Simple Membership
Managing your Group

From the Home screen, navigate to your

chosen group.
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Alternatively, you can click on the ‘Groups’ icon on the Home screen to bring up a list of ALL u3a groups —
scroll down to your chosen group and click on the name.
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Committee Group
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Time - 10:00 to 12:00

Week - First

Day - Monday

Group Leader(s) - Debs Heaphy, tel: 07980 747618 and Alison Bumley, tel: 07745 802005, email: debs_heaphy@gmail com
Venue - Tove Valley Cenire

Vacancies 3

Group Leaders Events

First Name Sumame Email Name Date Time

Debs Heaphy debs.heaphy@gmail.com -
Alison Bumley ajbumieys8@gmail.com @) Tnere are cumrently no events scheduled for this group

You should be able to see these icons:

D Print This Page Self-explanatory
—

: Email Group Leaders Leaders will NOT see this, but if you are a ‘buddy’ you will have this icon
Takes you to the email function. After selecting "Compose New Email",
you can either select recipients from the left hand list and click the single

o Email Group Members arrow to add individually, or click the double arrow to add them all.

Emails are sent ‘blind’, so no-one can see anyone else’s email address.
Please see the ‘Emailing Group Members’ sheet for further information

Shows you a list with phone numbers and emergency contact details if
\Q View Group Details these have been provided, and also has the option to print the list, or to
download a group register as a PDF or an Excel spreadsheet.

@ Group Finance Not applicable

This is where you add members to your group. Find a member by using

the left-hand search box, highlight their name and click the arrow to
move them to the list of group members.

Manage Group . .

"'w Members To remove a member, the process is reversed (Note — click on the name

to highlight, do NOT tick the box; this will make them a leader).

Please see the ‘Adding and Removing Group Members’ sheet for further

information

This is where you can change the group details.
‘g,, Edit Group (e.g. venue, time, maximum group size)
You can also add a ‘buddy’ who can then share the admin load.

If you need your members to sign up for events, trips etc., you can add

E
Add Event and manage them here

If you cannot see all the above icons, please contact the Membership Secretary who can change your profile
settings
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