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Questions, Comments?
Contact Richard Williams, RMS Administrator
williamsrp@doj.state.wi.us
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Section 1
Organization Information

Authorized personnel can add and maintain agency contact information such as address(s), phone numbers,
and email address(s).

— An agency can have multiple addresses, phone numbers, and e-mail addressesin the Acadis
Note system. However, only the mailingaddress, primary phone number, and primary e-mail address
will show in the Organization Profile.

Sheriff, etc.) e-mail address.

The contact information listed in the Law Enforcement Directory will include the person marked
as the primary contact; the address marked as the mailingaddress; and the phone number
marked primary. The primary contact should be the agency administrator for your organization
(Chief, Sheriff, etc.). NOTE: Email addresses are not publishedinthe Law Enforcement Directory.

-
é The primary email address listed under Organization should be the agency administrator’s (Chief,

Porsonned ‘Wb Fonmes;

Organization
Blanagn Profie -
Hama Sarglel
Maibng Address ! b
o
Brimary Phons  [555) 55517
Email Addresy st
A i it
Contact Reds - Marma [Lase, First] Emasil Addrass Phons
vy~ | L
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1.1
Add or Maintain Organization Information

To add or maintain organizational contact information, click on the “Organization” tab and then Click on the
“Manage Profile Button”.

Wisconsin Department of Justice ~ Training & Standards Br=c. Sample, IdaB ~

Home  Training & Events Registratiol ‘Organization Personnel  Web Forms

Organization

Organization Profile [ Manage Profile - |

Name Sampleton Police Department /

Mailing Address 1 Justice Ave
Sampleton, WI 53883-8588

(Adams County)

Primary Phone (555) 555-1234 (Organization)

Email Addre: tehi@dni state wi 11

From the dropdown menu, choose the optionthat you wish to maintain.

Wisconsin Department of Justice ~ Training & Standards Bureau Sample, IdaB -

Home  Training & Events Registration Organization Personnel  Web Forms

Organization

Organization Profile

I Manage Profile - |
Manage Addresses
Manage Phone Numbers

Name Sampleton Police Department Manage Email Addresses

Mailing Address 1 Justice Ave
Sampleton, Wl 538853-8388

(Adams County)

N ew . ICCCVECCE 4008 ifeocicosioo)

Dependingon the area you decide to manage, you will get one of the pop-ups shown on the next page
allowingyouto edityour current information or add additional information to your profile.
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Manage Addresses

If provided, the primary and mailing addresses will be visible on the profile page.

Address Primary Mailing
Address Type Address Address
1 Justice Ave x Organiz_.. | v Primary Mailing Q
Sampleton
Wisconsin % | 53888-8388
Adams x|¥
€ Add another address
Cancel \Wi
Manage Phone Numbers
If provided, the primary phone number will be visible on the profile page
Phone Phone Type Primary Phone
(555) 555-1234 A X Organization A ®
(545) 454-5454 Dispaich -
@ Add ancther phone number
Cancel
Manage Email Addresses
¥ provaded, ghe phimany Sdidsl Sadiess Wl B vilebad G0 Bhe ;fl_‘:c (45
Email Primary Emall
E x Pramary ]
@ Add ancthe ad
Save

click “Save”.

To add an additional address, phone number, or e-mail address, click on the @ button. A new field(s) will
displayin the pop-up for you to complete. Once you have added the information, click “Save”.

To delete informationina field(s), clickonthe @ button. Once you have completed the update, click on

“Save”.

All changes to the information are automatically updated in the system.

Guide based on Acadis version 4.9.6
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1.2
Add or Maintain Points of Contact

To add a Point of Contact, click on the Organization tab and then click on the “Add a contact” button.

Tl oty
Privnary Prons (505 55610040 (Onganaation)

Bl Aodewsn  iefiivicy visie m

Points of Contacl (POC) /

blorg~ | Exit

Enter the new contact information. Click Done.

Home  Training & Events  Registration  Organization ~ Personnel ~ Web Forms

Organization

Add a Point of Contact

Point of Contact Information for Sampleton Police Department

* Contact Role |Chuuse : E”

Primary Contact [ | Make this person the primary contact for the organization

“ Contact (® Select from a list of employees | Choose... lﬂ

() Select by Credential ID | B J

-

The informationis automatically updated and you will be redirected to the Organization page.

To update information for a Point of Contact, clickon “Edit” nextto the personyou want to update.

LS i
Foints of Contact (FOC) Ak & comact
Contact Role - Hame (Last, First) Email Address Phaone
Chied e . L . . Mgeg - E

®
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FPoint of Contact Information for Sampleton Police Department

* Contact Role | Chief |
Primary Contact 5/ Make this perscn the pnimary contact for the organizaton

" Contact LoEEs EEmy |
= & { change )

Chalky ehe Chie [, Sherll, or Agoncy
Administrator should be listed as 5
PC. Thix is mot for a 'C for Acadis.

Cancel ﬂune/

Update the information and click “Done”.

To delete aPoint of Contact, click on “More” next to the personyou want remove.

Points of Contact (POC) P a contact
Contact Role = Mame [Last, First) Email Address Phone
Chief " EmE R TS EE S Im-' E_l;l_lj
Cerdifications T
Clickon “Remove”.
Points of Contact (POC) | A a contact

Contact Role - Mame [Last. First) Email Address Phone

Chiet [ Ly B el mi Edid

Confirmthat you want to remove the point of contact.

(Adams County) 5 =
Message from webpage ===

Primary Phone (555) 555-1234 (Org

Are you sure you want to remove this Point of Contact?

Email Address tsb@doj.state. wi.us

Points of Contact (POC) T ——
Cantart Dala - Mama [l act Firct) Email Addrace Dhana
—]

Deletinga Point of Contact does not remove the employee fromyour personnel roster, it just
. removesthem from your agency’s “Points of Contact (POC)” list. Go to page 24, to learn how to
remove an employee fromyour personnel roster.
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Section 2
Training & Events

Acadis allows portal administratorsto submittraining and eventsfor basic record keepingandto show that
officers have met the annual recertification training required by Wisconsin statute. In order to maintain
certification, all certified law enforcement, tribal law enforcement, jail, and juvenile detention officers must
complete a minimum of 24 hours of annual recertification training each state fiscal year (July 1st - June 30th).

A minimum of four (4) hours of Vehicle Pursuit training based on model standards established by the Board is
requiredfor certified law enforcement and tribal law enforcement officers biennially. The biennium starts and
endsduring odd numbered state fiscal years (i.e.,July 1, 2013 to June 30, 2015, etc.).

Additionally, certified law enforcement and tribal law enforcement officers must completean annual Handgun
Qualification Coursefrom curricula based upon modelstandards established by the Board.

The remaining content of each certified officer’srecertification trainingis left to the discretionof their primary
employer.

Agency reimbursement of recertification trainingfundsis dependent upon annual recertification

A training beingenteredinto Acadis. All officertrainingcompleted during a fiscal year must be
enteredinto Acadis by no later than July 31st followingthe end of the fiscal year.

Wisconsin Department of Justice ~ Training & Standards Bureau Sample, IdaB ~

Home  Training & Events  Registration  Organization  Personnel ~ Web Forms

Training

Browse Submit “H ‘ — View r‘='\ Print

Or Sign Up Completed Submitted Training =G Report of

for Training Training for Completed

Approval Training
Recent & Ongoing Training Submissions (last 30 days)
Last Status Course People Pending
Change ~ Status Course Title No. Start End Approval  Students
08/04/2018 Rejected  LESB Biennial Vehicle Pursuit Training FY 16-17 (7/1/15 07/25/2016  07/25/2016 0 4
- B6/30M17)

08/04/2016 Approved  Department Policy & Procedure Review 16-0213 08/01/2016  08/01/2016 0 4
08/04/2016 Submitted  Cardiopulmonary resuscitation (CPR) 08/04/2016  08/04/2016 0 7
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2.1
In-service Training Entry Guidelines

Training providers (technical colleges, employer-based academies, law enforcement agencies, etc.) enter
officerattendance for training that they host into the Acadis Portal as soon as possible afterthe training
event, and no more than 30 days after the eventdate.

