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Enter you information in 
the appropriate fields.  

Password will be provided
by MSHP Security Audit 
Team when the account
is established.



To add new users select the Administration drop down and then 
select Manage Users.



Select Add a User



Enter the user 
information in the 
appropriate fields.  
When complete 
select next.
Leave the send 
account setup 
invitation checked. 
This allows CJIS 
Online to create a 
random password 
for the user to 
change at first sign 
on and alerts the 
user of account 
setup.



• Select 
appropriate 
training level.  
Level 3 training is 
provided during 
MULES 
Recertification 
classes 
conducted by 
your trainer.

• Select Create 
User when done.



• When all the information 
is completed select Save 
User.



• To view or edit an 
employee profile select 
the Edit button next to 
appropriate employee.



• The first screen allows 
the administrator to 
edit basic information 
about each user.

• Security Awareness 
Training levels may be 
selected by accessing 
the Roles Tab along the 
top.

• Certification Status and 
fingerprint information 
may be accessed from 
the Certification Details 
tab.

There is no option to delete
a User.  Accounts for employees 
who have left the agency should be 
placed in an inactive status.

Change Password



• Agency reports may be 
accessed via the reports 
tab.



• Select the drop down in 
the upper right hand 
portion to view two 
options.  Select Tour to 
view a guided tour of 
the new format.  Select 
Logout to exit the 
program.
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