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TRACER

Hiring, training, certification, promotions, name changes, job changes, retirement and more - TRACER keeps
track of it all. The Training and Certification Electronic Records (TRACER) is the automated records system
utilized by the Department of Criminal Justice Services (DCJS) to track criminal justice personnel employed in
the Commonwealth of Virginia.

Agencies begin the process locally by entering information for new hires. They can also periodically update the
records of employees (e.g. name changes, change in functions, ranks, and separations from their agencies).
Simple forms are completed to accomplish this. A reports feature allows agencies to periodically review the
accuracy of any information entered regarding their employees.

TRACER allows for easy monitoring to ensure compliance with requirements established in the Code of
Virginia. This enables the Department to inform agencies of criminal justice personnel who might become
delinquent in the completion of their training.

Accessing TRACER

TRACER is secure to prevent unauthorized data entry. All academy and agency users must request TRACER
access by submitting a completed and signed "TRACER - Confidential Information Agreement" (found on
Page 3 of this guide) to etrain@dcjs.virginia.gov. This agreement is necessary to ensure that all parties
understand the sensitivity of the data accessible via TRACER. Upon receipt, the TRACER Administrator
will enter the user in TRACER. The new user will receive an email asking the user to establish a
password. All criminal justice agency and academy users will be required to log into TRACER using their
email address and password.

TRACER is a web based program and will run on any of the major browsers. The web address to TRACER is:

https://tracer.dcjs.virginia.gov

Password Security

Clients are expected to keep their passwords secure and not share it with other personnel. In the
event that a compromise of the client's password is suspected, the client should notify the TRACER
Administrator and a new password update will be issued.

If you should have any questions regarding TRACER, please contact one of the following TRACER
Administrators:

» Amy Sink —(phone) 804.786.7898 « (fax) 804.786.0410 « (email) amy.sink@dcjs.virginia.gov

» Lisa Thornton —(phone) 804.786.4154 « (fax) 804.786.0410 « (email) lisa.thornton@dcjs.virginia.gov
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£ TRACER - Confidential Information Agreement
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Applicant Name:

Position:

Agency Name:

Phone Number:

Email:

Access Level
(check one): [] Academy Admin [] Academy Staff [ ] Agency Admin  [] Agency Staff

I understand that all information concerning any agency or officer's data that may come to my knowledge while using the
TRACER online system or otherwise provided by the Virginia Department of Criminal Justice Services is to be held in
strictest confidence. | understand that computer system password(s) | receive or devise are confidential. I will not disclose
to any unauthorized person any password(s) that I am given or devise, and I will not write down such password(s) or post
them where they may be viewed by unauthorized individuals. | understand that | am responsible for any computer
transactions performed as a result of access authorized by use of any passwords that | receive or devise. | agree NOT to
attempt to circumvent the computer security system. | will notify DCJS at once of any change in my employment and/or
being moved from a position which no longer requires access to TRACER on-line system and records.

Applicant Signature:

Applicant Name:

Date:

I give my permission for the above named individual to be issued a computer system password to the TRACER
online system. | further acknowledge that all information entered into the TRACER online system by the above-
named individual constitutes an official record and has the same validity as information submitted with my
signature.

Administrator Signature:

Administrator Name:

Administrator Title:

Date:

Virginia Department of Criminal Justice Services 08/2021
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TRACER — Access Levels - Academy and Agency

