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Introduction

Background

The Division of Criminal Justice Services, Office of Public Safety is responsible for the
maintenance of the Central State Registry of Police Officers and Peace Officers as well
as the administration of training records for those individuals listed on the Registry. In the
past, any registry or training program documentation received by or transmitted from
DCJS was done through a paper-based process requiring data entry by both law
enforcement agencies and DCJS staff.

To streamline the process, DCJS procured a comprehensive web-based training and
certification management system, Acadis ™ Readiness Suite, designed for law
enforcement to accurately track personnel, training and certifications in one consolidated
database. Acadis provides tangible benefits to law enforcement agencies in New York
State by allowing agencies real time, electronic access to their officers’ training,
employment and certification information. More information about the Acadis Readiness
Suite can be found at http://www.envisagenow.com/solutions/the-acadis-readiness-suite/.

Purpose of Guide

Law enforcement agencies have access to Acadis via agency designated points of contact
and the web-based Acadis portal. Through the Acadis portal, agencies can perform the
validation process, which includes modifications and/or deletions of Registry data. Between
November 1stand January 15 of each year, every agency is required to complete the
annual validation process, pursuant to New York State Executive Law section 845. If the
validation process is not completed by January 15, the agency must contact DCJS directly.


http://www.envisagenow.com/solutions/the-acadis-readiness-suite/

Access Requirements

Prior to accessing the Acadis system, each agency must:
1)  Submit a signed Use and Dissemination Agreement to DCJS
2) ldentify Acadis portal users

3) Obtain system permissions from DCJS for agency-identified
users

How to Utilize this Guide

This guide will assist agencies and assigned users in performing peace officer registry
transactions and annual validation of registry data. First-time users can best utilize this
guide by following the step-by-step instructions contained in this guide, which describe
how to login to the Acadis portal and how to navigate through each process of the
annual peace officer registry validation. For quick reference of a specific section of this
guide, users can refer to the Table of Contents and select the hyperlink for the
corresponding section. For questions regarding the system, users can contact
DCJSAcadis_Help@dcjs.ny.gov for assistance.



mailto:DCJSAcadis_Help@dcjs.ny.gov
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Section 1: Accessing the
Acadis Portal

In this section you will learn how to:

v Login to your Acadis account.
v Navigate your Acadis Portal Homepage.

A Note: Using the “Back” button in your browser could cause you to lose any unsaved progress.
When using Acadis it is best to always utilize the buttons and key prompts within Acadis, not those on your

web browser.

A Reminder: It is important to remember before utilizing Acadis to either disable your web browser’s
pop-up blocker or add Acadis to your list of exceptions for pop-ups.

Logging into your Acadis account

Navigate to https://dcijsacadisportal.ny.gov

ENVISAGE Acadis® x & |l= @ | ¢
- S . . - - e T

- C Y | @ Secure | hitps://dcjsacadisportal.ny.gov/AcadisViewar/Login.aspx r« H D
i Apps [ SurveyGizmo | Online Concur Travel & Portal - Acadis® & Proper - Acadis® ] DCJS Calendar ] Police and Peace Off - [ Laws of New York

POWERED BY THE

DCJS Acadis Portal '_'ACAD'S’

READINESS SUITE

o & DCJS Acadis Portal
Slgn n Resources

The DCJS Acadis Portal (Acadis) serves as the central repository for information shared between
E-mal address (Usemame) the Division of Criminal Justice Services and our Law Enforcement Customers related to officer (%) Available Training
john.smith@abc4.nyl.gov training and certifications. >\’
(&%) WebForms
Password Acadis additionally serves as the user interface and secure access point for the Central Registry of s

Peace and Police Officers.
Technical Support
Forgot your password? This system maintains comprehensive training and employment information for officers
throughout their careers; information that is accessible to employers through a highly secure and For technical support, questions, or
fully traceable application. comments on this site, please contact:

Staff at DCJSAcadis_Help@dcjs.ny.gov

Terms of Service | Feedback =
System Information

The Acadis® Readiness Suite is a comprehensive
law enforcement training solution developed by
Envisage Technologies. The company provides
the Acadis® software and training modernization
consulting to premier training organizations
throughout the US. To find out more, please visit
the Envisage web site at www.envisagenow.com.
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Enter your Acadis login credentials that were provided to you by DCJS and select “Sign In”.

&l = || st

ENVISAGE Acadis® x |

- b e . - - - . . =

<« C {7} | @& Secure | https:;//dgjsacadisportal.ny.gov/AcadisViewer/Login.aspx T~ H O :
Apps  EZ surveyGizme | Onlins Concur Travel & Portal - Acadis® & Proper - Acadis® [R] DCJS Calendar [ Police and Peace Off [ Laws of New York

POWERED BY THE

ACADIS®

READINESS SUITE

—" %&w, | Division of Criminal
. JiaTt | Justice Service

DCJS Acadis Portal

Sign in DCJS Acadis Portal

Resources
The DCJS Acadis Portal (Acadis) serves as the central repository for information shared between
- - the Division of Criminal Justice Services and our Law Enforcement Customers related to officer (%) Available Training
john.smith@abcd.nyl.gov training and certifications. e

E-mail address (Username)

=N
(E#) webForms
Password Acadis additionally serves as the user interface and secure access paint for the Central Registry of =

P Peace and Police Officers.

Technical Support

Forgot your password? This system maintains comprehensive training and employment information for officers
throughout their careers; information that is accessible to emplayers through a highly secure and For technical support, questions, or
w fully traceable application. comments on this site, please contact:

Staff at DCJSAcadis_Help@dcjs.ny.gov

Terms of Service | Feedback z
System Information

The Acadis® Readiness Suite is a comprehensive
Law enforcement training solution developed by
Envisage Technologies. The company provides
the Acadis® software and t g modernization
consulting to premier training organizations
throughout the US. To find out more, please visit
the Envisage web Site at Www.envisagenow.com.

If you are an agency identified user and do not yet have your login information, please
contact DCJS at DCJSAcadis_Help@dcjs.ny.gov. Otherwise, please move on to the next page.

& ENVISAGE Acadis® b3

adisVi

<« C (Y | & Secure | https//dcjsacadisportal.ny.gov/Ac rer/Login.aspx

Concur Travel & Portal - Acadis® & Proper - Acadis® [[[] DCJS Calendar ] Police and Peace Off [ Laws of New York

Apps 5 SurveyGizmo | Online

POWERED BY THE

lHiesi=™  peJs Acadis Portal ’_.ACAD'S%

READINESS SUITE

DCJS Acadis Portal
Resources

The DCJS Acadis Portal (Acadis) serves as the central repository for information shared between
Eamail addiess{samame) the Division of Criminal Justice Services and our Law Enforcement Customers related to officer () Available Training
john.smith@abc4.nyl.gov training and certifications o
(@) WebForms

Passward Acadis additionally serves as the user interface and secure access point for the Central Registry of =

—. Peace and Police Officers.

Technical Support

Forgot your password? This system maintains comprehensive training and employment information for officers
throughout their careers; information that is accessible to employers through a highly secure and For technical support, questions, or
P

Staff at DCISAcadis_Help@dcjs.ny.gov

Terms of Service | Feedback =
System Information

The Acadis® Readiness Suite is a comprehensive
law enforcement training solution developed by
Envisage Technologies. The company provides
the Acadis® software and training modernization
consulting to premier training organizations
throughout the US. To find out more, please visit
the Envisage web site at www.envisagenow.com.
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After selecting the Acadis application button, you will be automatically directed to your Acadis home

screen. Here you can view and edit your personal profile and view your certifications and
employment history.

DCIS Acadis Portal A Smith, John -

Home Training & Events Registration Organization Personnel Academy Resources

Smith, John

My Profile Email my Professional History Report | Manage Profile -
Person ID  smith 01171942 6274

Mailing Address  Alfred E. Smith State Office Building
80 South Swan Street
Albany, NY 12210

Primary Phone (S18) 457-5837 Emergen
Primary Email john.smith@abcd.nyl gov

Certifications

Name .

Type Issue Date Expiration Status
Advanced Police Sniper/Observer Course Mon-Card Display 09/07/2015 Never Active
Basic Course for Police Officers or Equivalent Expiring 09/02/20132 Never Active

Employment

Show History

Previous employment records exist. Click here or "Show History™ to view all records.

Organization Employment Type / Appointment Type Supervisor Last Hired
Test UAT 110101T Police / CPL §1.20 (34) 09/19/2012
Assistant Chief

Active

Albany County Sheriff's Office 410101R Police / CPL§2.10(37)

Magula, Vipul 01/17/1982
Assistant Chief
Active
Training View By ) FiscalYear ® Calendar¥ear | Reports ©

None Specified

A If you experience any issues while logging into the Acadis Portal, please contact
DCJS at_DCJSAcadis_Help@dcjs.ny.gov. Otherwise, please move on to the next page.

Page | 3
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Navigating Your Acadis Home Screen

Once you have signed in to the Acadis Portal you should become familiar with your Acadis profile
home screen. First, review your profile information and ensure it is correct. If the information is
incorrect, further instructions on how to edit this information will be provided on page 10.

DCIS Acadis Portal

Home  Training & Events  Registration  Organization  Personnel  Academy Resources

Smith, John

My Profile Email my Professional History Report | Manage Profile -
Person ID smith-01171942 6274
Mailing Address  Alfred E. Smith State Office Building
B0 South Swan Street
Albany, NY 12210
Primary Phone (518) 457-5837 Eme
Primary Email  jobn.smith@abcd nyl gow
Certifications
Name . Type Issue Date Expiration Status
Adwvanced Police Sniper/Observer Course Mon-Card Display 09/07/2015 Mevar Active
Basic Course for Police Officers or Equivalent Expiring 09/02/2013 Never Active

Show History

Employment

Previous employment records exist. Click here or "Show History™ to view all records.

‘Organization Emp Type / Type Supervisor Last Hired
Test UAT 1101017 Police / CPL §1.20 {24) 09,/19,/2012
Assistant Chief
Active
Albany County Sheriff's Office 410101R  Police / CPL §2.10 {3T) Nagula, Vipul 01/17/1982
Assistant Chief
Active
View By © Fiscal Year @ Calendar Year Reports 1

Training

None Specified

If you would like to share a copy of your professional history, select “Email my Professional History
Report”.

DCIS Acadis Portal a Smith, John ~

Home Training&Events  Rcgistration  Organization  Personnel  Academy Resources

Smith, John

Email my Professional History Report || Manage Profile -

My Profile |

Person ID  smith-01171942-6274

Mailing Address  Alfred E. Smith State Office Building
80 South Swan Street
Albany, MY 12210

Primary Phone (518} 457-5837 Em =
Primary Email john.smith@abcd.nyl gov

Certifications

Name - Type Issue Date Expiration Status
Adwanced Police Sniper/Observer Coursa Mon-Card Display 09/07/2015 Navar Active
Basic Course for Police Officers or Equivalent Expiring 09/02/2013 Maver Active

Employment Shew History

Pravious employment records exist. Click here or "Show History™ to view all racords.

o Emp Type/ Type Supervisor Last Hired
Test UAT 110101T Police / CPL §1.20 (34) 09/19/2012
Assistant Chief

Active

Albany County Sheriff's Office 410101R  Police / CPL §2.10 {3T) Magula, Vipul 01/17/1982

Assistant Chief
Active

Page | 4
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A Professional History Report is your personal training transcript. Acadis will provide you with the
ability to share this transcript for a set period of time with others. To share your professional history
report, add the email address of the person you would like to share your report with and how long you
would like the report to be viewable for. Then, select “Email”.

Email My Professional History Report

Grant access to your professional history report by entering at least one email address below. For
multiple recipients, please separate each address with a comma. You may change how long the
profile can be viewed and add a custom message, if desired.

* Email Address

cc [ ] Send me a copy for each recipient

Subject Professional History for John Smith
Enclosed is the requested professional history report for officer(s) as listed

Name Smith, John (Smith-01171942-6274)

Viewable For .1 Month

View Professional History Report

Custom Message
(Optional)

This report details the employment and trsining history as reported to the NY'S Division of
Crimins! Justice Services. Persons appointed a5 municipal police officers or peace officars
piete & course of basic training spproved by the Municipal Paiice Training Councl
(MPTC) within one year of appaintment. Where it is determined exigent crcumstances
prohibited the completion of training within one year of appointment. both police officer and
pesce officer employers may spply for 8 one-time. ane-yesr extension of this tme frame not to
exceed twenty four months from the police or peace officer’s anginal date of sppointment.

