CARDIFF

UBJA

THE UNIVERSITY OF THE THIRD AGE

Cardiff U3A : Beacon Administration System

HOW TO: USE THE MEMBERS’ PORTAL

This document is a brief guide for Members and covers how to access the Members’ Portal and how to use the features available there.

Please note that you will need the following information to login to the Portal:

e  Membership Number (from your Membership Card)
e Forename

e Surname

e Postcode

e Email Address

Once you have set up a security question, you need to remember the answer that you gave.
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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

http://www.u3asites.org.uk/cardifffhome

and select the Beacon option:

' WELcoOME MEMBERSHIP GROUPS  EVENTS News CALENDAR DoOWNLOADS CONTACT BEACON

CARDIFF

CARDIFF 3

Please use the buttons or tabs above to explore our site

Now click on the button ‘Members Login Here’

BEAcoN LoGIN PAGE

For Members

Beacon provides a comprehensive set of tools for handling your membership: online renewals, changes to address and other details, membership cards and communications.

Members login here | Sm—

For Group Convenors and Secretaries

Support Documentation

Groups are the heart of a U3A and Beacon provided group convenors and their assistants with membership management, calendars, group ledgers and easy communication with group members

Group Convenors login here

Support Documentation

Officers and Beacon Administrators

Login here

Support Documentation
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http://www.u3asites.org.uk/cardiff/home

Login to the Portal

You will see the following screen

THE UNIVERSITY OF THE THIRD AGE

Please identify yourself

Membership number | Al fields must be completed
Forename \ |

|

Surname

|
Postcode [
|

E-mail

| Confirm Identity |

Enquiries: info@cardiffu3a.org.uk or contact the Membership Secretary
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You should complete the form and click on the button marked Confirm Identity. Here is an example:

THE *NIVERSITY OF THE THIRD AGE

Please identify yourself
Membership number |1 40 All fields must be completed
Forename {Owen

Sumame iParry
Postcode T 0 i)

E-mail femm—— 422 @gmail.com

| Confirm Identity |

Enquiries: info@cardiffu3a.org.uk or contact the Membership Secretary

You will then be taken to the Portal Home Page:
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Select an option

Cardiff U3A groups
Calendar of meetings and events
Update your personal details

Enquiries: info@cardiffu3a.org.uk or contact the Membership Secretary

There are three (3) activities you can undertake:

e View information about the Groups in the Cardiff U3A
e See the Calendar of Group Meetings and Open Events such as Monthly Meetings
e View and if necessary update your personal details

Each activity is described below.
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View Cardiff U3A Groups

Click on the link for Groups on the Portal Home Page and you will see the Groups List:

All Things Welsh

Meets 2nd Friday of Month
Venue City URC -
Contact  Pat on 02921328497
Details  This group explores aspects of Welsh Culture (past and present) and nofi
Identity. They aim to be "self-learning’ so that all members can get involved if they want to
Generally a member of the group will volunteer to research a topic and give a short talk, this is
followed by discussion. It adds up to a great leamning experience for all involved and members
can just come along, listen and enjoy the experience if they wish, through the medium of
English.

Art Appreciation 1
Art Appreciation 2
Book Group

Bridge Gro!

Bus Pass Thursday
Canasta

Circle Dance
Coffee Morning
Computer Group
Craft

Current Affairs Discussion

Folk Singing

French Conversation
Great Lives

History Group MEMBER
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View Calendar of Meetings and Events

Click on the link for Calendar of meetings Link on the Portal Home Page and you will see the Calendar page:

cal o v
Mon 3 Sep 2018 10.00 am Bridge Group

Venue City URC - website - map
Enquiries Marjolein on 02920316737
Details

Wed 5 Sep 2018 10.00 am Canasta

Wed 5 Sep 2018 1.00 pm Music Appreciation

Thu 6 Sep 2018 10.30 am Literature Through the Ages
Thu 6 Sep 2018 2.00 pm Computer Group

Mon 10 Sep 2018 10.00 am Bridge Group

Mon 10 Sep 2018 1.00 pm  Singing for Pleasure

Mon 10 Sep 2018 2.00 pm Great Lives

Tue 11 Sep 2018 10.30 am Book Group Twelve years a Siave. Solomon Northup.

