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iu3a – Beacon System

• We need some form of Membership Database system.

• Beacon system developed specifically for u3as. Over 600 

u3as are using it. You can use it to varying degrees.

• More information on benefits:

• https://beacon.u3a.org.uk/wp-

content/uploads/2024/09/Beacon-.so-you-want-to-know-

more.pdf

1. Why Use Beacon?
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iu3a – Beacon System

• The main benefactors for the use of this data System is for our 

Membership Secretary and Groups Coordinator. However:

• Can be used by Group Coordinators 

• Can be used for / by Treasurers

• Can be used by Members. But:

➢ How useful it is to Members is (partly) dependent on how much 

data Coordinators put into the system

➢ Members can access Beacon to: update their personal details; 

join groups; see the schedule of events for their groups.

1. Why Use Beacon?
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iu3a – Beacon System

Benefits for Groups Coordinator:

• Manage your group membership (check they are a iu3a member)

• Manage waiting list

• Bulk communication to your group (on a GDPR compliant basis) 

• Assists the Membership Secretary and the Groups Support 

Coordinator

1. Why Use Beacon?
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iu3a – Beacon System
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1. How to sign in to Beacon

There are various ways to log in.

You can get 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 ‘Members’. 

Click on that one:



iu3a – Beacon System
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1. How to sign in to Beacon – Home page

This page will open: 



iu3a – Beacon System
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1. How to sign in to Beacon – Home page

Scroll down that page to:



iu3a – Beacon System

2. How to sign in Home Page
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2. Or you can find it on the internet directly. Its address is: 

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

Type this into your browser (or copy & paste) and it will open 

the following internet page

You can then save it (as a ‘Favourite’ or a ‘Bookmark’):

https://www.u3abeacon.org.uk/password.php
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2. Sign in as a Coordinator
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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
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2. Sign In – Then Select Your Option
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This is the HOME page. 

There are three main 

modules. You are only 

interested in the Groups 

module
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2. Sign In – Then Select Your Option
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You should return to this 

page to Log Out. But if you 

forget, it will time out.
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2. Sign In – Then Select Your Option
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If you get stuck, use the 

HELP services:
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2. Sign In – Then Select Your Option
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Click on the ‘Groups link to 

access the Groups listing 

page:
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2. Groups Listing page
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Use the index at the 

top or scroll down to 

your group name. 

Your group will be 

highlighted in blue. 

Click on its title to 

open.

You’ll only have 

access to your own 

group(s)

NOTE: the Max group size, 

current group numbers and 

hence number on waiting list is 

shown here:
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3. Select Your Group - & Choose an Option
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It will open on this 

page, at the ‘Details’ 

tab.

There are 4 tabs. 

We will look at:

• Details

• Schedule

• Members

• no iu3a Group 

uses ‘Ledger’.
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3. Select Your Group - & Choose an Option, Details
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You can change the 

info on this Details 

page.

Please keep the 

data fields up to 

date.

The ‘Max Number’ in 

this page then 

populates the main 

Groups listing page.

The ‘Allow members 

to join on-line’ and 

‘Enable waiting list’ 

are also useful 

features. 

Don’t change:

- ‘Group’ (name), as 

this matches your 

Web Page & other 

listings
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4. Select Your Group - & Choose an Option, Schedule
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Beacon has an overall 

‘Calendar’ feature. If you 

populate details about 

your Group’s schedule, 

then this will populate 

this summary Calendar. 

If you click on Venue, 

there is a drop down 

listing. These are the 

only ones available. If 

you want to get a regular 

venue that is not listed, 

ask the Beacon 

Administrator (Isabel) to 

add for you.

Other fields are all free 

format – you can 

populate as you wish.

You may find this page 

as not very useful, and 

hence you can ignore..
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4. Select Your Group – Schedule, continued
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The default date will 

show on ‘First date and 

time’. You can change 

this by clicking: a 

dialogue box opens and 

you can pick the date of 

your first event. 

Next set recurring 

frequency.

You can choose to set up 

just one (the next) event. 

Or if you set frequency 

this will set up your 

whole series.

Once done remember to 

click ‘Add Events’ to save 

info.
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4. Schedule, continued, Supplementary
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Recurring Frequency (allowing for 5 week months):

• If your group meets, say, once a month, then it’s straight forward

select 1 then Months

• If your group meets, say, twice a month, then you have to set up the

first one ( eg the 1st week of every month) pick the date for the 1st

meeting then select 1 then Months

• Once you set these up (clicked on Add Event), you need to then add

your second meeting pick the date for your first second meeting ( eg

the 3rd week of every month) then select 1 then Months. Again

save, ie click on Add Event.

• In summary you will now have a listing showing meetings in eg the 1st &

3rd week of every month (regardless if there are 4 or 5 weeks in that
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5. Group’s Membership
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One key purpose of Beacon is to ensure only signed up iu3a Members join

Groups.

• When you select the ‘Members’ page it will list all the current group members (If 

you have utilised this function – see next slides) 

• Any showing in RED have not renewed and should be removed from your

group (& advised they can no longer attend your group)

• This check will be particularly relevant around October/November each year

when subscriptions are renewed
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5. Group Membership – Adding a New Member
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• There are two methods for a iu3a member to join your group:

- The manual way (ie the non-Beacon way): You become aware of a members 

asking to join your group (non Beacon) means, eg somebody sending you an 

email through your iu3a web page. You can then manually add this person to 

Beacon (see Slide 28)

- Members can access Beacon directly, and if you’ve ticked this option on your 

Beacon group home page (see slide 17), their name will appear in the list and 

you get a notification from Beacon.
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5. Add a New Member, Manually
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Manual method:

You can add new 

members manually here.

