Using the Maintenance Tab – Precinct Officer Mass Upload
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	For agencies that wish to proactively perform mass updates of their officers/deputies, the Precinct Officer Mass Upload link on the left navigation bar of CANS Maintenance will allow the uploading of information on multiple officers/deputies at once.
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	The mass upload requires that the officer/deputy information be in a certain format and that certain information be present, including the badge number with agency prefix, officer/deputy name, precinct description, agency ORI and Precinct code. The format is as follows:

Badge Number with Prefix,”LAST NAME, FIRST NAME”,Precinct Description,ORI,Precinct Code(3 Digit),Squad(3 Digit),FaxNumber (XXX-XXXX),Voice Number (XXX-XXX),Fax Area Code(XXX),Voice Area Code (XXX), (space), (space),Y

Example:

MS1563,"BURKHALTER,TODD A",S33 - MCSO Queen Creek,AZ0070000,S33, ,123-456,876-1000,602,602, , ,Y

MS1751,"GUTIERREZ,JUSTO ROMAN",S33 - MCSO Queen Creek,AZ0070000,S33, ,123-456,876-1000,602,602, , ,Y

MS0479,"LAFKO,CHRISTOPHER",S33 - MCSO Queen Creek,AZ0070000,S33, ,123-456,876-1000,602,602, , ,Y

There is no limit to how many officers/deputies can be added as long as each one is on a new row. This file can then be saved in your file directory as a .txt file.

If interested in using this feature, MCAO can provide a list of the available Precinct Descriptions/Codes. MCAO can also provide an example list of officers/deputies from your agency and their locations as they currently exist in the CANS system in the proper format. Contact 602-372-2247 or email ca-caissupportcenter@mcao.maricopa.gov for more information.
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	From inside the Precinct Officer Mass Upload section, select External CANS Officer Upload from the drop-down.
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	Click on the Browse button to locate the file in the location where it was saved.
[image: image3.jpg]Precinct Officer Mass Upload
[
Document Type [External CANS Offi load

Document [






	5
	Browse to the file, select it and click the Open button.
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	Once the file is selected click the Upload button to upload the file into the CANS system.
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It will take a few minutes for the file to load. When it is complete the dropdown will change to XCU and you will see a yellow Precinct Officer Mass Upload Message at the top.
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