Academy Academy Agency Agency

APPLICATION FEATURES (Admin) (Staff) (Admin) (Staff)
HOME PAGE
Home Page R R R R
Classes Queue R R R R
Officer Training Queue R R R R
Instructor Training Due Queue R R R R
User Management No Access No Access No Access No Access
Locate Personnel R No Access R No Access
General Search R R R R
Reporting R R R R
SEARCH
Academy Search No Access No Access No Access No Access
Agency Search R R No Access No Access
Class Search R R R R
Personnel Search R R R R
Instructor Search R R R R
ACADEMY DETAILS PAGE
Academy Details Page R R No Access No Access
Academy Admin Functionality RU R No Access No Access
Certifications CRUD R No Access No Access
Rank CRUD R No Access No Access
Course of Fire CRUD R No Access No Access
Weapons CRUD R No Access No Access
Modules CRUD R No Access No Access
Subjects CRUD R No Access No Access
Practical Exercises Management CRU R No Access No Access
Exam Questions Management CRU R No Access No Access
Signatures CRUD R No Access No Access
Notification Settings CRUD RU No Access No Access
Completion Status Management CRUD R No Access No Access
AGENCY DETAILS PAGE
Agency Details Page R R R R
Agency Admin Functionality R R CRUD R
Certifications R R CRUD R
Rank R R CRUD R
Course of Fire R R CRUD R
Weapons R R CRUD R
Modules R R CRUD R
Subjects R R CRUD R
Practical Exercises Management CRU CRU CRUD CRU
Exam Questions Management CRU CRU CRUD CRU
Signatures R R CRUD R
Notification Settings RU RU CRUD RU
Completion Status Management CRU R CRUD R
PERSONNEL DETAILS PAGE
Personnel Details Page CRU R CRU RU
Employment Tab CRU R CRU R
Officer Training Tab R R R R
Instructorship Tab R R R R
Certifications Tab R R R R
Firearms Scores Tab CRUD CRU CRUD CRU
Note Tab No Access No Access No Access No Access
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Academy Academy Agency

APPLICATION FEATURES (Admin) (Staff) (Staff)
PERSONNEL DETAILS PAGE
(Continued)

Generate Certificates R R R R
Complete Historical Records R R R R

CLASS DETAILS PAGE

Class Details Page CRU R CRU RU
Subjects, Instructors, & Schedule CRUD CRUD CRUD CRUD
Enrollment Tab CRUD R CRUD CRU
Apply Credit Tab RUD R RUD R
Apply Certifications Tab RUD R RUD RUD
Exams Tab CRU CRU CRU RU
View Objectives Covered R R R R
View Exams Passed by Roster R R R R
Print Class Roster Attendance RU R RU RU
Sheet

Approve Class R R R R
Exam Details Page CRU CRU CRU CRU
Exam Questions Tab RUD RUD RUD RUD
Written Exam Scores Tab R R R R
Print Exam to PDF R R R R
Practical Exercises Tab RUD RUD RUD RUD
Practical Exam Scores Tab RU RU RU RU

Print Practical Exam Score Sheet R R R R
Exam Question Analysis Report R R R R
Print Personnel Exam Results R R R R
Class Exam Scores by Personnel R R R R
Personnel Exam Scores by Subject R R R R
C - Create

R - Read

U - Update

D - Delete

Page 5



TRACER — Academy and Agency User Access Instructions

Here are the steps to access TRACER on a computer.

1. Go to https://tracer.dcjs.virginia.gov

2. Enter your email address
3. Enter your password
4

. Check the box beside “You are accessing the State's information system, the information system
usage may be monitored, recorded, and subject to audit. Unauthorized use of the information system
is prohibited and subject to criminal and civil penalties.”

5. Click “Login”

SignIn

Email *

Email

Password *

Forgot your email or password?

*You are accessing the State's information system, the information system usage
may be monitored, recorded, and subject to audit. Unauthorized use of the
information system is prohibited and subject to criminal and civil penalties.

O
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TRACER — Quick Tips

How to Enter a Form 21 (New Personnel)

1. Log in as Academy Admin or Agency Admin

2. To create new Personnel in TRACER, click the Hire Personnel button on your Home Page

.I_ TRACER

Welcome Daffy Duck

My Links Create New
AC-0000-1048 Create Class

My Queues

Select Lookup below to view classes by academy or agency.

Test Criminal Justice Training
Academy

3. Enter SSN of new hire and Click Search button.

Hire Personnel

Please enter the required information. Note that your activity in this window can be monitored by DCJS.

' Social Security Number * I

o

4. The Create New Personnel page will display. (****Follow steps 7 through 11 below if the new hire’s
Personnel Details Page displays after the SSN search***¥*)

5. Add required Personnel Information
o First Name, Last Name

SSN

Date of Birth (DOB)

Education Level

Email

Operator’s License Number

Operator’s License State

O O O O O O
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6. Click Save button (Personnel Details Page is created)

Create New Personnel

Personnel
Birth Date [ Gender

Mobile Phone

Race

Work Phone

Home Address
[ Operators Licanse Nurber ]

