Officer Maintenance – Editing and Adding
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	Editing Officer Information (Adding Officers start on pg. 4)

	Step
	Action

	1
	Click on the Maintenance tab in the navigation bar at the top of the screen.
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	Click on the Officer Maint link.
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	This section allows the agency administrators to proactively keep their officer information up-to-date. Personnel can be added, deactivated and moved depending on the need. The search screen has several case-sensitive fields for searching.  Leaving the fields blank and click the Locate button will allow you to see everyone assigned to the precinct.

You can limit your search results by using any of the search fields, i.e. entering a specific officers serial number (with agency prefix) or Last name with a wildcard (JONES*) or selecting a particular precinct. Entering information in all three fields when doing a search in not recommended, it will narrow your search options.
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	To edit an officer’s information click on the Edit link.
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	The Officer and Police Personnel Add/Edit screen allows editing to the personal information of an officer/deputy, including their name, badge number, phone number and email.
NOTE:  You MUST enter the officer name as follows:
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Last Name, First Name middle initial (if available)
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	To change an officer’s precinct, select the gray arrow to open the Select a Precinct dialog box. This screen allows changes to an officer/deputy’s location to any precinct at the assigned agency.

NOTE:  Do NOT type in the precinct.  This will not auto-populate the phone number info.  You must use the gray arrow.
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	This screen automatically populates with a default precinct.  To clear out the default, delete what is in the field and click on the Locate button to see all of the available precincts for the assigned agency. Then click the blue Select link next to the desired precinct.
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	In the Change Reason drop down, select the appropriate reason as to what was changed when updating a phone number, precinct assignment or inactivating an officer.
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	Once editing the info is completed and the Change Reason description is selected, click on the Save & Return button to save the changes.
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	Adding an Officer
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	The Officer Maintenance section also allows the addition of new officers. Click on the Add New Personnel button to add a new officer.
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	Enter as much contact information as possible so that County Attorney staff is able to contact these officers regarding case matters.  Leave Change Reason field blank.
NOTE:  You MUST enter the officer name as follows:
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Last Name, First Name middle initial (if available)
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	Click on the Save & Return button to save changes. It is necessary for officers to be added as soon as they are submitting DRs for prosecution in order for County Attorney staff to send them notifications within the CANS system. 
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