NYS does not certify its law enforcement personnel; rather, it certifies the mandated training
programs officers complete have met the minimum standards as prescribed by the MPTC. The

durational validity of municipal police officer training certificates is enumerated in General
Municinal | aw §209-n whila the duratinnal validitv of neare nfficer trainine cortificatocic

All of your current certifications will be displayed under the “Certifications” heading on your home
screen.

Personnel  Academy Resources

Smith, John

My Profile Email my Professional History Report | Manage Profile -
Porson ID  smith-01171942 6274
Mailing Address  Alfred E. Smith State Office Building
80 South Swan Strect
Albany, NY 12210
Primary Phone (518} 457-5837 Emergency
imary Email  john abcd.nyl gov

Certifications

Mame - Type Issue Date Expiration Status

Adwanced Police Sniper/Observer Course Non-Card Display 09/07/2015 Never Active

Basic Course for Police Officers or Equivalent Expiring 09/02/2013 Never Active
Employment Shew Histary

Previous employment records exist. Click here or “Show History™ to view all records.

Organization Emp Type / i Type Supervisor Last Hired

Test UAT 1101017 Police / CPL §1.20 (34) 09,/19/2012

Assistant Chief

Active

Albany County Sheriff's Office 410101R  Police / CPL §2.10 (37} Nagula, Vipul 01/17/1982

Assistant Chief

Active
Trainin =4 View By Ficcal Year @ Calendarvear Reports

None Specified

Page | 5
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Under the “Employment” heading you will be able to view your current place of employment. To view all
of your employment history, select the “Show History” button.

a Smith, John ~

DCJIS Acadis Portal

Home Training&FEvents Registration  Organization  Personnel  Academy Resources

Smith, John

Email my Professional History Report | Manage Profile -

My Profile

PersonID smith-01171942 6274

Mailing Address  Alfred E. Smith State Office Building
80 South Swan Street
Albany, NY 12210

Primary Phone (518) 457-5837 Emergenc
Primary Email john.smith@abcd.nyl gov

Certifications

Name - Type Issue Date Expiration Status
Advanced Police Sniper/Observer Course Non-Card Display 09/07/2015 MNover Active
Basic Course for Police Officers or Equivalent Expiring 09,/02/2013 MNever Active
Employment
Previous employment records exist. Click here or "Show History™ to view all records.
Organization Ei Type / i Type Supervisor Last Hired
Test UAT 110101T Police / CPL §1.20 (24) 09/19/2012
Assistant Chief
Active
Albany County Sheriff's Office 410101R Police / CPL §2.10 {3T) Nagula, Vipul 01/17/1982
Assistant Chief
Active
Training View By ) Fiscal Year @ Calendar Year Reparts

None Specified

The “Training” heading will show any training you have completed.

Acadis Portal

Personnel  Academy Resources

Registration

Home  Training & Events Organization

Smith, John

Email my Professional History Report | Manage Profile -

My Profile

PersoniD  smith-01171942 6274

Mailing Address  Alfrad E. Smith State Office Building
80 South Swan Street

Albany, NY 12210

Primary Phone (518) 457-5837 F ?

Primary Email john.smith@abcd.nyl.gov

Certifications

Name - Type Issue Date Expiration Status
Advanced Pelice Sniper/Observer Course MNon-Card Display 09/07/2015 MNever Active
Basic Course for Police Officers or Equivalent Expiring 09/02,/2012 Never Active

Employment

Previous employment records exist. Click here or “Show History™ to view all records.

Supervisor Last Hired

Organization

Type [ Type

Test UWAT 110101T
Assistant Chief
Active

Albany County Sheriff's Office 410101R

Assistant Chief

Police / CPL §1.20 (24)

Police / CPL §2.10 {3T)

Magula, Vipul

09/19/2012

01/17/1982

Active

[ p———

Wi By

ning

Training far Period: Oh Om
Twainan g ror Perioa: 0n o
Trasnen g for Period: OR Om
Tradnin g far Period: () O

M Upcoming, Ongeing, & Unoonfirmed
E Current Period o Date (01/00 /2016 - 11721 /2006)
E Previons Pariod [0LA0LZ015 - L2rEL 2005]

Bl Other Porsods (theough 12/31/2014]

A grade of EF INGSCIEes LT I welives Sor This Class arc not waiid and graces Caninot bo cabculatod.
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To view a printable training history report, select “Reports”.

Employment

Previous employment records exist. Click here or "Show History™ to view all records.
Organization Employment Type [ Appointment Type

Supervisor

Last Hired

NYS DCJS 9999837 Civilian / No appointment type
Civilian
Active

01/12/2015

Albany County Sheriff's Office 410101R  Civilian / No oppointment fype
Civilian Instructor
Active

11/02/2008

Test UAT 110101T Peace / No appointment fype
Diractor
Active

11/02/2006

Training
Upcoming, Ongoing, & Unconfirmed
Current Period to Date (01/01/2016 - 12/02/2016)

Previous Period [01/01/2015 - 12/31{2015)

=]
=]
=]
[ Other Periods (through 12/21/2014)

A grade of ## indicates that the weights for this class are not valid and grades cannot be calculated.

Next, select “Training History” from the drop down list.
Employment

Previous employment records axist. Click here or "Show History" to view all records.
Organization Employment Type | Appointment Type

Supervisor

View By () Fiscal Year @ Calendar Yea

Training for Period: Oh Om
Training for Period: Oh 0m
Training for Period: Oh Om
Training for Period: Oh 0m

Show History

Last Hired

NYS DCJS 9999837 Civilian / No appointment type
Civilian
Active

01/12/2015

Albany County Sheriff's Office 410101R  Civilian / No appointment type
Civilian Instructor
Active

11/03/2008

Test UAT 1101017 Peace | No appointment type
Director
Active

11/02/2006

Training

E Upcoming, Ongoing, & Unconfirmad

B Current Pariod to Date (01/01/2016 - 12/02/2018)
B Previous Pariod (01/01/2015 - 12/31/2015)

B Other Periods (through 12/312014)

A grade of ## indicates that the weights for this class are not valid and grades cannot be calculated.

View By Fiscal Year ® CalendarYear — Reports

l'llai
IrErem

ming History I

VR U O

Training for Period: Oh Om
Training for Pariod: Oh Om
Training for Period: Oh Om

Page | 7
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Selecting “Training History” will open a PDF document containing your Training History Report.

Training History Report | Reported by Acadiz® Readiness Siuite 1222016
State of New York Division of Crimanal Justice Services For
DCIS -
Person 11
|Certifications
™Name Issued Expiration Status
Aucdult Protective Services and LE (ONLINE) O5/31/2015 Never Expires Active
Aguatic Death & Homicidal Dirosawnim, E =
e = 12/17/2015 Mever Expires Active
Emotonal Survival for Law Enforcement O&af5/2015 MNever Expires Active
Forensic Statement Analyvsis Course 112002014 Never Expires Active
Instructor Development Course - General Topics OS5/ 22/2015 MNever Expires Active
Missing Persons Investigations & Alert Protocol 09192012 Never Expires Active
Search Warrant Traming Course 031002015 MNever Expires Active
Social Networking Investigations 10032014 Mever Expires Active
Basic Course for Police Officers or Equivalent 0627201 1 IO/ 2Z01 8 Active
;Tr-ining

Upcoming, Ongeing, & Unconfirmed
Mo upcoming & ongoing training data exists.
Current Period to Date (01012016 - 12/02/20016)

No current yvear training data exists.
Previous Period (01012015 - 12/31/2015)

Training

Course/Title (Covrse Neo ) Trainming Dates Grade Srertres Category Heours
Aquatic Death & Homicidal Drosaning = 2015 - Graduated -
Investigations - 21:140980615 IEAG0LS L2ATTI2003 Q0055 12/17/2015
Emotional Survival for Law Enforcement - Graduated -
21:50985715 06 15/2015 061572015 0.00%0 0671 5/2015
Instructor Development Course - General Topics - - - Graduated -
250- 140430115 051172015 DSM22/2015 0 D0%a 0S/22/2015

Selecting any of the buttons in the training field will expand the field to show training received during the
selected timeframe.

Personnel Academy Resources

Smith, John

My Profile Email my Professional Histery Report | Manage Profile -

PersoniD smith-01171942 6274
Mailing Address Alfred E. Smith State Office Building
80 South Swan Street
Albany, MY 12210
Primary Phone (S18) 457-5837 Emargenc

Primary Email john.smith@abcd.nyl gov

Certifications

Name - Type Issue Date Expiration Status
Advanced Police Sniper/Observer Course Mon-Card Display 09/0T/2015 MNever Active
Basic Course for Police Officers or Equivalent Expiring 08/02/2013 Nover Active

Employment Show History

Previous employment records exist. Click here or “Show History™ to view all records.

‘Organization Employment Type / Appointment Type Supervisor Last Hired
Test UAT 110101T Police | CPL §1.20 {24) 09/13,2012
Assistant Chief
Active
Albany County Sheriff's Office 4L0101R  Police / CPL §2.10 (3T} Magula, Vipul 01/17/1982
Assistant Chief
Active
Training Wi By 1 Fimed Yo 0 Cobopictar Yoms | mmpem 7|

pcorming, Onpeing, & Unconfirmed Tradning for Period: Of Om
rromt Perfod (o Date (0101 {2016 - 11721 [Z00E) Training for Period: Oh Om
ferwoms Paricd (01002015 - Lar31/2005) Traanene for Period: OR O
har Periods (through 12,730 /2014] Tradning for Period: 0 Om

U grade of £ IndScares ST The welihts for this class ant nol ualid and grades Cannat be cabeulatod.
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If you need to edit or update your profile information, select “Manage Profile” button.

DCIS Acadis Portal

a Smith, John -

Home  Training & Events  Registration  Organization  Personnel

Academy Resources
Smith, John

My Profile

Email my Professional History Report

Person ID  smith-01171942-6274

Mailing Address Alfred E. Smith State Office Building
80 South Swan Street
Albany, MY 12210
Primary Phone (518} 457-5837 Emc .
Primary Email john.smith@abed.nyl gov

Certifications

Mame - Type Issue Date Expiration Status
Adwvanced Police Sniper/Observer Course Mon-Card Display 09/0T/2015 MNever Active
Basic Course for Police Officers or Equivalent Expiring 09/02/2013 MNevar Active

Employment

Previous employment records exist. Click here or "Show History™ to view all records.

Organization E: Type [ Appoi Type Supervisor Last Hired
Test UAT 110101T Police / CPL §1.20 (34) 09/19/2012
Assistant Chief
Active
Albany County Sheriff's Office 410101R Police { CPL §2.10 (27) Nagula, Vipul 01/17/1982
Assistant Chief

Active

By clicking on the “Manage Profile” button you will be able to edit or update your general information,
addresses, phone numbers and emergency contacts.

Aty Reourses
Smith, John

My Profile

Errai rony Bvestous ket b

Person ID  smith-01171942.6274

Mailing Addreus st Office Puileing

Primary Fhone

Primary Dmaill  jobo senithalbe 4 oyl g

Certifications

Ty e Dato Expsiration St
Advanced Police Sniper/Observer Course Mon-Card Display 09,/07/2015 Movor Active
Basic Course Tor Police Officers of Equivalent Exgiring 08/02/2013 Never Active
Employment
Previous emBloyiment records exist. LIk Nore of "Show HIStory™ to view all records.
Organization & Typo | Typa Suparvisor Last Mirad
Tost UAT 1101017 Folice [ CPL %120 {34) /192012
e
Ny County Sherifi's Offics 4101010 Police / CPL §2.10 (37) Magula, Vipul 01/17/1982
Ansistant Chier
Act
Trainir Vierar Ty Fincal Year = Calandar Year

Mo

e ifled
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On the “My Profile” drop down, if you select “Manage General Information” you will be prompted to
provide your Driver’s License Number, DCJS does not require this information and the section
should remain blank. The “Person ID” and “Full Name” will be automatically filled by DCJS staff with
the information provided to DCJS by your agency. To edit this information you will need to contact
DCJS staff at DCJSAcadis_HelpDesk@dcjs.ny.gov

A DCJS does not require this information and the section should remain blank.

Smith, John

My Profile

PersonID Smith.
Mailing Address 123 AlY
Albany|

Primary Phone  (444) 44

Primary Email john.sr|

Certifications

Name -

Advanced Police Sniper/Observer Coy
Annual Firearms Course

Basic Course for Peace Officers with |
In Firearms and Deadly Physical ForcH

Basic Course for Police Officers or Eqy

Employment

Organization

Test UAT 110101T

Email my Professional History F

Manage General Information

Please keep your records up to date. Some information may appear on your profile as well as your
person record, but any sensitive information will be partially obscured when displayed to authorized
people.

