
Adding / Removing Group Members to Beacon 

January 26 Adding Group Members to Beacon 1 
 

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.org.uk/ 

 

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

 

Figure 1 

 

Click on ‘Groups’ 

 

Figure 2 

 

  

https://u3abeacon.org.uk/
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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. 

 

Figure 3 

 

On your Group Record – Select ‘Members’ tab 

 

 

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. 

 

Figure 5 
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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. 

 

Figure 7 

 

Removing members 

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

 
 

Figure 8 

 

Click here for more information from the user guide.  

https://u3abeacon.zendesk.com/hc/en-gb/articles/360007367878-5-4-Group-Record-Members
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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. 
 

 
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 

 

 

Click here for more information on managing waiting lists 

 

To Finish / Sign Out 

Click ‘Home’ at top of screen 

Click Logout 

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

