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Download Group Members Emergency Numbers 
 

1. Log into Beacon using your Password and user name. 
2. Select the option Group. 

 
 
 
 
This will open a list of all groups. 
 
 
 
 

3. Select your Group Title from the list to open the Group Details 
 

 
 

4.  The detail screen shows the information about your group. 
 

 
 
5. Select the option ‘Members,’ to open your current membership list for your 

Group. 
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6. Tick the box at the top of the menu which allows the option to show emergency 
contacts. 

 

 
 
7. Once ticked, the emergency contact numbers will be displayed.  Please note, if 

any emergency contact numbers are missing.  This is because the member 
requested not to display it when enrolling. 

 
8. To obtain a printed list of your members.  Tick the names of all your members or 

do select all from the top left menu. 
 

     
 
Select all will tick all the members names. 
 

9. At the bottom of the screen.  Select the option download pdf from the drop down 
menu box next to Do with selected. 

 

10.  Click the option Do with selected to open the download option selection. 

 

 

11. From the menu tick the boxes required in the download. 
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12. Once you have ticked the required boxes, click the button, ‘Download’ 

 
13.  After a short delay, the pdf will download.  The downloaded file can be saved to 

your file location and printed for your use. 
 

14. Once your file has been 
downloaded and saved. Stay on 
the main download screen and 
click the home button to take you 
back to the main screen. 

 
 
 
 
 
 