PersonID Smith-01171942-6274
FullName John Smith
Driver's License No. [ ‘
State ID Card No.

Issuing State

Date of Birth 01/17/1942

ancal m

e Manage Profile
Manage General Information

Manage Addresses

anage Phone Numbers

Manage Emergency Contact

Last Hired

Assistant Chief
Active

09/19/2012

On the “My Profile” drop down, if you select “Manage Addresses,” you will be provided with the
opportunity to add additional addresses for your organization.

wchin Pertn]

Horme Tramirriongg & Fremits

sSmith, John

My Profile

PorsoniD 2
Mailinng: Addreas

Primany Phona

Flemggint s snticann

Orepparnizmtivn e resriranel

Manage Addresses

It provéded, the primary and mafiing addresses will be visbie on the profile page

Certifications

Address

Marme <

Address Type

Primary Address

Advancod Polloe SHipor/Obse

Hasic Course Tor Police Officar

Employmoent

Previous Smployment reconds
Organization

Tast UAT 1101017

Anzistant Chiof

At

Albany County Sherifi's Offics S10101R
o

Ansintant Chig
Active

Training

O Add ancitier address

Employmant Typa / Appaintmant Typa
Polkos [ CPL %120 {34)

Supervisor

Police J CPL §2.10 (37) Magula, Vipul

Wiarer Ty Fincal Yaar

Last Mirad
0 RS 02

CL/AT/1982

= Calandar Year Buprmart
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On the “My Profile” drop down, if you select “Manage Phone Numbers,” you will be provided with the
opportunity to add additional phone numbers for your organization.

Smith, John

My Profile
Porson D =mith
Mailing Address  Alfred
= BO Sout Manage Phone Numbers
AlBany,
Primary Phone  (S18) 4
Prichnsy Merall,  Johe,an M provided, the primary phone number will be visibie o the profie page.
Phons Phone Type
= " D Add ancthar phane humbor
Certifications

Advanced Police Sniper/Observer Cou
Basic Course for Police Officars or Eqy

Employment

Show Histary

Provious employiment records exist. Cck here of "Show HIStory™ to view all records.

Organization = Typo Typa Supervisor Last Hirad
Tost UAT 1101017 Police [ CPL 5120 {34) OB AP 2012
Azzistant Chief
Fatini
Albany County Sherifi's Offics 410101R  Poiice / CPL 82,10 (37) Magula, Vipul 01/1T/1982
Fosintant Chict
Active
Training View By @) Fiscal ¥ear & Calandar Year [
N Saswee iflend

On the “My Profile” drop down, if you select “Manage Emergency Contacts,” you will be provided with
the opportunity to add additional emergency contacts for your organization. *Please note this is not
required by DCJS.

Smith, John Manage Addresses

Manage Emergency Contact

Person ID Primary Phone Emergency Contact
Smith-01171942-6274

Mailing Address Primary Email

Applications

No applications exist.

Certifications

Name « Type Issue Date Expiration Status

Annual Other Weapons Course - Baton Expiring 07/17/2018 12/21/2019 Inactive

Basic Course for Peace Officers or Equivalent Expiring 072472007 Contingent Active Print
Initial Course in Firearms and Deadly Physical Force  Expiring 09/19/2012 Contingent Active Print
Instructor Development Course - General Topics Instructor 05/16/2017 Never Active Print

Employment
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¥ 4 Congratulations. You have completed Section 1: Logging into the Acadis Portal. You should
now be able to successfully log into the Acadis Portal.

You should also have a basic understanding of the information available to you on your Acadis Portal

home page. The next section of this guide will walk you through the Personnel tab and the process to
complete registry personnel transactions.
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Section 2:
Completing Registry Personnel
Transactions

Section 2 will teach you how to:

v View your department’s personnel records
v Remove or update your department’s employee records through registry transactions

A Please Note: Pursuant to Executive Law §845, peace officer employers are required to register
peace officers with the Division of Criminal Justice Services (DCJS). The option to add an employee
is disabled at this time in the Acadis portal as signed documentation is required by DCJS.

To add a new employee, agencies must submit a Peace Officer Registry Entry — Certification of Initial
Employment Form to DCJS. You may download this form by clicking here.

@ Important: You must complete this section only if updates are needed for the personnel
information listed in the Acadis Portal. If there are no deletions or updates to your personnel please
continue to Section 3: Completing the Annual Validation Process.
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Viewing Y

r Personnel Reco

From your Acadis Portal home screen, scroll over the “Personnel” tab to view the options available with

this selection.

DCIS Acadis Portal

Home Training & Events:

Registration

Organization

Smith, John

My Profile

Person ID
Mailing Address

Primary Phone
Primary Email

Certifications

Smith-01171942-6274
Alfred E. Smith State Office Bullding
80 South Swan Street

Albany, NY 12210

(S18) 4575837 Emcrgency

john smith@abcd nyl gov

Email my Professional History Report

Manage Profile -

MName - Type Issue Date Expiration Status
Advanced Police Sniper/Observer Course MNon-Card Display 09/07T/2015 MNever Active
Basic Course for Police Officers or Equivalent Expiring 09,/02/2013 Mever Active
Employment
Previous employment records exist. Click here or "Show History™ to view all records.
Organization Employment Type [ Appointment Type Supervisor Last Hired
Test UAT 1101017 Police ¢y CPL &1.20 (34) 09/19,/2012
Assistant Chief
Albany County Sheriff's Office 410101R Police / CPL §2.10 {2T) Magula, Vipul 01/17/1982
Assistant Chief
Active
Trainin e Wiew By Fiscal Year @ Calendarvear | Reports i

None Specified

For this step, select “See List of Personnel” from the drop down menu.

DCIS Acadis Portal

Home Training & Events

Registration

Smith, John

Organization

Check Parsonnel Certification Compliance

Check Personnel Training Hours.

Email my Professional History Report | Manage Profile -

My Profile

Person I smith-0LLT1942 6274
Mailing Address  Alfred E. Smith State Office Building
80 South Swan Street
Albany, MY 12210
Primary Phone (518) 4575837 Emecrgenc
Primary Email  john.smith@abcd.nyl gow

Certifications

Name - Type Issue Date Expiration Status
Advanced Police Sniper/Observer Course Mon-_Card Display 05072015 Mever Active
Basic Course for Police Officers or Equivalent Expiring 09,02,2013 Mever Active
Employment Show History
Frevious employment records exist. Click here or "Show History™ to wiew all records
Organization Employment Type / Appointment Type Supervisor Last Hired

Test UAT 110101T o09/13;2012
Assistant Chicf

Active

Albany County Sheriff's Office 810101R  Police / CPL 5210 {27)
Assistant Chief

Active

Police / CPL 51.20 (24)

Magula, Vipul o1/17/1982

WView By Fizcal ¥ear @ Calendar Year Report

Training

Nene Specified
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You should now be able to view your department’s personnel records for all currently employed staff.

Home  Training & Events

Personnel

Check

Compliance Monitor

Registration ~ Organization

Personnel ~ Academy Resources

Personnel (174)

Currently showing all active employees. Show all employees

¥ Filters Add Employee | ¢

Employ Appoi Employment
Name = Person ID Organization Title/Rank Type Type Last Hired Supervisor  Status
Abigail, Sanjana Abigail- Test UAT 110101T Correction Peace CPL§2.10 (25) 10/08/2004 Active (Active)
15011985- Officer
6066
Adams, Alyssa Adams- Test UAT 110101T Correction Peace CPL§2.10 (25) 01/04/1990 Active (Active)
16011995- Officer
6046
Adams, Océane Jr.  Adams- Test UAT 110101T Deputy Police CPL§1.20 (34) 07/06/2007 Active (Active) D
16011995- Sheriff
6151
Adsod, Codor G Adsod- Test UAT 110101T Correction Peace CPL §2.10 (25) 03/04/2005 Active (Active) ‘j
15011985- Officer =
6006
Adzolida, Jeffrey Adzolida- Test UAT 110101T Deputy Police CPL§1.20 (34) 02/14/2003 Active (Active) \‘—‘
Jr. 16011995- Sheriff =
6005
Agustin, Daniel Agustin- Test UAT 1101017 Correction Peace CPL§2.10 (25) 11/16/1991 Active (Active) [J
16011995~ Officer
6095
Aiden, Jacob Aiden- Test UAT 110101T Correction Peace CPL §2.10 (25) 10/08/2004 Active (Active)
16011995~ Officer
AING

You can sort the number of officers who appear on a page by selecting “Results” at the bottom of the

list.

Home Training & Events Registration Organization Personnel Academy Resources
Personnel
Check
Compliance Monitor
Personnel (174) ¥ Filters Add Employee | §
Currently showing all active employees. Show all employees
ploy A i Employment

Name .~ Person ID or ization ‘l'itle‘ﬂank % Tiﬁ Last Hired Supervisor Status

Abigail, Sanjana Abigail- Test UAT 110101T /08/2004 Active (Active) [?‘
15011985~ —

Active (Active) 3 —

Adams, Alyssa Adams- Test UAT 110101T = 01/04, 0 Active (Active) ‘ e ‘
16011995~ ==
6046 50 Results

Adams, Océane Jr.  Adams- Test UAT 110101T 07/06/2007 Active (Active) B
16011995~ g 100 Results L)
6151 Active l:ﬁ

Adsod, Codor G Adsod- Test UAT 110101T 300 Results 03/04/2005 Active (Active) )
15011985~ L=
6006 500 Results

Adzolida, Jeffrey Adzolida- Test UAT 110101T 02/14/2003 Active (Active) \T‘

Jr. 16011995- All Results =
6005

Agustin, Daniel Agustin- Test UAT 110101T 11/16/1991 jve (Active) E ]
16011995~
6095

Aiden, Jacob Aiden- Test UAT 110101T Correction Peace CPL §2.10 (25) Active (ANgive) ‘*‘
16011995- Officer =3

1-500f174 Previous 1 2 3 4 Next >> \ Results
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Select an employee from your personnel roster or you may search for a specific person by
selecting "Filters”. Once you have entered your search information, select "Apply" for the filter to be
applied.

Home Training & Events Registration Organization Personnel Academy Resources

Personnel
Filter List of Personnel
Check The list of perscninel will be limited to those matching all of the criteria provided below.
Compliance Monitor
Mame
Per [ (174) Person D = S
ersonne ( ) ) ) I Y Filters I [ Add Employee ] 1 ]
Organization  Select an arganlzation -
Currently showing all active employees. Show all ¢
Title/Rank ank -
i Employment
Name « Person ID Organiza Sapcxbor A Supervisor  Status
Abigail, Sanjana Abigail- Test UAT Emplayment Status = Active (Active) | : ‘
15011985~ —
6066 Lmployment Type
Adams, Alyssa Adams- Test UAT : Active (Active) [7‘
16011995- Appointment Type - :
6046
Adams, Océane Jr.  Adams- Test UAT Caneel | ClearnilFiliers  EEEN] Active (Active) [f]
16011995- -
6151
adsod, Codor G Adsod- Test UAT 110101T Correction Peace CPL §2.10 (25) 03/04/2005 Active (Active) |7}
15011985- Officer B
6006
Adzolida, Jeffrey Adzolida- Test UAT 110101T Deputy Police CPL §1.20 (34) 02/14/2003 Active (Active) l § 1
Jr. 16011995- Sheriff -
6005
Agustin, Daniel Agustin- Test UAT 1101017 Correction Peace CPL§2.10(25) 11/16/1991 Active (Active) |7]
16011995~ Officer
6095
Aiden, Jacob Aiden- Test UAT 110101T Correction Peace CPL §2.10 (25) 10/08/2004 Active (Active) |T
16011995~ Officer
6109 v

[ https//dcjsacadisportal-stage.ny.gov/AcadisViewer/Warkforce/ PersonnelProfile.aspx EmployeelD=7228519&Return... | —

P R L e AT A A Actlonn PR st [l

By selecting your employee’s name, you will be brought to that employee’s personnel page. Here you
will be able to view the selected employee’s certifications, employment history and generate training
history reports.

Home Training & Events Registration Organization Personnel Academy Resources

Personnel

Personnel Record

Personnel Profile

Full Name Adams, Alyssa
Person ID  Adams-16011995-6046
Mailing Address Mone specified
Primary Phone Mone specified
Primary Email Mone specified

I Certifications I

MNone Specified

Employment

Organization Employment Type /[ Appointment Type Supervisor Last Hired
Test UAT 110101T Peace [ CPL §2.10 (25) 01/04/1990
Correction Officer

Active

Trai g — Reports }

Mone Specitied
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This block of training will cover the process for which you can update the personnel records of those who
work for your organization. Begin from the Personnel screen in the Acadis Portal.

