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Winchcombe Area

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.



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):
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l M U3A Beacon website Marjorie Va. X | E Email - Lynne Smith - Qutlook X 1 Winchcombe Area U3A: Membe: X

&« c # u3asites.org.uk/winchcombe/page/37083

Home Welcome How tojoin Groups Events Contact Newsletters
Howto guides Gallery Welfare

Winchcombe Area

Membership @

! Click to send a message!
Members' Portal on Beacon =

If you are a current member of our U3A, we are encouraging members to make use of the Beacon Links
online system to update your details held by our U3A. Full details can be found by following the

o Beacon
Policies o Committee Roles

As a member of Winchcombe Area U3A you can find details of our Policies by following the link
The U3A ethos

The U3A is not a service-provider. It is a mutual aid organisation to which everyone is expected to
contribute. Its success depends on the willingness of members’ to volunteer and help out in
whatever way they can by:

= starting new groups

* giving talks
s assisting in the running of a group
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b. The URL address for the website is as follows:

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



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

This is the home page:
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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:



2. To see the list of Groups:

Click on the Groups title (highlighted in red example shown below):

l & U3A Administration

& - (€ @ u3abeacon.orguk/dashboard.php

Venues
Faculties

Calendar

Ledger (by account)
Ledger (by category)
Ledger (by group)

Add transaction
Credit batches
Reconcile account
Financial statement
Groups statement
Gift Aid declaration

U3Aoﬁéets

Public links

Data export & backup
E-mail delivery

Personal preferences

Beacon Team Message: 13th Feb 2022

Cookies Banner now deployed.

Please follow the link to view the change log where there are further details of the




This will show you a list of all the Groups in the u3a:

* @

& - C @ u3abeaconorguk/groupslistphp =
- any or none - ¥
I - D o
Select | Group Active When Where Leaders Members Max Waiting =
N
O |Ademo N Roberto Camm 10 |10
0 Jean Hilton
T Ambling Y Normally once a month on varying Dotk Thor 1 % e
days/times.
[ 5 |Archaeology Y 2
T A, the Story of y  [Nomally meets i Wednesday Rosalind Malandrinos 24
each month
) IS At for All Y currently not active 7
[J |Astronomy Y Last Monday of the month Paul Wonnacott 3
(] Birdwaiching and Ecology. ¥ Usually last Tuesday each month David Ayres 13 I
™
ley ParkVisit-£28 Y Monday 25 April 2022 103 -~
c (@ Help Games Y IMeeIs 2nd Monday of each month Renge Vorstman 5 =
) Book Club Y Meets 3rd Thursday each month Lynette Hurley 12 14 B

»



3. To see the Group details, click on the name (example shown above
highlighted in red). This is the Group home page:

€ - C & u3abeacon.orguk/group.phplgkey=18303 e W . :

Group Details

Ademo




4. To see the Group members, click on the Members title (shown above
highlighted in red):

& = C @ u3abeaconorguk/groupmembersphp?gkey=18303 e s o ;

Group Members
. Select MemberNo.:_N_ame . | | Telephone |

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:

I [T |t e e e e e e R e

Select Member NoName Address Telephane Mabie Status

. Dowihseleced | SendEmall v

Add member by name

Add member by membership number

2narats numbers by commas




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):

Select Member No_ Name Address Telephane Mobile Status

30 members (16 selected)
Add member by name

- select member - v m

Add member by membership number

Separate numbers by commas

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

l & Send E-mail

& > € @ u3abeacon.org.uk/sendEmail.php G~ o

LynnSm \ﬂ]ZIynnesmilh?SEl@gma il.com=

tie Ayres <katieayres@hotmail.co.uk>
|Ellen Ballard <colinandellen@live.com>
Barbara Leat <leat_etal@hotmail.com>
Rosemary Middlemiss <rosemary m@live.co.uk>
Jackie Mullaney <jackiemcbean1@outlock.com>
Jo Rees <jo.rees@uwclub.net>
Geraldine Rees-Jones <geraldinereesjones@hotmail.com>
Sylvia Richards <anthonycrichards@sky.com>

I Tick to receive copy
Load standard m&mage|

i contact
T - = #AFFILIATION
Attachments | Choose Files | No file chosen « #RENEW - renewal date

Subject | + #FEE - renewal fes
+ #MEMCLASS - membership

+ #EMERGENCY - emergency

= * 1= class
I Ot I A \ B I \:: =ETE « #GIFTAID - gift aid date ]
. + #ADDRESSH - address in 1 line
+ ADDRESSV - address over
several lines
+ #POSTCODE
« Partner's details..
+ #PTITLE
« #PFORENAME
« #PSURNAME
« #PFAM - familiar name
« #PMEMNO - partner mem num
+ #TODAY - today’s date
« #UBANAME - this U3A's name

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)



