U3A SHOALHAVEN ONLINE ENROLMENT STEPS
NEW MEMBERS

1. To Enrol on line, you must be able to pay on line. Otherwise, you can mail your enrolment,
enclosing a cheque, or enrol in our office at 48 Berry St, directly opposite the Roxy cinema in
Nowra.

2. Print these notes to help you navigate through the on-line enrolment process if you wish..

3. Follow the steps below for enrolling and paying on-line. Should you encounter any difficulty
while doing so, call our office on 4424 0216 for assistance -

+ « Return to the window where you accessed these notes and Click the “New Member
Registration” Button

+ « « Fill in the form with your name, email address etc. then click on “apply for membership
Current year number. A new screen marked "Type of membership requested" appears showing
"Full" Membership (at $0.00, as the membership fee has been dropped) will already be selected,
so click the square box marked “By ticking this box | apply to become/remain a member and |
agree to abide by the Constitution & any Terms and Conditions or Policies of U3A Shoalhaven”,
then Click “Join”

An "Application form" screen appears with some fields already completed. Ensure you add in the
information for ALL fields marked with a red asterisk (*) and whichever other fields you wish.
Please add in an emergency contact name, relationship and phone number if you have this
information, which can be added later when you can get it.

Click the "Commit" button at the bottom left hand corner of the screen when you have finished
filling in this form.

A "Membership status" screen appears summarising your membership details. To enrol in
classes, click “Classes Current year number” near the bottom of the screen, then in the next
window (Class status Curret year number), click “Classes names, Current year number” to go to
the alphabetic List of Courses in the next screen (All classes current year number), where you
select as many courses as you require — there is a small box below and beside each course so
tick it to select the course/s you want. When you have selected them all, scroll right to the bottom
of the list and click on "Next", which brings up the "Class status current year number" screen
again, showing all the classes/courses that have been selected.

If a course has been selected by mistake or if you change your mind, just tick the box next to the
course name on the list displayed, select a reason from the drop down menu and select “delete
class".

If you have missed a course, then click on “Class names Current year number” which takes you
back to the list to add any that have missed.

» « When the list of selected courses us correct, click on “Next” which brings up the "Membership
status current year number" screen and shows the total course fees owing. Click on "Proceed to
payment" which brings up the "Member status current year number" screen, where the courses

selected will all be displayed. Clicking on "Print" will give a hard copy if required, then click on the
"Pay online current year" button at the bottom left hand side of the screen.

"Initiate on line payment of fees for Current year number Membership year" screen appears. Click

on the € way "click here to pay" button which brings up the @way website where you fill out your
card details and pay the total fees owing by clicking "pay"

+ « On completion of the transaction processing, you will receive a message saying transaction
successfu/completed (or otherwise) and, if the former, a 9 digit Eway receipt number. At this point
the "FINALISE TRANSACTION" button showing on this screen MUST be cliked to have Eway
transmit the successful transaction signal to our "MyU3A" admin system.

Congratulations, you are a financial member of Shoalhaven U3A in the "Current calendar year".
Welcome aboard, we look forward to seeing you at the classes you have enrolled in.



