Dear Convenor,

As you may well already be aware, u3a in Bath is moving to a new system of administration with a new
website (Siteworks) and a new database/communication system (Beacon). Unlike our present system,
Beacon and the website are entirely distinct entities. However, the website has links to log into Beacon
for both members and convenors (details below).

There is information about our Groups on both the website and on Beacon, although that on the
website is more detailed.
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We are a group of enthusiastic embroiderers with a range of expertise.
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Anne, our Webmaster is more than happy to update your Group’s webpage, if you send her any
updates or amendments you want to make. If you wish to update the page yourself, you are welcome
to do so and should ask Anne for a username and password.

Beacon

You will be made a user of Beacon, with the ability to update your Group records and to email your
members. (NB, Beacon calls Convenors Group Leaders.) Hence you will be given a username and
password (which you should change). We will only make one Convenor per Group a user so, for Groups
with more than one Convenor, please let me know who will be the user. Once you

have your username and password, you can log on to Beacon on usa
https://u3abeacon.org.uk or via the ‘Group Convenor Beacon Login’ button in the
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Administration

Group Convenors’ Handbook. (NB: This is different, and in addition, to the
(Beacon) Members’ Portal you will use to update your own personal details and

to renew your membership online. You will need to register separately for the """"'}
Password @

latter.) Select u3a in Bath from the drop-down list, fill in your username & s e s
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password and click ‘enter’. All of what you need to do on Beacon is not difficult

Forgotten your usemame or password? Click here.

and mostly self-evident. Details are given below on pages 2& 3. You may also be


https://u3abeacon.org.uk/

interested in the Zoom training session
https://beacon.u3a.org.uk/training/

Group List and editing

Click on Groups.

This brings up a list of Groups, with those to
which you have Group Leader user access in
blue. By clicking on a letter in the alphabet
above the list, you can jump to that area of the
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Click on your Group to bring up the Group i
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1004 Alan Abbey 72 Tonning Ave, Demoton, DM5 4TS 0123827 2541 | 07070 330963 | Current Leader
1005 pMnoa Abrahams 1 High Street. Demoton, DM12 7RA 0123 369 2154 Lapsed
1007 Wilsam Ale 3 High Street, Demoton, DM21 4AB 0123 456 7890 Current
1008 W Ak 1-5 Wyner St, Demoton, DM2 SDG 07651 000 987 | Resigned
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By checking  the

emergency contact details’ box above the list, you can include those.

Members shown in red are lapsed or due for renewal.

Members shown in red and struck-through are resigned or deceased and should be removed

‘Show

You can remove someone from the Group or make them Convenor by clicking on the appropriate

wording in the final column.
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Emailing members of your Group

Go to the list of members.
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Subject

Then type your message.

Select the members you want to email by either:

a) Checking the boxes to the left of the
membership numbers

Or

b) To email everyone, click ‘select’ and then
‘email only’.

Scroll to the bottom of the list, ensure ‘Send email’
is selected and click on ‘Do with selected’

This brings up the emailing screen.

Beacon itself does not keep any record of the text
of emails sent so it is advisable to check the ‘tick to
receive copy box’.

You can add attachments by clicking the ‘Choose
Files’ button and selecting the appropriate file.

Fill in the Subject box.

Personalise this e-mali using tokens.
Click one to Insert.
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The recipients will be able to reply to you and see your
email address (but no one else’s).