(m.mw License State ]

o

7. Go directly to Employment tab toward the bottom of the Personnel Details Page and Click Add New

Employment button

Place of Employment Date Hired

No data found

Date Terminated

Termination Reason

irity Number

i-n-1m

- Education *

Work Phone Ext

State |d Number

+ Add New Employment

Employment Status

Showing (0-0) of O S 1

8. Enter Employment Information

o Place of Employment (Defaults to your Academy/Agency)

Hire Date
Employment Status

Compliant with 15.2-1705
Employment Type
Employee Type

Rank

Rank Effective Date

Create New Employment Record

0O O O O 0O O O ©O

Place of Employment

Test Police Hire Date *

Department

= Termination Date ca)

Test Criminal Justice Training
Academy

Compliant with 15.2-17057

Items per page 10 -

Academy of Record (Defaults to assigned Academy of Record)

Termination Reason

Compliance Waived Reason

- (l:m;_xl(_xyuu_uw Status -)

Badge Number

Employment Type

-)(hmy loyee Type

- Rank

Function Start Date

No functions present for this employment record

Page 8
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Rank Effective Date =
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9. Click Add Employment Function button

Create New Employment Record

Employment Type ~ Employee Type * - Rank - Rank Effective D... @

(mm/dd/yyyy)

Add Employment Function

Function Start Date End Date

No functions present for this employment record

Cancel

10. Enter Function(s)
o Select Function
o Enter Function Start Date
o Repeat Steps 7 and 8 to add additional Functions

11. Click Save button

Create New Employment Record

Add Employment Function

Function Start Date End Date

[Function * ~ [ | Start Date * ol End Date ]

(mm/dd/yyyy) (mm/dd/yyyy)

Ca nCEl

Page 9



How to Enter a Form 21 (Existing Personnel)

1. Log in as Academy Admin or Agency Admin

2. To hire existing Personnel in TRACER, click the Hire Personnel button on your Home Page

Q search =

Welcome Daffy Duck

My Links Create New

Create Class

AC-0000-1048

Test Criminal Justice Training Academ: .

My Queues

Select Lookup below to view classes by academy or agency.
Owning Entity

Test Criminal Justice Training

Lok
X Academy ooKp

3. Enter SSN of new hire and Click Search button.

Hire Personnel

Please enter the required information. Note that your activity in this window can be monitored by DCJS.

Social Security Number *

o

4. The Personnel Details Page will display for the existing personnel.

Pearl Krabs
FL-0015-1630
Personnel
st N dd a l
Pearl Krabs
8/1/1993 Female Asian/Pacific Islander Post-Grad. Degree

444-557777 VA 123458
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5. Click Save button (Personnel Details Page is created)

6. Go directly to Employment tab on the Personnel Details Page and Click Add New Employment button

~+ Add New Employment

Place of Employment Date Hired Date Terminated Termination Reason Employment Status

No data found

Showing (0-0) of O s 3l Items per page 10 -

7. Enter Employment Information
o Place of Employment (Defaults to your Academy/Agency)
Hire Date
Employment Status
Academy of Record (Defaults to assigned Academy of Record)
Compliant with 15.2-1705
Employment Type
Employee Type
Rank
Rank Effective Date

O 0O 0O 0O 0O 0O O O

Create New Employment Record

Place of Employment

Test Police Hire Date * & | Termination Date &  Termination Reason - (tu-l,m,,y.mm Status * -)
* Department (mm/dd/yyyy) (m

of Record
Test Criminal Justice Training Compliant with 15.2-17057 - Compliance Waived Reason Badge Number
Academy

(l:m,:]toyn'wml Type v)[l:m;:xLoyx,-x_- Type * -](R_mt« ) Rank Effective Date =9
mm/dd/yyyy)

Add Employment Function

Function Start Date End Date

No functions present for this employment record

8. Click Add Employment Function button

Create New Employment Record

Employment Type -~ Employee Type * - Rank - Rank Effective D...

