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Preface 
The bulk of this document describes in detail how HW u3a members can register for 

access to their membership details in Beacon and how to renew their annual 

membership and pay the subscription online on the same or a later visit using a 

Credit or Debit card. 

Those members who feel confident in using computers and in making payments by 

card online may use the Fast-track instructions that follow below.  Other members or 

any who may have some concerns with the process should go to section 1 of this 

document for full details. 

Some training and support sessions are available in July and August 2025, including, 

if necessary, use of the u3a’s own laptop computers by members for the purposes of 

carrying out these membership renewal tasks and payments.  Please check the HW 

u3a website or contact the Membership Secretary either by email to 

hwmemsec@gmail.com or at one of the Monthly Members meetings for details. 

 

Fast-track instructions 
To renew your annual membership of HW u3a and pay the annual subscriptions 

online you must first have set up your Beacon membership account so it can be 

readily accessed using your email account and a password.  You should then check 

that your membership details are correct and update them if necessary. 

After this (and assuming the Renewals time window is open - usually from early July 

until end of August) please follow the instructions after clicking on the Renew your 

Membership option in Beacon.  Please note the following: 

 

i) You may pay the subscription (the amount is automatically entered and displayed 

on the screen) by Credit or Debit card which will typically have the Visa or 

Mastercard symbols displayed on them.  

 

ii) It is not necessary to have a Paypal account.  The processing of these card 

payments is done by Paypal acting as an agent of these Credit/Debit companies. 

iii) If you already have a Paypal account, you may select it as your payment method 

as an alternative to using a card directly in which case Paypal will list the alternative 

methods of payment from your account. 

iv) When paying by Credit or Debit card directly, the Paypal screens will be arranged 

in such a way as to encourage you to open a Paypal account BUT you should ignore 

these and click the fields typically marked as ‘Pay with Debit or Credit card’ or 

‘Checkout as Guest’ or ‘Pay now as Guest’. 

mailto:hwmemsec@gmail.com
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v) If your computing device (e.g. laptop or tablet) has ever been used to previously 

access a genuine Paypal Account then that device is likely to have Paypal ‘cookies’ 

on it.  In this case the Paypal payment screens will possibly display the email 

address of another user that accessed Paypal previously on this device.  If this 

happens, please delete that email address and, if the Paypal screen insists on an 

email address (it will eventually send you a receipt by email) then enter your email 

address in the field. 

vi) If you already have a Paypal account but are not intending to use it on this 

occasion, Paypal may recognise your email address when you enter it and again 

invite you to pay via that account.  Please decline by clicking ‘Continue as a guest’ 

vii) To get started please go to the HW u3a website Members page at 

https://hartleywintney.u3asite.uk/members/   

Some guidance notes are also available via this webpage if needed. 

 

THANK YOU  

https://hartleywintney.u3asite.uk/members/
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1 Introduction 

1.1 Purpose of this document 

This document describes how HW u3a members can: 

a) register for a membership account (i.e. online access) to our HW u3a Membership 

database and set a password (if not already done) thereby allowing them to update 

their membership details.  You will usually only ever need to do this once. 

b) renew their annual membership and pay the annual subscription online using a 

Credit or Debit card thereby relieving our Membership Secretary of the fairly onerous 

task of aligning nearly 500 payments with individual members records and sorting 

out the errors and omissions which can inevitably arise. 

Note: There will always be provision for those few members who, for whatever good 

reason, must or prefer to pay their Renewal subscriptions by BACS, cheque or cash.  

Please contact our Membership Secretary by email at hwmemsec@gmail.com or 

through a colleague or by contacting at one of the Monthly Members Meetings. 

 

1.2 What is Beacon and why do you need to access it? 

When you join the Hartley Wintney u3a your membership details (e.g. date of joining; 

address and phone number(s); emergency contact; etc) are entered into our 

computerised membership database known as Beacon. 

You can access and update some of these details online by registering as a HW u3a 

member through what is termed the Beacon Portal and by using your email account 

name as the identifier (even when this email account is shared with other members) 

and setting a password against it. 

This in turn will allow you to login to your Beacon account to renew and pay for your 

annual subscriptions online using a Credit or Debit card (or even using a Paypal 

account if you have one and prefer to use it). 

