
Group Leader Instructions for Beacon 
(14/10/2024)


1) Register/Login - You will first need to register for your Beacon account as a Group 
Leader even if you already have an account as an officer of the committee.


You will be sent an email with your user name and a temporary password.

Go to https://u3abeacon.org.uk/password.php and use the username and password that 
was sent in the email to login to Beacon.

You will be asked to change the password to one of your own choosing.


Tip: save the login page in your favourites.


2) When you’re logged in the first window you will see is the one below.


Click “Personal Preferences”. 





Most of this is self explanatory.


If you’re using your own computer you 
can increase the ‘Session timeout’ to the 
maximum of 99 minutes.


This might be handy because once you 
have reached the time limit in that box you 
will be logged out. So if you’ve composed 
an email and hit send you will be taken 
back to the home screen and your email 
will not be sent.


Tip: make sure you complete the work ad 
save in the time you have before your 
session times out.

If you’re close to the end of your session 
time it’s better to logout and log back in 
and then complete your work.


3) Clicking Calendar; there is not much to do or see in here.


4) Clicking Group will show a list of all Verwood u3a Groups. Please do nothing on this 
page except clicking the group/s in the list that you are a Leader for.


5) Once you have clicked your group you will see the details of the group. In this case it’s 
the Ukulele Group.


https://u3abeacon.org.uk/password.php


'Allow members to join online', 'Enable waiting list' and 'Notify leader of changes’ should 
be ticked. If you have a Max number of members enter it in the appropriate window but 
remember to add a plus 1 for yourself. So in this example you would have 29 members 
and yourself.


6) Clicking Schedule; this window shows all the dates you have in the calendar for that 
group. 


Note: Under no circumstances should you delete an entry as this will delete the entry in 
the calendar the public sees. Again under no circumstance should you add an event. This 
is the Venues Officers job and only the Venues Officer can book venues. Altering this will 
only cause problems with members turning up at a venue that has not been booked.


By clicking ‘Edit’ in the right hand column a popup window will appear. You can write/edit 
the details in the calendar that the public sees by entering the text in the ‘Details’ window.




7) Clicking Groups in the Group Record window will take you to a list of your group 
members. If there are no members shown (other than your own details) you can add them 
by going to the ‘Add member by name’ section and click the ‘ - select member - ‘ button. 
You can then see all members of Verwood u3a, click on a name to add them to your 
group. 

Or you can add members by their membership number. This way you can add more than 
one member at a time by separating member numbers with a comma.

Please make Sure to add only your group members. 


Adding members who are not a part of your group may result in access being 

terminated.

 

8) Sending emails to your group. All emails will be sent using Bcc. This means that only 
the Leaders will see members email addresses.


Go to the bottom of your members list. Under the ‘Tick Box’ 
column click ‘Select’, you will now see a menu


Select All = All members are selected.

Clear All = Clears the selected.

E-mail only = All members with an email will be selected only

Without E-mail = Members without an email will be selected.


Once members are selected. If you want to send 
an email click ‘Do with selected’ button.

You can also download a member list by 
choosing this in the window on the right where 

‘Send E-mail’ is now shown.


Email window:




The email window is self explanatory and pretty much like most email apps. If you wanted 
to send a document to your members click “Chose Files’ and navigate to the file on your 
computer.

The right hand column. By clicking the # you can insert members detail into the email.

For example, if you wanted to personalise the email to the individual member by adding 
their familiar name you would write 

Hi #FAM so when they get the email they will see Hi Mick (or whatever their familiar name 
is). 

Most of the list in the right hand column has a description.

#U3ANAME = Verwood u3a.


Tip: make sure you complete the email before your session timeout else you’ll lose your 
email. Better to logout and log back in to start your session time again.


Tip: If you select the 'receive a copy tick box' you may get a copy of however many 
emails sent. If you send to 30 members you could receive a copy of each. 
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