Print a class attendance list

1. Go to U3A Casey website
https://u3acasey.org.au/

Click on Login
Select Admin/Tutor login

LOGIN V¥

Existing
member login

New member
Join

Admin/Tutor
login

2. This will take you to the
UMAS database.
Log in using your
Membership Number (on
your badge) and Password.
If you’ve forgotten your
password, click on ‘/ have
forgotten my password’ and it
will be emailed to you.

Home Your logon is being reset.. Please logon again.
View Member Details

I T Eal Members login is: https://u3acasey.org.au/members/login

View or select Administrators and Tutors please login below:-

Courses
Membership number or email:
Add Courses
Password:
Search Members [Cogin ‘

Add Member

Reports o I have forgotten my password
« Iknow my password but not my_ member number
e _Iam a member, but have forgotten my details

Contact Us * _Return to the Website

Send Emails

3. Select Reports

Home
View Member Details
Edit Member Details

View or select
—uurses

Reports

SECTe s
- S

Contact Us
Return to Website

Logout

4. Select Enrolments tab

Reports. Operating as Chris Trimnell

[ Members I Subscriptions I Courses Enrolments mm

Enrolments

5. Scroll down to
Attendance

Choose a Course — use the
arrow to select your class

Select required dates (less is
best — esp if a weekly class)
Recommend sorting to
preferred/first name

Good idea to add a few extra
horizonal lines for members
who may join later

_ Attendance

Select Course Dates between: ‘dd/mm/yyyy and: ;dd/mm/yyyy \
Include Wait Listed: O

Choose a sort order: ‘ Preferred/First name + Surname V‘

Choose a day:|day ‘MomSun, Leave blank for all.
Extra horizontal lines on list:

Match up columns with dates:
Print all Course Attendance Lists |

Choose a Course: | 245FRI10 : Book Club 2 - Between the Covers V‘
Select Course Dates between: }29/01/2024 ‘and: {13/12/2024 Jwill appear on the list.

Include Wait Listed: O Choose a sort order: | Preferred/First name + Surname

Email the Tutor: O Create a PDF: Extra horizontal lines on list: |5

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

6. Select Attendance list to
print

Attendance list



https://u3acasey.org.au/

Attendance List

Course: 245FRI10 Book Club 2 - Between the Covers
Dates: 02/02/2024 - 06/12/2024 Time: 13.00 - 15.00 Day: Fri
Venue and Tutor: Ross Office - Chris Trimnell/Jill Sparkes

Name 02/02]01/03}03/05]07/06[02/08J06/09[01/11|06/12




