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Add a New Certifications

1. To add a new certification to an employee’s record, hover over Personnel, Edit Personnel Info,
Certifications. Click on Edit by Personnel.

(T-Admin})

Personnel Dept Info Training Attendance
Edit Personnel Inf Personnel Settings

Personnel Report: Personnel Documents
Add Personnel  Certifications

Edit by Personnel
Login Info

Manage Group Rosters | Add by Type

Batch Staffing nmg Manageimen

Batch User-Levels

Logged-In : Rachel Ga

2. This will take you to the Personnel Certifications page.

3. Usethedrop

down menu to select personnel.

Personnel _ —

4. The following
record.

screen will be displayed. Here you can add a new certification to an employee’s

ACLS
Acting BC (=]
Personnel |Fox Cindy Acting Lt ’ Add New Certification
CAFS D/O
CBT Instructor
Certification Initial Cert. Date Last Cert. Date  Active IFSAC
EMT [2/28/2008 | 2/28/2008 | | | [ Update |
Officer - Aid |1715/2009 | 1152008 | fyes|v] | | [(Update |
Rescue Systems 1 |5/25/2007 | 5252007 | | ves | [ Update |
5. To add a new certification, highlight the certification that you would like to add.
6.

Click on the Add New Certification button.

CAFS D/O
CBTnstuctor i~ —
Personnel |Fox Cindy CPR Instructor [ Add New Certification
CPR/First Aid
Driver - Aid
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7. You will now see the new certification added to the employee’s list of certifications.

ACLS
Acting BC =
Persomnel [FoxCindyv] Acting Lt [ Add New Cerification
CAFS DO
CPR Instructor
Certification  Inifial Cert. Date Last Cert. Date  Active IFSAC

— > CBT Instructor | | | | Yes | | ’ Update ]
EMT 2/28/2008 | |2/28/2008 | | | [Update |
Officer - Aid [1/15/2009 | [1ns2008 | Jves|v] | | [ Update |
Rescue Systems 1 |5/25/2007 | |5/25/2007 | |ves|v| | | [ Update |

8. To add an Initial Certification Date, click in the blank box and enter the date the certification
was received. Click on the Update button.

Edit Personnel Certifications

1. From the following screen, you can edit an employee’s certification information.

ACLS
Acting BC =]
Personnel |FOX.GINGY. ¥ Acting Lt [ Add New Certification
CAFS DJO
CPR Instructor
Certification Initial Cert. Date Last Cert. Date  Active IFSAC
CBT Instructor (111772010 | | | | [ Update |
EMT 212372008 | 2/28/2008 | | [Update |
Officer - Aid [1/15/2008 | [115/2009 | | [ Update |
Rescue Systems 1 [5/25/2007 | 5/25/2007 | | [ Update |

2. To change a date of an Initial or Last Certification, highlight the existing date and type in the new
date. Click on the Update button.
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3. You can deactivate the certification by using the Active drop down menu. Select No to
deactivate the certification.

Certification  Inmitial Cert. Date  Last Cert. Date i.-—\cli\'e IFSAC
CBT Instructor [1171772010 | 11172010 | InNo [sf | | [Update | ]
EMT 212812008 | 2232008 | |ves|v| | | [Ypdate |
Officer - Aid [115/2009 | l1ns00e | |ves|v| | | [Update ]
Rescue Systems 1 |5/25/2007 | 5252007 | |ves|v| | | [Update |

4. To delete a certification from the employee’s records entirely. First, change the Active status to
No. Next, click on the delete button BH . The certification will no longer be displayed.

Add Certifications by Type

If multiple employees received the same certification at the same time, you can add the certification to
a group of employees by using the Add by Type option.

1. Hover over Personnel, Edit Personnel Info, Certifications. Click on Add by Type.

Personnel Dept Info Training Attendance Re

Edit Personnel Inf Personnel Settings

Personnel Report: Personnel Documents

Add Personnel  Certifications Edit by Personnel

Login Info Manage Group Rosters  Add by Type

Batch Staffing
Batch User-Levels

2. This will take you to the Add Certification by Type page.
3. Click on the Certification that you would like to add.

T amead Tn o«

Pachal =

Imit. Cert. Date : l:l
”~

Certifications Personnel
Il [~ Aaron, Aaron
Moredays Adams, Randy
NIMS ICS Instructor Adler, Mark
Officer - Aid Allen, Laurie
Officer- Truck Andam, Audrey
Paramedic Anderson, Rickie
Red Card Anderson, Roger
Rescue Systems 1 Barge, Jim
——— P |Rescue Systems 2 Benavides, Gary
SRT Team Member Bendzak, Matt
Tech Rescue - Confined Space Bobbit, Steve
Tech Rescue - Rope Brown, Terry
Tech Rescue - Trench Bryan, Ronald
Tech Rescue Tech. Instructor Cain, Dean M

Last Cert. Date : l:l

[

Add New Certifications

]

Current Certifications

Arnteago, Shannon
Behrens, Francis
Berry, Michael
Brown, Manny
Buffett, Dan
Burgmaier, Ken
Georges, Ron
Grover, Joni
Knox, Lenny
Paine, Todd
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Certifications list.

4. The individuals who already obtained the certification will be displayed under the Current

Certifications Personnel
I
Moradays
MNIMS ICS Instructor Gieseke, Beth
Officer - Aid Giltzow, Tony
Officer - Truck Gray, Donnie
Paramedic
Red Card Harding, Laurie

Rescue Systems 1

SRT Team Member

Tech Rescue - Confined Space

Tech Rescue - Rope
Tech Rescue - Trench

Haopkins, Colleen
Jones, Debbie
Jorgensen, Teresa
Kadow, Kathy

Keppler, Jose

= Init. Cert. Date : |5/25/2010
Geiger, Teresa
Georgés Han W Last Cert. Date : 5/25/2010

l

Add Mew Certifications

l

Current Certifications

Arteago, Shannon
Eehrens, Francis
Berry, Michael
Brown, Manny
Euffett Dan
Burgmaier, Ken
Paine, Todd

Maier, Jeff

a

Tech Rescue Tech. Instructor

5. Select the personnel who received the certification. NOTE: you can select more than one
individual by holding down the Ctrl key.

6. Enter the Initial Certification Date and the Last Certification Date.

7. Click on the Add New Certification button.

8. The Current Certifications list is now updated and the individual’s certification page will now
show the new certification.

ACLS
Acting BC =]
Personnel  Grover doni T v Acting Lt [ AddNew Cerfication
Bike Team
CAFS DJO
Certification  Initial Cert. Date Last Cert. Date  Active IFSAC
EMT 2/23/2008 | 2/28/2008 | [ Update |
Officer - Aid | | | | [ Update |
Officer - Truck | | | | | ’ Update ]
Rescue Systems 2 |5/25/2010 | 5/25/2010 | [ Update |