2 How do I login through the Beacon portal? 

2.1 Registering a personal account with Beacon and setting up a password 

 

Note: 

1) You are strongly advised to use a device with a reasonably large screen e.g. a 

laptop or tablet but not your smartphone although you may need the latter to hand 

during processing. 

2) If you have already registered an account with beacon and set a password, please 

now go to section 3 of this document titled: 

3. Renewing your HW u3a Membership online 

mailto:hwmemsec@gmail.com
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Otherwise: 

To access Beacon you can do so through the Members page on the HW u3a website 

which is on the internet at address:  https://hartleywintney.u3asite.uk/members/ 

 

If this webpage contains a notice similar to the following, then you can click on one of 

the blue links if you are confident to proceed with the more limited instructions there. 

 

Else, please click the regular Beacon Portal link to get the screen below and read on. 

 

 

When you do this for the first time you will need to set up a member account with 

Beacon using your email address (even if it’s shared with others for emails) and 

create a password for your personal future access.  On the screen, enter your email 

address and click where it says Register for a membership account. 

If you are not sure if you have already registered, don’t worry – the system will 

recognise your details and tell you if you try to register again. 

If you think you have registered before but cannot remember your password, don’t 

worry – click the ‘Forgotten Password’ box and the system will tell you that it has 

sent you an email (to the email address you just entered) and you should click on the 

link in that email (i.e. the web address similar to the one shown above) to reset the 

password. 

Note: make sure you read the email on the same computer device (laptop, tablet, 

https://hartleywintney.u3asite.uk/members/
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etc) as you are trying to login from i.e. don’t try to login on a laptop while reading the 

email on, say, your smartphone.  

 

If you’ve changed your email address and told the Membership Secretary, click 

where it says Verify email and continue. 

If you’ve changed your email address but not told the Membership Secretary, please 

contact the latter for help (see bottom of above screen) explaining the problem and 

giving your name, membership number, and previous and new email addresses. 

 

2.2 Registering for a password 

Having clicked ‘Register for a membership account’, the following screen should 

appear: 

 

Please fill in your details and click the ‘Confirm Identity’ box to bring up the next 

screen shown below. 

 

 

 

 

 

Note: The password and confirmation password will display as small black circles as 

below.  To see what you have actually typed please click/re-click the ‘eye’  

symbols. 
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When done, please make a record of the password (if you forget later the system 

can let you reset it next time it’s needed) and click ‘Update Account’. 

You should now get the following on your screen (although note some devices may 

indicate this in different ways): 

 

 

Note: make sure you read the email on the same computer device (laptop, tablet, 

etc) as you are trying to login from i.e. don’t try to login on a laptop while reading the 

email on, say, your smartphone. 

Click the link in the email and this time you can login to Beacon using just your email 

and the Password you set eventually arriving at the following screen: 
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Note: the Renew your membership option will only show if the Renewals time 

window is open (usually from early July until end of August): 

2.3 Updating your personal details 

While personal details usually change infrequently there are occasions when 

circumstances change and it’s important to remember to check your details on 

Beacon are still correct e.g. after you’ve stopped using a landline, say, after a 

Broadband upgrade to a fibre connection, or, perhaps, you need to change your 

Emergency Contact details. 

So, if you haven’t done so for a while, please click Update your personal details and, 

if appropriate, update where necessary (you can change many data fields directly or 

contact the Membership Secretary if changing, say, an email address). 

 

When done, please save the changes and return to the Beacon welcome page by 

clicking Members Portal near the top of the screen.  
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3 Renewing your HW u3a Membership online 

3.1 The payment process 

To renew your membership and pay your annual subscription online, payment is 

usually made with a Credit or Debit card (or through a Paypal account if you have 

one already and really wish to use this). 

NOTE: YOU DO NOT NEED A PAYPAL ACCOUNT. 

 

Your Credit or Debit card will usually be marked with the Visa or Mastercard logo 

indicating the company providing the Credit or Debit service.  However, the 

processing of the cards will be through a card processing agent, in the case of u3a 

subscription payments, this will be the Paypal company acting as the agent.   

