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Introduction 
NDS (Network Data System) is a customised software application developed to hold and 
maintain the information associated with Members of U3A Network Victoria.  NDS enables 
Network to work effectively with Member U3As. 
 
NDS is used to identify and contact stakeholders and office bearers.  It lists which U3As 
belong to which regions and stores limited details about each U3A such as ABN, postal 
address; the number, age, and gender of members; and website and Facebook site 
addresses if applicable. 
 
NDS has a user interface which enables authorised representatives of each U3A to access 
and maintain their own U3A’s details.  NDS is a modern database which has replaced the 
NMDB (Network Management Database) with advanced features. 
 
Technically, NDS is based on the market-available WordPress and Jetpack software 
systems.  It was written on contract by the web development company Bar Bending Designs, 
whose principal is Jasmin Higgs.  It is a web-based application which is held on the VentraIP 
web server systems servers in Australia, as per current privacy and security 
recommendations. 
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Setting up accounts and attributes 
This section outlines the process to establish the various access types and associated 
attributes. 
 
Each U3A nominates an individual to be their U3A Administrator on NDS.  Their access is set 
up by Network staff, based on information provided by the U3A.  The NDS Administrator can 
update details about their own U3A such as gender statistics and contact details of the office-
bearers such as email address and phone number.  Usually, the NDS Administrator will be 
the U3A’s Secretary, but this is at the discretion of the U3A. 
 
Each user accesses the system based on their email address and a password.  The 
password is private and cannot be viewed by Network staff.  The password can be changed 
by the user themselves if required. 
 
Network staff can update fields or attributes relating to all U3As.  However, the endorsed U3A 
representative, the NDS Administrator, can update fields or attributes only of their own U3A. 
 

Setting up an NDS Administrator by Network 
 
The NDS Administrator needs to be given access to the NDS system by Network.  While 
there can be more than one NDS Administrator per U3A, only one or two are recommended. 
 
The person to be assigned the Administrator role will need to be endorsed by the relevant 
U3A representative to Network, such as the President or Secretary.  The nominated person 
will then be sent an email to register and then set their own password. 
 
Once the person has registered, they will be able to access their U3A details within NDS via 
an internet browser.  The Administrator will be able to update their own contact details and 
password, and they will also be able to update their U3A’s relevant data. 
 
The Administrator can modify: 

• Their own personal contact details 
• Details about their U3A, such as ABN, postal address, phone number, email address, 

and so on 
• Contacts and assign roles such as Treasurer, Course Coordinator or Delegate to 

Council. They can also add contacts 
• Organisational statistics such as the number of members, their ages, and their gender 
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Initial registration of a NDS Administrator 
 

Once Network receives the authority from the U3A and is provided the associated details of 
the contact they will receive a registration email similar to below.  They need to click on the 
relevant links within the email to set up their access to NDS. 

 

 
 
The Administrator will then connect to NDS via an internet browser with the following URL:  
https://nds.u3avic.org.au 
 
Each Administrator will automatically be directed to their own relevant U3A once they enter 
their User ID (email) and NDS password. 
  

https://nds.u3avic.org.au/
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How to use NDS 
 
Login screen 
 

Once successfully registered, the Administrator will see the following login panel.  They then 
enter their NDS registered email and their current NDS password. 

 

 
 
 
U3A Portal 

 
Once logged in the Administrator can access a range of options as shown below. 
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Your Details 
 
Firstly, the Administrator should check and update their own details, by selecting Your 
Details.   
 
Please contact Network if you wish to change the Administrators email address as it is used 
for system authorisation.  General contact email addresses can be changed easily by the 
Administrator, but the Administrator’s own email address must be managed by Network. 
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Organisation Details 
 
Next is Organisation Details.  Enter the details into the fields as presented; scroll down for 
additional input fields such as website, AGM date, and so on. 
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Organisation Contact 
 
A contact within NDS is an office-bearer with the role of President, Vice President, Secretary, 
Treasurer, Course Coordinator or Delegate to Members Council. 
 
The NDS system will hold their details, such as email, and phone.  There is the ability to 
apply tags against the contact, such as Treasurer, or Secretary. 
 
A contact does not have, nor needs to have, any authority to access NDS.  A contact list 
within a U3A in NDS is simply a list of contacts associated with that U3A. 
 
Once in the Organisation Contacts page, use the buttons to add, edit or delete a contact. 
 
The edit button enables tags such as Treasurer to be added to a contact from the drop-down 
list of pre-defined tags.  A contact may have more than one role, for example. Course 
Coordinator and Treasurer. 
 
Note that each contact defined in NDS must have a unique email address associated with 
that person.  It is understood that some office-bearers may use a common email, for 
example they may share access to, info@u3axyz.org.au.  This means the U3A must choose 
which contact will have the common email address registered within NDS.  The other contact 
may either have an alternate email address or that field may be left blank. 

 

 
  

mailto:info@u3axyz.org.au
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Organisation Statistics 
 
As part of Network’s annual membership levy process, U3As are asked complete their 
statistics once a year.  This usually occurs around the end of March. 
 
Click on Organisation Statistics 
 

 
 
 

Enter the number of primary members. 
 

The number of ‘Primary Members’ includes those who have paid a full membership fee. This 
is the number used by U3A Network Victoria to invoice your U3A for its membership levy. In 
U-MAS these might be designated 'Member' and, once they are paid, are active. 
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Type the number of associate members. 
 
‘Associate Members’ are generally a ‘Primary Member’ at another U3A and get a discount as 
an 'Associate Member' at your U3A. In U-MAS 'Associate Members' are active once they 
have paid. 

 

 
 

Type the number of other members. ‘Other Members’ might include those who pay no fee. In 
U-MAS, Tutors and Life Members can remain active while paying no fee. 

 

 



NDS U3A User Documentation Guide                       March 2023 10 

Type the number of tutors or leaders. This is a new field in 2023 and will be used 
to assist Network calculate the number of volunteer hours contributed to support 
U3As. 

 

 
 

Scroll down and input the member data by female gender and age 
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Scroll down and input the member data by male gender and age. 
 

 
 

Scroll down to input the member data by self-described gender and age. 
 

'Self-described gender' is an identity disclosed to your U3A other than male or 
female. This is a new field in 2023. and is included in response to requests from U3As 
to include data from all members. 
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Scroll down and input the member data by undisclosed gender and age. 
 

'Undisclosed gender' is when someone does not disclose their gender identity to your 
U3A. This is a new field in 2023. and is included in response to requests from U3As 
to include data from all members. 

 

 
 

Once you have input the data, click on ‘Save Member Statistics’.  You have now 
completed your U3A’s annual statistics process for Network. 
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Help and support 
 

Please note that if you require any assistance with registering or using NDS, contact 
U3A Network on 03 9670 3659, or info@u3avictoria.org.au 

mailto:info@u3avictoria.org.au
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