Steve Wells: Beacon Administrator

u 3 q 01454-850379
Thornbury beacon@thornburyu3a.org.uk

Beacon: A guide for Members

What is Beacon?

Beacon is a database in which the u3a keeps details of its members. For each group,
Beacon also holds details of when and where the group meets, who the leaders are and
their contact details.

This tutorial will show you how to visit Beacon whenever you wish to update your details
or to check that your details are correct.

This tutorial covers the use of Beacon by all members of Thornbury u3a. It does not
cover the additional facilities available to group leaders. When group leaders need
to use these extra facilities, they use a different login page and a different username
and password.

Connect to Beacon

Beacon has a web interface. So, first go to the Thornbury U3A website. The URL for the
Thornbury U3A website is:

https://u3asites.org.uk/thornbury/home

Alternatively, use a search R T R s

engine such as Google and Iharabuny u3a

Ploaze uze the buttons or tabs above to explore our site

search for “Thornbury u3a”. View from the Pump

Whichever way you choose to
go, you will arrive at the
Thornbury u3a home page.
This page is the starting point
for anything you want to know
about Thornbury u3a. As well

as pr‘oviding acc?ess to Beacon, “Thornbury u3a” home page
details are provided for all the

Groups within Thornbury u3a.

Having arrived at the home page, you should select “Beacon” from the menu at the top
of the screen.
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(On another
occasion you may
like to explore the
other menu options
to see what else
you can find out
about Thornbury
u3a)

On the Beacon
page thereis a
menu to the right.
Here you choose
“Beacon Members
Portal”.

This will open the
login screen. Here
you should enter
your email address
and password.

« ce L) a @ "o
Home Welcome News Groups Groupleaders Events Contact Links Sitemap
Thornbury usa
used by over  hunckod U3As around the UK and we have now started using it in . Lot s

con is an on-line system for manoging USA Membarship and Groups. It is
"

dato and to ranew thes mambership on-ine using B cradit or debit

hout involving anyone else. You wil need your Membership Number which

ive. 30 you need to start your forename
Also typo er

with a capital letter - and use the speling of yow forename as printed on your

1f you do not know your membership number ox are having probleens, click Contact Thombury U3A for help,

" Group Lasder you can bo given a username and password 50 you can log in. This is different

iama st of group members.
\mediately svailable to the new Leader

act Barbara Jonas or Don Grundall (you can click Contact Thombury U3A to email us) and wo will sat up your

Page et ot 1L 017

anice @ 2O &R0 i B

Beacon Page

Please identify yourself

E-mail \ bond@ukspies.gov ‘

Password [seseescsed ®|

| Confirm Identity |
Forgotten password
If you have not created a password for your membership account,
please use the link below where you will be able to set up a password to log in
Sign In with membership details

If the Membership Secretary has updated your e-mail address use Verify e-mail

Enquiries: membership@thornburyu3a.org.uk or contact the Membership Secretary

Login Page

Forgotten Password

If you forget your password or need to reset it, enter your email address as normal but
then click on the “Forgotten Password” link.

Beacon will then

send you an email E-mail | bond@ukspies.gov |

Passwurdl ©|

containing a link to

| Confirm Tdentity |

If you have not created a password for your membership account,
please use the link below where you will be able to set up a password to log in
Sign In with membership details

click to confirm
that you wish to

If the Membership Secretary has updated your e-mail address use Verify e-mail
change your

Enquiries: membership@thornburyu3a_org_ uk or contact the Membership Secretary
password. You will
then be asked to

type your new password twice. Your new password must be between 10 and 72

Forgotten Password

characters long, and must contan an upper case letter, a lower case letter and a number.
There are several special characters which you can also use:

l@#$%A&*
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Create a Password

When you login for the first time, you will not have a password. This is how to create a
password the first time.

