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1. Registering on Member Wizard

Before you can use the Member Portal you must first register your membership and set a new
password. You only need to do this once to set your access to Member Wizard. You retain
your current Membership No.

To Register on Member Wizard:

Go to the main U3A Hawthorn website u3ahawthorn.org.au

Top right hand corner of screen click on LOGIN

Click on Member/Tutor

As this is your first time you need to register. You only need to do this once.

Click on Register for Member Portal Access

Click on Register by Member No

Enter your U3A Hawthorn Member No

Next screen — click SEND

Leave the Member Wizard screen open while you open your emails. You will receive an
email with a security code.

Return to the Member Wizard screen and enter this code into the box on your
registration screen (if there are spaces in the number you need to enter these).

The next screen will ask you to create a password — your new password should be at least
9 characters and have at least 1 capital letter, at least 1 numeral and at least 1

special character'.

Please remember this password as you will need to use it for future access to Member
Wizard.

You have now completed registration on Member Wizard and can use the Member Portal.

Next time you login:

On u3ahawthorn.org.au - go to LOGIN — Member/Tutor
Log in using either your Member No or your email address, and your password. If you share
an email address with another member, you must use your Member No.



2. Using the Member Portal

If you want to....

Click on Menu
item...

Then...

Change your Password

Change my
Password

Enter your old password and then
your new password (twice)

View and Update your

Contact or Personal Details

Change my Contact
Details

Click Edit Contact Details button
at the bottom of your details

Enrol in a Class

Classes

Browse or search the class list ...
Click either the Enrol Now or Join
Waiting List button. Don'’t forget to
click on Checkout to finish.

View your current
Enrolments or Waitlists

My Classes

The Status column on the right
indicates if you are enrolled or on
a waiting list.

Put in an Absence (apology)

for a Class

My Classes

Click on the class

Click Action menu item Advise
Absence then tick each date you
will be absent. You need to do this
separately for each class.

Email the Tutor/Convenor

My Classes

Click on the appropriate class
Click Action menu item Contact
Tutor/Convenor, then compose
and send email.

Print my Classes

My Classes

Click on Print My Classes. Then
follow your own printer
instructions.

Withdraw from a Class

My Classes

Click on the class

Click on Withdraw from Class.
The system will send an email to
Membership Co-ordinator.

View emails Tutors or
Reception have sent you
via Member Wizard

My Received
Communications

Double Click on the message you
want to view

OR

Click on the message to select it,
then Right Click and click View.

Access Class Resources Documents Double Click on the document.

loaded by the Tutor or by A preview will display, and you

Administration (eg Word can also download a copy

docs, PDFs, images etc)

View Invoices Statement Provides a list of invoices and
receipts.

Pay outstanding invoice Pay Owing Pay by credit card through Stripe

or get our bank details for a bank
transfer

Log Out of your session

Logout

Return Home then Log out.
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