Home  Training &Eve Registration  Organization  Personnel  Academy Resources
Personnel
Check
Compliance Monitor
Personnel (174) ¥ Filters | | addEmployee | 3
Currently showing all active employees. Show all employees
ploy Appoi Employment

Name « Person ID Organization Title/Rank Type Type Last Hired Supervisor  Status

Abigail, Sanjana Abigail- Test UAT 110101T Correction Peace CPL §2.10(25) 10/08/2004 Active (Active) 7
15011985~ Officer —
6066

Adams, Alyssa Adams- Test UAT 110101T Correction Peace CPL §2.10 (25) 01/04/1990 Active (Active)
16011995~ Officer
6046

Adams, Océane Jr.  Adams- Test UAT 1101017 Deputy Police CPL§1.20(34) 07/06/2007 Active (Active) 7
16011995 Sheriff —
6151

Adsod, Codor G Adsod- Test UAT 110101T Correction Peace CPL§2.10(25)  03/04/2005 Active (Active)
15011985~ Officer
6006

Adzolida, Jeffrey Adzolida- Test UAT 110101T Deputy Police CPL §1.20(24) 02/14/2003 Active (Active) 7

Jr. 16011995- Sheriff
6005

Agustin, Daniel Agustin- Test UAT 1101017 Correction Peace CPL §2.10(25) 11/16/1991 Active (Active) _
16011995- Officer -
6095

Aiden, Jacob Aiden- Test UAT 110101T Correction Peace CPL §2.10(25) 10/08/2004 Active (Active) k
16011995~ Officer a—
A104

Locate the employee whose information needs to be updated on your organization’s roster. If needed
you may scroll through your personnel roster by using the slider in Acadis or by selecting “Filters”.

ttp: ny.gowv. < Personnel - Acadis® Portal

View Faverites  Jeels Help

ith, John =
Training & Events Registration

Filtzr List of Personnel

Personnel tha list of personnal will be limited to those matching all of the criteria provided telow,
Name
* Check
Compliance Monitor
Person 10
Personnel (174) drganization t an arganization. -
AddEmployze ¢} ]
Currently showing all active employees. Sho itttk .
Employment
Name - Person ID orgd Supervisor | Select asune - sypervisor  Status
Abigail, Sanjana Abigail- Test Active (Active) | : |
15011985~ 5 T
6066 Fmployment Status | Sel -
Adams, Alyssa Adams- Test Active (Active) | 5 |
16011995~ Fmployment Type v
6046
Adams, Océane Jr Adams- Test Appointment Type | “elar . Active (Active) [#]
16011995- L
6151
Adsod, Codor G Adsod- Test Active (Active)
15011985- Lancel | Clear Alllilters RN
G006
Adzolida, Jeffrey Adzolida- Test UAT 110101T Deputy Police CPL §1.20 (34) 02/14/2003 Active (Active) [2]
i 16011995- shariff
6005
Agustin, Daniel Agustin Test UAT 1101017 Correction Peace CPL §2.10 (25) 11/16/1991 Active (Active) | F |
16011995 Officer
6095
Aiden, Jacob Aiden- Test UAT 1101017 Correction Peace CPL §2.10 (25) 10/08/2004 Active (Active) | ] |
16011995 Officer

£109
((hitps://dejsacadisportal-stage.ny.gov/ AcadisViewer/Workl orce/PersonnelProfile.aspxiE mployeelD= 7 228510&Raturn... | o
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. )
At the far right of the employee’s name, select the ) button
Home  Training&Events  Registration  Organization Personnel  Academy Resources
Personnel
Check
Compliance Menitor
Personnel (174) : BT
Y Filters Add Employee H
Currently showing all active employees. Show all employees
Employ t Appoint t Employment
Name = Person ID Organization Title/Rank Type Type Last Hired Supervisor Status
Abigail, Sanjana Abigail- Test UAT 110101T Correction Peace CPL §2.10(25) 10/08/2004 Active (Active) z
15011985~ Officer —
6066
Adams, Alyssa Adams- Test UAT 110101T Correction Peace CPL§2.10(25) 01/04/1990 Active (Active)
16011995- Officer
6046
Adams, Océane Jr.  Adams- Test UAT 110101T Deputy Police CPL51.20(34) 07/06/2007 Active (Active) F—
16011995- Sheriff
6151
Adsod, Codor G Adsod- Test UAT 110101T Correction Peace CPL52.10(25) 03/04/2005 Active (Active) |_]
150119 Officer —
6006
Adzolida, Jeffrey Adzolida- Test UAT 110101T Deputy Police CPL51.20(34)  02/14/2003 Active (Active)
Jr. 16011995- Sheriff
6005
Agustin, Daniel Agustin- Test UAT 110101T Correction Peace CPL§2.10(25)  11/16/1991 Active (Active) (]
16011995~ Officer
6095
Aiden, Jacob Aiden- Test UAT 110101T Correction Peace CPL§2.10(25) 10/08/2004 Active (Active)
16011995- Officer
6109

Select “Update Employment” from the drop down.

Training & Events Re

Personnel

Check

Compliance Monitor

Personnel (174)

Currently showing all active employees.

ration

Organization

Show all employees

Personnel

Academy Resources

Y Filters Add Employee ]

Employ \ppoi Employment

MName - Person ID Organization Title/Rank Type Type Last Hired Supervisor Status

Abigail, Sanjana Abigail- Test UAT 110101T Correction Peace CPL §2.10 (25) 10/08/2004 Active (Active) ET
15011985~ Officer Y
6066

Adams, Alyssa Adams- Test UAT 110101T Correction Peace CPL §2.10 (25) 01/04/1990 Active (Active) ;_‘
16011995~ Officer ——
6046

Adams, Océane Jr. Adams- Test UAT 110101T Deputy Police CPL §1.20 (24) 07/06/2007 Active (Active) iT
16011995~ Sheriff —
6151

Adsod, Codor G Adsod- Test UAT 110101T Correction Peace CPL §2.10 (25) 03/04/2005
15011985~ Officer
6006

Adzolida, Jeffrey Adzolida- Test UAT 110101T Deputy Police CPL §1.20 (34) 02/14/2003 Active (Active) E J

Jr. 16011995~ Sheriff —
6005

Agustin, Daniel Agustin- Test UAT 110101T Correction Peace CPL §2.10 (25) 11/16/1991 Active (Active)
16011995~ Officer
6095

Aiden, Jacob Aiden- Test UAT 110101T Correction Peace CPL §2.10 (25) 10/08/2004 Active (Active) t : J
16011995~ Officer
6109
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You will now be on the page where you can request updates or modifications to an individual employee
record.

Home  Training &Events  Registration  Organization Personnel  Academy Resources

Personnel

—_—
Adams, Alyssa (Adams-16011995-6046)

DIC IS Acadis Portal will receive this request for approval.

* Update Action Choose.. |
* Effective Date | 11,23,2016 | g

Employment Status | Active (Active}

TitlefRank | Correction Officer
Employment Type | Peace

Appointment Type | CPL 52.10 (25)

Supervisor

Comments

= Carries Firearm during course of official duties?

~ Carries Baton during course of official duties? | ves -
~ Carries CED during course of official duties?
* Carries ASR during course of official duties? | ves -

- ion to First-line Sup. 7 [ves -

Cancel Submit Request

Start by selecting the drop down for “Update Action”.

Home  Training & Events  Registration  Organization  Personnel  Academy Resources

Personnel
Reguest Employment Update

Adams, Alyssa (Adams-16011995-6046)

DCJS Acadis Portal will receive this

* Update Action

Employment Status | Active (Active) |

Title/Rank | Correction Officer =]
Employment Type |Peace

Appointment Type | CPL §2.10 (25)

Suparvisor

Comments

= Carries Firearm during course of official duties? | Yes

* Carries Baton during course of official duties?

* Carries CED during course of official duties? | ves

= Carries ASR during course of official duties?

* ion to First-line Supervi: ition? | ves -

Cancel Submit Request
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After selecting “Update Action” you will be provided with a list of possible update actions. Explanations
of each selection can be found below.

A Please Note: Updates to an employee’s initial appointment date cannot be submitted
through the Acadis Portal. If an employee’s initial appointment date is not accurate in the
Acadis Portal, please contact DCJS staff at OPS.RecordsMgt@dcijs.ny.gov for assistance.

& Update Employment - Acadis® | X = v - P o,
<« C @ dgsny.acadisonline.com/AcadisViewer/Workforce/UpdateEmployment.aspx?EmploymentiD=615076 = #« O &
Iz Suggested Site Imported From IE i Office of the New ¥ &F Scarch fora Person... [l Mew York Consolid.. B Oifice of Public Saf.. «l] |egislation | NY Sta. V' Programs for HSA,

DCJS Acadis Portal A Russell, Stephanie ~ (8

Home Dashboard Training and Events Registratic EWE demy Resources

Delete - Remowval

Delete - Resignation (Standard
Resignation or Retirement)

Personnel
Request Employment Update
Delete - Leave of Absence

Delete - Removal for Cause - 9 NYCRR
£6056.2(h)(2){alli): pursuant to a hearing
held under Civil Service Law §75

Anley, Daniel (anley-1301

information to request approval by DCJS Acadis Porty

* Update Action

* Effective Date  10/6/2022 R
Title/Rank  Civilian
Employment Type  Civilian ® | v

Appointment Type

ired Information

* Required In

Update Actions:

formation
Type here to search

- Update: Personnel transaction is an update to the existing employee record. Example: the
employee is now certified to carry a CED.

- Delete-Removal: Employee has left the organization without a formal resignation, or
the employee is deceased.

- Delete-Resignation- (Standard resignation or retirement) Employee has formally resigned or has

retired.

- Delete - Removal for Cause - 9 NYCRR §6056.2(h)(2)(a)(i): pursuant to a hearing held

under Civil Service Law §75
- Delete - Removal for Cause - 9 NYCRR §6056.2(h)(2)(a)(ii): pursuant to a collective
bargaining agreement, or any general, special or local law, or charter provision in accordance
with Civil Service Law §76
- Delete - Removal for Cause -9 NYCRR §6056.2(h)(2)(a)(iii): pursuant to any other applicable law

- Delete - Removal for Cause - 9 NYCRR §6056.2(h)(2)(b): an employee’s resignation or
retirement

- Delete - Removal for -9 NYCRR 2(h)(2 : an employee’s waiver of any
rights available pursuant to one of the processes described in 9 NYCRR §6056.2(h)(2)(a)

- Delete - Removal during a Probationary Period - 9 NYCRR §6056.2(i): Removal during
a probationary period means a probationary period not successfully completed due to conduct
definedin 9 NYCRR §6056.2(h)(1)

ANote: Administrative update action of “Re-Hire” and

Separation” is to be used only by DCJS Office of Public Period- SNYCRRS6056.2(h): Removal

Safety Staff. during a probationary period for conduct
that would have resulted in removal of a

permanent employee pursuant to
9NYCRR&6056.2(g)

Q
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If reporting an individual as a removal for cause, you must also choose a Reason and Details in the drop-
down list of that category. Please note more than one reason may be selected. Available choices are
listed below.

& Update Employment - Acadis® | X -+ W = u b

MWorkforce/UpdateEmployment.aspx?EmploymentiD=615077 = El 2

wY.. @ SearchforaPerson.. [ MewYork Consolid.. ] Office of Public Saf.. = Legislation |NYSta.. W Programs for HSA

< o # dcjsny.acadisonline.com/Acadis

I Suggested Sites Imported From IE i OFF

DCIS Acadis Portal

Home  Dashboard Trainingand Events  Registration  Organization  Personnel Academy Resources

Anley, Daniel (anley-13011995-0123)

Provide information to request approval by DCJS Acadis Portal.

