
U3A Baw Baw Tutor/Leader Instructions 

TUTOR ACCESS 

This guideline is an adjunct to a document “A Guide for Tutors - April 2020” made available by 
U3A Network Victoria and is available on our website.

All Tutors are provided with a level of access to the Members Management System that provides 
them with access to courses that they are running.

This allows the Tutors/Leaders to access their Enrolments and Attendance Lists of their Course/s. In 
addition, each Tutor will have emails sent to them advising when a member is enrolled or removed 
from their Course. If the Tutor does not require this function the System Administrator must be 
advised
. 
This instruction for Tutors covers 
• Course enrolments 
• Attendance lists 
• Sending emails to Courses 
• Email notifications 

1. Access Course enrolments                                                                                
Tutors can access their Course enrolment lists using the steps listed                                                   

a. Login to the secure Members Management System via the U3A Baw Baw website (Member 
Login). Refer Instruction LOGIN.

b. b. Select “Reports” from left hand menu (1). If the Reports menu item is not available please 
contact the Systems Administrator. 



c. To view enrolments 

• Click on Enrolments tab (2)
•  Click on the pulldown on Choose a Course (3)
• The Tutor Course/s will be visible. Select the appropriate Course if more than one (4) 

• The list order of enrolment can be selected using the pulldown associated with “Choose a sort 
order”. “Status” refers to whether a member is Wait Listed. (5) 

•  Those on a Wait List can be included or excluded in the List sorting. Also can send to the Tutor 
(6) 



2. Attendance lists 



3. Sending emails to Courses - Also see separate Instructions on “Send Emails - 
(Tutors)”

Acknowledgement is provided to Whittlesea U3A for the majority of material used in this guideline.


