Managing Civilian Personnel (Non-LESB Certified)
The administrative level permissions to add or remove personnel are only granted to Acadis Administrators. If you are unsure who your Acadis Administrator is, you can contact CIBTrain@wisdoj.gov. The instructions in this document are for updating personnel in civilian type positions. For assistance with updating employment for LESB certified positions, contact the Training and Standards Bureau at TSB@wisdoj.gov. The Acadis login page: Acadis Login Page
Follow these steps to add or remove civilian personnel within the Acadis system.

Adding Personnel
1. Check Existing Roster: Navigate to Workforce > Personnel on the left menu. Verify the individual is not already listed.
2. Access WebForms: Select Web Form > WebForms.
3. Select the Correct Form: Choose one of the following based on the individual's history:
· Employment - New Civilian Personnel (Already in Acadis)
· Employment - New Civilian Personnel (Never in Acadis)
4. Submit: Fill in all required fields and click Submit.
Never use the "Add Personnel" option under the Workforce tab. Always use the WebForms described above.

Removing Personnel
1. Locate Record: Navigate to Workforce > Personnel.
2. Update Employment: Click the vertical ellipsis (three dots) on the far right of the person's name and select Update Employment.
3. Enter Separation Details: Use these standard selections for civilian staff:
· Update Action: Separation
· Reason and Details: Separated (Non-Officer Use Only)
· Employment Status: Separated (Inactive)
4. Set Date: Enter the current or a future Effective Date.
5. Confirm: Click Submit.
Note: Submitting this form requests the removal of the individual’s employment record, WILENET access, and TIME System access.