Course Title (mandatory)

é For the annual LESB Handgun Qualification Course and the LESB Biennial Vehicle Pursuit Training,
choose the appropriate course title from the dropdown menu.

For all other training, please provide a unique title. Put a brief descriptionin title. Otherwise there are a lot of
false positives when auditing for duplicates.

If you have a repetitive training that covers the same training subject matter and you would like to see the
course title included in the Course Title dropdown menu for yourorganization, please contact T&S.

Example of a Bad Title- In-service

Example of a Good Title- In-service - Department Policy Review/Update

Course No.
Optional - could be usedto reference an internal department training tracking system.

Description

A description of the training event, subject matter reviewed, or an agenda is always helpful especially if the
training is questioned.

Dates (mandatory)

Do not use expansive date ranges the cover multiple state fiscal years (July 15t- June 30t) (e.g.June 21, 2014
through August 1, 2015). Trainings that cover multiple fiscal years will be rejected.

Training Category
Optional

If you have a common training category that would be beneficial to all agencies that you would like to see in
the Training Category dropdown please contact T&S.

Hours (mandatory)

Guide based on Acadis version 4.9.6
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Minutes are in fractional hours. See conversiontable:

Minutes Fraction Minutes Fraction Minutes Fraction Minutes Fraction
of an hour of an hour of an hour of an hour

1 0.017 16 0.267 31 0.517 46 0.767

2 0.033 17 0.283 32 0.533 47 0.783

3 0.05 18 0.3 33 0.55 48 0.8

4 0.067 19 0.317 34 0.567 49 0.817

5 0.083 20 0.333 35 0.583 50 0.833

6 0.1 21 0.35 36 0.6 51 0.85

7 0.117 22 0.367 37 0.617 52 0.867

8 0.133 23 0.383 38 0.633 53 0.883

9 0.15 24 0.4 39 0.65 54 0.9

10 0.167 25 0.417 40 0.667 55 0.917

11 0.183 26 0.433 41 0.683 56 0.933

12 0.2 27 0.45 42 0.7 57 0.95

13 0.217 28 0.467 43 0.717 58 0.967

14 0.233 29 0.483 44 0.733 59 0.983

15 0.25 30 0.5 45 0.75 60 1

Event Comments

Optional- Good place to add a list of additional instructors or comments regarding what occurred during the
training.

Instruction Provider (mandatory)
Itis recommended that the host agency be listedin this field.
Instructor Contact

Optional exceptfor when itis for the LESB Handgun Qualification Course or the LESB Vehicle

A Pursuit Training. You must include the name of the lead instructor for the LESB Handgun
Qualification Course and the LESB Vehicle Pursuit Trainingrequirement. Include the instructor’s
full name and theiremployer(e.g.,Jason M. Johnson, Sampleton PD).

LESB Handgun Qualification Course entriesand LESB Vehicle Pursuit Training entries will be audited to verify
that the lead instructor is LESB-certified in the appropriate topic/s.

Guide based on Acadis version 4.9.6
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2.2
Submit Completed Training for Approval

To submitIn-Service training, click on the “Training & Events” tab, and from the dropdown or the icons on the
page, click on “Submit Completed Training for Approval”.

Wisconsin Department of Justice ~ Training & Standards Bureau

Home Training & Events  Registration ~ Organization  Pers Tl’a] n] ng

Browse or Sign up for Training
View Training Catalog

: = Browse Submit @)/-\ Viel
Submit Completed Training for Approval ‘h Or Sign Up Completed Sub
View Submitted Training for Training Training for
5 - = Approval
Q Print a Report of Completed Training L~ Vie
Subn

View Lesson Plans

t & Ongoing Training Submissions

Last Status

Recent & Ongoing Training Submissions Eheang Status  Course Title

or

Wisconsin Department of Justice ~ Training & Standards Bureau Sample, IdaB »

Home  Training & Events Registration Organization Personnel  Web Forms

Training

Submit a Roster

Training Event Information

* | will submit my event by:

(® Starting with a pre-approved course or course material

lect a course title or class v

() Entering my own course information

Cancel Continue

On the “Training Event Information” page, eitherselecta course from the approved course titlesin the
dropdown (if present) or enteryour own course information.

If you are enteringa LESB Handgun qualification course or LESB Vehicle Pursuit Training, selectthe
A training title fromthe dropdown menu. This will allow us to easily identify and audit these training
events.

Guide based on Acadis version 4.9.6
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Proceedto enterall requiredinformation (indicated by a red asterisk *), along with any optional information
you wouldlike to include within each section: Training Description, Instruction Provider, and Event Comments.

Wisconsin Depariment of Justice ~ Training & Standards Buresu Sample, da B ~

Home  Training & Events Registration  Organization  Personnel  Web Forms

Training

Submit Completed Training for Approval
Training Description

* Course Title

Course No.

Description

* Start Date

[

* End Date

Training Category @ All attsndess will havs the same training category

Choose or don't assign ™|

() Ezch attendee may have & different training category

Training Hours @ All attendess will have the same number of hours
* Hours

() Esch sttendse may have a different number of hours
* Report Training To  WisDOJ Training and Standards Bureau

Event Comments

INSTRUCTION PROVIDER INSTRUCTOR CONTACT
*Type @® Official ProvideriCertified Instructor Instructor Name
Email

Cancel Save As Draft

Afterenteringall of your course information, click “Add Students” or “Save as Draft”. If you click “Add
Students”, the training is automatically saved as a draft.

INSTRUCTION PROVIDER INSTRUCTOR CONTACT
*Type (@ Official Provider/Certified Instructor Instructor Name _Richald Williams
ing and Standards Bureau Email
O Other Phone |Choose.. [¥]| { ) - Ext.

Cancel Save As Draft Add Ments/

Attendeescan be added to the roster by one of two entry methods or a combination of the two methods.

Guide based on Acadis version 4.9.6
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To add attendees by entering a name:

'_r:l_ 1 Through the “Enter name” process, you have access to all Wisconsin certified officers. Ifyou have
|MNote!

. anofficerwith a common name (e.g.Jacob Johnson), please verify that you have the correct officer
by verifying associated data such as Credential ID, middle initial, and/or the primary organization.

The primary organization will appear after you add the officerto the training roster.

Enter Last Name followed by a comma, and the first character of the student’s First Name. The system will
suggest matches. Choose the correct person who attended trainingand click “Add to Roster”.

Training

Submit Completed Training - Add Students

Select Students for In-service Training Example

Enter nome (as Last Name, First Name) or Credential 1D | Add to Roster

No students have been added to the roster. The roster will display when you add the first student.

Edit Training Event View Training Event /

pguie “ % v | @ Add 10 Rosber

, Ganitfind this student? Add them

Crwdential ID Primary Organization Remove All
The name will populate on the Roster along with Credential ID and Primary Organization.
M e
Hame - Credential ID Primary Organization Ramieva All
Bear Thomas A ITOT-2251 Samplelon Polios Department FRermngee
Sample Ma B 41832681 Sarmpletcn Pohce Departmsent Remove

Exlt Training Event \iew Tralning Event

Guide based on Acadis version 4.9.6
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To add attendees by selecting from a list:

Click on the entry field or the down arrow to bring up all active employees onyour agency’s roster. Choose
the employee(s) fromthe listthat you want to add. Click “Add to Roster” to add all employees.

Training

Suberil Complished Timining - Add Students

Select Students for Acadis Training for Portal Adm

| e i

AR atiree employess fram Samplelon Police

Deparimend amd subs-organizations
Bear, Themas A QTO7-2251)
e s o r m ] ow =
“ L} ] n -H

e o w e

L ST R R

LB I'—I - ':r--.

Em:.- whii you 8 the fiy

To remove an employee, you may click “Remove” nextto the employee’s name afterthey have beenadded to
the roster.

Hame - Credential 1D Primary Grganization Bemove All

Beaai, Thamas & ITOT-2251 Sarmplelon Police Departmsent Remiye

Sample MaB 41832681 Sarmplelon Police Department Remove
Ed# Training Event ‘\iew Training E'ﬁ!r‘l!/,

Anotheroption to remove selectemployeesisto click on the “+” sign that appears next to the wording: “All
active employeesfrom...”