(mm/dd/yyyy)

Add Employment Function

Function Start Date End Date

No functions present for this employment record

ancel
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9. Enter Function(s)
o Select Function
o Enter Function Start Date
o Repeat Steps 7 and 8 to add additional Functions

10. Click Save button

Create New Employment Record

Add Employment Function

Function Start Date End Date
Function * ~ Start Date * (] End Date ] .
(mm/dd/yyyy) (mm/dd/yyyy)

CEHCEl
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Form 31 — Update Personnel Details Page (Personal Information)

1. Log in as Academy Admin or Agency Admin

2. Click Search icon in top right corner of page

Welcome Daffy Duck

My Links Create New

AC-0000-1035
Roanake County Criminal Justice Academy

My Queues

Officer Training Due

3. Select Personnel under Search Type and click Confirm button

:[. % TRACER

Search

Search

Search Type
Search Type

Personnel - Confirm

4. Enter Search Criteria (one or more fields)

Officer Id

First Name

Last Name

Education

State Id Number

Place of Employment (Defaults to users academy or agency)
Employment Type

O O O O O O O

5. Click Search Button

Search

Search Type

Personnel - Confirm

Search Criteria
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6. Select a Name; this will open the selected person’s Personnel Details Page

Search Type
h T

Search Criteria

Officer Ic First Name Last Name Education

t

State Id Number Test Police Department Employment Type

Test Police Department Associate Degree Full Time Law Enforcement Officer

PL-0015-1698

PLO01S1723 Test Police Department Four-Year Degree Full Time Law Enforcement Officer

Personnel: Danny White

Danny White

PLONS 1723

Personnel

Danny White e
1/3/2000 Male Asian/Pacific Islander Four-Year Degree

wdwhitell@gmail.com

ni-n-1m VA

7. To update Personnel Details Page, select Edit from the kabob menu on the top right of the Personnel
Details Page

Danny White

PLO0IS1723
Personnel
Lastt
Danny White — mmem
1/3/2000 Male Asian/Pacific Islander Four-Year Degree
’ bil

wdwhitell@gmail.com

0 License Num 0

m--nnm VA
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8. Edit the one or more of the following:

0O 0O 0O 00O 0o o0 0O o 0 o0 o o o

First Name

Last Name

Middle Initial

DOB

Gender

Race

Education

Email

Mobile Phone

Work Phone

Work Phone Ext

Home Address
Operator’s License Number
Operator’s License State
State Id Number

9. Click Save button

Danny White

PL-00151723

Personnel v
Danr;y Middle Initial
%/E’n'éD:DD (a] N.|;:Ile
;vdwhi(ell@gmail.com Mobile Phone

llﬂ.-H--HW.I . '
Cancel

White

~ | Asian/Pacific Islander

Four-Year Degree

l Work Phone

Work Phone Ext

VA

State Id Number
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Form 31 — End Employment

1. Log in as Academy Admin or Agency Admin

2. Click Search icon in top right corner of page

Welcome Daffy Duck

My Links Create New
Create Class
Roanoke County Criminal Justice Academy el
My Queues
c off D o

.I_ TRACER

Search
Search
Search Type
Search Type
Personnel -

4. Enter Search Criteria (one or more fields)
o Officer Id
First Name
Last Name
Education
State Id Number
Place of Employment (Defaults to users academy or agency)
Employment Type

O O O O O O

5. Click Search Button

Search

Search Type

Search Criteria

First Nam Last Name Education

State Id Numbe Place of Employment Employment Type

Search
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6. Select a Name; this will open the selected person’s Personnel Details Page

Search Type

Search T
Personnel N Confirm

Search Criteria

Officer Id

Employment
Test Police Department

State Id Number

PL-0015-1608 Bryson Sink Test Police Department Assoriate Degree Full Time

PLO015-1723 Test Police Department FourNear Degree Full Time

| .l. i TRACER

Personnel: Danny White

Danny White

PLOIE-723

Personnel
Danny White
1/3/2000 Male Asian/Pacific Islander Four-Year Degree
i v
wdwhiteTi@gmail.com
IETRIN VA

7. To End Employment, scroll down go to the Employment Tab on the Personnel Details Page.

8. Select the Employment you want to end. Select Edit from the kabob menu on the right side of the
Employment row you want to end.

i torships i Fi
> Test Police Department 10/1/2021 Active
|
( Edit
Showing (1-1) of 1 1 Items per page 10 -
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9. Enter Date Terminated and Termination Reason (NOTE: The Termination Date will also appear as the
End Date for each function assigned.)