Most members will have no problems when paying u3a subscriptions using a Credit 

or Debit card this way.  However, some care is needed to navigate the screens to 

avoid inadvertently creating a Paypal account during the payment process.  

Some members who already have a Paypal account or who use a computing device 

(e.g. a laptop or tablet) where a user has logged into a Paypal account at some point 

previously (thereby leaving some records behind known as cookies), may encounter 

slightly different looking screens than the ‘default’ which are shown in the next few 

sections and the process sequence may differ slightly. 

If you are concerned about the screens being displayed (or, rather, the option fields 

being displayed on those screens) please take a look at section 4 of this document.  

Also you will always have the option to quit the process and return to our members 

website after which you can contact the Membership Secretary for advice on 

‘workarounds’ if necessary. 

3.2 Making the subscription payment 

When you have: 

- registered for a Beacon account and created a password 

- checked/updated your personal details in Beacon 

- are ready to Renew your annual Membership online (and the Renewal time window 

is open) 

then please login to Beacon again (if not already logged in) from the Members page 

on the HW u3a website at  https://hartleywintney.u3asite.uk/members/ and you 

should see the following page. 

Note: the Renew your membership option will only show when the Renewals time 

window is open (usually from early July until end of August): 

https://hartleywintney.u3asite.uk/members/
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 Please click on Renew your membership to bring up the following Gift Aid screen:  
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If you are not a UK tax payer, please click the tick box next to ‘I do not wish to Gift 

Aid my subscriptions and donations’.  Otherwise, and if you are happy to do so, we 

encourage you to click the tick box next to ‘I am a UK tax payer…..’ which will enable 

our u3a (a registered Charity) to collect up to the equivalent Income Tax from HMRC 

that you would otherwise have paid on the Renewal fee amount + tax. 

Note: the Renewal fee amount (£17 above) is set automatically through the Beacon 

system according to the rate agreed by the membership for the upcoming year. 

Please click the ‘Make Payment’ box to bring up the following screen: 
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Now click the ‘Continue to Paypal to complete the payment’ box and the system will 

transfer over to the Paypal processing screens. 

Note: the Paypal screens (shown on the left below) will NOT have any pink shading 

which has been added here only to show the areas of the screens you should avoid 

 

The next ‘Check out as a guest’ screen should then appear as on the following page: 

  

 One exception to avoiding the 

‘pink shaded area’ is that if 

there is any email address 

within the box marked ‘Email 

or mobile number’ then 

please delete it. 

 

 

 

 

Then click ‘Pay with Debit or 

Credit Card’ here: 
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The next screen is to input the card details and it will scroll up the screen as you 

complete it.  

 

 

On this Paypal screen (left) fill in 

the ‘Enter email’ box with your 

own email address only.  This 

will be used to email you a 

payment receipt. 

 

Then click ‘Continue to Payment’ 

 

 

 

 

 

 

 

Note: 

If Paypal recognises your email 

address as being a Paypal 

account name then you might 

see the screen overlaid with the 

‘It look like…’ message left. 

If so, please just click  

‘Continue as a guest’ 
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On this Paypal screen (left) 

please complete the billing 

details (including selecting the 

United Kingdom as the 

Country/Region, etc.) 

 

 

 

 

 

 

 

 

 

 

 

AND ensure the white circle is 

on the left here  
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Click the ‘Pay now as guest’ to 

complete the payment

 

 

 

 

 

 

 

 

 

 

 

 

 

Finally you will seen this Paypal 

payment received screen (left) 

and you should also receive a 

receipt from Paypal emailed to 

the address used in this process 

 

 

 
 

Click ‘Return to Seller’ here to 

complete the payment and to 

return to Beacon as on the next 

screen 
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Please click E-mail Replacement Membership Card to get a new card with the new 

colour and dates and then click just below the heading where it says Logout and 

return to Hartley Wintney u3a website. 

You have now renewed your subscription to Hartley Wintney and District u3a for 

another year. 