All active employees from Sampleton Pol. .. @u |

All active employees from Sampleton Police
Department and sub-organizations Ji
edential 10| %
E 07-2251

“le [
(2]

I 17 RANE Name . Credential ID

_ Gibbe, Leroy J (8299-3429)

Guide based on Acadis version 4.9.6
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This will expand and display all of your agency’s employees.

Gibbs, Leroy J [8899-3489) « AT ® Add 1o Rester
Mason, Perry M [3548-5230) =

Mickey Mouse, Thessa A (BT05-B859) «

Peel, Robert A Sr. (6356-1006) =

To remove employees who did not attend the training, just click on the “X” nextto their name. When you are
done, click “Add to Roster”, and the remainingemployees will be added to the training roster.

W
Hame - Credential 1D Primary Organization Ramenie AN
Baear, Thomas A 27072251 Sampheion Pohice Depastmenm Remerop
Didozzo, Arthony D v [k Sampleton Poiice Depastmaen Remove

Edit Training Event Vierw Training Event

Click “View Training Event”. You will be taken to a screensimilarto the one shown below where you can add
documents and submitthe training eventfor approval.

Training

Submit Completed Training - Event Verification

Training Event Record for Acadis Training for Portal Administrators Edit

Course No. 16-001 Draft 038/04/2016 by Sample, Ida B
Status Draft

Description Review of updates to the Acadis Peortal up through
version 491

Training Date{s) 2/4/2016
Hours 1
Instruction Provider WisDOJ Training and Standards Bureau
Event Comments Mo event comment specified

Students (2) Edit
Name - Credential ID Training Category
Bear, Thomas A 2707-2251
Sample, lda B 4183-2681

Documents Add a Document

None Specified

Once a training event is submitted for approval, editing ie prohibited. Please ensure that all information is complete and sccurate befers submitting for approval.

Back Submit for appmvaI/

Guide based on Acadis version 4.9.6
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To “Add a Document” to your training record, click “Add a Document”. Some acceptable document typesare:
textfiles (.txt), pdf, Excel (xIsx, xIs), and Word (doc, docx). Please check withthe Database Administrator,
Richard Williams, if there isa document type you are unsure about.

Documents d | Acd a Document

None Specified

Once a training event is submitted for approval, editing i prohibited. Please ensure that all information is complete and sccurate before submitting for approval

Back Hl l|ll IIM!.!&'.MI!!!HI.

Enter a Document Description. Attach a document and mark the appropriate checkboxes that relate to your
document. Click “Done”.

Training

Submit Completed Training - Add a Document

Document Information

* Document Description

Dacument l Browse. ..

Protect This Document [ ] This document contains one or more Sccial Security Numbers and should be restricted.

s

All attached documents are listed underthe “Documents” section.

Documents Add a Document
Description « File Uploaded
} Agenda Agenda for Training.docx 08/04/2016 05:47 PM by Sample, Ida B Delete Edit

Once a training event is submitted for approval, editing is prohibited. Please ensure that all information is complete and accurate before submitting for approval

You can attach multiple documentsto your training.

Guide based on Acadis version 4.9.6
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You may save and editany part of your training event before you submit the training for approval. To edit,
click on the “Edit” button in the section that you wish to change.

Documents

Mone Specified

g ) " . i s . . —
Training Event Record for Acadis Training for Portal Administrators | Detete | || Ean
Course No. 18-001 Draft 03/04/2016 by Sample, Ida B
Status Draft
Description Review of updates to the Acadis Portal up through
version 4.9.1
Training Date{s) 3/472016
Hours 1
Instruction Provider WisDOJ Training and Standards Bureau
Ewvent Comments No event comment specified
Students (2) | Eit
Name - Credential ID Training Category
Bear, Thomas A 2707-2251
Sample, Ida B 4183-2681

Add a Document

Once & fraining event is submitted for approval, editing is prohibited. Please ensure that all information is complete and accurate befors submitting for approval.

Back Submit for approval /

é Warning! Once atraining eventis submitted forapproval, you will no longerbe able to make
changes. Please ensure that all informationis complete and accurate before submitting.

~ 1 If youdo submita trainingeventfor approval that has errors or omissions, please send an email to

the trainingroster.
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2.3
View Drafts and Submit Training

If saved as a “Draft” or “Submitted for approval”, the trainingentry can be viewedin the “Recently Submitted
Training (last 30 days or less)” section on the main Training & Events page...

Training

6' — View = Erint
Submitied Training g A Regon of

= v : Completed
ppro Training
Recent & Ongoing Training Submissions (last 30 days) /
Last Status Courss Paopls Panding
Change = Status Course Title No. Start End Approval  Students
020472016 Draft LESB Bienndal Vehicke Pursuit Training FY 16-17 (7115 07252016 OTR252016 o 5
- BJ30MT)
DRN4/2016 Submitted  Acadis Training for Portal Administratons 16-001 080472016 03/04/2016 o 2
02042016 Approved  Department Policy & Procedure Review 16-0213 020172016 030172016 o 4
0242018 Submitled  Cardiopulmonary resuscitabon (CPFR) 080472018 020472018 1] T

...or under the “Training Submission Monitor”.

LIRL®)
Submit S View p=  Prin
Completed Submitted Training ="
Training for Com
Approval Train
Training Submission Monitor
Status Everts Anerdees
[Eprate 2 3
Course People Pending Tot.
Course Title No. Stating  Ending Approval Attendees
W1 Ghuefs Winter Gonference 02082016 02102016 0 3 Delete
| Vihicle Pursuit Training FY 1617 (71116 07262016 07252016 ] & Delete
a7y
Bjsubmitted 3 1
Course Title Course No, Starting Ending People Pending Approval Tor Attendees
Prifsciples of Subje (GZ872016 08287016 1 z
Cartopuimanary resu 08D42016  DBO42016 0 7
Acacks Training for Pertal Admi 16.00% OD42016 02042018 0 2
5 2
[ 0
Done
a

Click on the expand/collapse box next to Status descriptions to see training.
Clickon the “Course Title Name” to openthe training event.

Guide based on Acadis version 4.9.6
Wisconsin Department of Justice Training and Standards Bureau
© Envisage Technologies Corp. 2008-2017 - Proprietary and Confidential
Do Not Distribute Without Permission
16



2.4
Edit a Rejected Training

When a trainingeventis rejected, you will receive an e-mail with the reason for the rejection. The status of
the training on the “Training” page will indicate “Rejected” underthe “Status” column. On the “View
Submitted Training” page, the training will be listed underthe “Rejected” subheading.

. Moni
s pree—
ainir ast 3
sty Cowse Trs
oae = e W, Swang  Getieg Fecple Sending Apmaeal Tol. Amenses
[T Gesn - o OG0 CeAcid
ooy Acoroma D
[T Suomied  Caron

To editarejectedtraining event, click on the “Course Title” from either page.

Training Submission Monitor

Status Eventy

Draft E

Submitted

[® Approved

[ Rejected 1
Course Title Course No.

|_Acadis Training for Portal Administrators ] 16001

/

The rejected trainingevent will open. Click “Edit”.

Training

Sutimit Completea Training - Event VerTicalion

s [52]

Course No.  16-001 Rejocted  Phodsu 200 S0 ISYUCior 250 nesuomi
Status  Racnd DR0D016 by Wikarms, Rcharg B
Description  Review of Updates 19 he Acadts Portal uo reough Submifted  DH0ATONE By Sample. ita §

Training Event Record for Acadis Training for Portal Administrators

verpon 451 Draft 0304204 by Sample, ida &
Training Dates)  2arzing
Howrs 1

Mnadrction Provser
Cvenl Comments

WD Tranng and Stasants Bueay
Pt evmri comment soecified

Students (2)
Harme « Training Categary
Boar, TRomas A it
Ramgie ida @ ATR3JEE1
Documents
None Speched
T p————y Fusn ensure 1 o
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Edit the trainingas needed and then choose “Save as Draft”, “Add Student”, or “Submit for Approval”.

