
1. On the Beacon Administration Login page, in the top u3a box, start typing Salisbury and 

select Salisbury & District from the dropdown list.  

2. In the Username box, enter the username assigned to you by the Beacon Administrator. 

3. Type the password that you selected when you first logged in. If you have forgotten your 

password, click on the link lower down the page.  

 

 

4. Click on Enter. This will take you to the Home Page 

 

 

5. From the home page, click on Groups,  

 



6. Click on the name of your Group.  

 

7. Above the orange box on the Group page is a set of options: Details  Schedule  Members  

Ledger.  

 

8. Click on Members.  

 

9. On the Members page, either click the tickbox for each member that you want to select, or 

click on the word Select at the top of the left hand column  

 

to select all. 

 



10. At the bottom if the list of members, select an option from the dropdown list - 'Send email',  

‘Download Excel’, etc. 

 

11. Once you have selected some or all of the members, click on 'Do with selected' 

 

12. If you select Send E-mail, this will take you to the email system. Type a subject in the subject 

box, type your message, and click on Send. 

13. If you select Download Excel or Download PDF, a file with the selected members’ details will 

be sent to your ‘Downloads’ folder. 


