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Login for the first time and create a Password

e On the Towcester U3a website (www.towcesterU3a.co.uk ),go to the ‘Members’ tab:

e From the drop-down menu, select ‘Member Login’:

e Type in your Username (NOT your email). Your Username is usually your surname plus first initial
(e.g. SurnameA), but if you need a reminder, please contact the Membership Secretary.
(membershipsecretary@towcesteru3a.co.uk )

e C(Click on the ‘Forgot Password’ link to set your password. This will generate an email with a link to
set your password.

e For a step-by step guide, please see ‘Simple Membership — Logging on for the First Time’ under the
‘Documents’ tab on the website

e Remember to write down your password, but if you forget it, you can always reset it again.

e Go back to the login page and enter Username and Password and click Log In

e You can click on Logout at any time to leave the members’ page.

Check and update all your Personal Details

e Login to the Members’ page using the instructions in Step 1 and click on the My Profile icon.

e Check and update all your Personal Details

e Enter your Emergency Contact Details - your Group Leader will then have them in case of an
emergency.

e  When you've finished click Save Changes.

e Please note that certain fields are mandatory and you will not be able to save unless they are filled
in. A red error message at the top of the screen will alert you to which fields are missing

e You can click on Home to return to the Home page at any time, or on Logout to leave the members’
page.

Other tabs in My Profile:

e Groups — you will see a list of the Groups you belong to (this will not be complete until all Groups
have been set up).

e You can click on one of these groups to see the Group Description.

e Click on the email icon (at the top right) if you want to email the Group Leaders.

e Events — you will see a list of the Events you have joined.
e You can click on one of these Events to see the Event Description.

e Payments — to see a list of the Payments you have made.

e Emails shows all emails you’ve sent or received through Simple Membership.
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When you’re ready, other items to explore

Groups
e Click on the Groups icon to see a list of Groups in A to Z order with details of when they meet.
e On the Groups menu bar:
e Summary by Category splits the Groups into different types.
e Summary by Day shows a timetable of when the Groups meet.
o Most Groups are not yet set up on Simple Membership so other features won’t work fully yet.

Events
e Tosign up for an event, please refer to the ‘Simple Membership — Event Sign-up’ under the

‘Documents’ tab on the website for a step-by step guide

When you’ve finished always remember to Logout

Frequently Asked Questions (FAQ)

Q: What is ‘Membership Level’? Q: What is ‘Partner’ information?

A: All members in Towcester U3A are ‘Standard’ A: Identifying a member’s partner allows shared
mailing by post. Partners can only be changed by

Q: What is the Save Changes button? the TU3A Membership Secretary - email

membership@towcesteru3a.co.uk to update.

A: Any changes you have made will not be in
effect until you click on ‘Save Changes’

Q: Are Emergency contact details mandatory? Q: Why can’t | save the changes to my profile?
A: Yes, for new members, and strongly A: Certain fields in the profile screen are
encouraged for existing members so that group mandatory — if any of these are empty
leaders have these details in case of emergency. (indicated by a red %) you cannot Save.

If you have any more questions or any difficulties with logging on to Simple Membership please contact
Alison Burnley our Membership Secretary on 07745 802 005 or membership@towcesteru3a.co.uk
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