Nisconsin Departmen dsrds Bur

Home  Training & Events ~ Registration ~ Organization  Personnel  Web Forms

Training

Submit Cempleted Training for Appeoval
Training Description

*Course Title |Acadis Training for Portal Administrators
Course No. | 16-001

Description | Review of updates o the Acadis Portal up through versicn 4.9.1

* Start Date [08/04/2016| £
“End Date |D8/04i2018) &
Training Category (@ All attendees will have the same training category
Choose or don't assign [~ |
() Each attendee may have a different iraining category
Training Hours @ All attendess will have the same number of hours [N
* Hours | 1
() Esch attendee may have a different number of hours

*Report Training To  WisDOJ Training and Standsrds Buresu

Event Comments
INSTRUCTION PROVIDER INSTRUCTOR CONTACT
*Type @ Official Provider/Certified Instructor Instructor Name ||
WisDOJ Treining and Star et
O Other phone [Choose.. | ([ [ |-[ | e[ |

Cancel Save As Draft Add Students Submit for Appro L, |

To add or remove a document click “Save as Draft”, then click “Add a Document”.

Documents .

None Specified

Once a training event is submitted for appeoval, editing 18 prohibited. Please ansura that all information 18 complete and accurala before submitting for approval

Back Submit for uppmvt.ll/
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2.5
Print a Report of Completed Training

The “Print A Report of Completed Training” Icon creates a PDF that shows trainingfor all active employeeson
your agency’s roster for a time period that you define.

Submit S View pm  Print

Completed Submitted Traiging 5 A Report of
Training for Completed
Approval Training

In the Report Preferences you can define the time frame that you are lookingat and you also have optionto
include employeesthat have no training hours reported in Acadis.

| 2
Report Preferences
Report Completed Training By Person Report
Timeframe |7/1/2017  |#8 to |6/30/2018 |&§
Options Include people with no training hours
Completed Training By Person Report Reported by Acadis® Readiness Suite 0942912017

Name o S

Wisconsin Law Enforcement Standards Board
Dates  D6/A4/Z016 - 09/29/2017

W1 DOJ - Training and Standards Bureau

Training Start End Hours Category Student Status
3rd Quarter In-service 08/15/2017 082372017 8h Om Basic Event Complete
. . Statutory Requirement -
LESB Handgun qualification course FY17 11/22/2016  06/19/2017  1hOm Annual Handgun Event Complete
(116 - 6/30/17) .
Qualification
,Flrea.rms and EVOC 04/14/2017 04/25/2017 &h Om Basic Event Complete
Q‘Bieylr u.u_;r.-ﬂ-“" e T ™ s e W .
Completed Training By Person Report Reported by Acadis® Readiness Suite 090292017
P T —

Wisconsin Law Enforcement Standards Board

WI DOJ - Training and Standards Bureau Datcs  06/4/2016 - 09/29/2017

No training in the specified timeframe has been recorded for this person.

™ o o S ™
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Section 3
Personnel Portal

The “Personnel” tab allows portal administrators to view theiragency’s active personnel, monitor officer
training and certifications, and make limited changes to active personnel.

Homa  Traning & Everds Regstofion OrgancaSon Peisonned Web Forms

Fersonnel

Check
smpkanoe Moo

Personnel

Csmvertly Bhosang Biive amplrtss oaly  Show o emnplorses

Empdoymaeni Appoirament Emplopment

LT T Credential I Titlerfank Typa Type Ll Hided LLITIT Y

B, Thomss & T Law Enlorserment Linw Erlioroprmert Bt Time BRaTmE On Leave (it}
Ofices Crecer

Dirigzss, anmeony O & BEA3AN08 L Enlcorqrmars Lirw Erlorcprmers  Full Tees Gt ALt (ALt
Tz e

ek, Loy J BIFR- 1R Lirs Erfyrpimapre Low Enfpropment  Pat Time DT A vve (i)
e Oefeer

Sgrpds, ide B 41822681 Las Erforremernd Law Enfomemerd  Pwt Time 0 O Agin (e
Hic a1

Some of the functions can be accessed from the dropdown menu under the “Personnel” tab. These include:

“See a List of Personnel”, “Check Personnel Certification Compliance” (Check Compliance Monitor), and
“Check Personnel Training Hours”.

Wisconsin Depariment of Justice ~ Training & Stendards Bureau

Home  Training & Events Registration  Organization  Personnel 'Web Forms

e ———————————————————————————
See a List of Personnel

p ersonn el Request to Add Employee “

Check Personnel Cerdification Compliance

Check Personnel Training Hourz

A Check
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3.1
View List of Active Personnel

To view a list of Active Personnel, clickon the “Personnel” tab. A list of active personnel will be displayed.
Name, Credential ID, Title/Rank, Employment Type, Appointment Type, Last Hired, and Employment Status
columns are sortable by clicking on the title.

Check

Compliance Monitor

Personnel [ Add Empiayee ] |
Currently showing active employees only. Show all employees
Employment Appointment Employment
Name = Credential 1D Title/Rank Type Type Last Hired Status
Bear, Thomas A 2707-2251 Law Enforcement Law Enforcement Part Time 02202015 On Leave (Active) |_|
Officer Officer _—
DiNozzo, Anthony D Jr. 6632-3305 Law Enforcement Law Enforcement Full Time 010142001 Active (Active) |_|
Officer Officer —

To see both active and inactive employees, click “Show all employees”.

Check
Compliance Monitor

Personnel

Currently showing active employees only |Show all employees

Name - Credential 1D Title/Rank

Bear, Thomas A 2707-2251 Law Enforcement

Clickon an employee’s name to be directed to their Personnel Profile.

Personnel
Currently showing active employees only. Show all employees
Emp
MName - Credential 1D Title/Rank Type
* Bear, Thomas A 2707-2251 Law Enforcement Law
Officer Offic
Nikln——n Anthang T e ££70 oonc | owr Enfars oment | NPT

Guide based on Acadis version 4.9.6
Wisconsin Department of Justice Training and Standards Bureau
© Envisage Technologies Corp. 2008-2017 - Proprietary and Confidential
Do Not Distribute Without Permission
21



Scroll downto see Personnel Profile, Certification(s), Employment(s), and Training for the employee.

Personnel
Personnel Recomd
Personnel Profile
Full Hame Didozzo, Anthony O Jr.
Credantlal ID  5532-3305
Malling Address 1 Any Sirest
Testing , WA 14567-TT77
Primary Phone  (S55) S53-4545 eh
Primary Emall 1 @fkemal.com
Certifications
Hama . Type leaus Date [Explration Status
Chikd Manrestment Insructor (320) LE Instrucsor O7izv2i1e Q012016 Acive
DAAT Instructor (720} LE Instrucior O7/ZV201E JT12THE Acive
Law Enfiorcement Officar Basic Offcar 08T2001 Confngant Acive
Employment
Organizztion
'WisDOL Tralning and Standarde Bursau
Chilian Employss
Activa TRy
Zamplston Police Department
Law Enfioeemen Officer
Activa
Training 2p0
O Upcoming Ongoing. & Unconfimed Training for Period: £h om
Training Start End Hours  Tralning Cafegory Student Status Documents
Candiopuimonary recueciiation 02042016 CS/ 042016 £ Om Comgiaiz
ﬁﬂmmlnl'lg - Tesling DE/232016 O7i282MG Onom Bask Enralied
O Current Perod to Dade [01/017/2018 - DE4201E) Training for Pariod: 23h 0m
Training
Training start End Grage Hours  Category Student status Documants
Haw ko 2at an Elephant or 0E/Z5201E 5232018 MiA 1Shdm  Supendsory Complete
handling big kssuss In todaye
fas! pacad workl
Annual Resiew of Agency 06T1/201E DET12018 MR &hom Compigta
Srip aarch Polcy 3nd
Procaduras
@ Praviows Perled (00172015 - 12131:2015) Tralning for Pered: Oh Om
& Other Perlods (Ehrough 1203172014 Tralning for Perlod: Oh am
A grade of = Indlc3i2s hat the welghts for thie tizze ara not walld and grades canngt be calculated
Back
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3.2

Export List of Active Personnel

To exporta listof Active Personnel, clickon the “Personnel” tab. A listof Active Personnel will be displayed.
Click on the square to the right of the “Add Employee” button.