* Update Action  Delete - Removal for Cause - 9 NYCRR... = | =

Reason and Details

Abuse pursuant to 9 NYCRR §6056.2{h){1)(d) -
ULl Abuse pursuant to 9 NYCRR
§6056.2(h)(1){d} (Mo details)

* Effective Date  LO/6/2C NVCI
Assault and menacing, obscenity or

Title/Rank [ivilian  crimes against public sensibilities
pursuant to 9 NYCRR §6056.2(h)(1)

Employment Type Kivilian

* Required Information Cancel Submit Request
H A Type here to search =i € & i

Removal for Cause Reason and Details

- Abuse pursuant to 9 NYCRR §6056.2(h)(1)(d)

- Assault and menacing, obscenity or crimes against public sensibilities pursuant to 9 NYCRR
§6056.2(h)(1)(a)(vi)

- Conflicts of interest pursuant to 9 NYCRR §6056.2(h)(1)(e)

- Dishonesty pursuant to 9 NYCRR §6056.2(h)(1)(b)

- Felony offense pursuant to 9 NYCRR §6056.2(h)(1)(a)(i)

- Forgery, false written statements, or fraud pursuant to 9 NYCRR §6056.2(h)(1)(a)(v)

- Official misconduct and obstruction, perjury or offense related to judicial proceedings pursuant to 9
NYCRR §6056.2(h)(1)(a)(iv)

- Serious offense pursuant to 9 NYCRR §6056.2(h)(1)(a)(iii)

- Sex offense or sexually violent offense pursuant to 9 NYCRR §6056.2(h)(1)(a)(ii)

- Use of excessive force pursuant to 9 NYCRR §6056.2(h)(1)(c)
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If “Update Action” has been selected, ensure that the effective date of the change is correct.

Home Training & Events Registration Organization Personnel Academy Resources
Personnel
Request Employment Update

Adams, Alyssa (Adams-16011995-6046)

DCJS Acadis Portal will receive this request for approval.

* Update Action | crhoose =1

! - Effective Data | 11,22/2016 ﬂ
TitlefRank | Correction Officar |
Employment Type |Peace = | »]|

Appointment Type |CPL §2. 10 (25) = el

Supervisor | 5=

Comments | &

1
3
:

- Carries Firearm during course of official duties? [ Yes -
= Carries Baton during course of official duties? | ves -

* Carries CED during course of official duties?

* Carries ASR during course of official duties?
* Promotion to Firstline Supervisory pasition? | ves -

Cancel Submit Request

The field of “Employment Status” will auto-populate based on the current status of that employee.

PLEASE NOTE: If the employee ceases to work for the agency, you must use the drop-down
list to update the employee’s status to Revoked (Inactive) OR Separated (Inactive) to indicate
the officer is no longer affiliated with the agency. If the status is not changed to “inactive”
the officer will remain affiliated with the agency.

DCJS Acadis Portal a Smith, John ~ [P

Home Training & Events Registration Organization Personnel Academy Resources

Personnel

Request Employment Update

Adams, Alyssa (Adams-16011995-6046)

DCJS Acadis Portal will receive this request for approval.
* Update Action Choose -

* Effective Date | 11/23/2016 BEf

IEmplnymen‘lSIa(uﬁ I q'[l

Title/Rank | Active (Active) |
Revoked (Inactive)

Employment Type
play i Separated (Inactive) |

Appointment Type [| cutt Tima rarstivm |
Separated (Inactive)
Supervisor - i - !

Comments

]

* Carries Firearm during course of official duties? | Yes

!

* Ccarries Baton during course of official duties? |Yes
* Carries CED during course of official duties? |Yes

* Carries ASR during course of official duties? | Yes

K ¢ <

* Promotion to First-line Supervisory position? |Yes

cancel Submit Request ™
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The fields of “Title-Rank”, “Employment Type” and “Appointment Type” will also auto-populate based on the
current status of that employee. If a change is needed, use the drop-down lists of each selection.

Registration Organization Personnel Academy Resources

Personnel

Request Employment Update
Adams, Alyssa (Adams-16011995-6046)
DCJS Acadis Portal will receive this request for approval.
* update Action ’ [y

= Effective Date | 11/23/2016 (i}

Employment Status  Active (Active) -
Title/Rank | Correction Officer [~
Employment Type | Peace = [«
Appointment Type |CPL §2.10 (25) = |'¥
Supervisor | Seiect o superviso ]
Comments
* carrles Firearm during course of official duties? | Yes ]
* Carries Baton during course of official duties? | Yes ~|

* Carries CED during course of official duties? | Yes [~

* carries ASR during course of official duties? | Yes ~|

“ promotion to First-line Supervisory position? | Yes ~ |

Cancel Submit Request ~

The field of “Supervisor” will be blank. Utilize the drop down to select the employee’s supervisor within
your organization.

Home  Training & Events  Registration Organization Personnel  Academy Resources

Personnel

Request Employment Update

Adams, Alyssa (Adams-16011995-6046)

DCJS Acadis Portal will receive this request for approval
* Update Action |cnoose =

* Effective Date  [11,23/2016 |m8

Employment Status | Active [Active) -
Title/Rank | Correction Officer - |

Employment Type | Peace =

Supervisor

= Carries Firearm during course of official duties?

< 7
o [a]|e] ¢

= Carries Baton during course of official duties? | ves

- Carries CED during course of official duties? | ves

* Carries ASR during course of official duties? | ves -
* Promotion to First-line Supervisory position? | Yes -

Cancet Submit Request
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If necessary, utilize the “Comments” box to provide any other information that is relevant to the requested
update to the employee record.

Home  Training &Events  Registration  Organization  Personnel  Academy Resources

Personnel

Request Employment Update

Adams, Alyssa (Adams-16011995-6046)
DCJs Acadis Portal will receive this request for approval.
* Update Action | Choose =]

* Effective Date 11,-23&016'. =2

Employment Status | Active (Active) -
Title/Rank | Correction Officer =l
Employment Type | Peace = B
AppointmentType: |epEszanes) = [=]

Supervisor | ¥ =

Comments

= Carries Firearm during course of official duties? | ves
= Carries Baton during course of official duties? | Yes

= Carries CED during course of official duties? | ¥es

<
| [a] ]«

* Carries ASR during course of official duties? os

* Promotion to First-line Supervisory position? | ves -

Cancel Submit Raquest

The final steps to completing an employee update is ensuring the five yes or no questions are answered
properly for your employee. All five questions will auto-fill to match what DCJS has on record for that officer.
If any of the information needs to change, simply select “Yes” or “No” and then “Submit Request”.

Home Training & Events Registration Organization Personnel Academy Resources

Personnel

Reguast Employment Updata

Adams, Alyssa (Adams-16011995-6046)
DCJIS Acadis Portal will receive this request for approval
* Update Action | Choose =N

* Effective Date [11/23,2016 |&8

Employment Status | Active (Active} -
Title/Rank | Comection Officer -
Employment Type |Peace = | =
Appointment Type | CPL 52.10 (25) = =
Supervisor [ Select o supervisor -
Commen ts vide any additiona v
A
- Carries Firearm during course of official duties?
* Carries Baton during course of official duties?
* Carries CED during course of official duties? [ Yes -
* Carries ASR during course of official duties? | ves -
* Promotion to First-line Supervisory position? | ves -

Cancel Submit Request
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Once you have ensured all the information for the employee is correct and the updated action has been
selected, select “Submit Request” to submit the personnel update to DCJS for approval.

Home  Training &Events  Registration  Organization  Personnel  Academy Resources

Personnel

Request Employment Update

Adams, Alyssa (Adams-16011995-6046)
DCJS Acadis Portal will receive this request for approval
* Update Action | oo =l

* Effective Date 11,'23(2016'.%

Employment Status | Active (Active) |

Title/Rank | Correction Officer el
Employment Type |Peace * =

Appointment Type |CPL §2.10 (25) o |
Supervisor |5 =

Comments

= Carries Firearm during course of official duties?

~ Carries Baton during course of official duties? | ves -
= Carries CED during course of official duties? | Yes -
* Carries ASR during course of official duties?
* Promotion to First-line Supervisory position? | Yes -

Cancel Submit Request

After selecting “Submit Request”, the update or modification will show in the “Pending Personnel
Changes” section on your Personnel homepage. All personnel changes must be reviewed and
approved by DCJS staff. Once the pending change is approved, the personnel request will no longer
be visible at the top of your personnel page.

Home  Training&Events  Repistration  Organization Personnel  Acadermy Resources

Personnel

Check
Compliance Monitor

Personnel (2)

Requested For - Title/Rank Hire Date Change Requested  Requested By Requested  Request Status
Adams, Alyssa Correction 0L/D4/1990  Update existing Nedwell, Daniel T 11/23/2016  Submitted
Officer emplioyee
” o L
employee

Personnel (187)

Currently showing active employees only. Show all employees

Employment Appointment Employment

Mame - Person 1D Title/Rank Type Type Last Hired Supervisor Status

Abigail, Sanjana Abigail- Correction Peace CPL §2.10 (25} 10/08,/2004 Active [Bctive) (]
15011985 Officer =
066

Adams, Alyssa Adams- Comection Peace CPL 52.10 (25) 01/04/1930 Active (Active) | ¥ I
16011995 Officer ——
5046

Adams, Océane Jr. Adams- Deputy Police CPL51.20 (24) 07/06/2007 Active (Active) | H
16011995 Sheriff ——
&151

Addinall, Brian addinall- Correction Peace CPL §2.10 (25) 05/21,/2004 Active (Active) | H I
16011995 Officer -
6142

Adsod, Codor G Adsod- Comrection Peace CPL §2.10 (25) 02/04,2005 Active (Active) | % I
15011985 Officer p—
B006
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If the requested change is not approved by DCJS, you will see a prompt requesting further information to
explain the requested personnel change.

DCIS Acadis Portal

Home Training & Events Repistration Organization Personnel Academy Resources

Personnel

Check

Compliance Monltor

Personnel (2)
Requested For « Title/Rank Hire Date Change Requested Requested By Requested Request Status
Adams, Alyssa Comection 01,/04,/1950 Update existing Nedwell, Daniel T 11/22/2016 Rejected - Please furnish further Information Clear
Officer employee regarding the update

—

Baker, Alexis Investigator 10/31/2002 Update existing Nagula, vipul 12/01/2016 Submitted
employee
Add Employea

Personnel (188)

Currently showing active employees only. Show all employees

Employment Appointment Employment

Hame « Person 1D Title/Rank Type Type Last Hired Supervisor Status

Abigail, Craig Sr. adelson- Civilian Civilian 11/35/2011 Active (Active) |T|
12051928 Instructor -
T443

Abigail, Sanjana Abigail- Cormrection Peace CPL§2.10(25) 10/06,/2004 Active [Active) |T|
15011985~ Officer —
E06E

Adams, Alyssa Adams- Comection Peace CPLS2.10(25) 01/04/1930 Active [Active) |_|
16011995 Officer —
E046

The “Add Employee” button in Acadis cannot be used to add a new employee at this time. The process of
adding a new employee can be found below the screenshot.

Home Training & Events Registration Organization Personnel Academy Resources
Personnel
Check
Compliance Monitor

Personnel (2)

Requested For - Title/Rank Hire Date Change Requested  Requested By Requested  Request Status
Adams, Alyssa Correction 01/04/1990  Update existing Medwell, Daniel T 11/23/2016  Submitted
Officer employee
Anley, Daniel Deputy Sheriff  07/07/2006  Update existing Medwell, Daniel T 11/21/2016  Submitted
employee

Personnel (187) Add Employee
Currently showing active employees only. Show all employees
E i t Employment
Status

Name - Person ID Title/Rank Type Type Last Hired Supervisor

AReminder! - Adding a New Employee — Pursuant to Executive Law §845, peace officer
employers are required to register peace officers with the Division of Criminal Justice Services (DCJS).
The option to add an employee is disabled at this time in the Acadis portal as signed
documentation is required by DCJS.

In order to add a new employee agencies must submit a Peace Officer Registry Entry — Certification of
Initial Employment Form to DCJS. You may download this form by clicking here.
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Printing Personal Training Histo

On your Portal home screen, at the bottom of the page, you will see a list of Training. This is where you
can access your Training History. In the Training category, click on the button to the right titled ‘Reports.’

Home  Training & Events Registration ~ Organization Personnel  Academy Resources

Employment

Organization Employment Type / Appeintment Type Supervisor Last Hired

Albany County Sheriff's Office Peace / CPL §2.10 (25) 06/12/1986

410101R
Correction Officer
Active

Reports ¥

Training

B Upcoming, Ongoing, & Unconfirmed Training for Period: Oh Om

None Specified
& Current Period to Date (01/01/2017 - 07/28/2017) Training for Period: 0h Om
None Specified

Previous Period (01/01/2016 - 12/31/2016) Training for Period: 0h Om

Other Periods (through 12/31/2015) Training for Period: 128h om

A grade of ## indicates that the weights for this class are not valid and grades cannot be calculated.

When you click ‘Reports,’ you will see a drop-down option titled ‘Training History.” Select ‘“Training History’
to access your personal training history.