Edit Employment Record

Place of Employment fire Date Employment Status

. est Police Lok 10/1/2021 ] Termination Date ) Termination Reason ~ | Active M
X Pepartment oo Am/dd/yyyy ym/dd,

Academy of Record Compliant with 15.2-1705’ Badge Numbe

Test Criminal Justice Training Yes ~  Compliance Waived Reason 007

Academy

Employment Type Employee Type Re ank Effective Date

Full Time - Officer ~ Patrolman/Officer v 10/1/2021 [}

Add Employment Function

Function Start Date End Date
Function Start Date _
1 ;i Enfarnaman: + NEfinnr - nrmnat - End Nata - u v

10. Click Save button

Function Start Date End Date

Function Start Date End Date _

Law Enforcement Officer -~ 10/1/2021 cal 10/18/2021 ] .
mm/dd/yyyy) mm/dd/yyyy)

w Concet
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Form 31 — Update Rank

1. Log in as Academy Admin or Agency Admin

2. Click Search icon in top right corner of page

Welcome Daffy Duck

My Links Create New
Create Class
Roanoke County Criminal Justice Academy el
My Queues
c off D o

.I_ TRACER

Search
Search
Search Type
Search Type
Personnel -

4. Enter Search Criteria (one or more fields)
o Officer Id
First Name
Last Name
Education
State Id Number
Place of Employment (Defaults to users academy or agency)
Employment Type

O O O O O O

5. Click Search Button

Search

Search Type

Personnel - Gonfirm

Search Criteria

First Nam ast Name Education

State Id Numbe Place of Employment Employment o

E
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6. Select a Name; this will open the selected person’s Personnel Details Page

Search Type
Seanch Typ

Personnel - Conirm

Search Criteria

Officer lc First Name Last Name

State Id Number Test Police Department Employment Type

PL-0015-1698

Test Police Department Associate Degree Full Time Law Enfarcement Officer

PL-0015-1723 Test Folice Department Four-Year Degree Full Time Law Enforcement Officer

| .l. i TRACER

Personnel: Danny White

Danny White

PLOIE-723

Personnel
Danny White
1/3/2000 Male Asian/Pacific Islander Four-Year Degree

wdwhiteTl@gmail.com

ni-n-1m VA

7. To Update Rank, scroll down go to the Employment Tab on the Personnel Details Page.

8. Select the Employment you want to update. Select Edit from the kabob menu on the right side of the
Employment row you want to update.

i torshir rtifica Fi s,
~+ Add New Employment
> Test Police Department 10/1/2021 Active
L
( Edit
Showing (1-1) of 1 1 Items per page 10 -
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9. Enter new Rank and Rank Effective Date

Edit Employment Record

ployment Hire Date Employment Status
Test Police Look 10/1/2021 #  Termination Date B  Termination Reason -~ Active -
Department oo m/ddlyyyy) (mm/ddivy
Ac ant with 15.2-1705 Badge Number
Test Criminal Justice Training ~  Compliance Waived Reason 007
Academy
Employment Type Employee Typ Rank Rank Effective Dat
Full Time ~  Officer ~ [ Patrolman/Officer 10/1/2021
10. Scroll to bottom and Click Save button
Function Start Date End Date
Function Start Date * —
Law Enforcement Officer - 10/1/2021 © EndDate n "

mm/dd/yyyy) mm/dd/yyyy)

Cancel

@)

Page 21



Form 31 — Add New Function

1. Log in as Academy Admin or Agency Admin

2. Click Search icon in top right corner of page

Welcome Daffy Duck

My Links Create New
Create Class
Roanoke County Criminal Justice Academy el
My Queues
c off D o

.I_ TRACER

Search
Search
Search Type
Search Type
Personnel -

4. Enter Search Criteria (one or more fields)
o Officer Id
First Name
Last Name
Education
State Id Number
Place of Employment (Defaults to users academy or agency)
Employment Type

O O O O O O

5. Click Search Button

Search

Search Type

Personnel - Confirm

Search Criteria

Offic [ First Nam ast Name Education

State Id Numbe Place of Employment Employment ne

Search
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6. Select a Name; this will open the selected person’s Personnel Details Page

Search Type

Search T
Personnel N Confirm

Search Criteria

Officer Id

Employment
Test Police Department

State Id Number

PL-0015-1608 Bryson Sink Test Police Department Assoriate Degree Full Time

PLO015-1723 Test Police Department FourNear Degree Full Time

{ _l, TRACER

Personnel: Danny White

Danny White

Personnel
Danny White
143/2000 Male Asian/Pacific Islander Four-Year Degree
Email [
wdwhiteTi@gmail.com

m-1-1m VA

7. To add a new Function, scroll down go to the Employment Tab on the Personnel Details Page.

8. Select the Employment you want to update. Select Edit from the kabob menu on the right side of the
Employment row you want to update.

