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Beacon is an online membership management system. 

It stores information about the members, interest groups and financial 
transactions of our U3A and provides tools for managing that information. 

To follow the recipes in this book you will need: 

- a computer (desktop, laptop, iPad or other tablet) 

- a web browser (e.g. Edge, Safari, Google Chrome, Firefox) 

That’s all. If you can follow a recipe, you can use Beacon to manage your 
U3A interest group.

Introduction

If you need help with any of the recipes in this book please contact either 
the Groups Coordinator (groupscoordinator@charnwoodu3a.org.uk) or 
the Beacon Administrator (beaconadmin@charnwoodu3a.org.uk).

Tip: If you use an iPad or similar tablet computer and a ‘pop-up' window obscures a box 
you need to click on, tap on any other box on the screen and the pop-up should disappear.

mailto:groupscoordinator@charnwoodu3a.org.uk
mailto:beaconadmin@charnwoodu3a.org.uk
mailto:groupscoordinator@charnwoodu3a.org.uk
mailto:beaconadmin@charnwoodu3a.org.uk


RECIPE 1

Getting Into Beacon



The Login Screen
Using your web browser, go to the Beacon website at u3abeacon.org.uk. You will see this login screen:

http://u3abeacon.org.uk
http://u3abeacon.org.uk


1. Click the U3A box and select Charnwood from the 
drop-down list. 

To make this easier you can type the first 2 or 3 
letters of the name you want and then scroll down 
the list using your mouse/trackpad/touchscreen. 
For example, if you type ‘Cha’ the list will 
automatically scroll to ‘Chalfonts’ and you can then 
scroll down two entries to get to Charnwood. 

2. Type your user name and password into the boxes 
provided. 

Remember that your password is case-sensitive. So, 
for example, if your password is ‘My-Password’ you 
must type the ‘M’ and the ‘P’ in uppercase and all 
the other letters must be lower case. 

3. If you are on a private computer, we recommend 
you tick the box marked “This is a private 
computer”. 

Your browser will then save your login details and 
offer to insert them into the login screen the next 
time you log in. 

This is a convenience feature but it must not be 
used on a computer provided for public use (e.g. 
in a library) because it would allow any member 
of the public to access the Beacon system. 

4. Click the Enter button. 

If you mistyped either the user name or the 
password you will see the message: “Your login 
credentials are not recognised. Please try again. 
You have two tries left.” 

Beacon allows three attempts to log in. After a 
third login failure Beacon will not allow you to log 
in again for 15 minutes.



The Beacon Home Page
When you log in to Beacon you are taken to your Home page within the Beacon system. If you are a group 
leader the Home page looks like this:



The layout of the page may vary, depending on the 
device you are using, but the general appearance will 
be as shown above. 

The Header section (blue background) includes the 
name of the logged-in user (the fictitious Fanny 
Dobson) and a Log Out button (shown in blue text). 
Wherever you see blue text you can click on it to 
perform an action. 

The orange area below the Header is divided into 
four sections. The bottom three sections contain links 
to pages on the Beacon website outside the Beacon 
system itself or to features of Beacon that we don’t 
use in Charnwood U3A. You can ignore these for now. 

The top section of the orange/brown area is divided 
into five columns: Membership, Groups, Finance, 
Miscellaneous and Set Up. Those columns are 
mostly empty because Beacon only displays those 
parts you have permission to use. (The Membership 
facilities are reserved for the Membership Secretary; 
the Finance facilities are for the Treasurer; and the Set 
Up facilities are for the Beacon Administrators.) 

You wi l l find rec ipes for the Groups and 
Miscellaneous sections later in this cookbook. 

When you have finished using Beacon you should 
return to the Home page and log out by clicking the 
Log Out button.



RECIPE 2

Changing Your Password



The Personal Preferences Page
From your Home page, click the Personal Preferences button. Beacon will display a screen like this:



For this recipe we are interested in the middle section 
of the orange/brown box labelled Change password. 
We will not use the Drop-down name list section; the 
Change personal Q&A section is used to recover a 
forgotten password and is described on the next 
page. 

1. Type your current password into the Old password 
box. Choose a new password and type it into both 
the New password and the Confirm boxes. The 
rules for passwords are given on the screen. 

If the passwords in the New password and Confirm 
boxes do not match, the Change Password button 
will remain greyed out and you will need to re-
enter those two fields. 

2. Make sure you will remember the new password 
the next time you log in to Beacon. Write it down or 
let your browser remember it for you. 

3. Click the Change Password button to save your 
new password.



Your Personal Q&A

If you wish, you can provide a question and answer for 
Beacon to use if you forget your user name or 
password. Our fictitious group leader, Fanny Dobson, 
is using the default question, “Your first school”. 

If you ever need to recover your user name and/or 
password use the Click here button at the bottom of 
the login page. Beacon will then ask you to fill in the 
form shown below. 

When you have done that, click the Submit button. 

