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Subjects Covered:
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Part A- Beacon For Group Coordinators
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Why Use Beacon?
How to Sign In
Select Your Group
Schedule
Group®s Member shi
Join a Group Online

Emailing your Group Members
Standard Messages

Ongoing Support

If we have time:

Part B - Beacon For Members

1. How to Sign In (as a Member)
2. Update your personal details
3. Groups Schedule

4. Join a group
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e
Al. Why Use Beacon? rll'

Developed specifically for U3As. Over 300 U3As are using it. Can use
It to varying degrees

The main benefactors for the use of this data System is for
Membership Secretary and Groups Coordinator. However:

Can be used for / by Treasurers

Can be used by Group Coordinators

Can be used by Members. But:

How useful it is to Members is (partly) dependent on how much data
Coordinators put into the system

Therefore Coordinators are being asked to support the use of this
System to maximise the benefits for all

Members can access Beacon to: update their personal details; join
groups; see the schedule of events for their groups.

Do Po  PoPoPoPe Do Io
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A2. How to sign ig Home Page

There are various ways to log in.
1. You can get to it through our iU3A website,

If you look at any of our main web pages, at the tabs along the top, you can see one called
OMembersdé. CIadck on that.

WHAT'S ON
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o
A2. How to sign ig Home Page rll

This page will open. On the page you can see links
for the Member log on:

BEACON MEMBERS SYSTEM

iU3A Members Login

If you are a current member of iU3A, you can clid Q log in to the Members Portal.

& the Group
Coordinators login
(further down same

page):

You can use the Members' Portal to:
- Check and, if necessary, update your personal contact details. This includes addresses, telephone

numbers, email addresses and emergency contact information. You are asked to do this whenever your
information changes or at least once a year.

Training for Group Coo
The login for Group Coordinators is foun ’w

There is support for the Group Coordinatorsintheir use of Beacon. A tutorial has been prepared and
circulated but can also be reached here. Face-to-face training is available through Mary Harris.

Further information for Coordinators is available here. If you want to look up a particular aspect try the
full User Manual here.

If you have any IT gueries on Beacon then you can use the following contact here.
Coordinators guidance regarding GDPR can be viewed here.
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A2. How to sign ig Home Page

2. Or you can find it on the internet dire
https://www.u3abeacon.org.uk/password.php

Type this into your browser (or copy & paste) and it will open the following internet
page:
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https://www.u3abeacon.org.uk/password.php

A2. How to sign in (as a Coordinatgblome Page

1. Select Islington from
drop down menu. Will
probably remember
this for you next time

2. Username: type in
user name issued to
you

3. Password: type in the
one issued to you.

4. Hit the enter button

NOTE: if you tick this box
it will save your
credentials making log in
even easier next time

THE UNIVERSITY OF THE THIRD AGE

Islington v
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A2. Sign lig Then Select Your Option

UBJA

THE UNIVERSITY OF THE THIRD AGE

This is the HOME page.
What option do you want now?

You should return to this
page at the end of your
session and log out

Groups Finance

E-mail delivery

Venues Personal preference

Today only looking

at 2 of the options: Faculties In your own time,
have a look at
Calendar )
these options.
U3A Beacon Users' Forum Beacon User's Guide
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A3. Select Your Group (note how your Group appears

[ Mail - Derek Harwood - 0... X | islingtonu3a
€

G Google Accounts X Groups X 4 = a X

UBJA

THE UNIVERSITY OF THE THIRD AGE

@& | httpsi//www.u3abeacon.org.uk/groupslist.php#W C: Q Search

b2
ii
«
>»
q
1}

- any or none ]

Active When

| Select |Group Coordinators
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‘Aic itecture
‘Art in London

O

O|0j O ({oyjonjog

}Amst Work Group

Bellringing

.Birdwatching
Boat Group

Book Group - Science
(Fiction

O 'Bookg up 1
DY ewrakl2A V €

Book group 3

Book group 4
Book Group 5
Book Group 6
Book Group- French 1

Book Group- French 2
Bowling

Chamber Music
Concert visits
Craft Group
Creative Writing

Cruntic Cracewnrds

Y
28
Y

2nd Thurs 10.30
Once per month, varied
2nd Monday of the month

Keith Roberts
Joanna Heseltine
Gwen Morris

<< < << << <<= </ <<=

Twice per month, varied
Every Tuesday morning
Fri every 6 weeks 14.30

4th Mon 10.00
3rd Wed 10.30
2nd Mon 14.30
2nd Mon 10.00
TBA

Ist Wednesday of the month
Tues every 6 weeks 14.30

Mon every 6 weeks 10.30

1st & 3rd Thurs 14.00
Once per month, varied
Varied

2nd Tues 14.30

st Man 15 0N

Not fixed

Islington Boat Club
Not fixed

Not fixed

Dickson

Archer

Laurance

Johnson

Dickson

Alwyne Castle

Not fixed
Not fixed

Janet Drake
Derek Harwood
David Pashley

Jennifer Chan

Mary McMinn

Isabel Dickson

Susan Archer

Judith Laurance
Jessica Mayer Johnson
Susan Loppert

Isabel Dickson

Patricia Biddiscombe
Fyans

Martyn Waring
Gillian Lineham

Timothy Maby
Celia Ballantyne
Angela Treves
Lois Keith

Wil Ranenma
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A3. Select Your Group& Choose an Option Page