Home Training & Events Registration Organization Personnel Academy Resources

Employment

Organization Employment Type / Appointment Type Supervisor Last Hired

Albany County Sheriff's Office Peace / CPL §2.10 (25) 06/12/1986

410101R
Correction Officer
Active

Reports }

Training
Training History

B Upcoming, Ongoing, & Unconfirmed Training for Period: Oh Om

Mone Specified

[E Current Period to Date (01/01/2017 - 07/28/2017) Training for Period: 0h om
MNone Specified

Previous Period (01/01/2016 - 12/31/2016)

Other Periods (through 12/31/2015)

Training for Period: 0h om

Training for Period: 128h om

A grade of ## indicates that the weights for this class are not valid and grades cannot be calculated.

Upon selecting ‘Training History,” you will now see your Training History Report, which lists your current
certifications, upcoming training, and dates of completion. To print this report, select the printer icon at the

top right of the page.
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PdfReportViewer.aspx

Training History Report
State of New York Davisaon of Crimanal Justice Services For: Semith, Jekn R

Poesces [ smith-925 1960 3457

Smith, John R

Certifications

Name Fssed Expiration Status

Basic Course for Peace Officers Supplement 1 12872000

Direct Supervisson for Lime Stafl Cowrse 0102010 MNever Expires Active
Initial Firearms Course in Fircarms and Deadly
Physical Forge

Ansual Firearms Course 1202007 12312014

L W “eouse - / Subjec »
Aneual Other Weapons Course - Actosol SUBIECt || o [——
Restramt

Aneual Other Weapons Cousse « Baton

Never Expares Active

121986 MNever Expires Active

Inactive

Inactive

112022007 12312004 Inactive:

Traiming
Upeoming, Ongoing, & Usconlirmed

No upcoming & ongoing training data exists
Current Period to Date (01012017 - 07/2872017)

No current year training data exists.
Previous Period (010172016 - 1231/20016)

No previous year training data exists.
Otther Periods (through 123120015)
Tiravtsriong

Cowrse/Tile (Conrse No.J) Frasming Dares Girande  Surivas Caregory Howrs
Y 2 5. . Graduated -
Anmual Fircarms Course = 996:50242513 05102013 057102013 0.00%% 051052013 6h Om
Anmual Other Weapons Course - Aerosol Subject CGiraduated -
ittt 05102013 05/102013 000% o 2h Om
Aneual Other Weapons Cousse - Baton - . Graduated - N
99350245713 051072013 0571072013 0.00%% 0S10R013 2h Om
s Graduated -
Anewal Firearms Course - 99650242012 WI32012 0132012 000% ool 6h Om

@ Congratulations! You have now completed Section 2: Completing Registry Personnel
Transactions. You should now be able to successfully submit requests to DCJS for modifications and
deletions to your organization’s roster.

While Acadis does not at this time have the functionality to add employees to your roster, this guide has
explained the process necessary to add new employees to your organization’s roster.

If you experience any difficulties during this section, contact DCJS for further assistance.

Now that you have learned how to update your personnel records, the next section will discuss the
annual validation process.
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Section 3:
Completing the Validation
Renewal Requirements

Here, you will complete the Annual Validation Renewal process:

v Navigate and update your Organization page.
4 Complete the four steps of the annual renewal process.
v" Finalize and submit the annual validation forapproval.

The annual validation process is broken into 4 processes:

Step 1: Personnel Information
Step 2: Organization Information
Step 3: Guidelines

Step 4: Affirmation

A At any time during the validation process if you need to leave the screen you are working on,
you should select the “I want to finish later” option, then click “Save”. This will ensure any progress
made on the validation will not be lost while navigating to a different page.

Now that you have updated any personnel changes, click on the “Organization” tab to begin.
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Navigating Your Organization Page

Select the “Organization” tab at the top of the page.

D% Acadis Portal A Smith, John -

Home  Training & Events  Registration  Organization Personnel  Academy Resources

Organization

Organization Profile " Manage Profite t

Hame Test UAT 1101011

Mailing Address 50 South Swan Streat
Albany, NY 12210

{Albany County)
Primary Phone {518} 338-3640 {Organization)
Emall Address  No email address is on file.

Add a contact

Points of Contact (POC)

Cantact Role - Mame [Last, First) Email Addross Phone

Primary Contact Smith, John john smith@abicd oyl gov [518) 457-5837 More - | Edit
Certifications

Once on the Organization page, you can view your Organization Profile. Ensure your organization’s
contact information is correct.

Home Training & Events Registration Organization Personnel Academy Resources

Organization

Manage Profile  §

Organization Profile

Name Test UAT 110101T

Mailing Address P 0. Box 192
Albany, NY 12203

(Albany County)
Primary Phone (111) 222 4444 (Venue)

Email Address Mo email address is on file

Points of Contact (POC) | Add a contact

Contact Role - MName (Last, First) Email Address Phone

Primary Contact Smith, John More - Edit
Certifications

MName - Type Issue Date Expiration Status

Annual Validation of Peace Officer Registry Data 2 Organization 11/16/2015 11/16/2016 Inactive Renew

Annual Validation of Police Officer Registry Data 3 Crganization 11/16/2015 11/16/2016 Inactive Renow
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A Reminder! — The information listed on your Organization page should be the general
contact information for your organization.

If any information needs to be updated, select “Manage Profile” to display a drop down list of options.
Home  Training& Events  Repistration  Organization  Personnel  Academy Resources

Organization

Organization Profile Manags Profile §

Manags Addresses

Manage Phane Numbers

Mame Test UAT 110101T Manage Email Addresses

Mailing Address P. O.Box 192
Albany, NY 12203

{(Albany County)

Primary Phone (111) 222-4444 (Wenue)

Email Address MNo email address is on file.

Points of Contact (POC) [_Adda contact |
Contact Role = Mame (Last, First} Email Address Phone
Primary Contact Smith, John More - | Edit

Certifications

Name - Type Issue Date Expiration Status
Annual Validation of Peace Officer Registry Data 2 Organization 11/16/2015 11/16/2016 Inactive
Annual Validation of Police Officer Registry Data 2 Organization 11/16/2015 11/16/2016 Inactive Renew

To update your organization’s address, select “Manage Address”. Complete the necessary information
and select “Save”.

Manage Addresses

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

Primary Mailing.
Address Address Type Address Address

F. 0. Box 192 [organiz... =] Primary Mailing

Atbany |

Hews York | |

[atbany = =]

@ Add another address

Cancel
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To update your organization’s phone numbers select “Manage Phone Numbers”. Complete the
necessary information and select “Save”.

Manage Phone Numbers

If provided, the primary phone number will be visibla on the profile page.

Phone Phone Type

(1113222 4444 % Wenue

—
& Add another phone number

=

To update your organization’s email address select “Manage Email Addresses”. Enter the necessary
information and select “Save”.

A Please provide the Chief’s email address to ensure all future DCJS notifications and
announcements are received via email.

Manage Email Addresses

If provided, the primary email address will be visible on the profile page.

II:'maIl Primary Emall
p Add a.!'\'o_t'h'er _efljlai[ addross
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Once you have updated or confirmed your organization’s information, verify that you are listed as the
Point of Contact (POC) for your organization.

Home  Training &Events  Registration  Organization  Personnel  Academy Resources

Organization

Organization Profile

Name

Mailing Address

Primary Phone

Email Address

Test UAT 1101017

P.O. Box 192
Albany, NY 12203

(Albany County)
(111) 222-4444 {Venue)

Mo email address is on file.

Manage Profile |

Points of Contact (POC) | Addacontact |
Contact Role - Mame (Last, First} Email Address Phone
Primary Contact Smith, John More - Edit
Certifications
Name - Type Issue Date Expiration Status
Annual Validation of Peace Officer Registry Data 2 Organization 11/16/2015 11/16/2016 Inactive Renew
Annual Validation of Police Officer Registry Data 3 Organization 11716/2015 11/16/2016 Inactive Renew

Your organization’s Chief or highest-ranking official should be listed as a secondary contact under

the “Points of Contact” heading. If they are not listed, select the “Add a Contact” button.

Home Training & Events Registration Organization Personnel Academy Resources

Organization

Manage Profile | |

Organization Profile

HName

Mailing Address

Primary Phone

Email Address

Test UAT 110101T

B O. Box 192
Albany, NY 12203

(Albany County)
(111} 222-4444 {Venue)

Mo email address is on file.

Points of Contact (POC)

Add a contact

Contact Role - Mame {Last, First} Email Address Phone

Primary Contact Smith, John More - Edit
Certifications

Name - Type Issue Date Expiration Status

Annual Validation of Peace Officer Registry Data 2 Organization 11/16/2015 11/16/2016 Inactive Renew

Annual Validation of Police Officer Registry Data 2 Organization 11/16/2015 11/16/2016 Inactive Renew
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Selecting the “Add a Contact” button will bring you to the “Point of Contact Information” page for your
organization.

Home Training & Events Registration Organization Personnel Academy Resources

Organization

add a Point of Contact

Point of Contact Information for Test UAT 110101T

- Contact Rote
Primary Contact Make this person the primary contact for the organization
~Contact @ Selectfrom a list of employees | Choose... -

'+ Select by Person 1D .

Cancel S

Utilize the drop down box under the “Contact Role” field to select a “Secondary Contact”.

Home Training & Evenis Registration Organization Personnel Academy Resources

Organization

Add a Point of Contact
Point of Contact Information for Test UAT 110101T

* Contact Role Secondary Contact(s) -

Primary Contact Make this person the primary contact for the organization

" Contact = Select from a list of employees Choose... il

Select by Person |D |

Cancel :]

Next select your organization’s Chief or highest-ranking official from the drop down list under the
“Contact” field. Then select “Done”.

Home  Training &Events  Registration Organization Personnel  Academy Resources

Organization

Add a Point of Contact
Point of Contact Information for Test UAT 110101T

* Contact Role Secondary Contact(s)

Primary Contact Maka this person the primary contact for the organization

*Contact & Select from a list of employees Ambrose, Molly (ambrose-1 = | I

Select by Person 1D

Cancel :I
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Your organization’s secondary contact should now appear on the organization page. Ensure that the
secondary contact is your organization’s Chief or highest-ranking official.

Home Training & Events Registration Organization Personnel Academy Resources

Organization

Organization Profile

MName Test UAT 110101T

Mailing Address P O. Box 192
Albany, NY 122032

(Albany County)
Primary Phone (111} 2224444 (Venue)

Email Address Mo email address is on file.

Points of Contact (POC) |_Add a contact |
Contact Role - MName (Last, First) Email Address Phone
Primary Contact Smith, John More - Edit
Secondary Contact(s) Ambrose, Molly More - Edit

Certifications

Name - Type Issue Date Expiration Status
Annual Validation of Peace Officer Registry Data 2 Organization 11/1&/2015 11/16/2016 Inactive Benew
Annual Validation of Police Officer Registry Data 2 Organization 11/16/2015 11/16/2016 Inactive Renew

Congratulations! You have now updated or verified your organization’s profile information. Turn to
the next page to begin the renewal process.

Page | 35



DCJS Acadis Portal Guide for Fire Police Employers | Section 3: Completing Annual Validation Requirements

Starting the Validation Renewal Process

You will start the renewal process from the “Organization” page.

RIS Acadis Portal A Smith, John -

Personnel  Academny Resources

Organization

Home  Training&Events  Registration

Organization

Manage Profite 3

Organization Profile
Hame Test UAT 1101017

80 South Swan Streat
Albany, NY 12210

Malling Address

{Albany County)

Primary Phone {518} 338-3640 (Organization)

Emall Address  No email address is on file.

Points of Contact (POC) Add 2 comacy
Phone
(518) 4575837

Hamae [Last, First) Email Addross

Contact Role -

Primary Contact Smith, John johnsmith@abod.nyl.gov More - | Edit

Certifications

To begin the annual validation process, scroll down to “Certifications” and select the “Renew” button
on the right next to the Annual Validation of Fire Police Registry Data.

Home Personnel  Academy Resources

Training & Events  Registration

Organization

Organization

i Manage Profile }

Organization Profile

Name

Mailing Address
Primary Phone
Email Address

Test UAT 110101T
No mailing address is on file.
No primary phone is on file.

No email address is on file.

Points of Contact (POC)

‘ Add a contact

Contact Role . Name (Last, First) Email Address Phone

Primary Contact John, Smith john.smithnag@abcd.nyl.gov (518) 457-5837 More = | Edit
Certifications

Name - Type Issue Date Expiration Status

Annual Validation of Fire Police Registry Data Organization 01/15/2016 01/15/2017 Inactive Renew
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Step 1: Personal Information

Once you select “Renew”, you will be brought to the Renewal Application for Annual Validation of Fire
Police Registry Data page. This page displays the four steps of the validation process and the personal
information for point of contact.

Home  Training&Events  Registration  Organization Personnel  Academy Resources

Organization

Renew a Certification

Renewal Application for Annual Validation of Fire Police Registry Data

w Personal Information Verify the following personal information. Click "Update Information” to enter missing, incorrect, or
additional information.

