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 H ow t o  Renew a  Member sh ip ,   

Enr o l  i n  Co ur ses  and  Pay  Fees .  

This instruction is to assist existing Members wishing to renew their Membership 

online and enrol in courses. 

Internet access as well as the Membership Number and Password are needed to perform 

this task. 

Fees can be paid online via PayPal or Credit Card (optional). You will need an email 

address to perform this task. 

If you are unsure of how to use the on-line system, you can get help from Day Managers 

or Course Administrators at the U3A Croydon Office. 

Note: 

 If you are paying by PayPal or Credit Card your membership payment 

details will be updated automatically. 

 

 If you are NOT paying by PayPal or Credit Card you must pay your 

membership fee by cash, cheque or money order within one week at the 

U3A Croydon Office. Bring along two copies of the invoice produced during 

this process. It will show your membership number.  

 You are not formally enrolled until payment is received and 

processed. 

Step 1:  Go to the U3A Croydon website:http://u3acroydon.org.au 

During the enrolment process you will be required to acknowledge that you 

have read and understood the Croydon U3A Membership Agreement. Please 

make sure you have read this Agreement before coming to the office to enrol. 

The membership agreement can be found on our website or you can get a copy 

from the office. On our website, go to the “About Us” tab and look under 

Policies and Guidelines. Select Membership Agreement. Please note: Once you 

tick the box to complete your enrolment, you will be bound by the terms and 

conditions of the Membership Agreement. 
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 On the tab near top of screen click on down arrow next to ”Memberships” and select 

“Existing Members Login”. 

Under “Joining or Renewing Online” in second line, select “Existing members can login 

here to renew”. 

Scroll page up and click on blue box “Open in new window”. 

This will transfer you to the U3A Croydon Membership website. 

Step 2: The U3A Croydon Membership screen displays as shown. 

 

Step 3: Click  from the menu on the left of the screen. 

 

Step 4: On the Login screen, enter your Membership Number and Password and 

press the  button. 

   

  Your personal Welcome Screen is displayed.  

   



     
__________________________________________________________________________________ 

Guide for Enrolment 2019 -22nd Oct Existing Members-final.docxUpdated  4.11.2018 P a g e  3/8 

   

Enrolment Guide for 

Existing 

Members 

 

 Take a moment and read the information provided, in particular in relation to 

volunteering. 

U3A is totally reliant upon its volunteers. We ask for your help by 

volunteering and sharing your skills and knowledge. Please 
contact the U3A Croydon Office and discuss with staff how you 

can assist. 

Step 5:  Select your courses by clicking  on the menu.  

 

 

 

NOTE: The first 4 items under “Course” column are for volunteers to choose a category 

in which they wish to volunteer. If able to volunteer, select one of these boxes on left 

hand side of the relevant volunteer category, the same as if you  were enrolling in a 

course.  

Step 6:  Read all of the seven instructions on the screen before you 

continue.   

 Be aware of the colour coding when selecting courses  

 

 Click on course descriptions to view details including maximum 

capacity and location. 

 

 To change the sequence of the course listing, click on any of the 

headers, i.e. Location, Tutor, Day, etc. 

 

 If you wish to view courses by groups, e.g Art, Computer or Craft, etc, 

use Parent code selection at the top of the course list. 
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 Step 7: To select a course, tick the checkbox to the left of the course code. 

   

 Note: A maximum number of course enrolments may be imposed,  

  i.e. 6 in total with only 1 in each subject area, such as Yoga. 

 

Step 8: Click on the Confirm Selection button at either the top or bottom of the 

course list or at the side of the course list. 

Note: If the course is fully subscribed, you will be Wait listed. If you do 

not wish to be wait listed, you can choose to REMOVE that course and 

choose another course. Please note that all computer courses will 

show as “Wait Listed”. All members who enrol in these computer 

courses will go into a Wait List ready to be assessed by Computer 

Course Co-ordinator prior to being promoted onto the final list. 

 

Step 9: The selected course(s) will be shown on the next screen. 

 

Click the Refer to Terms and Conditions checkbox.  This only appears the 

first time you select a course. 

Step 10: Once you are satisfied with your course selection,  

Click the  button. 

(If you have selected the wrong course, click Remove). 

The system displays the message. 

 

Click  to continue.   
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 Note: If you have been Wait Listed, a message will be displayed on the 

screen. Click OK to proceed. 

Step 11: You will be returned to the Member Details screen. Scroll to the bottom 

to view your subscription & enrolment details.  This is where you will find 

the  button. If there are several Pay Invoice buttons, clicking on 

any one will combine all items into one invoice. 

Note:  The membership fee will be  

$50,- for Full Members or  

$30,- for Associates. 

 

Step 12: Click the  button. 

  A message window will appear on the screen.  

 

This message is for information only. Read it before you click  

Step 13: A Tax Invoice appears on the screen listing the course(s) in which you 

have enrolled, the start dates and the amount owing.  

 

IF you want to pay on-line, press the “Submit Payment” button above 

and follow the direction. You can pay by Credit or Debit Card or by using 

your PayPal account. You must return from PayPal to complete the 

OK 
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 enrolment. At this point print one copy of the Tax Invoice as proof of 

active membership. 

Please note that this is the preferred option and the site is very 

secure. 

IF you wish to pay at the office, print 2 copies of this invoice, then LOG 

OUT. See PRINT button at top of page. You must pay at the office by cash 

or cheque within 5 working days to activate your membership. 

Stop if you are NOT paying on-line. You can Logout of the Membership 

System,(see menu on left hand side of page),as soon as you have printed 

two copies of your invoice.   

 

Continue on the next page if you prefer to pay on-line. 

Step 14: The options for ON-LINE payment are:  

 PayPal with your own PayPal account 

 PayPal using Credit or Debit card 

 

As soon as your payment is processed by PayPal, you are formally 

enrolled. 

 

Proceed as follows: 

Step 15: Click the  button on the Tax Invoice. 

  The PayPal Control Page appears, 

 

Do not close this screen. Be patient, some internet connections are 

slower than others and the process can take some time. An Order 

Summary screen will display. 
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Step 16: The choice is to pay direct with PayPal or with a Credit or Debit Card. 

 If paying with PayPal log into your PayPal account and complete 

all the details required by PayPal, then click the  button.  

 

 If paying by Credit/Debit Card, complete all the details required 

and click the  button. Please note, this transaction is 

managed by PayPal but goes direct to your Credit/Debit Card 

account. 

 

Step 17: After your payment has been processed, you will be returned 

automatically to your Membership Details on the the U3A Croydon 

website.  

Scroll down to the enrolment and subscription part of the screen to view 

your details. 

Note:  Your Paid status should have changed to “Yes” and next to the 

amount there should be an  button. 
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If    is shown, your payment may still be processed by PayPal. 

Wait a few seconds and then refresh the Member Details screen by 

selecting the  button from the menu.  

You will now see the item(s) changed. 

 

 

Step 18: As final step, click on  and print the Tax Invoice as proof that you 

are an Active Member.  

The invoice also shows the course(s) you have enrolled in and your 

Membership Number.  

Take this invoice with you to your course(s) as proof of enrolment until 

you receive your Membership Tag.  

Step 19: Click  to exit the Invoice screen. Then scroll up and . 

 

Congratulations 

You have completed your enrolment. 

We look forward to seeing you at U3A Croydon. 

Allocation to Courses 

For the majority of courses you will know immediately whether your application has been 

successful or whether you have been waitlisted.   

If you have been waitlisted for a course you will be advised if/when you are accepted into 

the course. 

 

 


