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How to…  Add and remove group members  

u3as may use different terms to describe their groups or interest groups. 

Similarly, there may be group leaders, convenors, organisers etc. For simplicity, 

this guide uses the terms groups  and group leaders . Whatever you call them, it’s 

important to keep your group’s membership list up to date. This guide takes  you 

through how to do this in Beacon.  

Go to your group record in Beacon  

1. Log into Beacon at  u3abeacon.org.uk   

2. On the Administration/Home  screen, click on Groups  

3. From the list  click on your group’s name  (in blue)  to go to its record.  
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Adding members  

To add someone to your group they must already be a member of your u3a . 

Beacon provides two ways to add group members: by name or by membership 

number. These are shown  at the bottom of the screen, below your list of 

members.  However, y ou may not have both options available as this is a setting 

that is decided by your u3a.  

Add member by membership number  

1. Type the membership 

number into the field . 

2. Click Add . 

3. A confirmation will be 

displayed  with the checkbox pre -

ticked.   

4. Click Add selected members  to 

confirm  

5. The member has been added to your 

group.  
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6. You can add multiple members by 

typing each membership number in 

with a comma separating them eg 

5487, 6322, 1845.  

Click Add  and each member will be 

shown in the confirmation list 

displayed . You can unt ick members if 

you’ve entered the wrong membership 

number . Only the ticked members will 

be added to your group.  

Add member by name  

1. Click on the dropdown labelled  

 - select member -  

2. All of your u3a’s members will be listed.  

3. Find the relevant member  by scrolling through the 

list or using the search. The search filters as you 

type so just type in the first few letters of their 

name  and Beacon will only show  members with 

those letters in their name . 

4. Click on the member you want to select.  

5. The list will close and the name you have selected 

will be shown . 

6. Click the Add  button and the 

member will be added.  

  

When you add a member, you will see a green confirmation 

message at the top - right of your scree n but it won’t be there for 

long , so don’t worry if you miss it!  
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Removing members  

To remove a member from your group:  

1. Find their name in the list . 

2. Go to the right - hand column in the same row and click remove . 

3. A confirmation box will be displayed. If you 

have made a mistake, click C ancel  and no 

changes will be made.  

4. To remove the member you selected, click 

the Remove  button.  

5. The person has now been removed from your 

group. There is no further confirmation 

message.   

If you have made a mistake, you can add them to your group again.  

 

Removing a member from your group does not remove them from 

your u3a, only from your group.  