+ Add New Employment

> Test Police Department 100172021

3
l_a_

Items per page 10
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9. Click Add Employment Function button

Create New Employment Record

Employment Type ~ Employee Type * - Rank - Rank Effective D...

(mmy/dd/yyyy)

Add Employment Function

Function Start Date End Date

No functions present for this employment record

Canest

10. Enter Function(s)
o Select Function
o Enter Function Start Date
o Repeat Steps 9 and 10 to add additional Functions

11. Click Save button

Create New Employment Record

Add Employment Function

Function Start Date End Date
Function * ~ || | Start Date * B End Date [ =
(mm/dd/yyyy) (mm/dd/yyyy)

Gancel
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Form 31 — End Function (Without Ending Employment)

1. Log in as Academy Admin or Agency Admin

2. Click Search icon in top right corner of page

Welcome Daffy Duck

My Links Create New

AC-0000-1035
Roanake County Criminal Justice Academy

My Queues

Officer Training Due

3. Select Personnel under Search Type and click Confirm button

.I_ TRACER

Search

Search

Search Type
Search Type

Personnel - Gonfirm

4. Enter Search Criteria (one or more fields)
o Officer Id
First Name
Last Name
Education
State Id Number
Place of Employment (Defaults to users academy or agency)
Employment Type

O O O O O O

5. Click Search Button

Search

Search Type

Personnel - Confirm Hire Personnel

Search Criteria
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6. Select a Name; this will open the selected person’s Personnel Details Page

Search Type
Seanch Typ

Personnel - Conirm

Search Criteria

Officer lc First Name Last Name

State Id Number Test Police Department Employment Type

PL-0015-1698

Test Police Department Associate Degree Full Time Law Enfarcement Officer

PL-0015-1723 Test Folice Department Four-Year Degree Full Time Law Enforcement Officer

| .l. i TRACER

Personnel: Danny White

Danny White

PLOIE-723

Personnel
Danny White
1/3/2000 Male Asian/Pacific Islander Four-Year Degree

wdwhiteTl@gmail.com

ni-n-1m VA

7. Toend a Function without ending Employment, scroll down go to the Employment Tab on the
Personnel Details Page.

8. Select the Employment you want to update. Select Edit from the kabob menu on the right side of the
Employment row you want to update.

+ Add Now Employment

> Test Police Department 10/1/2021 Active

3

1 Items per page 10
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9. Enter Function End Date

10. Click Save button

Edit Employment Record

Test Criminal Justice Training Yes - Complianc 007
Academy
Employment Type Employee Type * Rank Rank Effective Dat
Full Time - Officer - Patrolman/Officer - 10/1/2021 al
Function Start Date End Date
StartDate
Function Start Date —
Law Enforcement Officer >~ 10/1/2021 B End Date [} -
mm/dd/yyyy) mm/dd/yyyy)

m Caneet
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Report Annual Firearms Qualifications

1. Log in as Academy Admin or Agency Admin

2. Under Create New on your Home Page click Create Class button

;1; TRACER

Welcome Sheldon Plankton

My Links

AG-0000-15¢

My Queues

ot Lookup below to view classes by academy or agency

x Test Criminal Justice Training Academy

3. Enter Class Information (Names, Dates & Locations)
Class Title (e.g., Annual Firearms Qualification 8/15/2021)

(@)

Owning Academy or Agency (Defaults to the owning Academy or Agency)
Start Date

End Date

Start Time

End Time

Location (Choose Outside Training)

Mark Box labeled “Firearms Scoring Class”

O O O 0O O O O

Create New Class

Create New Class

Name, Dates & Location

Owning Academy or Agency Certification Exam Class
Class Title * Test Sheriff's Office
Daily Start Time Daily End Time
Start Date * 5 | EndDate * o RS -l - e}
mm/dd/yyyy) (mm/dd/yyyy)
' Location * ! ~  Address Building Classroom
Notes Course Sponsor Course Coordinator
O Closed? O Firearms Scoring Class
Maximum Class Size
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4. Enter Functions and Credit
o Select Officer under Training Type
o Select Functions Served
o Select Generic under Training Requirement Type
o Enter Total Class Hours