Personnel

Currently showing all employees. Show only active employees

|' Add Employee

/

|

Employment Appointment Employment
Name - Credential ID Title/Rank Type Type Last Hired Status
Bear, Thomas A 2707-2251 Law Enforcement Law Enforcement  Part Time 02/20/2015 Active (Active) |
Officer Officer .
H “" ”
Clickon “Export All”.
| Export Al W
Appointment Employment Appointment Employment
Type Last Hired Status Type Last Hired Status
Part Time 02/20/2015 Active (Active) | Part Time 02/20/2015 Active (Active) I

The system will create a CSV file that can be saved and opened as a spreadsheetin Microsoft Excel, etc.

a ] C o [ C G H ] ] K L M

1 | Last Name First Name Middle Name Suffix Full Name Abbreviated Full Name  Credential ID Gender Organization Employrment Status Title/Rank Last Hired Appointment Type Empl
2 Bear Thomis A Besar, Thomas A Thomas A, Bear 27072251 Male  Sampleton Police Department  Active {Active] Law Enforcement Officer 2/ M5 Past Tirme

2 |piNarro Anthany [ Jr.  DiNorzo, Anthony DI, Anthony D. DiNorzo, Jr.  GGIJ-RE0S  Male police Dap Active {Activa) Law Officar 1/1/2001 Full Time

Fill P P . TP seewocine  aeee Fpeey asabe reuy Daties P PP P 2inalanes i

The fileincludesthe followingfields: Last Name, First Name, Middle Name, Suffix, Full Name, Abbreviated Full
Name, Credential ID, Gender, Organization, Employment Status, Title/Rank, Last Hired, Appointment Type,

Employment Type, TS Classification, Primary Address 1, Primary Address 2, Primary City, Primary State,
Primary Zip, Primary Phone, and Primary Email.

To include Inactive Personnel inthe export, first click “Show all employees”, thenfollow the directions above.

Check

Compliance Monitor

N

Currently showing active employees only JShow all employees

Name -

Personnel

Credential ID Title/Rank

Bear, Thomas A 2707-2251 Law Enforcement|
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3.3

Update Personnel

Most changes to personnel who are currently employed with your agency will be made via the “Personnel”

tab.

To update employee status, hover your cursor over the “Personnel”tab. Select “See alistof Personnel”, from

the dropdown menu.

Personnel  Web Forms

Training & Events  Ovganization

Home

Sew a List o Personnel

Personnel Request an Updats to Pessonnel
Check Personnel Certification Compliance
Check Personnel Training Hotars
Check

Compliance Maritor

To update an employee’s status, click on the square to the right of the employee’s name.

Home Training & Events Registration QOrganization Personnel

Personnel

Check

Compliance Monitor

Personnel

Currently showing active employees only. Show all employeses

Web Forms

Add Employes | |

Employment Appointment Empld 2nt
Name « Credential 1D Title/Rank Type Type Last Hired Status
Bear, Thomas A 2707-2251 Law Enforcement Law Enforcement  Part Time 022072015 On Leave {Actives
Officer Officer
Diklozza Aothony O ER3Z.8805 | sw Enforremsant | =w Enforrement Eull Time n1012001 clive (Active) I_I
Currently showing active employees only. Show all employees
Employment Appointment Employment
Name = Credential ID Title/Rank Type Type =t Hired Status
Bear, Thomas A 2707-2231 Law Enforcement Law Enforcement  Part Time 0z2s2 (gl Lhotiias
Officer Officer
Update Employment
DiMozzo, Anthony D Jr. 6632-8805 Law Enforcement Law Enforcement  Full Time 010172001 e LA e T
Officer Officer —

Due to the reporting requirements for officeremployment and certification, you are not permitted

A

to use the “Add Employee” button. Any requeststo add a new employee viathe “Add Employee”
button will be rejected. Please continue to use the “DJ-LE-303: Verification of Employment” web

form to add new employees and/orto move civilianemployeesintolaw enforcement, jail, or

secure juvenile detention positions.
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The officer’s current status with your agency will be shown. Make necessary changes based on the definitions
and examplesgiven below. Please contact T&S (608/266-8300 or tsb@doj.state.wi.us), if you have any
qguestionsregardingthis process.

* Update Action
* EMfoctive Date  2/22/2017 |8
Employmaent Status  On Laave [Active)
Tithe/Rank  Law Enfoscement Officer
Employmant Type  Law Enforcement Officer
Appointment Type  Part Time
Supervisor

Comments

LEOSA/HR218 Eligible? [W1 Stats 175.49(2){b){1-4)} [ Choose...

TS Classifieation | Choose...

Update Actions:

Assignment Change Use to change an officer’s assignment within your agency (e.g., Jail to
Law Enforcement)

Correction For correcting a mistake in a previous submissionto T&sS.

Status Update (on/off LOA) For updating employment status (on/off LOA)

Hire Do Not Use — Any submission with this update action will be rejected

Re-Hire Do Not Use — Any submission with this update action will be rejected

Separation For terminatingemployment (Resignedin Good Standing, Resignedin
Lieu of Termination, etc.)

TS Classification change (Pri-Sec) | For changing an officer’s Primary/Secondary status

Effective Date: Date that the change takes effect

Employment Status:

Active Employeeis consideredto be activelyemployed

Active with Deficiencies (303) For T&S use only

Deceased Employee has passed away

On Leave Employeeis consideredto be on leave but still employed by the
organization (e.g., military leave, medical leave, etc.)
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Resignedin Good Standing

Employee has resigned from the agency in good standing, as opposedto
resignationinlieu of termination or resignation prior to completion of an
internal investigation

Resignedin Lieu of Termination

Employee has resigned, and had the employee notresigned, their
employmentwould have been terminated by the employingagency
(terminated for cause)

Resigned Prior to Completion of
Internal Investigation

Employee resigned before the employingagency could complete an
internal investigation based on allegations of misconduct or allegations
of poor performance

Retired

Employee has retired

Separated

For civilianemployee separation (not for officers)

Separated Due to Agy Budget
Cuts or Disbandment

Employment has ended because of agency budget cuts or because the
agency disbanded

Temporary Appointment Ended

Temporary appointment has ended

Terminated for Cause

Employmentterminated due to employee misconduct or poor
performance

Title/Rank: Make Same as Employment Type

Employment Type:

Administrator

For T&S use only

Civilian Employee

Personnel employed by the agency who do not meetthe definition of
an officeror is not a Telecommunicator/Dispatcher

Elected Constable

Elected constable whose employment does not meetthe definition of
Law Enforcement Officeras definedin §165.85, Wis. Stats.

Elected Sheriff

Elected Sheriff who has chosen not to become or remain LESB certified

Instructor LESB certified instructor employed atan LESB Certified Academy or
Agency
Jail Officer Employee whose job duties meetthe definition of Jail Officeras

definedin §165.85, Wis. Stats.

Jailer/Secure Juvenile Detention

Employee whose job duties meets both definitionsas definedin
§165.85, Wis. Stats.

Law Enf/Jail/Secluv Det

Employee whose job duties meets all 3 definitions as definedin
§165.85, Wis. Stats.

Law Enforcementand Jail Officer

Employee whose job duties meets both definitionsas definedin
§165.85, Wis. Stats.

Law Enforcementand SID Officer

Employee whose job duties meets both definitions as definedin
§165.85, Wis. Stats.

Law Enforcement Officer

Employee whose job duties meetthe definition of Law Enforcement
Officeras definedin §165.85, Wis. Stats.

School Director

For T&S use only

Secure Detention Officer

Employee whose job duties meetthe definition of Secure Juvenile
Detention Officeras defined in §165.85, Wis. Stats.
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Tribal Law Enforcement Officer Employee whose job duties meetthe definition of Tribal Law
Enforcement Officeras definedin §165.85, Wis. Stats.

Under Cover Law Enforcement Employee whose job duties meetthe definition of Law Enforcement
Officeras definedin §165.85, Wis. Stats., and who servesinan
undercover status

Telecommunicator/Dispatcher Employee whose primary job is dispatching

Student For T&S or LESB Certified Academy use only

Appointment Type:

Full-time 2,080 or more hours per year

Part-time Less than 2,080 hours per year

Supervisor: Optional - This field/informationis NOT REQUIRED by Training and Standards. Your departmentis
welcome to use thisfield to track supervisor/personnel connections and enable sorting personnel recordsin
the Acadis Portal.

