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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: ][image: ]Click on search.
Use any of the fields above to search for the officer. You can also search for your department officers only. When information has been entered click on search
Click on the blue link under MPO to access the officer profile.




[bookmark: _GoBack]For the next part there will be instructions on how to either hire or separate and officer. Please use the below links to be directed to the page that is relevant to the officer. (note use CTRL + click to follow the link)

Hire an Officer
Separate an Officer
[bookmark: _Hire_an_Officer]











Hire an Officer[image: ][image: ][image: ][image: ]Click on hire.
Select Hire status, select either active full time or part time, input the hire date and all current firearms information.
When information has been entered click on save.
The status will now show the officer’s new status in your department.




[bookmark: _Separate_an_Officer_1]Separate an Officer
[image: ]Click on Edit


[image: ][image: ][image: ]Select Hire status and select Separate and input the hire end date.
When information has been entered click on save.

The status will now show the officer is to be separated from your department.
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