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Open your BEACON 
Account with your AS400 
User Name and Password 
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Select ‘BEACON Job Center’ to open your Profile Options 
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SEND MESSAGE: 
Allows you to send email through BEACON 
(no spell check and always identify yourself) Searches for only COMPLETED Applicants 

Searches in all Applicant Accounts 

Used only during the Voluntary/Involuntary Report season 
and is only for CC/PSC Teachers 

All termed, complete, & hired ads (organized by year) 

Create new job advertisements, view current and 
recent advertisements, view applicant pools, hire.  

Where you spend most your BEACON time 

Look up a social security number to add an 
applicant to your pool  

Applicant account must be complete in area of  
interest to be added to pool – see next screen 
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Open SSN Lookup 
Enter Name Information and Submit 

Please Note the Status 

1. A Complete Support Transfer application can be added to any Support Position Pool. 
2. A Complete Instructional Transfer application can be added to any Pool. 
3. A Complete Support New application can be added to any Support Position Pool. 
4. A Complete Instructional New application can be added to any Pool. 
5. A Pending application of  any kind, cannot be added to any pool – call us to try to get it worked through. 
6. An Incomplete application of  any kind, cannot be added to any pool – call the applicant to complete it 

first (or have them call Applicant Intake).  Then call us to try to get it worked through. 
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Copy the SSN and then close the page 
and go back to your Job Posting Pool 

Copy the SSN and then close the page 
and go back to your Job Posting Pool 

Add the SSN 

The Applicant has been added to the 
pool and can now be hired 
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Homepage for your ads that are waiting to be advertised, 
have been advertised, advertised but not been hired yet, not being 

hired to and needs to be termed 

Create new ad requests here 

Use these filters to 
help you find the ads 
you are looking for 
IS NOT USED TO 

CREATE NEW ADS 
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Open your applicant pool 
to begin the hiring process 
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RESPONSE DROP-DOWN 
Helps you keep track of  who has been 

interviewed, who does not get interviewed, 
and finally who was hired to the position 

 
This is an In-House tool only! 
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After the choice has been made 
choose ‘Interview/Hired’ from the 

Response drop-down box 
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Selecting ‘Interview/Hired a message 
pop-up will appear as shown above 1 

If  you are sure that you have the correct 
name, click the ‘OK’ button  from the pop-up 
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The next screen will allow you to 
put in your 

‘WISH START DATE’ 
and save the information until you 

are ready to send it 

1 
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Click ‘Send’ to send the 
recommendation to your 

employment specialist in H/R 

3 

4 



How to Hire to Your Advertisement in BEACON 

This shows that the 
Recommendation for 

Employment has been made 
and the data has been sent to 

H/R for processing 
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Your pool now shows that you 
have made a recommendation 

Your ad homepage Status column now 
shows an ‘H’ for Hired  

Please note! – A pure Transfer Request will show as a Transfer Request 
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