Signing into the Beacon System as a Group Leader

1 Find the site.

In your web browser, search o m——— Q
for “u3a beacon
administration”, and select the
“u3a Administration” item
which should be the first it

in the response to your
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u3a Administration

u3a Beacon is a web-based tool that allows u3a sites to manage their bership, events, letter
Search and more. To use it, you need to log in with your u3a username and password.
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2 The login screen.

This will display the login screen to Beacon...

u3abeacon.org.uk/password.php [E5] G

Click in the u3a box, and
start typing “Romsey”,
you will see Romsey
Archway U3a in the drop-
down list, click on it to s

select the site, then enter D

your username and

password.

Bromsgrove

3 The main page.

You are now logged into
Beacon, and you will see the
main menu. You will be using
the Groups list so click on the
blue “Groups” menu item to
select it.

Note: From this main page pane
you can also view the
accounting ledger — this will
only show the accounting
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statement for your group, and you do not have rights to change it — only the treasurer can make
changes.

4 The groups list.

The only group which
is highlighted in blue is : | Active | When
the group which you
. Arl Appreciation 3rd Thursday at 1:00pm The Feelgood Centre Richard Crowder
own. You can click on I A
this link to show the Bible Study Y 3rd Sunday at 2:30pm Friends Meeting House Albert Atheist 1
group det aﬂS p age Bird Watching Y  4th Tuesday at 9:00am No Fixed Venue Hilary Barker 1
" Book Club 1 Y  Fortnightly on Fridays at 11:00am  Library John Black 1
| Bowls Y  3rd Monday at 10:00am Bowls Club Jan Bradbury 1 il
[ Bridge y  Fortnightly on Wednesdays at by 0 pouee Tricia Abrahams

] Computing - Tablets Y  3rd Monday at 2:00pm Library David Barrett
[ | Computing For Beginners Y  1st Weds and 3rd Thurs at midday Library Ano Driver 1
[]  Croquet 2nd Monday at 9:30am Corn Exchange Nella Fernblaster

| Dressmaking Y  4th Monday at 2:00pm College DeeDee Friday

Eatlng for Health and

Y  4th Tuesday at 2:00pm St Saviours Hall Liz Balls
71 Family History Y  2nd and 4th Mondays at 2:00pm  The Feelgood Centre Frank Bacon

5 The group record.

On this page you can update the
details of the group such as its
title, time, or the group
information. When you have
updated, press “Save Record”.

Group Details

Family History ]

[ Study Groups ~ JEEEE Active - | Rexmenbes| |

Allow members to join on-line [ Allow members to leave on-line

Notify leader of changes

You can also click on the blue
“Members” link to see the
b l t Th . h l2nd and 4th Mondays at 2:00pm

members 11SL. 1115 1S Where you g, . ime 14:00 | Endtime|16:00 | iries | John on 0707 456 1034
add or remove members, and ente el e fnorlC=nte v
where you can choose to email
members or print the members
list.

|| Enable waiting list Display waiting list by default
D Show addresses

rting now and going way back. Beginners welcome

Information

- Group record created 14 Ja*m:zﬂ; last changed 14 Jan 2021 11:28




You can click the blue
“Select” title to select all
members, or select
members individually by
clicking the checkbox

Details Schedule

There are no \Waiting Members I

Home - Groups List

Group Record for Family History

Members Ledger

_| Show emergency contacts

Group Members

next to their member Se!_ecf Member No. Name Telephone Mobile Status Waiting

[} 1017 Francis Bacon 0123 456 1017 | 0707 456 1017 Current Leader remove - cancel leader
number. 1 1034 John Black 0123 456 1034 | 0707 456 1034 | Cumrent remove - make leader
On thls page you can Select |Member No.|Name Telephone Maobile Status Waiting
also remove members or P Do with selected | Send E-mail v.

make them ‘leader’ by
clicking the blue links to
the right of the page.

- select member -

2 members (0 selected)

-

Add member by membership number

Separate numbers by commas

[add |

Home -

This drop down list shows you the three actions you can
do, select the one you want, then click “Do With

Select
Selected”. This will do that action for the members you
selected.

Select

i

Groups List

There are no Waiting Members

Member No. Name Telephone
1017 Francis Bacon 0123 456 1017 | 070
1034 John Black 0123 456 1034 | 070
Member No. Name Telephone

Do with selected

For example, leave “Send E-mail” as the choice, and press
“Do With Selected”, then you will be shown a page to
enter the email text, and a mail will be sent to the
members.

I

Send E-mail

Download Excel

Tembe

Download PDF

Add member by me

6 Send an email.

Send E-mail
QR oo Bacon Sharicizbac (e Personalise this e-mail using tokens.
Note that you can use any of the # e Chkom st
. John Black v |3 agiresseels .
values such when the mail is sent, . = e
. . =) #TITLE M, Ms stc. #®
each of these will be replaced with e SFORENAE. 5. la -
. .« . . ] #SURNAME #w
the right recipients values. For it v fomat T M
#MEMNO membership number #P
eXample “Dear #FORENAME” Text B I == = UI) = %E = #EMAIL i #P
would appear as “Dear Francis” to i -
one member, and “Dear John” to the -t .
#EMERGENCY emergency contact #P
Other- #AFFILIATION home u3a #P
wenser ma T
Click Send when you have completed P i
the email text. e
#GROUPS the member belongs to #P

| send |

#ADDRESSH
#ADDRESSV
#POSTCODE
#POSTCODE3
#TODAY
#USANAME
#CUSTOM1

address in 1 line
address over several lines

last 3 characters
today's date
Beacon site name
NL Delivery Round

To insert or edit website links, you must use the "o tool above.
Set URL to the full website address and Text to Display to the text that the user should click

Do NOT display the website address

Links for on-iine applications, renewals, calendar and groups are provided under ‘Link List in the. & 1ol



7 Add a member.

fType to search members You can also add members by selecting their

- select member -

Member No. Name Aardbatt, Brian
1017 Francis Bacon Aardcatt, Fred Currer

1034 John Black ARAE Currer
Member No.
Do with selected

Name

Abrahams, Patricia

Administrator, Site

Atheist, Albert

Bacon, Francis
- select member -

8 A menu item we do not use.

Group Ledger

Detail Balance

Brought forward £0.00

Detail Balance
Add transaction

Date Payee Detail
18/08/2026

names in the “select member” list, then
clicking the “Add” button

There is a final menu
item “Ledger” for the
group. This is not the
same as the ledger you
saw from the main
view earlier. We in
Romsey Archway do
not use this function.
Changes made here
will not be used or
seen by the treasurer.






