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Adding A New Group to Beacon 
 
Log into Beacon with your username and Password. 
 
From the main screen select Groups from the menu 
options. 
 
 
 
 
 
This will open the Groups page, listing all the current active groups. 
 

 
 
From the top menu, select the option  Add New Group.  This opens the New Group 
Record Screen. Enter all the information required about the new group. 
 

Group Name. 
 
Status(Active/Inactive) 
 
Maximum number of 
members if known. 
 
Tick Notify of changes. 
 
Tick Enable waiting list 
to auto place members 
in waiting to join, if 
members go above the 
maximum set. 
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When:  Day and the frequency of the group event. 
 
Normal start time/End Time:  Start time and end time of the group activity. 
 
Contact: Group Leader contact Email or phone number if required.  Please note this will 
be seen publicly. 
 
Venue:  Choose the venue from the drop-down list.  If the venue to be suggested is not 
in the drop-down list, this will need to be created using the Venues option from the top 
menu.  Leave this field blank and go back to enter the venue once it has been created. 
 
Information: Enter any relevant information about the group e.g. see newsletter for 
details. or leave blank. 
 
Notes:   Add any notes that may help. 
 
If some fields are left blank, they can be filled in at a later stage or just left blank. 
 
Once the details have been entered, apply the option Save Record.  Once saved, check 
that the new group is now in the group list by selecting the option ‘Groups’  from the 
home menu. 
 
Search for the new group from the alphabetical list and click the group name to open up 
the group.  See sample below: 
 
Select the option 
Members. 
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This will display a blank screen with no members. 
 

 
 
 
 
 
 
 
 
 
 

 
Start by adding the Group Leader to the list by using the option ‘Add member by name’ 
and using the drop-down menu to select the member from the list and then selecting 
the ‘Add’ button. 
 
Once you see the name in the members list, you can select the option ‘Make Leader’.  
This will assign that member as the group Leader. 
 
The group should now be available in the group list with the Group Leader being shown. 
 
This now completes the addition of a new group and group Leader.  You can use the 
option send email to the Group leader to inform them that the group is live on the 
system.  They can now take over the group and start adding members and editing the 
information in the group page. 
 
If the group leader is a new member, and have no username or password for using 
Beacon, contact the Beacon administrator for TAW U3A.  Inform them that a new 
username and passcode needs to be generated.  
 
To Remove a Group (if you have the correct access rights) 

1. Select Groups from the main menu on the home page. 
2. Select the required group from the list by clicking the group name. 
3. This opens the Group details page 
4. Select members from the top menu to open up the members list. 
5. Look for the Leader, then click the option ‘cancel leader’.  This should now leave 

a list of the group members. 
6. Return to the Group details as in steps 1 to 3. 
7. Select the Delete option at the bottom of the screen 

 
 
 
 
 
If the delete option is unavailable, then contact the Beacon administrator for TAW U3A, 
and inform them that the group needs to be deleted and reasons why. 


