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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: ][image: ]Click on search
Check the box to search for your department officers only. Then click search.
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Click on the blue link next to the officer.







[image: ]Click on the CLEE/MIST tab.

[image: ]Under CLEE, click on Add Course.

[image: ]Select the course name from the drop down box, input the date that the course was completed, in put the grade of the course. Then upload the CLEE certificate. ( This is shown on the next page) Finally, click on save.

[image: ]This screen shows what comes up when you hit the upload file button.

[image: ][bookmark: _GoBack]After you hit save you will be redirected back to this page where you can enter another CLEE course.
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