
Register and Set up Password on Member Portal 
All U3A members must register and set up a password before you can access Member Portal. 
 
1. When the Member Portal login screen is displayed, click on the Register buƩon on the right of the 
screen. 
 

 
 
2. Select Register by Member Number, enter your U3A Hobson Bay/Williamstown Membership Number 
and click on Next. 
If you do not remember your Membership Number, select Register by Email Address, enter the email 
address which is in your member record and click on Next. Note if you share same email as another 
member you need to register Member Number 
 

 
On the next screen, click on the Send buƩon. The system will send a RegistraƟon Number to your email 
address to confirm your idenƟty. The next screen will then be displayed for you to enter the RegistraƟon 
Number. 



 
 
3. Go to your mailbox and look for an email sent from U3A Hobson Bay/Williamstown which contains a 6-
digit RegistraƟon Number which is specific to you. If you do not see this email aŌer 5 minutes, check your 
Junk Email folder to see if it is there. 
The screenshot below shows an example of what the email and RegistraƟon Number looks like. 
 

 
 
4. Go back to Member Portal and enter the RegistraƟon Number, then click on the Confirm RegistraƟon 
Number buƩon. 
 

 
 
5. Enter your password to be used for logging in to Member Portal and record it for future use. Click on 
Save Password. 
Note: The system will indicate the password strength as you type your password. Once your password 
reaches 75% strength, the system will accept it. 
To achieve 75% strength, the password must have at least 9 characters which must include one capital 
leƩer, one number and one special character (#,*,@). The leƩers or numbers must not be sequenƟal. 
 
 



 

 

6. The home page of Member Portal is now displayed. If you are a Convenor, you will see a link to the 
Convenor Portal.  

 

 


