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These notes have been produced to assist Leaders who use the Beacon management 
system and attended the Leaders Guide To Beacon Workshop. 
Beacon Users are also advised to use the  blue “Help” icon which sits bottom left on all
the Beacon screens, this is very informative. If you require further assistance do not 
hesitate to contact your Beacon Administrator by email jprettybeacon@gmail.com or 
speak to me at one of the Members Meetings.

John Pretty 
Beacon Administrator
Hucknall & District u3a
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Logging On To The System

Login to the administration part of Beacon.

https://u3abeacon.org.uk

New User

Contact the Beacon administrator with a request to be set up as a system user. 

The Beacon Administrator will set you up as a Beacon System User and send you an 
email which informs you of your username and password for example 'smithj'  
'abcd&1234'

You will be prompted to change the password when you log onto the system for the 
first time.

Login Screen

In the u3a field select 'Hucknall & District' . Then use your group leader's 'username' 
and 'password'. And finally, press 'Enter'.

If you have forgotten your password, use 'Click here' to reset your password.
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IMPORTANT NOTE

 Do not share your password

 Keep it secret

 Do not log in to Beacon on a public internet

User Tip: 
If you ' accept optional cookies' by  clicking on the white cog icon which has a  'c' in 
the centre, which can be found bottom left of the login screen, the u3a field will be 
automatically filled with 'Hucknall and District' branch name on subsequent visits. 

After Logging In

The new page offers you a number of group management options: 

Groups/Venues/Faculties/Calendar/Ledger(by Group)/Personal Preferences 

The first step is to select your group from the list of groups: 
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Scroll down the alphabetical list until you find your group and click on it. The Group 
Details page appears, which allows you to edit the group details: 

Click on your group to open the Group Details page.
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You can change any of the fields here, including your group name. 

In addition, you have the following options:

 Schedule 
 Members 
 Ledger
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Members

Here you should manage the members of your group. 

Remove a member by clicking on 'remove' in the last column.
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Make a leader by clicking on 'make leader' or cancel leader by clicking on 'cancel 
leader'.

Adding a new member to your group

• You can add a member by selecting his/her name from the 'Add member by 
name' drop down list,

• Entering his/her membership number in the 'Add member by membership 
number' field.

• You can add multiple entries by separating the membership numbers by a 
coma.

• Please make sure that the membership of your group is kept up-to-date!  
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Sending an email to members 

To email group members, select them all by clicking all boxes on the left of 'member 
number'. Ensure the box at the bottom says 'send email'  and then click 'Do with 
selected' . 

Tip to select every name. Mouse over 'Select' this shows a dialogue box. 'Click to 
display selection menu.' Click and the following menu is displayed.

Select All
Clear All
E-mail Only
Without E-mail

Select All will place a tick against every member's name. E-mail Only will select all 
members with an E-mail address. Without E-mail selects all members who do not have
an e-mail address. If you click on a blue tick it will remove the tick.

Ensure that 'Send E-mail' is showing then click on 'Do with selected' 

This will open the E-mail screen.
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 'From'. This should be your email address. If more than one is listed, please 
select the correct one. 

 'To', the list of addressees. It should contain the list you selected earlier.  
 Check the 'Tick to receive a copy' check box if you wish to receive a copy of this

e-mail. 
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 Remember to include a clear Subject. This helps to identify your email in the 
recipient's Inbox. 

 The white field below allows you to write and format your email. The top line 
('Edit', 'Insert', 'Format', and 'Table') offers you some useful features. Click on 
them to learn what they do, they are self-explanatory.  

 Underneath are 13 mostly formatting icons. The 'Text' drop-down menu allows 
you to select headings of various sizes.  

Personalise Your Email

 You can personalise your email by clicking on any of the tokens in the right 
column. For example, ‘Dear #FORENAME’ will ensure that each email is 
addressed directly to each recipient, despite being sent to multiple members. 
You can achieve this, for example, by typing 'Dear ' (with a space at the end) and
then clicking on the '#FORENAME' blue button. You may use '#FAM' to address 
the recipient in a more familiar way.  If the member did not specify his/her 
familiar name, '#FAM' will default to the '#FORENAME'.

 Finally, when you are finished and are happy with your email, press the 'Send' 
button at the bottom.

Attaching Files to E-mail

 Click on 'Browse' by the Add Attachments label to choose the file(s) to attach to
your E-mail.

 The 'Browse' box may be replaced by a ‘Choose Files’ button when using some 
types of tablet or smart phone.

 It is recommended that attached files don’t have long names or names that 
contain special characters such as brackets because these can sometimes 
cause delivery problems. 

