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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 VentralP
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:
e Their own personal contact details
e Details about their U3A, such as ABN, postal address, phone number, email address,
and so on
e Contacts and assign roles such as Treasurer, Course Coordinator or Delegate to
Council. They can also add contacts
e Organisational statistics such as the number of members, their ages, and their gender
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Initial reqgistration 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.

5 rchive () Repart - f Swesp [gMovets - & Repy % Replyal > Forward « [P Quicksteps v ©1ReadsUnresn (- B+ 2 B B 9 OB
Your U3A Network Victeria NDS account @

@ Same content in this message has been blecked because the sender isn't in your Sate senders list. | trust cantent from noreplydinds u3avic.org.au. | Show blacked content

o U3A Network Vicioria NDS <noreply@ndsa3avic.arg.au= @t & o
Te: Test User 2/24/2023 213 PM.

- Login inic: hipsin:

- Emall: dokinigEuday
- Bassword: Set Your

spelate cortact detals, member stabstics,
yaur U3A,

UZA Network Victaria

€ Roply | Forward

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.
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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.

Welcome to the U3A Portal

user@emailhost comau

U3A Portal

Once logged in the Administrator can access a range of options as shown below.

BJA| NDS TEST
@ Dashboard Welcome to the U3A Portal, Simon Almaostran
& Your Details
U3A Dummy Test
¥ Organisation Details

Welcome to the U3A Network Victoria U3A Portal dashbasrd.
From here yeu can view and edit your personal detals

i Orgenisation Statistics

1 Sign Out You can alse view and edit U3A Dummy Test's details, contacts, and member statistics.

Contact U3A Network Victoria This site is for Membe
g for the
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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.

Your Personal Details - Simon Almostran

First Name:
Siman
& Organization Contacts Last Name:
& Organisation Statistics Almaostran
 SignQul Hame Telephene:

eg 877 2733049

Wark Telephone:

039999 5868

Mobile Telephone:
0419 995 888

Email:

simon.almostran@u3atest orgau

Change your password (ar leave blank to keep the same]

Re-enter password
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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.

B U3ANV NDS TEST - U3A Networ X + v - a x

<« C @& httpsy/ndsu3avicorg.au/dev_test/u3a-portal/nds-company 2 % * & 0O e H

3 N DS TEST U3A Portal Contact Us Log Out

@ Dashboard Organisation Details - U3A Dummy Test

& fouDetals View/Edit Details

Incorporation Number

& Organisation Details

48 Organisation Contacts

A9993566U
& Organisation Statistics
ABN
& Sign Qut 85 888 028 999
Main Address Postal Address
Address Line 1 Address Line 1
4 Whykickamoocow Lane PO Box A39A
Address Line 2 Address Line 2
City City
Eel Creek Eel Creek
‘.au/dev_test/wp-login phpZaction= t_to=https%3A%2FH%2Fnds ulavic.org.aut2Fdey test¥2ZFula-portal?2FE wpnonce=c34c09ead3 -
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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. Itis understood that some office-bearers may use a common email, for
example they may share access to, info@u3axyz.org.au. This means the USA 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.

- o X

L EE R

QOrganisation Contacts - U3A Dummy Test

Name Email(s) Roles/Tags Actions
Simon Al dokimi@u3avictoria.org.au

Wice President

Alex Locksmith president (hu3adummy.crg.au

Prasident

e Treasurer

Vanessa Realwork  secretary@u3adumrmy,org.au

Contact U3A Network Victoria
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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

@ Dashboard Welcome to i

& Your Details .
U3A Network Vic'
i Organisation Details

0 Welcome to the U3A Netw
& Organisation Contacts

& Organisation Statistics From here you can view ar

® Sign Out You can also view and edit

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.

b Dashboard Organisation Statistics - U3A Ne
vy Your Details Lo
Statistics for 2023
¥ Organisation Details
No. Primary Members No. Associate Members
¥ Organisation Contacts
ganisatior Nniacis 298| : O

¥ Organisation Statistics

No. Leaders/Tutors

» Sign Out
=1gn Uut 0

Female Members Aged Up To 44 Female Members Aged 45-£
0 0
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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.

janisation Statistics - U3A Network Victoria

stics for 2023

imary Members No. Associate Members No. Other Members
6 = 0

aders/Tutors

> Members Aged Up To 44  Female Members Aged 45-50 Female Members Aged 51-5
0 0

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.

A Network Victoria

1bers No. Other Members

17 -
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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.

¥ Udsnopodarg
v Your Details
¥ Organisation Details

¥ Organisation Statistics

» Sign Out

UTydinsduorn Jtdusuts - UDA INE

Statistics for 2023

No. Primary Members

298

No. Leaders/Tutors

I 32 s

Female Members Aged Up To 44

0

Female Members Aged 56-60

0

No. Associate Members

6

Female Members Aged 45-£

0

Female Members Aged 61-€

0

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

#

aders/Tutors

2 Members Aged Up To 44

Female Members Aged 45-50

2 A

> Members Aged 56-60

> Members Aged 71-75

> Members Aged 86-90

NDS U3A User Documentation Guide

Female Members Aged 61-65

0

Female Members Aged 76-80
0

Female Members Aged 91+

March 2023

Female Members Aged 51-£
0

Female Members Aged 66-%
0

Female Members Aged 81-€
0
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Scroll down and input the member data by male gender and age.

Male Members Aged Up To 44

0

Male Members Aged 56-60

2 2

Male Members Aged 71-75

0

Male Members Aged 86-90

0

w

Male Members Aged 45-50

0

Male Members Aged 61-65

0

Male Members Aged 76-80

0

Male Members Aged 91+

0

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.

Iaer wierniveis SEl-vesLnped aenuen vienuer s
Aged 51-55
0

1der Members Self-Described Gender Members

Aged 66-70

0

1der Members Self-Described Gender Members

Aged 81-85
0

der 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.

21 WVIEITIDEID AYEU UTIUIBLILLSEU VENUET IVIETTIDEIS AYEU

51-55

0

ar Members Aged Undisclosed Gender Members Aged
66-70

i

= 0

ar Members Aged Undisclosed Gender Members Aged
81-85

0

ar Members Aged

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

Undisclosed Gender Members Aged Undisclosed Gender
56-60 61-65

0 1
Undisclosed Gender Members Aged Undisclosed Gender
71-75 76-80

0 0
Undisclosed Gender Members Aged Undisclosed Gendet
86-90 91+

0 0

Save Member Statistics
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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
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