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How to Renew Membership and Update Class Enrolments 
To renew your existing membership for 2019, you must have a Member ID and password.  This 

would have been emailed to you ahead of Enrolment Day. 

Step 1 

Member 
Login 

 

Enter your ID and password and click . 

 

Step 2 

Member 
Status 2019 

 

Click  
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Step 2 

Type of 
Membership 
Requested 

 

Select the relevant type of membership.  Note that Honorary membership is granted 
and not applied for.  If you select Associate, enter the name of the other U3A, the 
member ID and receipt given to you.   

Tick the checkbox to renew your membership and click .    

 

Step 3 

Application 
Form 

 

 The form displays the existing information recorded against your profile.   

Update your details if you wish.  Ensure the fields marked * and Post Code are 

completed.  Click  to continue.  
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Step 4 

Membership 
Status 2019 

 

This page shows you the fees due.  You won't be able to enrol in classes until your 

payment has been processed.  Click  to proceed. 

 

Step 5 

Member 
Summary 
2019 
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Please print the Member Summary as a record of your renewal.  Remember your 
member ID and the password so that you can later login to enrol in classes. 

Click  to exit the system.  Make payment through one of these methods: 

 Post a cheque to U3A Highvale ASAP. 

Place an envelope with your cash or cheque in the U3A Box at the Village. 

Notify U3A Highvale via email that you have made a bank transfer. 

 

Step 6 

Member 
Status 2019 

After your payment is acknowledged by email, you will be able to login in again at 
the Member Login page (see Step 1).  When you enter your ID and password and 

click  the Classes 2019 button is now visible on the Member Status page, 
allowing you to access class enrolment. 

 

You can update your profile if you wish via Update Profile.   

Step 7 

Apologies 
(optional) 

If you want to lodge an apology ahead of your likely absence from class, use the 
Apologies button at the bottom of Member Status page.  Enter the start date and 
end date of your absence.  If you plan to be away for one day, the from and to dates 

are the same.  Click . 

 

The date(s) affected by your apology are ticked.  Click  to confirm. 
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Step 8 

Withdraw 
from current 
Classes 
(optional) 

After you confirm your apologies, the Member Status page redisplays.  Click 

 to show the class(es) you are enrolled in for 2018. 

 

If you wish to withdraw from an existing class, tick the class listed on the Class 
Status page.  Select your reason for withdrawing from the drop-down box and  

click . 

 

 

Step 9 

Class Status 
2019 & 2018 

 

To select class(es) for 2019 and not withdraw from any class you are currently 

attending, click .  This will list all classes available. 



6 

 

 

Step 10 

All Classes 
2019 

 

  

The list of classes are arranged by categories.  You can also choose to view classes 
grouped by days of the week.  Tick the relevant checkboxes as required to enrol in 

one or more classes and click . 
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Step 11 

Class Status 
2019 & 2018  

 

The class(es) you have chosen to enrol in are displayed for 2018 and 2019.   
Check the status of your enrolment.  When you have finished your selections,  

click . 

Step 12 

Membership 
Status  2019 

  

You can now finalise your details and make more class selections, if necessary. 

If you are satisfied with the recorded information and don't want to make any 

changes at this stage, click . 
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Step 13 

Member 
Summary 
2019 

 

Details of your membership and class(es) in which you have enrolled for 2018 and 
2019 are displayed.  Print the Summary — it records your successful enrolment and 

is a receipt of your payment.  Click  to finish. 

 


