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Assign	  Training	  to	  Your	  Direct	  or	  Indirect	  Employee	  

1. Login	  to	  BEACON,	  click	  on	  the	  LEARNING	  TAB.	  	  Type	  event	  name	  or	  keyword	  in	  SEARCH	  field,	  in	  this	  
example,	  we	  will	  use	  OUTLOOK.	  	  The	  event	  will	  appear.	  	  Click	  on	  it.	  

	  
	  
	  

2. Click	  on	  the	  event	  name	  link	  for	  more	  information.	  

	  	  	  	  	  	  	  	  	   	  

3. Select	  ASSIGN	  

	  
	  

4. Next	  select	  your	  direct	  report	  or	  indirect	  report	  you	  would	  like	  to	  assign	  the	  training	  to,	  you	  can	  also	  
select	  a	  DUE	  DATE.	  	  Once	  you	  have	  selected	  your	  employee(s),	  select	  SUBMIT.	  
Note:	  	  If	  the	  employees	  listed	  as	  your	  direct	  reports	  are	  incorrect	  or	  you	  are	  missing	  some,	  please	  
contact	  your	  HR	  section	  at	  your	  facility	  immediately	  to	  report	  this.	  	  Once	  corrected	  in	  BEACON,	  the	  
LMS	  will	  be	  corrected	  overnight.	  
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5. The	  screen	  will	  go	  back	  to	  the	  TRAINING	  DETAILS	  page	  and	  you	  are	  finished.	  

	  
	  
	  


