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[image: ][image: ]Start by entering your username and password.
Read the statement and click I acknowledge to gain access to the system.

[image: ]Click on search

[image: ][image: ][image: ][image: ][image: ][image: ][image: ]Search for the officer using the above fields. You can use more than one. After the information is in the boxes click on search
After click search the results will appear. Click on the blue text under MPO.
Click on the CLEE/MIST tab.
Click on the add course button.
Select the department and course name from the drop down. Then select the completion date and input the grade for the course.

*NOTE – The certificate does not need to be uploaded.
After all information is input into the boxes click on save.

The course has been saved. Click on close window to exit to enter another officer CLEE/MIST grades.
[bookmark: _GoBack]Read the statement and click I acknowledge to gain access to the system.
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