes 6818
e class

2023-09-29  Yenue change for

R eya Tt iPhone Photography 1001 2000 Barry.Mitchell@barbendingdesigns.com 237 5) v Yes 6817

Note: Members without a valid email address will need to be contacted by phone or SMS.
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