
Information for Group Coordinators 

How to  

 Add an event to your group page 

 Edit you Group Data 

 Maintain you Membership List 

 Email your Group Members 

 Print your Group Page 

 

After logging in, select ‘Groups’ from the Left Hand Option Bar (LHOB) 

 

 

Open your group by selecting the  icon 

 

 

In the top right hand corner of your group page you will see 5 icons to help you 

manage your group. Select as appropriate. 

 

            Add Event 

            Edit Group Info 

           Edit Group Members 

           Email Group Members 

          Print this page 



1. Adding a New Event 

To add an event select   and enter the details.  You will see that there is a 

new way of adding the date using a date picker.  

 

 

 

You have the facility to add a map to the details. This can be added after selecting 

 when all the other details have been placed on the page.  

Remember to check the ‘meal’ box if a meal is an option 

 

There is a slightly different method of choosing the event organiser(s). 

Hover the cursor over the name of the organizer and click. If you want to have more 

than one organiser you can - just follow the instructions by the group member list. 

REMEMBER to check the meal choice for the organisers if one is offered for the event. 

 



To add the details for the event you can either type straight into the text box or ‘copy 

and paste’ the master table. Copy your document as usual. To paste the information you 

will need to use the  icon from the toolbar.  

 

 

This will open a further window. The instructions to use this facility are shown. 

Remember to select OK 

 

As always remember to press    

 



2. Editing your Group Info 

To edit your Group Info select the  icon from the top of the group page.  

Please note the top part of the page cannot be edited - it is there for information 

only. For any amendments to time, date, day or maximum numbers you will need 

to contact either      groupsliaison@u3acostabrava.org , 

membershipsec@u3acostabrava.org or websiteliaison@u3acostabrava.org 

 

 
 

Additional Group Coordinators can be selected if required from the list of 

members. !!TAKE CARE if you are the coordinator and you want to add another to 

help run your group please ensure you select yourself as well or you will lose your 

permission to coordinate!! 

 

 
 

Add or amend the details which describe your group and it’s activities. 

 

 

Remember to  

mailto:groupsliaison@u3acostabrava.org
mailto:membershipsec@u3acostabrava.org
mailto:websiteliaison@u3acostabrava.org


3. Adding Group Members 

This page allows you to view current members and to add and remove group 

members to your group membership list. 

Select the  icon from the top of your group page. 

A list of members not currently                       A list of Current Members and their                 

in your group.                                               coordinator status. 

           

A list of current members in case 

someone leaves the group. 

 

To add or remove members highlight their name in the appropriate column and select 

      or      

 

 



4. Email Group Members 

To email your group members select the  icon from the top of the group page. 

All the names (in alphabetical order by surname) and email addresses are shown in a 

list for you to either select individual members or email your whole group. 

To select individual or multiple members highlight their name(s) and press  

To select the whole membership press  

If you make an error you can remove the names by pressing  

                                     or  

 

 

Add your message and attachments if appropriate and press    

 

 



Information received by email from your Group Members 

There are four messages you will receive by email. 

1. Requests for membership to your group list. Use the  icon to add the 

new member. 

2. Emails asking for information about the group or event. 

3. Notification that a member has signed into your event and their meal 

requirement if one is offered. Each time you receive a ‘sign in’ email the 

numbers will be updated. (In this example, no meal was offered but one was 

requested – human error) 

      

4. Notification that a member has requested a place on the waiting list. At 

present the email does not update each time another member asks to be 

added to the waiting list. Please remember to either keep the emails or make 

a manual list to contact the members on the waiting list in order of receipt if a 

place becomes available. 

 

 

 


