
GROUP LEADER GUIDE FOR THE USE OF THE BEACON WEBSITE

Introduction

Why do we need a Beacon website when we already have a Winchcombe u3a 
website? 

The Beacon website acts as a single repository for the details of all Winchcombe u3a
members. Access is limited to those members who are registered on Beacon. The 
use of this database must also comply with the General Data Protection Rules 
(GDPR). Details of how this applies to Winchcombe u3a is on the website.

The Winchcombe u3a website is a showcase and marketing tool not just for the 
members but also for the general public who can see what a fantastic organisation 
Winchcombe u3a is.

The benefits of the Beacon website to Group Leaders is as follows:

1.To give a clear, concise overview of the members in their group, including contact 
details such as names, addresses, phone numbers, etc.

2.To enable Group Leaders to communicate with the members of their group via a 
single e-mail message, rather than sending an e-mail to each individual, which can 
be time consuming and tedious and it is easy to omit a name or include someone 
who has resigned from the u3a or left the Group.

3. To keep an e-mail messaging trail in order to avoid any confusion that may arise 
from multiple e-mails

4. To make life easier for Group Leaders!

Individual members have access to the different information on Beacon according to 
their status. For example, a basic member can see limited details, whereas a 
member with Group Leader status can see more information, etc. about the 
members within their Group. This is to comply with data protection rules. Also, 
according to status, different members can change things within the website e.g. the 
administration officer can set access rights for an individual member, the financial 
officer can control financial information. 

What can Group Leaders do on Beacon? (this is not an exhaustive list)

1. Keeping the Group membership up to date i.e. adding/removing members
2. Send e-mails to Group members
3. Knowing which members are fully paid up with their subscriptions – this avoids 

the onerous task of asking to see membership cards every time the Group meets.
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How to use the Beacon Website

Access to the Beacon website can be obtained in one of two ways:

a. Via clicking on the link on the Winchcombe u3a website (highlighted in red):

or

b. The URL address for the website is as follows:

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

2

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


This is the home page: 

1.To Log in when you become a Group Leader of the u3a:

Enter your username

Enter your password

(these will be given to you by the Administrator when you become a member of the 
u3a)

The next screen you see will be for Group Leaders:
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2. To see the list of Groups:

Click on the Groups title (highlighted in red example shown below):
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This will show you a list of all the Groups in the u3a:
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3. To see the Group details, click on the name (example shown above 
highlighted in red). This is the Group home page:
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4. To see the Group members, click on the Members title (shown above 
highlighted in red):

5. Add members/amend list  As a Group leader, you will be able to add 
members/amend list accordingly by selecting from the drop-down list or 
typing in their membership number which will automatically bring up their 
details:
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6. To send an e-mail to members, select all or only those you wish to contact, 
using the Select button on the top left hand side then use the send an e-mail 
option from the drop-down list (highlighted in red below):

Click on the Do with selected box. You can then send an e-mail message to your 
chosen contacts:

Enter details in the Subject box, then enter your message in the large white box. If 
you wish to receive a copy then tick the receive copy box. To send the e-mail, click 
on the Send E-mail (as highlighted in red above)

8