 There is no practical limit to the number of attachments you can send with 
Beacon, but many email servers impose limits on the number or size of 
attachments that recipients can receive. It is wise, therefore, not to send more 
than a few attachments with any one message and to minimise attachment size.
Also, to reduce the likelihood of emails being flagged as spam, it is 
recommended that attachments are not used when sending to a large number 
of recipients (over 50).

 There is an absolute total limit of 20MB that can be uploaded. If this is exceeded
the error message is “413 Request Entity Too Large”.

 Clicking on the 'x' at the side of the attachment will remove it from the email.
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Inserting a Web Link into E-mail

 To put a link in your email use the 'link icon'. It is the ninth icon. It opens the 
'Insert/Edit Link window' dialogue box: Or 'Insert' then 'Link' 

 A form will open that allows you to enter the URL and also 'Text to display' where
you can add a suitable description or title.

 Click on 'Save' to add the link.

Replies From Recipients

It is important to realise that software on laptops, tablets and smart phones present 
email in different ways. What appears will also depend on whether the recipient has an
address book entry with the senders name and email address.

 However copying the 'From:<name/email address>' field and pasting this into a 'To: 
<name/email address>' field to reply always results in the return email being sent to 
noreply@u3abeacon.org.uk. This will not be delivered. 

To avoid any confusion it is advisable to include a 'Reply To: <your email address>' in 
your text.

Facts about sending an email from Beacon

 Beacon emails are delivered by SendGrid, a specialist email service provider. 
 Beacon sends your email to group members in a GDPR compliant way. (That is 

bcc, or one member does not see the email address of any other member.) 
 As Beacon does not store sent emails, it is advisable that you click on the 'Tick 
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to receive copy' check box before pressing the Send button. 
 It is advisable to personalize the email by using, for example 'Dear #FAM'. When 

an Internet Service Provider sees a large number of identical emails (for 
example, 'Dear Member') its antispam software may categorize these emails as 
spam.  

 The total size of files you attach with your email should not exceed 20 MB. Be 
aware that some email providers impose a lower limit on receiving emails.  

 Note that your Beacon session will time out after a certain time of inactivity. If 
you have an unsent email, it will be lost. You can set session timeout in the 
Personal Preferences. The default is 20 minutes.  

Standard messages and Message templates

 You as a group leader can create standard messages for your group which you can save and 
re-use as required.

 First select the people you want to contact.  Write your email and then click on 'Save as 
standard message'.  

 You will be asked to provide a name for the message.  Please use the following format:
 Your initials – group name – message name e.g. jsp-beginnersukulele-nextmtg

 You can edit the message and re-save it if required.  You cannot delete messages.

Schedule: Creating group events

You should use the 'Schedule', to the left of 'Members' to add information about future 
meetings. You will get a screen showing no upcoming events if you have not added 
any events.
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You can add an individual event by selecting the date. Leave 'Number of events' as 1. 
Click 'Add Events' to save your meetings.

You can add a series of events that occur at regular intervals, such as every week, 
every two weeks, 1st Monday etc, and then choose the appropriate interval.
When you click 'Add Events', you will see your events listed above. 
If the events occur at irregular times, then they should be added individually.
Events will disappear from the calendar when the date is past.

When someone selects 'Calendar' in the Beacon Members Portal, they will 
see information about upcoming meetings for individual groups.
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Ledger

Select 
Groups -(Select your group from list)-Ledger

Enter details of transactions.

This is not linked to the u3a Group Finances it is a simple record of transactions.
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Personal Preferences

This page allows you to set your personal preferences when working with Beacon as a 
group leader. 
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Data Protection

Personal data’ means any information relating to identifiable person,
Name, Address, Email Address, Telephone number etc.

1. Personal data must only be used for u3a business to contact members 
concerning u3a business. 

2. Data disclosed outside the u3a organisation must be limited to essential data 
and disclosed only with the owners permission.

3. Passwords must be kept securely and secretly and not shared. 

4. Ensure that personal computers are free from virus and malware by using 
appropriate virus protection software.

5. Computer files containing personal data should be password protected and 
encrypted.

6. If there is a data breach report it to the u3a Committee Officials immediately.

Why Use The Beacon System?

• Personal data is secure and encrypted.

• Details of group meetings are there for all Group Members to see via the Portal.

• E-mail to Group Members are sent securely without disclosing everyone's email 
addresses.

• E-mail with attachments and/or links are less likely to be blocked.

• Co Leaders and Helpers have access, it is easier for them to lend a hand or take 
over.

• Transactions can be entered on the Group Ledger by leaders and/or co-leaders.

• Passing on Leadership is made easier.
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