@ Organization
APPLICANT
Information
PersonID smith-01171942-6274
Guidelines Applicant  John, Smith

Mailing Address  Alfred E. Smith State Office Building
. 80 South Swan Street
w Affirmation Albany, NY 12210

Primary Phone (518) 457-5837 {Organization)
Email john.smithnag@abc4.nyl.gov

Driver's License No. or  None specified
State Identification Card No.

Issuing State None specified
Date of Birth  01/17/1942

Cancel | Finish Later | Update My Information

In Step 1 you will need to verify that all of your personal work information is correct. In the event the
information is not correct, select “Update My Information”.

Home  Training&Events  Registration  Organization Personnel  Academy Resources

Organization

Renew a Certification

Renewal Application for Annual Validation of Fire Police Registry Data

w Personal Information Verify the following personal information. Click “Update Information" to enter missing, incorrect, or
additional information.

@ Organization
APPLICANT

Information

PersonID smith-01171942-6274
Applicant  John, Smith

Mailing Address  Alfred E. Smith State Office Building
. 80 South Swan Street
w Affirmation Albany, NY 12210

Primary Phone (518) 457-5837 {Organization)

@ Guidelines

Email john.smithnag@abc4.nyl.gov

Driver's License No. or None specified
State Identification Card No.

Issuing State None specified
Date of Birth 01/17/1942

Cancel | Finish Later |Jpdate My Information|
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Upon selecting “Update My Information” you will see a page that contains your personnel professional
contact information. The fir tion entitled “General Information” is not require D n

should be left empty.

Home Training & Events Registration Organization Personnel Academy Resources

Organization

Renew a Certification - Personal information

Renewal Application for Annual Validation of Fire Police Registry Data

U Personal Information Enter missing, incorrect, or additional information. Any required fields must be filled in to proceed.

= O genintion GENERAL INFORMATION

- Person ID smith-01171942-6274
Information

Driver's
(& Guidelines License No. /

State ID
Card No.

o Affirmation

Issuing State | Choose... E]

Date of Birth |01/17/1942 |9

CONTACT INFORMATION

Mailing |Home E |
Address
Type

Address |Alfred E. Smith State Office Building
Address2 |80 South Swan Street

City |Albany

State | New York ~]

Zip Code |12210 | +

LT [emimavaaas il

The next section is your agency contact information. The preferred contact information is your
organizational contact information. After entering this data select “continue.”

Home Training & Events Registration Organization Personnel Academy Resources

Organization

Renew a Certification - Personal Information

Renewal Application for Annual Validation of Fire Police Registry Data

U Personal Information Enter missing, incorrect, or additional information. Any required fields must be filled in to proceed.

> S GENERAL INFORMATION
@ Organization

Information

PersonID smith-01171942-6274

Driver's

&Y Guidelines License No. /
State ID

Card No.

o Affirmation

Issuing State | Choose... E

Date of Birth | 01/17/1942 |3

CONTACT INFORMATION

Mailing | Home [~
Address
Type

Address | Alfred E. Smith State Office Building
Address 2 |80 South Swan Street

City Albany

State | New York [~

Zip Code 12210 @+

st [eatamt raricens el
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The newly updated information will show under Step 1: Personal Information. The old information
will be crossed out with the new information displayed to the side.

Home  Training & Events

Organization

Renew a Certification

Registration

Personnel

Organization

Academy Resources

Renewal Application for Annual Validation of Fire Police Registry Data

w Personal Information

w Organization

Information

“ Guidelines
o Affirmation

Verify the following personal information. Click
additional information.

APPLICANT
Person 1D

Applicant
Mailing Address

Primary Phone
Email

Driver's License No. or
State Identification Card No.

Issuing State
Date of Birth

"Update Information” to enter missing, incorrect, or

smith-01171942-6274

John, Smith

(518) 457-5837 (Organization)
john.smithnag@abcd.nyl.gov
None specified

None specified

01/17/1942

Delete Application | Finish Later | Update My Information

If you need to step away at any time during the renewal process, you may select “Finish Later”. This will

automatically save your progress and return you to the “Organization” home page.

Home Training & Events

Organization

Renew a Certification

Registration

Personnel

Organization

Renewal Application for Annual Validation of Fire

U Personal Information

@ Organization

Information

©y o idelines
o Affirmation

Academy Resources

Police Registry Data

Verify the following personal information. Click "Update Information” to enter missing, incorrect, or

additional information.

APPLICANT
Person ID

Applicant
Mailing Address

Primary Phone
Email

Driver's License No. or
State Identification Card No.

Issuing State
Date of Birth

smith-01171942-6274
John, Smith

(518) 457-5837 (Organization)
john.smithnag@abcd.nyl.gov
Mone specified

Mone specified

01/17/1942

Delete Application

Finish Late:

| Update My informaion (NN
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If at any point you wish to delete your application select the “Delete Application” option.

Home  Training&Events  Registration  Organization Personnel  Academy Resources

Organization

Renew a Certification

Renewal Application for Annual Validation of Fire Police Registry Data

U Personal Information

w Organization

Information

0 Guidelines
o Affirmation

Verify the following personal information. Click "Update Information" to enter missing, incorrect, or

additional information.

APPLICANT
Person ID

Applicant
Mailing Address

Primary Phone
Email

Driver's License No. or
State Identification Card No.

Issuing State
Date of Birth

smith-01171942-6274
John, Smith

(518) 457-5837 (Organization)
john.smithnag@abcd.nyl.gov
None specified

None specified

01/17/1942

Delete Application|

| Finish Later | Update My Information

& If you choose to delete your application, you will lose any progress that has been made on

the renewal process.

If you are ready to continue, select “Continue” to advance to Step 2.

Home Training & Events Registration Organization Personnel Academy Resources

Organization

Renew a Certification

Renewal Application for Annual Validation of Fire Police Registry Data

0 Personal Information

e Organization

Information

w Guidelines
o Affirmation

Verify the following personal information. Click "
additional information.

APPLICANT
Person ID

Applicant
Mailing Address

Primary Phone
Email

Driver's License No. or
State Identification Card No.

Issuing State
Date of Birth

Update Information" to enter missing, incorrect, or

smith-01171942-6274
John, Smith

(518) 457-5837 (Organization)

john.smithnag@abc4.nyl.gov
Mone specified

MNone specified

01/17/1942

Delete Application | Finish Later | Update My Information
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Step 2: Organization Information

The next step in the validation process is the verification of Organization Information. This step
displays the contact information for the organization seeking to complete the annual validation process.
Verify that this information is accurate. If the information needs to be updated, make the necessary
changes and then select “Continue”.

Home  Training&Events Registration Organization Personnel Academy Resources
Organization
Renew a Certification - Organization Inform.ation

Renewal Application for Annual Validation of Fire Police Registry Data

Verify the following organization information

w Personal information
Organlzation Information

& Organization

Sl * Mailing Address Type | Organization |

n ation ’
* Address |123 Albany Avenue

w Guidelines
Address 2

lu' Affirmation *City |Latham

* State | New York 1‘]

"ZipCode | 12203 + |

* County [Albany ﬂ]

* Phone 111111111 | ext

Delete Application | FinishLater | Back
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Step 3: Guidelines

The third step of the annual validation process is the review of the Renewal Guidelines. The Renewal
Guidelines are:

Pursuant to Executive Law §845, each employer of peace officers must:

1. Validate the names and information contained on the Registry once annually by
January 15th; and

2. Verify the completion of mandated basic training for each peace officer pursuant to
Criminal Procedure Law §2.30

Pursuant to General Municipal Law section 209-c (Fire police squads of fire department and fire companies),
notwithstanding any other provision of law to the contrary, a member of a fire police squad shall have satisfied any
requirement for training as provided by any general or local law if the person has satisfactorily completed a training
course offered by the state office of fire prevention and control, or an equivalent course as approved by the state office of
fire prevention and control.;

Please be advised the aforementioned training is not reported to DCJS; therefore, the Registry will not reflect completion
of training offered and approved by NYS Office of Fire Prevention and Control.

Once you have read and understood the Renewal Guidelines select “Continue”.

Organization

Renew a Certification - Renewal Guidelines

Renewal Application for Annual Validation of Fire Police Registry Data

- Personal Information Please review the following guidelines.
@ Oganization RENEWAL GUIDELINES
Ffonmation Pursuant to Executive Law §845, each employer of peace officers must:
1. Validate the names and information contained on the Registry once annually by January 15th; and
v Guidelines ) ) .
2. Verify the completion of training for each fire police personnel pursuant to
Criminal Procedure Law §2.30
@ Affirmation

Pursuant to General Municipal Law section 209-c (Fire police squads of fire department and fire companies), notwithstanding any other provision
of law to the contrary, a member of a fire police squad shall have satisfied any requirement for training as provided by any general or local law if
the person has satisfactorily completed a training course offered by the state office of fire prevention and control, or an equivalent course as
approved by the state office of fire prevention and control.;

Please be advised the aforementioned training is not reported to DCJS; therefore, the Registry will not reflect completion of training offered and
approved by NYS Office of Fire Prevention and Control.

Delete Application | Finish Later | Back
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You are now ready to move on to Step four — Affirmation. You can do this by selecting “Continue”.

Step 4: Affirmation

In Step 4 you will be affirming that the officers in your organization have met all the necessary
requirements and if not, you have provided clarifying comments as to why some requirements have
not been met.

DCJS Acadis Portal A&  John,Smith -

Home  Training&Events  Registration  Organization  Personnel  Academy Resources

Organization

Renew a Certification - Renewal Affirmation
Renewal Application for Annual Validation of Fire Police Registry Data

b Personal Information Please answer the following questions to complete the application. Al fields are required.

VoY Organization RENEWAL AFFIRMATION
Information . i e . J =

| have reviewed, amended where necessary, and attest to the accuracy of my agency’s registry information, | understand that the information
provided in this annual validation is part of a written statement that will be presented to the Division of Criminal Justice Services for filing and

Guidelines certify that it is true to the best of my knowledge and belief.
@ All requirements for this certification or license have been met, and the applicant attests that the above statements are true

"4 Affirmation () Not all requirements for this certification or license have been met by the recipient

Once submitted, this application for renewal is final and cannot be edited.

Delete Application | Finish Later | Back m

Select “All requirements for this certification or license have been met, and the applicant attests that
the above statements are true”.

DCJS Acadis Portal A John,Smith -

Home  Training&Events  Registration  Organization  Personnel  Academy Resources

Organization

Renew a Certification - Renewal Affirmation

Renewal Application for Annual Validation of Fire Police Registry Data

[*Te) Personal Information Please answer the following questions to complete the application. All fields are required.
S RENEWAL AFFIRMATION
Information I have reviewed, amended where necessary, and attest to the accuracy of my agency's registry information. | understand that the information

provided in this annual validation is part of a written statement that will be presented to the Division of Criminal Justice Services for filing and

U Guidelines certify that it is true to the best of my knowledge and belief.

I (® All requirements for this certification or license have been met, and the applicant attests that the above statements are true I

[ Affirmation () Not all requirements for this certification or license have been met by the recipient

Once submitted, this application for renewal is final and cannot be edited.

Delete Application | Finish Later | Back m

& Even if your agency has not completed all the requirements for the annual validation it is
still strongly suggested that you submit the application so DCJS staff can aid in developing a
corrective action plan to solve any deficiencies.
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@ By selecting “Submit” you will have no longer have access to edit your organization’s
renewal application. Ensure you have satisfactorily completed all steps of the annual validation
renewal before selecting “Submit”.

When you are ready to move on, select “Submit.”

DCJS Acadis Portal A John, Smith =

Home  Training&Events  Registration  Organization  Personnel  Academy Resources

Organization

Renew a Certification - Renewal Affirmation

Renewal Application for Annual Validation of Fire Police Registry Data

{ Personal information Please answer the following questions to complete the application. All fields are required.
(&) Organization RENEWAL AFFIRMATION
Information

I have reviewed, amended where necessary, and attest to the accuracy of my agency's registry information. | understand that the information
provided in this annual validation is part of a written statement that will be presented to the Division of Criminal Justice Services for filing and
() Guidelines certify that it is true to the best of my knowledge and belief.

® All requirements for this certification or license have been met, and the applicant attests that the above statements are true

U Affirmation () Not all requirements for this certification or license have been met by the recipient

Once submitted, this application for renewal is final and cannot be edited.

Delete Application | Finish Later | Back I

All submitted applications will be audited by DCJS Office of Public Safety staff. You do not need to
contact the DCJS. If there are any issues with your application, you will be contacted by DCJS staff.
Select “Done” to finalize your renewal application.

