Adding / Removing Group Members to Beacon

This document explains how group contact persons can manage the member list for
their groups.

Copy or type this URL into your web browser e.g., Google Chrome to load the
Beacon system: https://u3abeacon.orqg.uk/

Login screen — you will be provided with a login name and password

Milford on Sea v

Figure 1

Click on ‘Groups’

Groups Personal preferences

Venues

Figure 2
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Adding / Removing Group Members to Beacon

Select your group from the alphabetical list by clicking name e.g., ‘Art
Appreciation 1').
Please only do this for Group(s) where you are the coordinator.

ABCDEFGHIJKLMNOPQRSTUVWXY?Z

Select |Group Active When Where Coordinators Members Max Waiting
AY A

a g{ggggﬁthe Wouldlingi2 Y Last Wednesday of each month ~ Venue to be confirmed lan Fulton 55 100

O I Art Appreciation 1 I Y 4th Monday am Milford Library June Cooper 9 10

[] |Art Appreciation 3 Y  4th Monday am Beach House Chris Chaundy 9 10

Figure 3

On your Group Record — Select ‘Members’ tab

Group Record for Art Appreciation 1

Details Schedule Members Ledger
Group Details
Group |Art Appreciation 1 |
Faculty | Arts / craft v | Status Max members

[ Allow members to join on-line [J Allow members to leave on-line
LJ Motify coordinator of changes
Enable waiting list O Display waiting list by default

When |4th Monday am
Normal start time End time | 12:00 Enquiries | NULL
Venue | Milford Library v

Figure 4

Adding members

Select an individual member's name from the Add member by name drop-down list below
the table and press the Add button

When a name is selected the member's Membership Number is displayed under the field -
this can be useful if there are 2 or more members with the same name and you need to
make sure to select the right one.

Add member by name
- select member - v

Add member by membership number
| |

Separate numbers by commas

Figure 5
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Adding / Removing Group Members to Beacon

Home - Groups List

Group Record for Art Appreciation 1

Details Schedule Members. Ledger
There are no Waiting Members ) Show emergency contacts
Group Members
Select |Member No.|Name Address Telephone Mobile Status Waiting

Figure 6

Tip: When selecting a member name, if the drop-down list is long, you can jump quickly
to the first entry starting with any particular letter(s) by focusing the list (just click on it)
and then pressing the letter(s) on the keyboard.

Press B Press BR Press BRO

Atheist, Albert Boxorious, Pet Brimstone, Ted

| Bacon, Bradbury, Jan

Baker, Mags Bridge, Joanne Brown, Betty

Baker_. Mike Bright, Charles Brown, Jen
Figure 7

Removing members

Click ‘Remove’ in right hand column of Group member list and confirm removal

Confirm

Do you really want to remove this
member?

Cancel Remove

Figure 8

Click here for more information from the user guide.
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https://u3abeacon.zendesk.com/hc/en-gb/articles/360007367878-5-4-Group-Record-Members

Adding / Removing Group Members to Beacon

Managing a waiting list
o Ensure you have ‘Enable waiting list’ ticked

o Set Max members — if you exceed the max then adding a new member will

automatically add the new member to the waiting list.

Group Record for Art Appreciation 1

Details Schedule Members Ledger
Group Details
Group |Art Appreciation 1 ‘
Faculty | Arts / craft w | Status Wax members

[J Allow members to join on-line [J Allow members to leave on-line

LJ Motify coordinator of changes
Enable waiting list OJ Display waiting list by default

When 4th Monday am I
Normal start time | 10:00 End time | 12:00 Enquiﬁes|NULL
Venue [ Milford Library v|

Figure 8

o Take care if you tick ‘Display waiting list’ if you do not wish to include
members on the waiting list in group emails

Group Record for Local Explorers
Details Schedule Members Ledger

Joined members Show 2 Waiting members Show emergency contacts

Group Members

Select | Member No. Name Address Telephone Mabile Status Waiting

Click here for more information on managing waiting lists

To Finish / Sign Out

Click ‘Home’ at top of screen

Click Logout
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https://u3abeacon.zendesk.com/hc/en-gb/articles/360020317478-5-10-Dealing-with-a-waiting-list