It is a good idea to plan your password in advance so that it is ready when you need it.
As described earlier under “Forgotten Password”, your password must be between 10
and 72 characters long, and must contan an upper case letter, a lower case letter and a
number. There are several special characters which you can also use:

l@#S%HA&*

Tosetup a

. E-mail
password, click on Pawm: ‘©‘
”Sign in Wlth | Confirm Identity |
Forgotten password
memberShlp detallsn- If you have not cregied aur membership account,

Ow where you will be able to seltpa
Sign In with membership details

please use the link e password to log in.

ur e-mail address use Verify e-mail

A neW Screen W|” If the Membership Secretary has tpa

Enquiries: membership@thornburyu3a.org.uk or contact the Membership Secretary

open where you can R ; i
Sign in with membership details

login using your

membership number, Please identify yourself
Forename, Surname, Membership number All fields must be completed
Postcode and email. Sumame
T Posicod BS35 2AE
Fill in the form and iy
E-mail |b0nd@uksp|es.g0v ‘
then click on
. X . Confirm Identity
Conflrm Identlty . Engquiries: communications@thornburyu3a.org.uk or contact the Membership Secretary
L. o |t s Ry uY
The login is case
..
SenSItlve- Start your Enquiries: communications@thornburyu3a.org.uk or contact the Membership Secretary
forename and Login using membership details

surname with a

You must choose a password to continue.

capital letter. If your

In future you will only need fo login with your email address and password

name iS nOt In order fo proceed with login you must first choose a password.
Passwords should comprise between 10 and 72 characters

accepted (perha ps including at least one upper case, lower case and numeric character.

. Do not use common words. You may optionally consider
beca u Se |t Was using the following special characters: | @ #5 % " & *
mISSpe”ed Wheh you Set password for email address chez stephen@gmail. com
first joined u3a), get -l o
in touch with the u3a Cortim Password o]
Membership

| Update Account |
Secretary
You will be sent an email from noreply@u3abeacon.org.uk with a link you need to use before you can sign in.

(members h i p@thorn The link only works for 1 hour. You can request a new email at any time by using Forgotten password on the Members Portal.
buryu3a.org.uk). The Create a Password
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postcode should be in upper case with a single space in the middle.

Having logged in using your membership details, you will be asked to create a password
to use next time.

Enter your password and then type it again to confirm it. Finally click on “Update
Account”.

Beacon will now send you an email to confirm your email and password. Open the email
and click on the link in the email.

You have now created your password. You only need to create a password once. Next
time you go to Beacon, just
use your email and

password and that iS Itl Thornbury U3A Members Portal

Good morning, James Bond

M e m b e r S P 0 rt a I ‘Your membership continues until 1st January 2024

Select an option

Thornbury U3A groups

This is where you choose
what you want to do.

Update your personal details

Enquiries: communications@thomburyu3a org.uk or contact the Membership Secretary

Normally, two choices are Members Portal
available:

o Thornbury u3a Groups;
e Update your personal details.

You can always get back to this page. If you want to check your personal details and
then look at the Thornbury U3A Groups, you can do so without logging in again.

If your membership
renewal is outstanding, Renew yourmermbersip
there will be a third I
. " Update your personal details
option “Renew Your e
- Enquiries: communications@thornburyu3a org uk or contact the Membership Secretary
membership”. Members Portal with an option to Renew your membership
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Renewing your Membership

If you select “Renew Your
Membership” you will get a
screen showing the amount
owing.

If you have joint
membership, the screen is
similar but will include the
name of the second
member. If you only want to
pay for one membership
you must contact the
Membership Secretary.

The form will ask whether
you wish the u3a to claim
Gift Aid. You must choose
one of the two alternatives
by ticking one of the boxes.
There is no default option.

Finally click the “Make

Your subscription can make each £1 of your subscription worth 25p more and at no cost to yourself. To qualify for Gift Aid you must pay income tax
or capital gains tax at least equal to the amount that Thornbury U3A reclaims on your subscription and donations in a tax year.