Comments: Provide any additional information relevant to this employment

LEOSA/HR218 Eligible? {WI Stats 175.49(2)(b)1-4}:

Yes, officermeets | Law Enforcement Officeris LEOSA/HR218 eligible by meetingall of the following

requirements requirements:

1. Law enforcementofficerseparated from service as a law enforcement officer
with the law enforcementagency that employed himor her in good standing.

2. Law enforcementofficer held law enforcement employment foran aggregate
of at least 10 years, or separated from law enforcement service dueto a
service-connected disability, as determined by the employingagency from
which he or she separated from service, after completingany applicable
probationary period.

3. Both of the following:

a. A qualified medical professional employed by the law enforcement
agency from which the officerseparated from service has not found the
officerto be unqualifiedto be a law enforcement officerforreasons
related to the officer’'s mental health.

b. The law enforcementofficer has not enteredintoan agreementwith
the law enforcementagency from which he or she separated from
service in which the officeracknowledges that he or she is not qualified
to be a law enforcement officerfor reasons related to his or her mental
healthand inwhich he or she declinesthe photographicidentification
for that reason.

4. The law enforcement officeris not prohibited underfederal law from
possessinga firearm.
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No, officerdoes
not meet
requirements

Law Enforcement Officeris LEOSA/HR218 ineligible due toany or all of the following
reasons:

e Law enforcement officerdid not separate from service as a law enforcement
officerin good standing.

e A qualified medical professional employed by the law enforcementagency
from which the officerseparated from service has found the officerto be
unqualified to be a law enforcement officer forreasons related to the officer’s
mental health.

e The law enforcementofficer has enteredintoan agreementwiththe law
enforcementagency from which he or she separated from service in which the
officeracknowledgesthat he or she isnot qualified tobe a law enforcement
officerfor reasons related to his or her mental health and in which he or she
declinesthe photographic identification.

e The law enforcement officeris prohibited underfederal law from possessinga
firearm.

Not Applicable

LEOSA/HR218 eligibility does not apply to jail officers or secure juvenile detention
officers. LEOSA/HR218 also does not apply to law enforcement officers separating
from employment afterholding law enforcementemploymentforan aggregate of less
than 10 years.

T&S Classification:

Primary Employment The employerof a full-time officerorthe initial employer of a part-time officer.

Secondary Employment | The second employerof an officer. The officerwill already be employed by

another employerwithinan employment category (law enforcement, jail, or
secure detention)
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Examples:

Leave of Absence to Active Employment

Training & Standards Bureau will recoive this request for approval.

* Update Action | Status Update (on/aff LOA) x| v
3 , *Effoctive Date  |2/22/2007 | fft
— - i =
Employment Status | Active [Active} v | .
) —

Title/Rank | Law Enforcement Officer |

Type Law Officer * Lw
Appointment Type | Part Time x| v

Supervisor | Sofect o siupe

Add a comment {optional F—r
¥ ) [ Back frol y duty.

Charactors: 24 of 250 allowed

LEOSA/HR218 Eligible? {WI Stats 175.49(2){b)(1-4]1 | Choase.. »

Ts Classification | Choose... v

Canced Submit Requoest

Assighment Change

Training & Standards Bureau will receive this request for approval.

* Update Action ‘Ass\’gnmen{ Change

B> Enter Date Effective / * Effective Date - i<

Employment Status ‘Act\‘ve (Active)

Title/Rank ‘ Law Enforcement and Jail Officer

Employment Type ‘ Law Enforcement and Jail Officer

Appointment Type ‘ Part Time

Supervisor ‘Sef@(fusupemmn N

N Add a comment (optional) / Ce Prowde- any additi information relevant to this employment

Characters: 0 of 250 allowed.

LEOSA/HR218 Eligible? {WI Stats 175.49(2)(b)(1-4)} ‘ Choose... v

e

Cancel Submit Request

Guide based on Acadis version 4.9.6
Wisconsin Department of Justice Training and Standards Bureau
© Envisage Technologies Corp. 2008-2017 - Proprietary and Confidential
Do Not Distribute Without Permission
29




Employment Termination

Training & Standards Bureau will receive this request for approval.

* Update Action |Separaticn x

B  Enter Date Effective / * Effective Date @

Employment Status |Resignsd in Good Standing (Inactive)

Title/Rank |Law Enforcement Officer

Employment Type |Law Enforcement Officer x

Appointment Type |FuIIT\'me x

Supervisor |5919(t @ SUperVisor..

N Add a comment (optional) Comments | Provide any additional information relevant to this employment

Characters: 0 of 250 allowed. If Law Enforcement or Tribal

P 8 Law Enforcement determine
LEOSA/HR218 Eligible? {WI Stats 175.49(2)(b}(1-4)} | Yes, officer meets requirements. HR218 eligibility and choose

appropriate answer.

Cancel Submit Request

Once submitted you will see “Pending Personnel Changes” above your Active Personnel Roster until the
changes are approved by Training and Standards.

Personnel

Check

Compliance Monitor

Pending Personnel Changes

Change
Requested For » Title/Rank Hire Date Requested Requested By Requested Request Status
Bear, Thomas A Law 02/20/2015  Update existing Sample, Ida B 08/15/2016  Submitted
Enforcement employee

Officer
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3.4
Check Personnel Training Hours

Check Personnel Training Hours allows you to review a summary, by category and hours, of trainingcompleted
by Agency Personnel.

Click on the “Personnel” tab and then on “Check Personnel Training Hours” from the dropdown menu. From
this screenyou can filterthe data, view and print the results.

Home  Training&Events  Registration  Organization  Personnel ~ Web Form

Personnel
Check Personnel Training Hours
Completed Training Hours Y Filters | [ refeshpata | | print
With no filters applied, training for the Current Calendar Year is shown for currently active employees. Completed training hours were last updated on 10/18/2017 at 12:29 PM and can be
refreshed by clicking "Refresh Data."
Credential Appointment Total Category
Employee « D Organization Employment Type Type Hours Category Hours
Bass, Kelly A 4670-4895 Sampleton Police Law Enforcement and Jail Full Time 14.00 | Basic 6.00
Department Officer .
Mandatory Retraining 2.00
Statutory Requirement - Annual Handgun 2.00
Qualification
Statutory Requirement - Vehicle Prusuit 4.00
Training
Bluegill, 9893-7829 Sampleton Police Law Enforcement Officer Full Time 42.00 | Advanced Skills 40.00
Samuel A Department )
Statutory Requirement - Annual Handgun 2.00
Qualification
Shark, Brandon  9445-1961 Sampleton Police Jail Officer Part Time 8.00 | Basic 6.00
A Department -
Mandatory Retraining 2.00
Tuna, King A 4221-9026 Sampleton Police Law Enforcement Officer Full Time 42.00 | Advanced Skills 40.00
Department )
Statutory Requirement - Annual Handgun 2.00
Qualification
Williams, 2932-1703 Sampleton Police Administrator Full Time 160.57 | Advanced Skills 40.00
Richard P Department
Career Development 120.00
SFST/ AAD Detection 0.57
Wolf, Thomas A  3189-4875 Sampleton Police Law Enforcement Officer Full Time 56.001 | Advanced Skills 50.001
Department
Statutory Requirement - Annual Handgun 2.00
Qualification
Statutory Requirement - Vehicle Prusuit 4.00
Training
! Additional training is currently in progress and is not included.
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There are multiple filters thatyou can apply to the results.

Filters
Employment Status Show People Without Active Employment
Employment Type |4 Employment v
Appointment Type Type .
Total Completed Hours to
Training was Completed (@ Fiscal Year(s) '| | 2017 1r| and | 2017 v

# and &=

Cancel | Clear All Filters m

For example if you want to see a summary of all employees who have not completed 24 hours of training
within the current FY 2018 (July 1, 2017 —June 30, 2018), click on “Filters” and set “Total Completed Hours”
from “0” to “23.99”, thenunder “Training was Completed”, choose specificdatesand enterJuly 1, 2017, and
Today’s Date. Click on the “Apply” button.

