Group Convenors – Quickstart Guide to Beacon

You will find our Beacon system at: https://www.u3abeacon.org.uk/password.php
You are now registered as a System User on Beacon, with rights to view the list of groups and venues. You can also view details of your own group, add new members to the group, and remove members. Beacon will be the central location where up-to-date membership details are recorded.
You do not have rights to edit details or delete members from the system, so don’t worry that you might delete important information accidently!

To familiarise yourself with the system, try the following:

1. Select Bristol from the drop down menu of sites and enter your Username and Password.

2. Change your password.

3. Confirm that you have access to Groups and Venues under the Groups Heading, and to U3A officers, E-mail delivery and Personal preferences under the Misc Heading. 
4. You will also find 3 links at the bottom of the orange box, giving you access to the Users’ Forum, the User’s Guide and the System Log.  You can ignore these unless you are particularly interested to find out more about Beacon.

5. Read the news area in the grey box on the lower half of the screen. You may find something of interest here from time to time.

6. Click on the blue Groups link in the top half of the orange box.  This will give you a list of all the Bristol U3A Groups.

7. Find your own group in the list. (You can use the blue alphabet to get to groups beginning with a particular letter).

8. The title of your group will be in blue, and you can click on the title to get to the details of the group. NOTE: You also have view-only access to any other groups of which you are a member.

9. Click on the blue links above the Group Details box to see a Schedule of meetings (this will be blank unless you add events), and to see a list of current members.

10. You also have access to the Ledger.  If you wish, you can use this screen to keep track of payments and expenses for your group.  It is not connected to the main financial ledgers, so you will not affect any information used by the Treasurer. 

11. If you add members or make any changes to your group details, don’t forget to click the Save button to save the changes to the system

12. Click on the blue Groups List link to go back to the list of groups. 

TIP:  Do not use the back arrow on your browser to go back to a screen you saw previously – this is unreliable.  
Further Useful Details
Sending emails It is possible to send emails to members of your group, and to other Group Convenors.  To do this you will need to go to the list of groups, then click the Select option at the top left (or bottom left) of the list, choose the action from the drop-down menu at the bottom of the list, and press the “Do with selected” button.  You will then be presented with a form enabling you to create an email.  The email addresses will automatically be completed. Full instructions are given in the Beacon User Guide. Please contact us if you need help with this feature.

Downloading a list of members.  Using the same Select option, you can download a list of group members in the form of an Excel spreadsheet, or a pdf document.
Faculties Each group has now been assigned to a Faculty. You can see groups in just one faculty by using the drop-down list at the top of the Groups page which will show you all the available faculties in Bristol U3A. You can see your group’s faculty by viewing the group’s details.

Waiting List You can create a waiting list for your group if you have set a maximum number for the group and you have further requests to join.  Just tick the Enable waiting list box on the group details screen, and click Save Record. The names of those on the waiting list will be added to your list of members, but will have “waiting since ……” and a Join Group button.