(] 1am a UK tax payer and wish to Gift Aid this and all future subscriptions and donations that | make to Thornbury U3A, unless | notify you otherwise. | understand
that if | pay less Income Tax andfor Gapital Gains Tax than the amount of Gift Aid claimed on all my donations in that tax year itis my responsibility to pay any
difference.

(] 1-do not wish to Gift Aid my subscriptions and donations.

Please notify us if you
+ want to cancel this declaration
« change your name or home address
« no longer pay sufficient tax on your income and/or capital gains

If you pay Income Tax at the higher or additional rate and want to receive the additional tax relief due to you, you must include all your Gift Aid
donations on your Self-Assessment tax return or ask HM Revenue and Customs to adjust your tax code.

‘Your membership class is Individual

Renewal fee is £6.00

Amount to pay: £6.00

Press the button below to proceed to PayPal to make payment
You may pay by credit or debit card or use a PayPal account
| Make Payment |
After payment, you should receive an e-mail from PayPal as a receipt and an e-mail from Thornbury U3A to confirm renewal
Problems?: membership@thornburyu3a.org uk or contact the Membership Secretary

Gift Aid Declaration and Payment

Your membership class is Joint

fee fory and Pussy Galoreis £12.00
If you only wish to renew for yourself, you must contact the membership secretary

Amount to pay: £12.00

Payment for Joint Members
The fee shown here is an example. It does not
represent the actual Thornbury u3a membership fee
which can change from year to year.

Payment” Button at the bottom of the window. This will take you to a series of windows

which will allow you to make a payment through PayPal or by using a Credit or Debit

card.

Thornbury u3a Groups

This OptiOh provides M
a list of all the o
s U3CI Thornbury
groups within Beacon
hﬂllwtlumhl

Thornbury u3a. It
can take several
seconds for the list
to appear... so,
please be patient!

If you are a member
or leader of the
group, the word

+ Ancient Cultures Civilisation
+ Archaeology

* Archiectre

- Architecture Committse A

+ Art-Monday Group /

+ Art- Thursday Group

+ ArtAppreciation  MEMBER —

+ Aspects of 18th Century

Book Group 2
. Bridge 1

e LY L i

List of Groups
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“MEMBER" or “LEADER” will appear alongside the name of the group.

If you click on a group name, the entry will open up to show basic details of the group
including when and where it meets and giving contact details for the group leader.
There may also be a statement about the aims of the group or the format of meetings.

If you are a member, but not a leader, you have the option of leaving the group.

Update Your Personal Details

This choice will display Frem—
a screen ShOWI ng the Name Title Forenames ‘James | Surname‘Bond |
Known as‘lames ‘ Sufﬁx‘RNVR ‘ Initials‘J | ® mate O Female O Unknown
information which Hobile \ | Emait s, gov |
contact [Mlss Moneypenny ‘ Name/s and telephone
Bea C O n h 0 I d S a b OUt [ Hide contact details from group leaders
y0u . Photo Upload new photo  Browse...  No file selected.

ipg, png, gif, bmp. Max size 2MB

The details on this
page are used when

u3a contacts you such Where You Live
Address No/Name ‘ ilding |Undercover Mansions
as when the leader of a Additional lines |High Street [ |
Town‘Thornbury [ County Bristol ‘ Poslcude[ﬂsss 2AE \
group wants to send T
you an email. Security Question
You may answer the default question, or change itto something else and answer that
The answer must be something you can reproduce exactly but which is unlikely to be known to anyone else
CheCk the deta”s. If Question lArch Enemy ‘ Answer |Ernst Stavros Blofeld| ‘
any need Chang'ng, Update Personal Details
edit them. . S oot st stsrvs varen
" h
en you are happy,

click the “Update Personal Details

Personal Details” button at the bottom of the page
Leaving Beacon

When you are ready to leave Beacon, look at the top of the screen. Here there are
options to go back to the Members Portal or to return to the main Thornbury u3a
website.

If, for example, you have updated your personal details and you now wish to look at the
list of groups, you would choose to go back to the Members Portal. If you have
completely finished you would return to the Web Site.
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