Filters

Employment Status Show People Without Active Employment

Employment Type |41 Employment Types v
Appointment Type | 4y Appointment Types »
Total Completed Hours |0 to (2399
Training was Completed | Fiscal Year(s) v ‘ 2017 +| and | 2017 v

® | 07/01/2017 | and |10}18}2[}1T 2

Cancel | Clear All Filters m
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In the headingyou will see the filters that have been applied and the results of filteringbelow.

s
Completed Training Hours

Completed training hours were last updated on 10/18/2017 at 01:52 PM and can be refreshed by clicking "Refresh Data."

‘ Y Filters | Refresh Data Print

Credential Appointment Total Category
Employee « 1D Organization Employment Type Type Hours Category Hours
Bass, Kelly A 4670-4895 Sampleton Police Law Enforcement and Jail Full Time 14.00 | Basic 6.00
Department Officer .
Mandatory Retraining 2.00
Statutory Requirement - Annual Handgun 2.00
Qualification
Statutory Requirement - Vehicle Prusuit 4.00
Training
Shark, 9445-1961 Sampleton Police Jail Officer Part Time 8.00 | Basic 6.00
Brandon A Department .
Mandatory Retraining 2.00
Wolf, Thomas  3189-4875 Sampleton Police Law Enforcement Officer Full Time 6.00 | Statutory Requirement - Annual Handgun 2.00
A Department Qualification
Statutory Requirement - Vehicle Prusuit 4.00
Training

Clicking on “Print” button will create a PDF of your results that you can save or print.

Completed Training Hours by Person s

i 0182017
Sampleton Police Department (SPD) Training Completed In: 0TA1/2017 to 10/18/2017
Total Completed Hours:  0-23.94%
Total Category
Employee Credential ID | Organization Employment Type Appointment Type Hours | Category Hours
Bass, Kelly A 4670-4895 Sampleton Police  Law Enforcement and Full Time 14.00 | Basic 6.00
Department Jail Officer
Mandatory 2.00
Retraining
Statutory 2.00
Requirement -
Annual Handgun
Quahification
Statutory 4.00
Requirement -
Vehicle Prusuit
Training
Shark, Brandon A 9445-1961 Sampleton Police  Jail Officer Part Time 8.00 |Basic 6.00
Department
Mandatory 2.00
Retraining
Wolf, Thomas A 3189-4875 Sampleton Police  Law Enforcement Full Time 6.00 | Statutory 2.00
Department Officer Requirement -
Annual Handgun
Quahfication
Statutory 4.00
Requirement -
Vehicle Pruswuit
Training .
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3.5
Print Personnel Training History Reports

Navigate to a personnel profile by following Section 3.1. Under the Training section, click on the “Reports”
button and then choose “Training History”.

Training —
[ Upcoming, Ongoing, & Unconfirmed Training for Period: 748h Om
Training Start End Hours Training Category Student Status Documents
Carura lin Nat Dfficar Racic NRN2MI018 NRINAM2017 24h Om Enrnllad
Traln I ng Training |‘3.tﬂr3,,"h
[ Upcoming, Ongoing, & Unconfirmed Training for Period: 748h Om
Training Start End Hours Training Category Student Status Documents
Corvra lins Nat Dffirar Dacic NeNINAE NEMAMN4T AR O Crnrallad

The Training History Report will populate a PDF document. You can print and/or save the report.

'l+'aini||g History Keport a8, Bt
Wiscoasin Law Enforcement Standsads Bowd
WI DO - Tranng and Stndards Burean for B Thomu A
Cordescal D 3072351
Bear, Thomas A
Cortifications
Name Tssaed Expirativn Status
Jail Officer 03242018 DA302017 Active
Law Enforcement Officer 0R03.2015 Never Expires Active
LE Officer (Coatingent Cert) 06162016 Never Expires Ative
Training
Upsoming, Ougoing, & Unconfirmed
Tratming
Course:Tirla {Courze No ) Traming Daras Crrada  Srarus Catagory Mowrs
Cardiopulrsonizy esuscitation (CPR) 42016 08042016 NA Cousplere At 0m
Secure Juv Det Officer Basic -
Sem o Trin=g 100ME- g5p0n016  0so12017 000% Fanclled 2hom
tng 456
Law Enforcensent Offices Basic Trammg 70 Hi - 00 . - ,
LET0 16256 04212016 12712016 000% Exnrolled 7208 Om
Totsl Heurs  (745h 0m)
Curreat Period o Date (07/01:2016 - 08/152016)
Traiming
CourseTila (Course Na ) Tramimg Daras Crads  Sramus Catapary Mours
Department Policy & Procedure Review (16.0213) 08012016 08012018 NA Cougplere 28 30m
Total Hours  (2h 30m)
Previous Period (07012015 - 06/730:2016)
Traming
Course Title {Course No ) Training Dates Grade _Suams Citegery Hours
How t eat an Flepbhant or hasdling big isses in N 5 . e
ey S paat 06282016 06292016 NA Conplete  Supervisory 13k G
. - Graduated -
Specialized Trainisg - 16-001 212016 4212016 000 T
42172016
LESB Handis qualificasion course FY16 (711115 N . . Summory
A 442016 04042016 WA Conglae 0T tm
e - = = = Atvameed
Basic Evidence Technician Course. 03252016 03302016 WA Conglte oo b 0m
SWAT Coaference 0307206 03002016 NA  Complese 185 Om.
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3.6
Check Compliance Monitor

The Compliance Monitor allowsyou to review personnel whose certifications are going to expire withina
certain time period.

On the Personnel page, click the “Check Compliance Monitor” icon.

Personnel

Check
Compliance Monitor

Personnel (47)

Currently showing active employees only. Show all employees

Employment Appointment Employment
Name CredentialID  Title/Rank Type Type Last Hired Supervisor Status

The program will show certifications that are going to expire within the time period specified by filters.
Name, Certification, Days to Expiration, Expiration, and Certification Status columns in the blue bar are
sortable by clicking on them.

Compliance Monitor: People | Y Filters ‘

‘ Expires Within 365 days | x = Certifications = Law Enforcement Officer | x |

Future effective actions are not considered in the monitor. The list was last updated on 09/29/2017 at 02:00 AM

Name Qrganization Certification Days to Expiration -~ Expiration Certification Status
Law Enforcement Officer 274 06/30/2018 Active
Law Enforcement Officer 274 06/30/2018 Active
Law Enforcement Officer 274 06/30/2018 Active
1-30f3 << Previous 1 Next >> Display | 25 results

To customize your view, click the “Filters” button.

Compliance Monitor: People "

| Expires Within 365 days x = Certifications = Law Enforcement Officer | x ‘

Future effective actions are not considered in the monitor. The list was last updated on 09/29/2017 at 02:00 AM.

Name Organization Certification Days to Expiration » Expiration Certification Status
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With Filters, you can selecta specifictype of certification(s) that you wish to review, the number of days

before the certification expires (up to 365 days), and certifications that have expired up to 30 days past. Click
“Apply”, after options have been selected.

Filters

Certifications All certifications that expire
(Change)

Expires in the next days

Expired [ | Show certifications that expired in the last days

Cancel | Clear All Filters

Under “Certifications” you can leave blank to see all certifications or select specificcertification type(s) and
then all or some of the certifications associated with that type.

Filters
Carttestsn E ot
Eapiors i ok it [ 5| B
Bagirrd " ]
Filters
= 1| Select one ar more expiring cerifications to include in the filter
Acaderny Reguirement
Certification Type |[IFTTHE 1T Wiy 13 my certification type missing? »
Instructor 1
Jaal Insbructor
Ll All LE Instructor
Jail Officer MIT Instructor
Organization
| Law Emorcamd Quakification
S0 Instructar
Secure Detenti| Training Requanemient
Tribal Law Enforcement Officer
1 Conlnue
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Below is a quick reference of certificationsin Acadis and associated type.

