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This guide provides a step by step walkthrough of how to approve
an incident report using Beacon Connect

Go to admin.stage.beaconconnect.app

Look for the report that says "Waiting Review" and then use the bar at the bottom to
scroll to the right. Click the pen and paper icon to open the incident report.

From your home screen, Click the arrow under student incident reports. 
(You can also go to your system menu to districts.)

1. Find the incidents.

2. Open individual incidents.

https://admin.stage.beaconconnect.app/home


This guide covered the steps to how to approve an incident report in Beacon Connect.

Once the report is reviewed and closed again, you can click the three dots. To open up the
actions menu, in this menu you will have the ability to escalate to a manager, approve
and share with the district, view the log or download. Click approve and share with the
district and the report will be immediately approved.

Read the report and make changes as needed. If there are no changes, click cancel to
close the window.
If there are changes that you made, click save to close the window.

The status will now change to approved and you are all set.

3. Make changes (if needed).

4. Approve & share with district.


