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	TrainingOrder: 2019-04
	Text0: Effective  - Friday May 31st, 2019 all employees shall commence using METR for all Form P702 -training or transfer requests. Supervisors should begin using the system to house employee commendations and Form CS-321- Documentation of Verbal Counseling.To log into METR  - ***************Training Power Points are located in the “R” drive. Below are a few points to remember:Employees and Supervisors P702's  ·         Completely fill out the form including the statement of qualifications / reasons section ·         Attach the training flyer or bulletin for training requests ·         Route to your supervisor (see below)Printing Training Records  ·          Use the print icon on the top right of the web page (deselect the records you do not want to print)Supervisors Exporting Training Records  ·         In addition to using the print icon you will have access to view all employees training records through the reports tab on the left side of the web page. This will allow the creation of a PDF or Excel document CS-321 -Documentation of Verbal Counseling  ·         Create the form by clicking on the folder on your homepage·         Attach the hard copy of signed DVC by using the attachments tab. This will appear after you save the record ·         Add an expiration date one year from issuance  
	Text1: Entering Unit / Team or Bureau Training Records  (see example below) ·         Input a description of the training ·         Attach any agenda or curriculum as desired ·         Document the instructor ·         Document all employees who attended ·         Document the number of hours  P702 Training and Transfer Request Work flow  ·         Access the P702 sent to you for review through the alerts tab at the top of the web page. The bell will be red and a number will indicate how many tasks are pending·         Bureau Commander review ·         Division Commander review ·         Final Action (if required) - Chief of Police  If approved, the P702 will be forwarded to the Training Coordinator or appropriate Public Safety Business Assistant for processing. 


