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  Cardiff U3A : Beacon Administration System 

 

HOW TO :  RENEW YOUR MEMBERSHIP USING THE MEMBERS’ PORTAL 

 

This document is a brief guide for Members and covers how to access the Members’ Portal and renew your membership. It takes you through each step of the process and 

shows you each screen you will see.  

Payment System 

Please note that even though the Cardiff U3A uses PayPal to collect subscriptions, you do NOT have to have a PayPal account. You may use an ordinary credit or debit card.  

If you do have a PayPal account, you may use that if you wish. 

You will need: 

You will need the following information to login to the Portal: 

• Membership Number (from your Membership Card) 

• Forename 

• Surname 

• Postcode 

• Email Address 

To make payment:  

• Credit card or a Debit card 
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Accessing the Members’ Portal 

With your usual browser (Microsoft Internet Explorer or Edge, Google Chrome, Safari, Firefox etc), browse to the address for the Cardiff U3A website 

Membership page :  

https://www.cardiffu3a.org.uk/membership 

and select the Members’ Area option: 

 

 

 

Now click on the link ‘Login Here’ 

  

https://www.cardiffu3a.org.uk/membership
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Login to the Portal 

You will see the following screen  
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You should complete the form and click on the button marked Confirm Identity.  Here is an example:  

 

 

 

 

You will then be taken to the Portal Home Page: 
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Members Portal Home Page 

 

 

To renew your membership, select the first option as indicated.   

 

• The other options are available, but this document only deals with renewal. 

• You will only see the renewal option during the renewal period. 
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Membership Renewal  

This is an example of the screen you will see. The amount for your renewal will be different and your membership class will be 

Individual. 

 

 

 

If you wish the U3A to claim Gift Aid on your subscription, please tick the check box as shown.   

Please also note the text highlighted here. The Cardiff U3A uses PayPal to collect subscriptions but you DO NOT have to have a PayPal account. You may use an ordinary 

credit or debit card.  If you do have a PayPal account, you may use that if you wish. 

Please click on the button Make Payment 
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 and you will be taken to the PayPal screen.  Fill in the details here – it is just like any online purchase. 
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If you have a PayPal account and wish to use that, login here 

and follow the instructions. The rest of this document 

assumes you simply wish to pay using a card. 
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The next section is shown in two parts because it is a long screen and will not legibly fit onto the page. 

 

 

Part 1 of screen 

Fill in your card details and address and scroll 

down the screen to finish the process. 
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When you have filled in the form, remember to click on the blue Pay Now button.  

 

Confirmation of Payment 

You will see a screen confirming your subscription renewal.  An email will be sent to your Inbox from PayPal. 

 

You should click on the button Return to Merchant. 

 

You will be returned to the Members Portal page. 
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Confirmation Email 

The process is now complete. You will receive and email from PayPal something like this: 
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Email from Cardiff U3A and Your New Membership Card 

 

 

 


