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As a Tutor/Convenor you will automatically have access to the Tutor Portal. This is reached
by first logging into the Member Portal as detailed below. This guide will explain how to
access the Tutor Portal and use it to:

View enrolled and waitlisted students in your class

Send Emails to your students, including use of email templates
View Emails you have sent to your students

Print Attendance Sheet for your class

Print your Class List of enrolled students

Upload Resources such as files or web links for your students.

Contents:
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3. Accessing the Tutor Portal



1. Registering on Member Wizard

Before you can use the Tutor Portal or 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

e 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.

e 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).

e 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'.

e 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. If you
are a tutor or convenor, the Tutor/Convenor Portal is included as part of the Member Portal.

Next time you login:
1. On u3ahawthorn.org.au - go to LOGIN — Member/Tutor

2. 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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Using the Tutor Portal

In the Member Portal, click on the Tutor Portal, and you will see a list of classes you are
leading. Once you select a class the greyed-out menu items on the left will be available for
selection.

Students Select a Class status [P Bctive =
2 Email
3 : Maximum
Manage Templates Enrolled Wait
Class Name : Number of
4 o Students list
Communications Sent Students
26TEST TEST - . -
Mark Attendance
COURSE 2026
Advise Absence 26DANRR3 Rock 'n'
. 60 3 60
Class Details Roll Intermediate 1

26DANRR5 Rock 'n'
5  Print Attendance Sheet ?C i 39 0 39
Roll Intermediate 2

6 Print Class List

Print Waiting List

7 Class Resources

The Mark Attendance and Advise Absence functions are not required. You are required to
keep a roll for all classes, but paper copies are fine, unless you prefer to use the online
attendance.

You can View (but not edit) Class Details.

Students allows you to view enrolled and waitlisted students. Select Enrolled or On
Waiting List from the Student Status dropdown

Email your students

Select the class and click on the Email Member option  which will bring you to the Email

Students webpage. Select Membership Status “All” (other options are not relevant to
Hawthorn), then Class Status Active, choose the relevant class or classes, and select
the Enrolment Status (you will usually just want “Enrolled”). Then click Next.

Selecting recipients

You can send to all students by ticking Select All or only send to some students by ticking

their individual names, then click Next.

When you email students using this facility, if a student clicks the Reply button the email
reply address will be your email address.

Prepare your email using the form including any attachments then click Send.

If the email message is regarding a class cancellation, please email a copy to
Course Co-ordinator by ticking Course Co-ordinator so we are aware of the
cancellation.




You can format your message and include links using the toolbar.

You can attach files by clicking the Add Attachment button

You can also personalise your greeting to each member of your class by using the
Merge Tag on the extreme right-hand end of the toolbar.

A pop-up window will confirm that the email has been sent.

Using an existing template

If you regularly send emails with the same or similar content (eg with a weekly
attachment with class material or instructions), you can use an email template you have
previously saved (See below for instructions on saving and managing templates).

To add a saved template to your email, simply click on Add Template and select the
template you wish to retrieve. Then modify the email as you wish and enter a Subject
before sending.

Manage Email Templates

The Manage Templates menu allows you to add a new template or edit or delete an
existing template. If you have already saved any templates they will be listed here.

To Add a template:

e Click Add

e Give the template a name

e Complete the email as if you are
about to send it (without
attachments usually).

e Save.

To Edit an existing Template:

e Highlight the template in the list. This will make the Edit and Delete menu items
available

e Click on Edit
e Edit and Save your template

The template can then be used as described in the Email section above.

View emails you have sent
To view all emails you have sent click on Communications Sent.

Select the period you are interested in from the Date Range.

Double clicking on a particular email will open the email including a list of the members it
was sent to.

Print Attendance List for your Class

Select a class and click Print Attendance Sheet to print the Attendance Sheet. Tick the
boxes exactly as shown and select the relevant Term for printing. You can add additional
lines if you wish.
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Include withdrawn/moved students O

Show Logo [J

Print Details
Print Tutor Labels
Print Phone Numbers [J

@ember Numbers )

Print Attendance Totals )

Prpt Eogior [

Print Dates )

Use Class Start/Finish dates O

< Date Range = 2026 Term 2 >

SortBy (O LastName
@ First Name

Print Attendance Sheets

A blank Attendance Sheet is generated listing all the students, including the Tutor. Any
absences already entered will show as “AP” on the Attendance Sheet.

Print Class List and Print Waiting List

Select a class and use Print Class List to print the enrolled students list or use the Print

Waiting List to print the waitlisted students list.

Class Resources

Tutors can upload files or web links for students of a particular class to view and download.

Class Resources

Resource Type

+ Add
»° Edit Search Q,
@ Delete
O View Resource Name
ock music
Test File File

To view all uploaded files, select a class and click on Resources. You can select an

existing upload to view, edit or delete.

To add a resource, click on Add. You can add a file from your device or type in a web

address and click on Upload.

Add Class Resource ° Add Class Resource @ Hep [ x
Resource Name Rock and roll music Resource Name link
Resource{[ype  File ~ .
Resource Type Web link -
Select file
Web or Zoom Link  https://www.youtube.com/watch?v=xbYIArqiwSQ&t=
File Name No file selected
@ Upload ‘ @ Upload ’
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