Tue 11 Sep 2018 2.00 pm Open meeting Meet the Groups
Wed 12 Sep 2018 2.00 pm History Group

Thu 13 Sep 2018 10.30 am Thursday Discussion Group
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You can select only the meetings for a particular Group like this:

O L]

All Things Welsh
Art Appreciation 1
Art Appreciation 2
Book Group
Bridge Group
Bus Pass Thursday
Canasta
Circle Dance
Wed 5 Sep 2018 10.00 arpSulaiiit
omputer Group
Craft
Wed 5 Sep 2018 1.00 pm Current Affairs Discussion
Folk Singing
French Conversation
Thu 6 sep 2018 10.30 an Great Lives
History Group
Thu 6 Sep 2018 2.00 pm Literature Through the Ages
Local History
Music Appreciation

Mon 10 Sep 2018 10.00 am Bridge Group

Mon 3 Sep 2018 10.00 ar

Venue Cityl
Enquiries Mat
Details

Mon 10 Sep 2018 1.00 pm  Singing for Pleasure

Mon 10 Sep 2018 2.00 pm Great Lives

Tue 11 Sep 2018 10.30 am Book Group Twelve years a Slave. Solomon Northup.
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And you can limit the list to meetings of Groups of which you are a member plus open meetings:

® * I O

Tue 11 Sep 2018 2.00 pm Open meeting Meet the Groups

Venue Guildford Hall within Masonic Hall - map
Enquinies
Details

Wed 12 Sep 2018 2.00 pm History Group
Wed 26 Sep 2018 2.00 pm History Group
Tue 9 Oct 2018 2.00 pm Open meeting
Wed 10 Oct 2018 2.00 pm History Group
Wed 24 Oct 2018 2.00 pm History Group
Tue 13 Nov 2018 2.00 pm Open meeting
Wed 14 Nov 2018 2.00 pm History Group
Wed 28 Nov 2018 2.00 pm History Group
Tue 11 Dec 2018 2.00 pm Open meeting

Wed 12 Dec 2018 2.00 pm History Group ?ZURC Available
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Update Personal Details

Select the third option on the Portal page to see your personal information:

To change your class of membership or if you have any queries,
please contact the membership secretary

About Yourself

Title Dr Forenames Owen | Surname Parry |

Known as | | suffix | Initials O | ® Male ' Female " Unknown

I ] E-mail |o.ooi o0, il @gmail.com ]

| |Names and telephone

Beginner | reason| |
Upload photo (optional)| Choose file | No file chosen jpg, pna, gif, bmp. Max size 2MB
Where You Live

No/Name -+ Street/Building |- ‘ |
Additional lines | |

|
Town Cardif | couny| | Postcode| ) |
' 2]

Security Question

You may answer the default question, or change it to something else and answer that
The answer must be something you can reproduce exactly but which is unlikely to be known to anyone else

Your first school | Answer|

| Update Personal Details |
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This page shows an annotated version of the above screen:

To change your class of membership or if you have ..y queries,
please contact the membership se~. ziary

About Yourseit

St mame[Parry

own as | | suffix|

|E-mai|c T @gmail.com

Beginner | reason|

Upload photo (optional) No file chosen

Where You Live
‘NoiName 54 | StreetBuiding L.o..oo.. ..o
Additional lines | | |
Town[Cardiﬁ ] COuntyI | Postcode["ix" SEEeS

| . .
Security Question

“You may answer the default question, or change it to something else and answer that
The answer must be something you can reproduce exactly but which is unlikely to be known to anyone else
iYour first school

l Update Personal Detailﬂ
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