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This guide is for the use of Furness u3a Group Leaders who are new to the Beacon database system. 

Every screenshot is shown as you will see it when you log into Beacon, using the Username and Password 

sent to you by the Furness u3a Beacon System Administrator.  

To go to the Beacon logon screen, enter the Beacon Web address https://u3abeacon.org.uk/ into your 

Browser 

 

Please note: Members’ personal details have been blanked out to comply with Data Protection 

Regulations. 

 

If you have any queries, please contact Ann Wilson at chair@furnessu3a.org 

_________________________________________ 

• Login Screen - Page 3 

• Adding Members – Page 11 

• Sending Emails – Page 13 

 

https://u3abeacon.org.uk/
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LOGIN SCREEN 

  

Figure 1. 
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Figure 2. 
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Figure 3. 
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Figure 4. 
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• You will now see the list of Groups run by Furness u3a, but you need to scroll down to see them all 

 

Figure 5. 

• You will only be able to access the Group(s) you lead. The rest will be greyed out. 

• Click on your Group name (in blue)  
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Figure 6. 
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• This takes you to the first screen for your Group 

 

Figure 7. 
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• The next screen you will see has the details of all the members in your Group (*Only top half of 

screen showing for a large group) 

 

Figure 8. 
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ADDING MEMBERS - Go to the bottom of the screen to Add Member by Name

Figure 9. 
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• You will now see a list of all the Members in the Furness u3a in alphabetical order in the pop-up panel 

 

Figure 10. 

• Click the name of the member you wish to add to your Group 
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SENDING EMAILS – Go to the list of Members in your Group (Figure 7.) 

 

Figure 11.  

• In order to choose ‘Select All’, you will need to click on ‘Select’ (blue) at the bottom left of the screen 

to reveal the black drop-down list 
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• This screen shows every Member selected, but you can select specific members manually if you want 

to limit the number of email recipients 

 

Figure 12. 
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• The email screen will be presented, overlayed with the message below. This message is normal. Press 

OK to go to the next screen. 

 

Figure 13. 
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Figure 14.  

• Compose your email message and click ‘Send’. You can also add an attachment from your files if you 

wish.  
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• Email confirmation screen 

 

Figure 15. 