Name

- | Type -

Name

| Type -

Name

T | Type

60 College Crdt Regmt Not Met
Agency Policy Instructor (520)
Child Maltreatment Instructor (520)
Community Resource Instructor (520)
Constitutional Law Instructor

CPR Instructor

Crimes Instructor (520)

Crisis Management Instructor (520)
Critical Thinking Instructor (520)
Cultural Comp Instructor (520)
DAAT Instructor (520)

DAAT Instructor (720)

Domestics Instructor (520)

Ethics Instructor (520)

EVOC Instructor

Firearms Instructor (520)

First Aid, CPR/AED Instructor
General Jail Instructor

General Law Enforcement Instructor
General Secure Juv Det Instructor
Handgun & Rifle Instructor
Handgun Instructor

Hazardous Materials Instructor
Interview & Inter Instructor (520)
Jail Officer

Jail Training Requirement Not Met
Jail- Admit Inmates Instructor

Jail- Correctional Law Instructor
Jail- Ethics Instructor

Jail- Fire Safety Instructor

Jail- Health Care Instructor

Jail- Hostage Response Instructor

Qualification
LE Instructor
LE Instructor
LE Instructor
LE Instructor
Instructor

LE Instructor
LE Instructor
LE Instructor
LE Instructor
LE Instructor
LE Instructor
LE Instructor
LE Instructor
LE Instructor
LE Instructor
LE Instructor
Jail Instructor
LE Instructor
SID Instructor
LE Instructor
LE Instructor
LE Instructor
LE Instructor
Basic Officer
Jail Instructor
Jail Instructor
Jail Instructor
Jail Instructor
Jail Instructor
Jail Instructor
Jail Instructor |

Jail- Intro Corrections Instructor
Jail- Jail Security Instructor

Jail- POSC Instructor

Jail- Prepare Reports Instructor
Jail- Sup & Beh Ctrl Instructor
Jail- Sup Juv Inmates Instructor
Jail- Sup Special Inmate Instructor
Juvenile Law Instructor (520)

Law Enforcement Officer

LE Officer Wellness Instructor

LE Physical Fitness Assessor

LE Physical Fitness Instructor
MIT- CJIDC Instructor

MIT- Constitutional Law Instructor
Tribal Law Enforcement Officer
Vehicle Contacts Instructor
Victims Instructor (520)

MIT- CPCS Instructor

MIT- DAAT Instructor

MIT- EVOC Instructor

MIT- Firearms Instructor

MIT- Handgun and Rifle Instructor
MIT- OMVWI/SFST Instructor
MIT- PCS Instructor

MIT- Policing in America Instructor
MIT- POSC (J) Instructor

MIT- POSC (SD) Instructor

MIT- SC- Sexual Assault Instructor
MIT- Scenarios

MIT- Tactical Response Instructor
MIT- TECCLEO Instructor

MIT- Vehicle Contacts Instructor

Jail Instructor
Jail Instructor
Jail Instructor
Jail Instructor
Jail Instructor
Jail Instructor
Jail Instructor
LE Instructor
Basic Officer
Instructor
Instructor
Instructor
MIT Instructor
MIT Instructor
Basic Officer
LE Instructor
LE Instructor
MIT Instructor
MIT Instructor
MIT Instructor
MIT Instructor
MIT Instructor
MIT Instructor
MIT Instructor
MIT Instructor
MIT Instructor
MIT Instructor
MIT Instructor
MIT Instructor
MIT Instructor
MIT Instructor
MIT Instructor,

OMVWI/SFST Instructor

PCS Instructor

Physical Evidence Instructor (520)
Pol Free Society Instructor (520)
Pol Strategies Instructor (520)
Preservice - FP Results Recd

Prof Orientation Instructor (520)
Report Writing Instructor (520)
Scenario Instructor

Scene Management Instructor (520)
Secure Detention Officer

Sensitive Crimes Instructor

Sexual Assault Instructor (520)

SID Training Requirement Not Met
SJD- Admit Juveniles Instructor
SJD- Behavior Mgmt Instructor
SID- Facility Security Instructor
SJD- Fire Safety Instructor

SJD- Health Care Instructor

SID- Intro Detention Ops Instructor
SJD- Legal Requirements Instructor
SJD- POSC Instructor

SJID- Report Writing Instructor
SID- Stress Mgmt Instructor

SID- Supervise Juv Instructor
Tactical Response Instructor (520)
Tactical Response Instructor (720)
TECC Instructor

Testify in Court Instructor (520)
Traffic Crash Instructor (520)
Traffic LE Instructor (520)

LE Instructor
Instructor

LE Instructor
LE Instructor
LE Instructor
Academy Requirement
LE Instructor
LE Instructor
LE Instructor
LE Instructor
Basic Officer
LE Instructor
LE Instructor
SJD Instructor
SID Instructor
SJD Instructor
SID Instructor
SJD Instructor
SID Instructor
SJD Instructor
SJD Instructor
SJD Instructor
SID Instructor
SJD Instructor
SID Instructor
LE Instructor
LE Instructor
Instructor

LE Instructor
LE Instructor
LE Instructor

The new view will show the filters you have chosen in the grey bar. To remove a filter, click on the “X” nextto
the filteryou wish to remove.

Compliance Monitor: People

Expires Within 365 day@ Certifications = Law Enforcement Offic

Future effective actions are not considered in th

e monitor. The list was last updated on 09/29/2017 at 02:00 AM

Y Filters

Name QOrganization Certification Days to Expiration -« Expiration Certification Status
Law Enforcement Officer 274 06/30/2018 Active
Law Enforcement Officer 274 06/30/2018 Active
Law Enforcement Officer 274 06/30/2018 Active
1-30f 3 << Previous 1 Next > Display: | 25 results [v|
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Section 4
Web Forms

The followingweb forms are available in the Acadis Portal:

Pre-service and Certification College Track Student Application — Thisform is for new Pre-service or College
Certification Track (CCT) students only. Itis also accessible from the Acadislogin page.

DJ-LE-303N: Name and Education Change Form - This form is used to submit updates to educational records
for officersand any changes to theirofficial name.

DJ-LE-303: Verification of Employment - For reporting employment/requesting certification of a Law
Enforcement, Tribal Law Enforcement, Jail, or Secure Juvenile Detention Officer.

Civilian only: Add New Personnel to Acadis/WILENET — This form is used to add new personnel (civilians,
dispatchers) to Acadis for purposes of tracking trainingand general WILENET access.

Academy - Preparatory Training Class Declaration — This form is for LESB Academy use only. Itis usedto
notify T&S that a Certified Academyis planningto run a basic trainingclass.

Some web forms are only to be submitted by an administrator or authorized person of the agency on
behalf of the officer. Anysubmissions made by unauthorized users will not be accepted.

Wisconein Departsment of Justio: = Training & Standands Bureu 4 Williams, Bichard P -

Home  Training&Events  Registration  Organization  Personnel  Web Forms

WEBFORM DESCRIFTION

Pro.ser

Cendficstion College Track  Application for Now Pre.seevice o Colloge Certification Track (CCT] students. (Pubilic)
alin

0 rtal Administrative For requesting access to WILENET and or Acadts administrative portal functions
. ge Foum Thits fioren is b be wsedd to subemit ny changes 1o an officer, instructoe, of chyilian WILENET users begal name,
This foemn ts o be submitted by an administrator of the agency on behall of the officer, Any submissions made by unauthorized users will rot

be actepted by DO

DU-LE-303N: Education Change Form Thils foem s wsed to submit updates to educational records for officers.

This foarm is ta b sulbenitted by an administratar of the agency on behatl of the officer. Any subimissins made by urautharized users will not
b accepted by DO,

Employmentand  For reposting employment /requesting for cortification ef 3 Law Enfarcement, Tribal Law Enforcoment, Jail, or Secure Juvenite Detention

oo Officer,

Thiis fioren bs to be submitted by an adminisrator of the agency on bebsll of the officer, Any submissians made by unautharized users will not
be accepted by DO

Civilian only: Add New Personnel to CIVILIANS ONLY. use to adding new personned to Acadis for purposes of tracking training and general WILENET access.
Acadiy WILENET

Academy - Preparatory Tralning Class Notification to T&S that a Cortified Academy ks planning to run a bask tralning class

Beclasation
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Thank you for taking the time to review this information.
Please contact us if you have any questions regarding Acadis.
Richard Williams, RMS Administrator

williamsrp@doj.state.wi.us
(608) 266-7883

-END OF DOCUMENT-
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