If Beacon finds a member that matches those details it 
will then ask for the answer to your personal security 
question. 

You need to type the answer exactly as it is recorded 
on the personal preferences page. Fanny Dobson, for 
example, would type “Hard Knocks”. 

If all goes well Beacon will send you an email with 
your user name and a temporary password. This 
password will only work once, so you MUST change 
your password again as soon as you login.



RECIPE 3

Group Details



The Groups List Page
From your Home page, click the Group button. Beacon will display a list of Charnwood U3A groups:



The Groups List page displays a table listing every 
interest group in Charnwood U3A. You will need to 
scroll down to see them all.

The first thing to note about this page is that the 
names of the group(s) you lead are displayed in 
blue; all the other group names are black. If you click 
one of the blue names Beacon will display the Group 
Details page for that group (see next page). You do 
not have access to the details of the other groups; 
clicking on the black names has no effect.

The number of groups listed can be reduced by 
selecting a Faculty from the drop-down list. At 
present this is only useful to select the Table Tennis 
groups or the Walking groups. Unticking the Show 
active only tick box adds inactive groups to the list. 
There is a noticeable delay before the screen 
updates if you use either of these functions.

The blue letters across the top of the table provide a 
quick way to scroll the display. If you click on C, for 
example, the table will be re-displayed with groups 
whose names begin with ‘C’ at the top of the screen.

 

The list as Fanny Dobson sees it.



The Group Details Page
Clicking on the name of your group will produce a screen like this:



1. Group 

The name of your Group is already filled in, but it’s 
up to you to enter the remaining details. The name 
can be changed but please first consult the Groups 
Coordinator if you are thinking of doing this. 

2. Faculty 

Table Tennis and Walking groups should be 
assigned to the relevant faculty. For all other groups 
the faculty should be left unspecified. 

3. Status 

Most groups should be shown as Active, but a 
‘resting’ group can be marked Inactive, using the 
drop-down list. 

4. Max Members 

If there is a limit to the size of your group, you can 
set a maximum number of members. (Beacon will 
allow you to add members beyond the maximum; 
they will be shown in the group members list as 
“waiting”.) 

5. Tick Boxes 

The three tick boxes on the next line are for 
members who join online. Charnwood U3A has not 
enabled the online membership facilities, so those 
tick boxes can be ignored. 

6. When 

Enter the day(s) your group meets, e.g. “2nd Tuesday 
of the month” or “last Friday of the month”. 

7. Start and End Times 

The Normal start time and End time fields are set 
using a pop-up window with hour and minute 
sliders. 

 

Warning: This is awkward to use on iPads and other 
tablet computers because the pop-up window 
obscures much of the form and the finger you use to 
move the sliders hides what you are doing! 

8. Contact 

Enter contact details. Typically this will show the 
email address and/or the phone number of the 
group leader.



9. Venue 

Beacon holds a list of the venues our groups use 
for their meetings. Your group’s venue can be 
selected from the Venue drop-down box. The list 
includes entries for ‘Member’s Homes’ and 
‘Various’. If you need another venue, please 
contact the Groups Coordinator: 

groupscoordinator@charnwoodu3a.org.uk 

10. Information 

The Information box is for a general description 
of your group: what it does and why people 
might like to join it. What you put in this box will 
be displayed in a public area of the Charnwood 
U3A website. This is your chance to make your 
group sound fun and inviting. 

11. Notes 

Any information that should not be made public 
can be entered into the Notes field. 

When you have entered all the details of your group 
click the Save Record button.

mailto:groupscoordinator@charnwoodu3a.org.uk
mailto:groupscoordinator@charnwoodu3a.org.uk


RECIPE 4

Group Members



Group Members
From the Group Details page, click on Members. A screen like this will be displayed:



The first time you see this screen there will be just one 
member listed, yourself, and you will be marked as 
the group leader. 

The details of each member are taken from the full 
membership list; you don’t have to type them in. 

You can add new members by name or by 
membership number. It’s usually easier to add a few 
members by name but it’s easier to add a large 
number of members by their membership numbers if 
you have them (see next page). 

To add a member by name click on the drop-down list 
labelled select member. Beacon will display the 
names from the full U3A membership list. You can 
scroll through this (very long) list using your mouse/
trackpad/touchscreen but there’s a quicker way to 
find the member you want. If you type the first few 
letters of the member’s last name the list will 
automatically scroll to the names that start with those 
letters. You can then scroll a little further manually. 

Click on the member’s name to select that member 
and click the Add button to add them to your group.

select member clicked

‘wil’ typed



To add members by their membership numbers 
type the membership numbers into the data entry 
box under Add member by membership number, 
separating each with a comma, and click the Add 
button. 

Beacon will display a pop-up confirmation window 
that lists the names of those members. 

If any of the entries is wrong you can click the blue 
tick (✔ ) to deselect it. 

Click the Add selected members button. 