THANK YOU 
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4 What could possibly go wrong?... and what to do if it does 
 

4.1 Registering a personal account with Beacon and setting up a password 

4.1.1 Cannot login to Beacon Portal from the start 

If you have problems accessing Beacon from the start – such as your email address 

is not being recognised when you first try to login to the Beacon portal to set up a 

password (see section 2.1 of this Guide) then please contact the Membership 

Secretary by email at hwmemsec@gmail.com or at one of the Monthly Members 

meetings explaining the problem and giving your name, membership number, email 

address and, if appropriate, any fairly recent previous email addresses you may 

have used before. 

 

4.1.2 Read the email from Beacon on a different device to the one logged into 

Beacon and clicked the link in that email. 

When you click the link in the email from Beacon (say after you clicked ‘Forgotten 

Password’) Beacon will open a page on the same device as you are reading the 

email.  If that’s inconvenient to continue with the processes (e.g. you inadvertently 

clicked the link on your smartphone) then: 

i) click on Logout and return to Hartley Wintney website on this second device 

ii) close the browser (e.g. Chrome App) tab or the browser on this second device. 

iii) return to the initial device - still showing the screen below – and click on Members 

Portal to enable the login process but, this time, using your password.  

 

 

4.2 Renewing your HW u3a Membership online 

4.2.1 Different device displays 

Depending which device you are using (e.g. MS Windows PC or laptop, Apple PC or 

laptop, Chromebook, Apple or Android or other tablet, or even a smartphone) some 

of the screens shown in the previous sections may display differently. This minor 

problem can usually be addressed by changing 1 or 2 of the settings or the size of 

the picture on, say, a tablet screen. 

mailto:hwmemsec@gmail.com
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In the case of the few message screens e.g. the one at the end of section 4.1.2 

above, this may appear differently but you will still get the email. 

4.2.2 Different Paypal screens 

Most users will hopefully sail through the Renewal process without incident.  

However, some members who already have a Paypal account or who use a 

computing device (e.g. a laptop or tablet) where any user (not necessarily you) has 

logged into a Paypal account at some point previously (thereby leaving some 

records behind known as cookies), may encounter the following. 

4.2.2.1 Screens where the email field is already populated 

If you are shown a screen with another email address than yours already being 

displayed then please delete that email address and, if the Paypal screen insists on 

an email address (it will eventually send you a receipt by email) then enter your 

email address in the field.  This should fix the matter in most cases. 

4.2.2.2 Screens where Paypal offers to log you in to your existing Paypal account 

and pay from there.  

 

If you already have a Paypal account but are not intending to use it on this occasion, 

Paypal may recognise your email address when you enter (it will eventually send you 

a receipt by email) and invite you to login and pay via that account even after you 

have previously clicked to pay by card and ‘Checkout as a Guest’ e.g. see screen 

below.  Your Paypal account will likely have several methods of payment such as by 

Credit Card, from the Paypal balance or by Bank withdrawal.   

 

If you are happy to use one of 

these Paypal methods, please 

continue and login.  If you then 

select Credit Card, the effect is 

almost as if you paid by card 

directly. 

Else please click Cancel and 

return to Hartley Wintney & 

District U3A and email the 

Membership Secretary at 

hwmemsec@gmail.com 

explaining the problem and 

giving your name and 

membership number  

 

 
 

mailto:hwmemsec@gmail.com
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4.2.2.3 Screens where no option for Credit or Debit card is offered 

 

If you encounter a screen such as below where there is no option to pay by Credit or 

Debit Card, please follow the instructions in the panel on the right. 

 

A solution to this infrequent problem is either to delete the cookies from your device (via the 

browser) or to use a u3a laptop on this occasion where cookies have already been cleared. 

This Paypal screen (left) offers no 

payment by Credit or Debit card or 

‘Continue as Guest’. 

If it appears it will likely have an 

email address already in the first 

field and deleting it will make no 

difference. 

The cause will be Paypal finding 

evidence of a previous (probably 

recent) use of a live Paypal 

account from this device. 

Please click Cancel and return to 

Hartley Wintney & District U3A and 

email the Membership Secretary at 

hwmemsec@gmail.com explaining 

the problem and giving your name 

and membership number and, if 

displayed, the email address 

already occupying the first field.

 

 
 

Click ‘Return to Seller’ here to 

complete the payment and to 

return to Beacon as on the next 

screen 
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