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Instructions for Group Leaders (Administrators) 

The Beacon log-in page is located at https://u3abeacon.org.uk 

You will need to select Bookham from the pull downlist and then enter your Username and 
Password which will have been sent to you by the Administrator and press the Enter button. You 
will be prompted to change your password and set a Security Question and Answer. 

Probably best to allow cookies if asked, otherwise you might keep on being asked. 

Once you have logged in you will see the Bookham page with relevant permissions. 

 

The c in the black box is for cookie control suggest you only change if you are constantly 
prompted about cookies. 

The blue Help box enables you to ask questions whilst working on the site. 

Click on Groups and it will take you to a list of groups, and the one you are GA of will be 
highlighted in blue 

 

https://u3abeacon.org.uk/password.php?logout&froml=1&relogin=1
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Click on the relevant group and it will take you the Details page for your group. 

 

Most of this should not be changed, but you may want to check Information and times and 
update if suggested text on moving to new site is not relevant. 

The Schedule can be used by GAs as they would prefer. Some like to add there meetings and 
these would appear on the Calendar which is available after signing in to the Members Portal. 
An example of the Calendar is below. 

 

The Ledger can be used if required by the GA, and is self explanatory. 
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Click on the Members tab to get the following page. 

 

The Members tab shows a list of group members (from demo site) and from here you can send 
emails, add and remove members: 

• Members are added using the boxes at the bottom 
• Members are removed by clicking on remove in the last column 
• Administrators can be changed by using the last column – but please advise Group 

Coordinator before changing as they will have to be changed in Siteworks 
• Members highlighted in red have not renewed their membership 
• Members highlighted in red and struck through are deceased or resigned 
• Members with a date in the Waiting column shows the date they joined the waiting list 

From here you can send emails and produce lists. 

If you click on the blue Select button – this will give you the option to Select All and other 
options – normally you would use this option so that an action can be done for the whole group 

If you click on Do with selected and Download Excel (similar with Download pdf) you get the 
following options, and you can select what you need. This is useful for Emergency contacts. You 
can also tick the Show emergency contacts box to check someone’s emergency contacts. 
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If you click on Do with selected showing Send E-mail you will go to the following page 

 

If you have selected all members this will show in the To field, for this example only one address 
has been selected. In this example #FAM would appear as the known name or forename when 
the email was received. You will be prompted to add a subject for the email. 

 

 

You will also be able to look at the Venues and Faculties, but for any changes to these or any 
other issues with groups please contact the Group Coordinator groups@bookhamu3a.org.uk 

The Group Coordinator is also currently responsible for any changes on Siteworks 
https://bookham.u3asite.uk/ 

Any queries on websites please contact webmaster@bookhamu3a.org.uk 

 

mailto:groups@bookhamu3a.org.uk
https://bookham.u3asite.uk/
mailto:webmaster@bookhamu3a.org.uk

