
Signing into the Beacon System as a Group Leader

1  Find the site.

In your web browser, search 
for “u3a beacon 
administration”, and select the 
“u3a Administration” item 
which should be the first item 
in the response to your 
search….

2 The login screen.

This will display the login screen to Beacon…

Click in the u3a box, and 
start typing “Romsey”, 
you will see Romsey 
Archway U3a in the drop-
down list, click on it to 
select the site, then enter 
your username and 
password.

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 



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 
the group which you 
own. You can click on 
this link to show the 
group details page.

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”.

You can also click on the blue 
“Members” link to see the 
members list. This is where you 
add or remove members, and 
where you can choose to email 
members or print the members 
list.



You can click the blue 
“Select” title to select all 
members, or select 
members individually by 
clicking the checkbox 
next to their member 
number.
On this page you can 
also remove members or 
make them ‘leader’ by 
clicking the blue links to 
the right of the page.

This drop down list shows you the three actions you can 
do, select the one you want, then click “Do With 
Selected”. This will do that action for the members you 
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.

6 Send an email.

Note that you can use any of the # 
values such when the mail is sent, 
each of these will be replaced with 
the right recipients values. For 
example “Dear #FORENAME” 
would appear as “Dear Francis” to 
one member, and “Dear John” to the 
other.

Click Send when you have completed 
the email text.



7 Add a member.

You can also add members by selecting their 
names in the “select member”  list, then 
clicking the “Add” button

8 A menu item we do not use.

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. 




