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How to Access your Area of the Swaffham & District u3a Beacon Database 

and send an email 

Beacon can be accessed via the internet on Smartphones, laptops and tablets. 

Here is the link: 

beacon u3a - Google Search 

You will see this screen. 

 

Find Swaffham & District from 

the drop down menu.If you begin 

to type Swaffham in this box it 

will automatically bring up our 

name. 

Click. 

 

 

Now you can enter your 

username. All usernames start 

with sdu3a.You will be given your 

Group Co-ordinator unique one. 

 

 

 

 

Now you can enter your 

password. All passwords start 

with a capital letter and end 

with a number.  You will be given 

your Group Co-ordinator unique 

one. 

                                                     Click Enter 

You have successfully accessed your area of the Beacon database! 

https://www.google.com/search?q=beacon+u3a&sca_esv=579135331b5c96bb&source=hp&ei=hczkaK7eNu-yhbIP7vbh6Ao&iflsig=AOw8s4IAAAAAaOTaldrQ-tiRw0rZsnuYepz1M6bfVqxJ&oq=beaconu&gs_lp=Egdnd3Mtd2l6IgdiZWFjb251KgIIADIHEAAYgAQYCjINEC4YgAQYxwEYChivATIHEAAYgAQYCjIHEAAYgAQYCjIHEAAYgAQYCjIHEAAYgAQYCjIHEAAYgAQYCjIEEAAYHjIIEAAYgAQYogQyBRAAGO8FSJE3UO4GWKYdcAF4AJABAJgBkAGgAfoEqgEDNi4xuAEByAEA-AEBmAIIoAKoBagCCsICGhAAGIAEGLQCGNQDGOUCGLcDGIoFGOoCGIoDwgIKEAAYgAQYQxiKBcICFhAuGIAEGLEDGNEDGEMYgwEYxwEYigXCAgUQABiABMICERAuGIAEGLEDGNEDGIMBGMcBwgIQEAAYgAQYsQMYQxiDARiKBcICChAuGIAEGEMYigXCAggQABiABBixA8ICCBAuGIAEGLEDwgILEC4YgAQYxwEYrwHCAg4QLhiABBixAxjHARivAcICDRAAGIAEGLEDGEMYigWYAwPxBS83Hc6V56dakgcDNy4xoAelP7IHAzYuMbgHpAXCBwUwLjIuNsgHHg&sclient=gws-wiz
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The example screen is the Playscript Reading group led by Laurene Henderson. 

If you click on Groups, you can 

see all the other groups and their 

leaders by name.  No other 

information on other groups is 

available for security and data 

protection.  

 

Your own group will be highlighted in blue, showing that you can obtain more 

detailed information, send emails, check venues, etc. Again, we have chosen 

Playscript Reading as an example. 

Clicking on the blue script takes 

you into more detail.  Only the 

Group Co-ordinator and our 

Groups Co-ordinator can see this 

detail. 

 

 

 

The Group Leader can check for 

members, by clicking on the blue 

members tab. 
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The Group member individual is revealed with their membership status (current, 

lapsed,etc) ,membership number, address and phone number.  We have shown 

you a partial page, to protect the privacy of the Playscript group members. 

 
 

Select those members to receive an email by ticking the square box next to 

their names. Check that Send email shows in the next box. Click the Do with 

selected button. Again, this example is a partial page for data protection of 

members. 
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Type your subject and email. You can add attachments, if you wish. To keep a 

copy for your records Tick to receive a copy.  

We have provided a start email template to help. This automatically provides 

the informal familiar name, with punctuation, and the Membership Number. 

 

If you wish to be more formal, you can add #TITLE and #SURNAME to fully 

address your members.  You can replace #FAM with #FORENAME. It is your 

decision how formal you wish to be!  Don`t forget to date your email by adding 

#TODAY.  Have a go at emailing yourself trying different options to see how 

it looks. 

No matter how many members are in your group, you only need to click these 

personalisations once – the Beacon system will apply the correct names, titles 

and membership numbers automatically.  In the same way the email address 

will be automatically applied.  The message will be secure. 

ALL DONE?  Go up to HOME, click LOG OUT.   

Congratulations – you have added another life skill to your many talents! 

We hope this guide will be helpful.  Any problems? Our Beacon Administrators 

are Laurene and David Henderson 01362 821164 or 07802 226064 

There are many more things you can do with Beacon – but we don`t want to overload you – and we need to find 

out more ourselves!                                           Swaffham & District u3a Committee   October 2025 


