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Summary of Enrolment Process 

The process below is for existing members. If you are new to U3A Yarra City start by “New 
Member Join” at the Login and follow the prompts. 

A more detailed explanation of the steps follows this summary.  

1. Step 1 – Login 
2. Step 2 – Select Course 
3. Step 3 – Enrol and Generate Invoice 
4. Step 4 – Pay Subscription  

1. Login 

• Log in at U3AYarra City website on the right hand side of the top menu 

• Type your Membership number or email and your password (there are options for 
retrieving these if you’ve forgotten them … see Help links at bottom of screen). 

• Check that your My Membership details are correct.  

2. Select Course 

• Select course, or courses, for enrolment from the menu on the left 

• Add the course(s) to the CART. 

• Note: if you want to pay for a subscription without selecting a scheduled course (for 
example just wanting to renew membership), select the “Course” 241HLD.  

• You may come back at any time and add more courses without further payment. 

3. Generate an Invoice 

• In order to facilitate paying the annual subscription, the system will create an invoice 
for payment.  

• To create the invoice showing your selected course(s) and your subscription due, 
select Checkout.  

• At Checkout, you will be asked to sign that you agree with our Terms and Conditions 
for Membership.   

• Tick the box to accept the Terms and Conditions, then click Checkout again. 

• You can use the Download PDF button above the invoice details to save a copy of or 
print your invoice.  

4. Pay the Invoice 

PayPal or credit card option:   

• PayPal- By selecting PayPal you will use screens provided by PayPal linked to our U-
MAS. Follow the instructions to complete the payment with PayPal.  

• Credit Card - To pay by credit card, scroll down to the Card option in the PayPal 
screen. As you don’t wish to use PayPal, keep scrolling and ignore requests to sign up. 
Un-tick the button asking you to join and continue as a Guest to pay with a Card. 

• After using either PayPal, or credit card, you will receive an email of confirmation 
from PayPal. The status of your invoice can be checked by selecting My Invoices.  
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Other options are: 

• electronic funds transfer to  
Account Name: U3A Yarra City Inc.  
Bendigo Bank: BSB 633 000  
Account Number: 142095694  
PayID – 46364099724 (an alternative to BSB and Account Number) 
Please make sure your Last Name is clearly indicated in the reference box. 

• cheque, or money order payable to U3A Yarra City and submitted by mail. Please 
ensure your name is clearly displayed 

• call in at the U3A Yarra City office with cash or a cheque during office hours.  

The U3A Office is at 17 Stanton Street Abbotsford, telephone: 0459 779 872 during office 
hours.   (Mon 1.00-3pm, Friday 10am-12pm) 

You can also send an email asking for support to u3ayarracity@gmail.com 

  

https://www.google.com/maps/search/17+Stanton+Street+Abbotsford?entry=gmail&source=g
mailto:u3ayarracity@gmail.com
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Detailed Enrolment Instructions 
 

1. Login 

1. Go to the website https://u3ayarracity.org.au/ 

 

2. Select Login  
3. Select Existing Member Login 

 

4. Enter your Member number and Password 
5. Click Submit 
6. If you have forgotten your membership number or password you can contact the 

admin team at u3ayarracity@gmail.com . 

  

https://u3ayarracity.org.au/
mailto:u3ayarracity@gmail.com
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7. You will be directed to the My membership page 
8. Check that your membership details are correct 
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2. Select a Course 

1.  Select Courses from the menu on the left  
2. A list of the current courses will be displayed listed by Day of the Week 

 

3. To enrol in a course or to get more information, click the down arrow to the right of 
the course 

  

4. Select add to cart to enrol in this course 
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5. Select Cart on the left hand menu 

If you are enrolling for the first time for the year, your annual 
subscription will be added to the Cart  
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3. Generate an Invoice 

 

6. Select Checkout 
7. Tick the check box to agree to the terms and conditions of U3A Yarra City 

Membership  

8. Select Checkout on the following screen 
9. An Invoice will be generated.  
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4. Pay the invoice 

PayPal or credit card option:   

• PayPal- By selecting PayPal you will use screens provided by PayPal linked to our U-
MAS. Follow the instructions to complete the payment with PayPal.  

• Credit Card - To pay by credit card, scroll down to the Card option in the PayPal 
screen. As you don’t wish to use PayPal, keep scrolling and ignore requests to sign up. 
Un-tick the button asking you to join and continue as a Guest to pay with a Card. 

• After using either PayPal, or credit card, you will receive an email of confirmation 
from PayPal. The status of your invoice can be checked by selecting My Invoices.  

Other options are: 

• electronic funds transfer to  
Account Name: U3A Yarra City Inc.  
Bendigo Bank: BSB 633 000  
Account Number: 142095694  
PayID – 46364099724 (an alternative to BSB and Account Number) 
Please make sure your Last Name is clearly indicated in the reference box. 

• cheque, or money order payable to U3A Yarra City and submitted by mail. Please 
ensure your name is clearly displayed 

• call in at the U3A Yarra City office with cash or a cheque during office hours.  

The U3A Office is at 17 Stanton Street Abbotsford, telephone: 0459 779 872 during office 
hours.  (Mon 1.00-3pm, Friday 10am-12pm) 

You can also send an email asking for support to u3ayarracity@gmail.com 

5. Logout 

10. To Logout of the system click the ‘Logout” button on the 
left of the screen.   

 

https://www.google.com/maps/search/17+Stanton+Street+Abbotsford?entry=gmail&source=g
mailto:u3ayarracity@gmail.com
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