Only paid up members will 

show on the drop down 

list

Personal details 
blanked out 
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5. Add a New Member
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Automatic method:

On your ‘Details’ page, if you have ticked this option, then 

members can request to join your Group

You’ll get a Beacon notification. The person will be shown in your 

list. Then you can accept them into the Group, or not.
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5. Adding a New Member,  Automatically
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To allow online joining of your group you need to:

• sign in to Beacon as Coordinator, go to your page, it opens in 'Group Details’

• at the top tick:

1. Allow Members To Join On line',

2. 'Enable Waiting’

3. 'Notify Coordinator’

• Once you get the email notification that someone has signed up on line you 

can, if you want to send them a standard welcome email from within Beacon, 

or some other way.
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5. Group Membership - Leavers
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• If someone advises you they are dropping out of your group, you should 

remove their name from the Beacon list.

• This will also ensure that your correct current membership size is 

reflected correctly on the full Groups Listing page

• Through this mechanism by all Coordinators it will then be known that only 

current iu3a members are members of groups, which Groups are full, and at any 

time who is attending which groups (important re deaths).
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5. Group’s Membership – Waiting Lists
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• Again, if you’ve ticked this option on your Details sheet then it is 

possible for a member to request joining your group through 

Beacon even if your group is currently full.

• You have to have set a maximum number allowed in your Group for 

this option to work.

• The potential new member will be shown – but shown as “waiting”. 

You can accept, or not. 
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A2. How to sign in Home Page
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iu3a – Beacon System

6. Emailing Your Group Members
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• If you need to contact a member by phone, eg because of a last 

minute change or cancellation, you will have access to this information 

in Beacon

• You can email all current group members (plus those on your waiting 

list) from Beacon (see next slide)

• All emails sent from Beacon are sent “blind” (same as the “bcc” 

option from you gmail group account). This ensures no release of 

personal data, hence compliance with GDPR and our Privacy Policy

• When you select your Group it will list all the current group members 

with current email address and other details

• The Beacon email provider is more secure from hacking than using 

your own personal email account
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6. Emailing your Group Members
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Tick all the boxes you want.

Or use the ‘Select All’ under the 

drop down menu at the bottom.

Personal details blanked out 
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6. Emailing your Group Members
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Leave as ‘Send E-mail’ if that’s 

what you want to do (but note the 

other options here on the  drop 

down menu, like ‘Export email 

addresses)

Personal details blanked out
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6. Emailing your Group Members
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Next you have to click on ‘Do with selected’.

Personal details blanked out
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6. Emailing your Group Members
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Note: you can make the System send from 

your own personal email address or from 

iu3a group email address.

Use the drop down at ‘From’ and select the 

one you want the email to come from.

Then compose your email (as any email 

system) and click ‘SEND’ at the bottom
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6. Emailing your Group Members
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More benefits:

There are several features (‘tokens) where you can 

personalise or automate your email creation. The tokens 

available are listed on the right hand side.

The most popular one is #FORENAME. This token means 

the email received by each member carries his/her name 

making it feel a more personal direct approach.

Another option is to get a copy of your sent 

emails (Beacon does not keep an accessible 

copy of your sent emails). If you tick here 

then you will receive a copy.



iu3a – Beacon System

7. Standard Emails
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•If you want to keep a regular email that you send to your group members 

from Beacon you can create & save this within Beacon

•Just follow the process for emails as explained in the previous few slides 

then you can see on that screen there is box called ‘Load standard 

message’

•If you select this you will see a drop down with a variety of messages 

already saved (by other iU3A Coordinators or Committee Members)

.

•You can use one of these and tweak it for your need or create an email 

from scratch
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7. Standard Emails
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•Once you’ve created your email –with your preferred title (which should always 

include your Group’s name) -you will see at the bottom of the screen an option 

called ‘Save as standard message’, click on that

•Your standard message is now saved to the list of templates so you can find and 

use it in the future.

•Note: these standard messages are common for all of Beacon, all Groups. They 

are not saved just to your Group’s area. So don’t mess up someone else’s 

standard message!

•Please delete any old ones you’ve previously created but don’t need now.
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8. Ongoing Support
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• You are never alone! Isabel Dickson is iu3a’s Beacon Administrator and for 

any query can be reached on: info.iU3A@gmail.com

• This tutorial is on-line on the ‘Members’ web page, for future reference & to 

allow you, at your own pace to explore the use of Beacon.

• Or you can come to the monthly IT Help session for help or guidance on 

Beacon.

•  House calls can be provided for one to one training at your convenience. 

 Please contact Isabel or Lisa if you would like further training.

mailto:info.iU3A@gmail.com
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• iU3A Members have access to Beacon from a link on the iU3A Web 

pages

• Once in Beacon Members can then see what Groups are running, 

their details (eg schedule and location), and join groups

• Members can update their own personal information, eg if they change 

email address

• Coordinators should post information into the Schedule (eg the next 

book to be read for a Book Group) in order to share information with 

their group members  

• Separate Tutorial available for ‘Beacon for Members’.

B. Members Access
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