If you try to add a member who is already in the 
group Beacon will automatically deselect them and 
add a message to that effect beside their name. For 
example, if you try to add David Bookish and Mary 
Hawthorn again the following window will be 
displayed: 

——- 

To remove a member from the group just click the 
remove button in the right-hand column. 

——- 

To make a member a leader of your group click the 
make leader button for that member. A group can 
have more than one leader. 



RECIPE 5

Sending Emails



1. Select Members with Email 

From the group members 
page, click the Select button 
in the top left-hand corner of 
the member details table and 
select the E-mail only option. 
A tick will appear in the 
checkboxes in the left-hand 
column for every member 
with an email address. 

2. Select the Send E-mail action 

Scroll to the bottom of the 
table. Click the action box 
and select Send E-mail. 

If the list of members is long 
you can click the  V  symbol in 
the top right-hand corner of 
the screen to automatically 
scroll to the bottom. 

3. The Email Composition Form 

Click the Do with selected 
button. Beacon will display 
the email composition form 
shown below.

Sending Emails





1. Your own email address is shown in the From field. If you 
are a U3A officer with a generic address this is a drop-
down box showing both your personal and officer 
addresses. Choose whichever is appropriate. 

2. The To field displays the email addresses of the recipients 
you selected from the group members list. It can not be 
changed. 

3. If you wish to have a copy of your email sent to your own 
personal address, tick the Tick to receive copy checkbox. 
(There’s more on this in the Hints and Tips section below.) 

4. You can add attachments by clicking the Choose files 
button. This will bring up the usual file selection window 
that your computer provides. When you have selected one 
or more files their names will be shown on the email 
composition form. 

5. Type the subject of your email into the Subject box. 

6. Type the body of your email into the large white box. 
There is a row of buttons across the top of this box that 
provide formatting options for your text: bold, italic, etc. 
These are similar to the functions provided by all the 
common email apps and their use should be 
straightforward. Note, however, that instructions for 
adding website links are given at the bottom of the form. 

7. On the right-hand side of the form there is a list of special 
tokens you can use in the body of the email. Each token 
consists of a # and a codeword in upper case. If you type 
one of these tokens into your email, Beacon will substitute 
the corresponding information from its database. 

For example, if you start your email with “Dear #FAM” and 
send it to Alan Abbey and David Bookish, Alan will see 
“Dear Alan” and David will see “Dear David”. 

8. When you have composed your email, click the Send 
button.



Hints and Tips 

• Beacon sends a separate email to all the recipients you 
select. It doesn’t add any email addresses to the Cc or Bcc 
fields. Consequently, none of the recipients can see the email 
addresses of any other recipient. That ensures that emails 
sent through Beacon comply with the data protection rules 
of the GDPR. This is particularly important for large groups. 

The downside is that each recipient can only reply to the 
sender; they can not reply to everyone who received the 
email. Small groups often prefer to use an open email list 
instead. Each member gives permission for their email 
address to be made available to the other members of the 
group and emails are sent out with everyone’s email address 
in the To or Cc fields. N.B. Beacon email can’t be used like 
that! 

• Beacon does not have any mailboxes of its own, i.e. it does 
not store any emails. If you send an email through Beacon 
and want to refer back to it later, you won’t find it anywhere 
in Beacon. You can, however, tick the Tick to receive copy 
checkbox so that you receive a copy of the email in your 
personal email account. 

• If you have a large group (more than 50 members) your 
emails are likely to be checked against spam filters at the 
various email servers that your emails pass through. It is 
important, therefore, that you follow a few guidelines to 
ensure that your messages are not rejected and that 
Beacon is not put onto spammer blacklists. 

See this web page for details. 

• All messages sent by Beacon have a From address of 
noreply@u3abeacon.org.uk and recipients will see them 
as having come from (for example) John Smith via 
Charnwood U3A. Nevertheless, recipients can reply to 
them. This is because Beacon sets the Reply To field to the 
email address of the sender and email apps will use that 
as the reply address. 

• You can check the delivery status of emails you send from 
Beacon using the E-mail delivery button on your Home 
page. When you click that button Beacon will display the 
last 50 email messages you sent. 

All but one of the entries will be collapsed so that you can 
only see the date/time it was sent, the subject and the 
sender’s email address. If you click on a collapsed entry 
Beacon will expand it to show each recipient’s email 
address, the delivery status and the date/time it was 
delivered or opened. 

See this web page for more details.

https://u3abeacon.zendesk.com/hc/en-gb/articles/360007431577-Tips-for-Sending-Emails-from-Beacon
https://u3abeacon.zendesk.com/hc/en-gb/articles/360007389117-Email-Delivery-explained
https://u3abeacon.zendesk.com/hc/en-gb/articles/360007431577-Tips-for-Sending-Emails-from-Beacon
https://u3abeacon.zendesk.com/hc/en-gb/articles/360007389117-Email-Delivery-explained

