
Email Incident Reports from Beacon 
Connect

Did you know you can easily email a student incident report, submitted by a driver, directly to a 
customer from Beacon Connect?       In the next steps, we’ll show you just how simple it is to share 
an incident report with anyone — even if the customer isn’t using Beacon Connect

https://app.guidde.com/share/playbooks/3mv8io9yyuGSBjf9yPkvtj


Go to admin.beaconconnect.app

 01  Click "Student Incident Reports" tile on the dashboard

   To get started, click on the "Student Incident Reports" tile located on the dashboard. This will take 
you directly to the incident reports page.

https://admin.beaconconnect.app/home


 02  Select an incident report

   Next, select any incident report, regardless of its status. Then, use the horizontal scroll bar to 
move all the way to the right.



 03  Attention. 

Please note that incident reports missing school or student data cannot be shared. This may occur 
if the driver didn’t know the student’s or school’s name at the time of submission, or if the student’s 
information hasn’t been added to Beacon Connect yet. To proceed, you will need to find and add 
the missing information before the report can be sent



 04  Click more options

After scrolling to the right,    click the 'More Options' icon, represented by three dots under the 
'Actions' column.       Then, select 'Send to External Email.



 05  Click "Send to external email"

"After clicking 'Send to External Email,' a pop-up box displaying the student's name will appear."



 06  Enter an email address

Enter the recipient's email address in the provided box.



 07  Click "Send"

Finally, click the 'Send' button to send the incident report.



 08  Incident report is sent 

The recipient will receive an email that includes the route, school, and date of the incident report. 
Additionally, the email will contain a PDF version of the report for their reference.



 09  Approve and share 

After emailing the incident report, return to the 'More Options' section under the 'Actions' column 
and select 'Approve and Share with Main Customer.' This is a crucial step to ensure there are no 
pending requests and that the report is fully processed.



That's it!    You've successfully emailed an incident report from Beacon Connect. This simple process 
ensures that incidents reports are quickly shared, keeping everyone informed and improving 
communication.    If you have any questions, don't hesitate to reach out for support!