[34 Mail - Derek Harwood - O... X [ islingtonu3a X | G Google Accounts X Group Record X Uk = a

n - x

0] ttps://www.u3abeacon.org.uk/group.php?gkey=2742 earch
€ ©an 3ab k/ hp? 74 ¢ Qs wBa 3§ & 9

- . 3
It will open on this page, THE UNIVERSITY OF THE THID Ace
t he oODet ail s

There are 4 Options/ Group Details
Pages. Currently no iU3A
group uses O
wonot | ook a
today.

Walks - Longer

B
d g @ Kilow @ moers tGin @ine  EN\Afac@waiting list Notify coordinator of changes
When Varjed -

b o -
Noi sthrdtim&Aog: En efNs: 0! Chrita 3alongerwalks@gmail.

The Longer Walks group has a programme of walks normally of between 8 to 14
miles, usually with options to shorten the walk. Walks are over a full day with a
break for lunch

We will look at:

A Detai IS Group record created 14 Jul 2016 18:51; last changed 31 Aug 2016 1|2:44
A Schedule S Record

A  Members
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A3. Select Your GrowgDetalils

[34 Mail - Derek Harwood - O... X | islingtonu3a X I G Google Accounts X Group Record X B

Donot change:
- 6Groupd (nag
this matches your
Web Page & other

listings
You can change the You can change:
info on this group - Max group members
Details page and Group Details - the 6AlI 1l ow
ensure they are e — tojoinon-l i ne 6
correct (eg Max [ Alow members to i@, 2] Enable waitingist (21 Notiy coordinator of changes - O0Enabl e wa
number allowed in ~ ,M'—ks@| Notify Changes
your Group). m

The Longer Walks group has a programme of walks normally of between 8 to 14
miles, usually with options to shorten the walk. Walks are over a full day with a
break for lunch

€ Oa https://www.u3abeacon.org.uk/group.php?gkey=2742 (& Q Search

.3-

‘THE UNIVERSITY OF THE THIRD AGE

Max members

l

Group record created 14 Jul 2016 18:51; last changed 21 Aug 2016 12:44

| SaveRecord | | Delete |
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4. Schedule

[} Mail - Derek Harwood - O... <  iU3A Groups X Group Record X 4 -

€  ® @ nttps://www.u3abeacon.org.uk/groupschedule.php?gkey=2701 e Q Search w8 4+ @
g9

You should set up the U A
details of i
next meeting / visit.

If you use the same . e .
Date & Tii Until | Ve Topic Enquirie
Ven ue then It WI ” Wed 1: eMar 2’(’)’:97 10:30 127(;0 D?cr:(useon - map S‘::tlcby Diane Athill Bzggieéa@gmail,com edit  delete
probably be On the drop Date & Time Until |Venue Topch - . Enquiries
down ||St||"|g If not you First date and time |18/02/2017 10:30 then every| > aweeks v
Until ® NumherofeventsD O Not beyond

Can requeSt your Endtime [ Exclude from public calendar

|Ocat|0n to be addedm/ :enfle IDickson ] Enquiries|Book2.iuaa@gmail.com | A e
the standard list. >

Details il

Oth er f| e I d S are free To add a single event, set Number of Events to 1
Add Events

format. B 3

The intention by
completing this page is
members can directly
see where your next
meeting or visit will be.

0
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A4. Schedule, continued

(3 Mail - Derek Harwood - O.. X | iU3A Groups X Group Record x '+

€ ® A& ntps//www.u3abeacon.org.uk/groupschedule.php?gkey=2701 e Q Search ol

UBJA

THE UNIVERSITY OF THE THIRD AGE

When you first enter
this screen there will be
no events entered (this
example shows one _ omwschede

added) — Date & Time Venue -

Wed 15 Mar 2017 10:30| 12:00 |Dickson - map Stet by Diane Athill Book2 iu3a@gmail.com |edit _ delete
Date & Time Venue Topic

Add Events

mamandmmlls/ozlzow 10:30 then Mfy‘ 2 a Weeks ~

Home - Groups List - Calendar

Enquines

To add an event follow

the stages described on U © Numosrotevents(1 B O notosyona[0/9/2017 |
Endtime [ Exclude from public calendar

the neXt page- Venue [chlson—V| s Iaookz.iuBaOgmail.com |
Topic [ ]

Details

To add a single event, set Number of Events to 1
Add Events

25/05/2019
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A4. Schedule, continued

(C

A The default date that will show on
“First date and ti

this by left clicking. A dialogue box
opens and you can pick the date of
your first event. You can set the date
and the start time (hour & minutes).
Once done remember to click —

me ° .

You

change

— ° \
Done . /
Next set recurring frequency. See _|

next slide for more info on this.

You can add just one event. Or if yoy
have a set frequency you can set ug’
the whole Series. Click on either
number or end date.
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