5. Click Save button (This creates a Class Details Page.)

Functions and Credits

Cultural Diversity Hours

Legal Hours Career Development Hour

-

6. Go to Enrollment Tab on the Class Details Page

7. Click Add Personnel button

Maximum Class Size Current Enroliment
0 Add Personnel

Sign up & Waitlist Class Roster

No items assigned

8. Select Personnel and click Submit (Personnel added to Sign Up/Waitlist)

Add Personnel x

B Select All

First Name

Jerry Jones Test Sheriff's Office

Showing (1-1) of 1 1 Items per page 10 -

' 'CEHCEI
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9. Click Directional Arrow to move Personnel from Sign Up/Waitlist to Class Roster

25 0 Add Personnel

= Bulk Enrollment

Sign up & Waitlist Class Roster

i nes, Jerry- Test Sheriffs Office No items ossigned

mur ize Enrollment
- 1

Sign up & Waitlist Class Roster

Jones, Jorry Test Sherff Offico

10. Go to Apply Credit Tab on the Class Details Page. Everyone from the Class Roster will appear in the
data table under Apply Credit.

11. First, Apply Credit to those who Unsatisfactorily Completed training.

12. Select Credit Personnel in the kabob menu at the right hand side of the Personnel row

Apply Certifications Exams

Enrollment

7 Bulk Apply N Bulk Remove

Cultural Diversity Class Hours

> Jim Jeffcoat 0 0 0 0 No

> lerry Jones 0 0 0 0 No

> lay Novacek 0 0 0 0 No H
T |
)
(T —)

Showing (1-3) of 3 1 Items per page 10 -
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13. Under Completion Status select Unsatisfactorily Completed

14. Click Credit button

Credit Personnel

First Name Last Name

Jay Novacek

Completion Status *

Unsatisfactorily Completed -

Cancet

& Bulk Apply ¥ Bulk Remove

Date Credited Y
> lim leffcoat 0 0 0 0 No
> lerry ones "] 0 o 0 No
Unsatisfactorily D
> lay Novacek 0 0 0 0 No 10/18/2021 :
Completed i
y
»

1 Items per page 10

15. Then Apply Credit to those who Satisfactorily Completed

o Individually Apply Credit
o Select Credit Personnel in the kabob menu at the right hand side of the Personnel row
« Under Completion Status select Satisfactorily Completed
e Click Credit button

& Bulk Apply N¢Bulk Remove

> lim Jeffcoat 4] o 0 0 No
> Jerry ones o o 0 [ No
Unsatisfactorily
> lay Novacek 4] 1] o 1] No 10/18/2021

Completed

1 Items per page 10
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Credit Personnel

First Name Last Name

Jim Jeffcoat

Completion Status *

Satisfactorily Completed -

Legal Hours

Career Development Hours

Cultural Diversity Hours

Cancel

Satisfactoril
> lim ticon 0 0 0 4 ceaiony Yes 1071872021
Completed

> lerry lones 0 0 0 0 No

Unsatisfactorily
> lay Novacek 0 0 0 0 No 10/18/2021
Completed

Showing (1-3) of 3 1 Items per page 10 -

o Bulk Apply Credit
o Select Bulk Apply button near top right hand side of the date table
« Under Completion Status select Satisfactorily Completed
e Click Credit button

Enrollment Apply Certifications Exams

Career Development Cultural Diversity

D Jim Jetfcoat 0 0 0 0 No
> Jerry Jones 0 0 0 0 No
Unsatisfactorily
> Jay Novacek 0 0 0 0 No 10/18/2021
Completed
»
Showing {1-3) of 3 1 Items per page 10 M
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Bulk Apply

Warning! You will apply the same Completion Status and Hours to ALL Personnel wha have not yet been credited. Flease be sure to handle any unique crediting for any personnel individually before applying credit to the rest of the

class here.

Completion Status *

Satisfactorily Completed -

Cancel

Apply Certifications Exams

Enrolls

i

Career Development Cultural Diversity

Hours

Satisfactorily

> Jim Jeffcoat 0 0 0 4 Yes 10/18/2021 :
Completed :
Satisfactorily

> Jerry Jones 0 0 0 4 Yes 10/18/2021 :
Completed :
Unsatisfactorily

> Jay Novacek 0 0 o 0 No 10/18/2021 :
Completed :

< »

Showing (1-3) of 3 1 ltems per page 10 -
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