Audit Alert

Your renewal has been selected for audit and the certification has not been
renewed.

Please be advised your Annual Validation of Fire Police Registry Data is
currently under review. The agency point of contact shall be contacted
regarding any issues or concerns.
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Once you have completed your renewal application, the option to “Renew” will no longer be visible as a
hyperlink on your Organization tab as confirmation you have successfully submitted your agencies
renewal application.

DCJS Acadis Portal

Home  Training & Events

Registration

Organization

Personnel

Academy Resources

Organization

Organization Profile

Name

Mailing Address

Primary Phone
Email Address

Test UAT 110101T

123 Albany Avenue
Latham, NY 12203

(Albany County)
(111) 111-1111 (Organization)

No email address is on file.

Points of Contact (POC)

Contact Role «

Name (Last, First)

Email Address

Manage Profile |

Add a contact

Phone

Primary Contact

Certifications

mllalic.

John, Smith

Lps

john.smithnag@abc4.nyl.gov

lssue Date

(518) 457-5837 wore ~ | Edit

o

Status

Annual Validation of Fire Police Registry Data

Organization

01/15/2016

01/15/2017

Inactive

Once your application has been reviewed and approved by DCJS, a new “expiration date” will appear
and the “Status” will reflect “Active” under the “Certifications” section of your Organization tab.

DCJS Acadis Portal

Home  Training & Events

Registration

Organization

Personnel

Academy Resources

Organization

Organization Profile

Name

Mailing Address

Primary Phone
Email Address

Test UAT 110101T

123 Albany Avenue
Latham, NY 12203

(Albany County)
(111) 111-1111 (Organization)

No email address is on file

Manage Profile i |

Points of Contact (POC) [ Add a contact
Contact Role « Name (Last, First) Email Address Phone
Primary Contact John, Smith jehn.smithnag@abc4.nyl.gov (518) 457-5837 More ~ | Edit
Certifications
MName « Type Issue Date Expiration Status
Annual Validation of Fire Police Registry Data Organization 01/15/2016 01/15/2019 Active
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&4’ Congratulations! You have now completed the Annual Validation Renewal Application. If at any
point you have questions about a particular step in this process, please refer back to that section of the

guide.

If you continue to experience issues, please utilize the contact information provided in the introduction of
this guide.
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Section 4: Printing Course

Certificates

In this section you will learn how to:

v Print course certificates for other officers, as the agency POC
4 Print your own course certificates

If you are the agency POC and need to print certificates for other officers:

First, login to your Acadis Portal home screen. To print course certificates for each officer, you will

need to access the Personnel profile of that officer.

Home  Training & Events

Smith, Johnag

Registration

Organization

See a List of Personnel
—
R

Personnel  Academy Resources

Check Personnel Certification Compliance

Check Personnel Training Hours

My Profile Email my Professional History Report | Manage Profile -
PersoniD smith-01171942-6274
Mailing Address  None specified
Primary Phone Mone specified
Primary Email Smith.Johnag@email.com
Certifications
Name « Type Issue Date Expiration Status
Access for Crime Analysts Hon-Expiring 08/11/2017 HNever Active Print
Accreditation Assessor Training Non-Expiring 08/11/2017 Mever Active Print
Employment
Organization Emp Type | Appoi Type Supaervisor Last Hired
Albany County Sherliff's Office Civilian [ No appointment type 01/17/1992

410101R
Civilian
Active

To do this, go to the ‘Personnel’ page at the top of your home screen. In the drop-down menu, select
‘See a List of Personnel.’

The Personnel page will show a list of active employees in alphabetical order. Scroll down the page

until you find the employee whose certificate you need to obtain.
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Home Training&Events  Registration  Organization  Personnel  Academy Resources
Personnel
Check
Compliance Monitor
Personnel (2)
Requested For Title/Rank Hire Date Change Requested  Requested By Requested  Request Status
Adamson, Elizabeth Correction 11/04/1992 Update existing Nagula, Vipul 05/17/2017 Rejected - test Clear
Officer employee
Adamson, Elizabeth Correction 11/04/1992  Update existing Nagula, Vipul 05/17/2017  Rejected - test Clear
Officer employee
Personnel (447) add employee |
Currently showing active employees only. Show all employees
Employment Appointment Employment
Name = Person ID Organization Title/Rank Type Type Last Hired Supervisor  Status
Abigail, Codor abigail- Albany County Sheriff's Office  -Undersheriff- 05/01/2017 Active (Active) |7|
12161971- 410101R Civilian e
1217
Abrams, Christopher  abrams- Albany County Sheriff's Office  Deputy Police CPL§1.20(34) 10/31/2003 Full Time |_|
B 06231956- 410101R Sheriff (Active) —
6546

On the Personnel Profile of the selected officer, you will see a ‘Certifications’ category, where you can
print a completed certificate. The certificates that are printable will say ‘Print’ next to the course name.

Home

Training & Events

Registration

Organization

Personnel

Academy Resources

Personnel

Personnel Record

Personnel Profile
Full Name Smith, John R
Person ID  smith-09251960-8687
Mailing Address None specified
Primary Phone None specified

Primary Email None specified

Certifications

Name « Type Issue Date Expiration Status
Annual Firearms Course Expiring 11/20/2007 12/31/2014 Inactive
Annual Other Weapons Course - Aerosol Subject Expiring 11/20/2007 12/31/2014 Inactive
Restraint

Annual Other Weapons Course - Baton Expiring 11/20/2007 12/31/2014 Inactive
Basic Course for Peace Officers Supplement Expiring 11/28/2000 Contingent Active
Direct Supervision for Line Staff Course Non-Expiring 02/10/2010 Never Active
Initial Firearms Course in Firearms and Deadly Expiring 09/12/1986 Contingent Active

more v

In this case, the only course certificate that can be printed for John Smith is ‘Initial Firearms Course in
Firearms and Deadly Physical Force.” Select the ‘Print’ button next to that course.
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CertificateViewer.aspx

State of New York

Division of Criminal Justice Services

Municipal Police Training Council

Hereby Acknowledges and Declares that

John R Smith

has successfully completed the

Initial Firearms Course in Firearms and Deadly Physical Force

which satisfies the minimum
criteria established by the
Municipal Police Training Council

Issue Date 09/12/1986

Ronald G. Spike Michas| R. Wood

Chairman Deputy Commissioner
Municipal Police Training Councl Division of Ciminal Justice Services ...

Upon selecting ‘Print,” you will see a copy of the course certificate. Verify that all information is correct,
then select the printer icon in the upper right-hand corner.

CertificateViewer.aspx

State of New York

Division of Criminal Justice Services

Municipal Police Training Council

Hereby Acknowledges and Declares that

John R Smith

has successfully completed the

Initial Firearms Course in Firearms and Deadly Physical Force

which satisfies the minimum
criteria established by the
Municipal Police Training Council

Issue Date 09/12/1986

Ronald G. Spike Michasl R. Wood

Commissioner
Municipal Police Training Council Division of Criminal Justice Services .

You will see additional buttons on the print screen as well. The arrow icon next to the printer icon
allows you to save the certificate, instead of printing it.
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CertificateViewer.aspx

[ Save As

@b-\u‘s » Computer » Shared Data (P

Q@%

3
i -

Search Shared Data (P;)

Organize v New folder

b @ Music =
» ] Pictures

& [ videos

Name

k DCIS

48 Computer
i @ Local Disk (C:)
> 58 Home (H:)
| b Shared Data (P) |
OB ApplePhone

- €l Network

. AES Floor Plans

|\ PubSoftware

8= -
Date medified Type
4/1/2013 1045 AM
1/10/2017 1:52 PM
6/21/2017 1:02PM

File folder
File folder

File folder

File name: test

Save as type: | Adobe Acrobat Decument

“ Hide Folders

Save Cancel

i

Ronald G. Spike

Chairman
Municipal Police Training Council

— =
Michael R. Wood

Deputy Commissioner
Division of Criminal Justice Services

Upon clicking the arrow icon, the Save As screen will appear, allowing you to save the certificate to
your desktop or a folder on your agency’s hard drive.

CertificateViewer.aspx
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The third icon in the top right corner allows you to change the orientation of the certificate. In the
screenshot above, the certificate has been rotated sideways.

Page | 50



DCIJS Acadis Portal Guide for Peace Officer Employers | Section 4: Printing Course Certificates

CertificateViewer.aspx
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Finally, the buttons on the bottom right of the screen allow you to change the size of the certificate.
The top button allows you to expand the certificate to cover more surface area on the screen, as
shown below:

State of New York

Division of Criminal Justice Services

Municipal Police Training Council

Hereby Acknowledges and Declares that

John R Smith

has successfully completed the

Initial Firearms Course in Firearms and Deadly Physical Force

which satisfies the minimum
criteria established by the
Municipal Police Training Council

Issue Date 09/12/1986
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The plus and minus signs allow you to zoom in (plus sign) and zoom out (minus sign).
See below for both options:

CertificateViewer.aspx

State of New York

Division of Criminal Justice Services

Municipal Police Training Council

Hereby Acknowledges and Declares that

John R Smith

has successfully completed the

Initial Firearms Course in Firearms and Deadly Physical Force

which satisfies the minimum
criteria established by the
Municipal Police Training Council

Issue Date 09/12/1986

Sfouaddlp i _pas A

Deputy Commissioner
Municipal Police Trainina Council Division of Criminal Justice Services ...

As shown in the photo above, the certificate has been zoomed in. It will most likely look similar to the
size it is when it is first downloaded. Below, the certificate has been zoomed out.

CertificateViewer.aspx

State of New York

Division of Criminal Justice Services
Municipal Police Training Council

Hereby Acknowledges and Declares that

John R Smith

has successfully completed the

Initial Firearms Course in Firearms and Deadly Physical Force

which satisfies the minimum
criteria established by the
Municipal Police Training Council

Issue Date 00/12/1888
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Home  Training&Events  Registration  Organization Personnel = Academy Resources

Personnel

Personnel Record

Personnel Profile

FullName Smith, JohnR

Person ID  smith-09251960-8687
Mailing Address Mone specified
Primary Phone None specified

Primary Email None specified

Certifications

Name = Type Issue Date Expiration Status
Annual Firearms Course Expiring 11/20/2007 12/31/2014 Inactive
Annual Other Weapons Course - Aerosol Subject Expiring 11/20/2007 12/21/2014 Inactive
Restraint

Annual Other Weapons Course - Baton Expiring 11/20/2007 12/31/2014 Inactive
Basic Course for Peace Officers Supplement Expiring 11/28/2000 Contingent Active
Direct Supervision for Line Staff Course Non-Expiring 02/10/2010 Never Active

more w

In addition, if you are on the Personnel Profile page of a specific officer, and need to return to the
previous page, select the ‘Back’ button in the bottom right hand corner of the page.

If you need to print your own course certificate:

Login to your Acadis Portal home screen. Similar to other personnel, your list of Certifications will be on
your profile page. Find the certificate you are looking to print and select the Print button. In this case,
the certificate to be printed is Access for Crime Analysts.

Home Training & Events Repistration Organization Personnel Academy Resources

Sea a List of Personnel

Smith, Johnag

Check Personnel Certification Compliance

Check Personnel Training Hours

M Y Profile Email my Professional History Report | Manage Profile -

Person ID  smith-01171542-6274
Mailing Address Mone specified
Primary Phone MNone specified

Primary Email Smith. Johnag@email com

Certifications

Name - Type Issue Date Expiration Status
Access for Crime Analysts HNon-Expiring 08/11/2017 Newver Active Print
Accreditation Assessor Training HNon-Expiring 08/11/2017 Newver Active Print

Employment

Organization Employment Type / Appointment Type Supervisor Last Hired
Albany County Sheriff*s Office Civilian / No appointment type 01171992
410101R

Civilian

Active
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CertificateViewer.aspx

State of New York
Division of Criminal Justice Services

Hereby Acknowledges and Declares that

Johnag Smith

has attended the

Access for Crime Analysts

given under the auspices of the

Issue Date 08/11/2017

" tew | Division of Criminal /1\//\_4/,\/{

L\ﬂﬂf ! Justice Services

Michael R. Wood
Deputy Commissioner

You can perform all of the same functions for your own certificates as you would for other personnel:
print; save; rotate the orientation of the certificate; zoom in; and zoom out.

@ Congratulations. You have now completed Step 4: Printing Course Certificates. If at any point

you have questions about a particular step in this process, please refer back to the corresponding
section of this guide.

If you continue to experience issues, please utilize the contact information provided in the introduction of
this guide.
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