Simple Membership

Adding and removing Group members and Leaders

ud

Towcester

Navigate to your groups Home screen (see the ‘Managing your Group’ sheet)
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mem bers Home You are currently logged in as Alison Burnley (756)
icon: Committee Group
i/
QDrdia @i
Time 10:00 to 12:00
Week - First
Day - Monday
Group Leader(s) - Debs Heaphy, tel: 07980 747618 and Alison Bumnley, tel: 07745 802005, email: debs_ heaphy@gmail.com
Venue Tove Valley Centre
Vacancies 3
Group Leaders Events
First Name Sumame Email Name Date Time
Debs Heaphy debs.heaphy@gmail.com
=
Allson Bumnley ajburnieys8@gmail.com ‘ @ There are currently no events scheduled for this group

This screen will appear:
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Search for the member you want
to add by typing a few letters of
their name (or their membership
number if you know it). Click on
the name to highlight it in blue,
then click on the ‘right’ arrow to
move them to the middle
column.
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778 - Pat Abbott = 4 iy s
910 - Jennifer Adams 4
« “ ¥
732 - David Alderson 71999 - Tricia Burningham
506 - Bamey Aldous [0 872 - Alison Foxton X
883 - Jill Aldous. 0711 - Terry Goldfinch
750 - Karen Allen [ 578 - Anne Parkes
936 - June Allinson 01256 - Jenny Rigby
Available Members (619) Members (9/12) ‘Waiting List (0/0)
Add the group members from the list on the left to the list in the middle using either the armrow buitons or by double clicking on the name. You can
select multiple members at a time by holding down the Ctrl key. Use the checkboxes next to the names in the middie column to specify the Group
Leaders. If the group capacity has been reached members will be added to the waiting list in the right column. They can be added to the group as
'soon as the number of members in the middle column is less than the group capacity.
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302 - Brenda Pitcher
111 - Eleanor Pollock « v
() 999 - Tricia Burningham
454 - Margery Porter - g
[CJ 872 - Alison Foxton x

453 - Steve Porter

N () 711 - Terry Goldfinch
751 - Sylvia Porter

[ 578 - Anne Parkes
[0 256 - Jenny Rigb
39 - David Powell - — ¥ Rigby .
Available Members {619) Members (9/12}

404 - Angela Powell

Waiting List (0/0}

Add the group members from the list on the left to the list in the middle using either the armow buttons or by double clicking on the name. You can
select multiple members at a time by holding down the Ctrl key. Use the checkboxes next to the names in the middle column to specify the Group
Leaders._ If the group capacity has been reached members will be added to the waiting list in the right column. They can be added to the group as
soon as the number of members in the middie column is less than the group capacity.
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To remove a member, click on
their name (NOT the tick box) in
the middle column to highlight it
in blue, then click on the ‘left’
arrow to move them back to the
left-hand column.

Manage Group Members - Committee

[ Group Members and Leaders
v

P
[

302 - Brenda Pitcher
111 - Eleanor Pollock
454 - Margery Porter
751 - Sylvia Porter
404 - Angela Powell
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Add the group members from the list on the left to the list in the middle using either the arrow buttons or by double clicking on the name. You can

select multiple members at a time by holding down the Ctrl key. Use the checkboxes next to the names in the middle column to specify the Group
Leaders. If the group capacity has been reached members will be added to the waiting list in the right column. They can be added to the group as
soon as the number of members in the middle column is less than the group capacity.

Group Leaders are highlighted in green and listed at the top. To make a member a Group Leader, click on
the tick box alongside their name in the middle column.

To remove borted From IE & Google
someone as a
leader, untick

a.simplemembership.co.uk/Towcester/Administration/Groups/id/3735

&5 Email

u3a.simplemembership.co.uk says

Are you sure you want remove 453 - Steve Porter as a leader/

the box, then
click on OK to
the message
which will pop
up. :
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Add the group members from the list on the left to the list in the middle using either the arrow buttons or by double clicking on the name. You can

select multiple members at a time by holding down the Ctrl key. Use the checkboxes next to the names in the middle column to specify the Group
Leaders. If the group capacity has been reached members will be added to the waiting list in the right column. They can be added to the group as
soon as the number of members in the middle column is less than the group capacity.

A word of warning — it is possible to remove yourself as a leader and so lose access to the Leader functions.
If you are standing down as leader, make sure you add at least one new leader first. If all a groups’ leaders
are removed, only a system administrator can add new leaders.

You can also designate one or more of your group members as a ‘Buddy’, which will allow them the same
permissions as a Group Leader. This is done in ‘Edit Group’. Click on the Edit Group icon:
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General

Name:
Alias:
Category:
Code:
Image:
External Url:

Group Buddy:

Edit the Committee Group

You are currently logged in as Towcester U3A Membership Secretary (8888)

®

Meetings
Committee Time: 10:00 [e]
7-test End Time: | 12:00 [c]
General v Week: | First -
a Click here to search
1 for the member
Search for member. M

-

Waiting List Size: | 0

Type a few letters of their name to search:

v [E @ Administration - Groups x 4+ — X
& C @ % u3asimplemembership.co.uk/Towcester/Administration/Groups a ¥ 3} % 9 %]

88 | [J Bookmarks [ Imported From [E & Google [ Email - Alison Burnl... ) Facebook &, Amazon [ Accounts [ Genealogy [ Puzzles [ U3a [3 Wi » [ All Bookmarks
SIMPLE Control Panel @ Help || ) Website | & Logout
Home > Groups You are cumrently logged in as Towcester U3A Membership Secretary (3888)
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@ Edit the Committee Group @@
General Meetings
Name:  Committee Time:  10:00 e]
Alias: | z-test End Time: 12:00 e}
Category: |~ General v Week:  First -
Code: Day: =~ Monday v
Image: Q, Venue: Tove Valley Centre v
Other Venue:
* | burnley| v Max Size: 12
756 - Alison Burnley Waiting List Size: 0
Group Content
v N AR~
B| 7 U H "Times Ne.__. | 16px Normal Y

Click on the name to add them

Buddies are highlighted in
yellow and listed after the
Group Leader(s)
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Search nbers.

778 - Pat Abbott

910 - Jennifer Adams
1030 - Dominic Ahern
732 - David Alderson
506 -
883 -
750 -
93A -

Bamey Aldous
Jill Aldous
Karen Allen

lna Allinsnn
Available Members (651)

Manage Group Members - Committee

Group Members and Leaders
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[ 756 - Alison Bumley
(1989 - Tricia Burningham
() 872 - Alison Foxion

(71 711 - Terry Goldfinch
(1578 - Anne Parkes

) 256 - Jenny Rigby

1783 - Marikin Shona
Members (812)

3

B Save Waiting List Order

Waiting List (0/0)
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Add the group members from the list on the left to the fist in the middle using either the arrow buttons or by double ciicking on the name. You can

select multiple members at a fime by holding down the Cirl key. Use the checkboxes next to the names in the middle column to specify the Group
Leaders. If he group capacily has been reached members will be added to the wailing list in the right column. They can be added o the group as
s0on as the number of members in the middle column is less than the group capacity
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