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Constables’ Certification, Education and
Training System (CCETYS)
Available in July 2014

The Constables’ Certification, Education and Training System (CCETS) will be available for the
Training Delivery Contractors, and all Constables and Deputy Constables on Tuesday, July 22, 2014.
CCETS will replace the current Constable Information System (CIS).

All Users must register in CCETS prior to a user account being assigned. The registration process is
very easy and Program Staff have provided a “walk through” of the registration process through a video
demonstration. Please go to the PCCD Website at www.pccd.pa.gov for the links to the video
demonstration and to register for CCETS. On the PCCD website, click on the “Training” link on the
upper right side, you will see the Constable Training Program information. At the bottom of the
paragraph is a link “More...,” this will take you to the full Constable Training webpage. On the right
there is a link: “Register / Login to CCETS.”

Login and Registration Page:

Below is the initial login page for all users. Please read the instructions on the right side of the screen
very carefully. PCCD staff does not have the ability to unlock user accounts or reset passwords. All
users will initially click on the “First Time User” link to get started.

Constables® Certification Education and Training System (UAT) Pennsylvania Commission on Crime and Delinquency

User Name* | If you are having problems logging into the CCETS application, please read the following
information
Password*
+ IMPORTANT!! If you enter your password incorrectly 3 or more times, your account
— will be locked for at least 30 minutes. For security purposes, we do not indicate that
an account is locked, you will continue to receive a “Usemname/Password
combination is invalid” message.

Eirst Time User - Register here for access ta PCCD CCETS Application
« If you believe your account is locked, please wait at least 30 minutes before trying
Forgot your password? to login or before using the forgot your password link.

- You may use the universal login website for the State of Pennsylvania to manage
your username and password, including changing your secret question and secret
answer used for the forgot password process.

To access the states universal login page click on this
link. https://www.login.beta.state.pa.us

Change your password and/or e-mail address.

+ I you know your username and password, please entar this information and press the
“Login® buttan.

- If you do not have a usemanme, please click the “First Time User” link to register as a new
user.

+ I you know your username but havs forgotten your passward, pleass click the "Forgot” link
to receive a new password.

- If you know your username and password but wish to change your password an/or email
address you used to register, please click the "Change” link.



http://www.pccd.pa.gov/

The “First Time User” link will take the user to the registration page, shown below.
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to the C Cer i ion and Training System (CCETS) Registration Page.

« If you have never registered and currently do not possess a Pennsylvania Universal Login or are not a current state employee or
contractor, select the Register button below to begin the Registration Process for CCETS.

- Ifyou have registered for other state websites, you may be able to use the same login information for CCETS. Select the cancel button
below to return to the Login page to enter your User Name and Password. You will be prompted to verify your personal information
through the CCETS Regisiration process.

- If you are a current state employee or contractor, you may use your "CWOPA" login information. You must enter the entire user name

as "cwopalusername’. Select the cancel button below to return fo the Login page to enter your User Name and Password. The "Forgot

‘your Password” and "Change Password and /or email address" links will not work when logging into CCETS with a "CWOPA" login. You
will be prompted te verify your personal information through the CCETS Registration process.

Click on the "Register" button below to begin the registration process.

: CD-CCETSSu
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Step 1: Registration Information

Next >> Cancel

Please answer the following questions:

+ Select Yes if you are currently an elected or appointed Constable or
Deputy Constable

+ Select No if you are not currently an elected or appointed Constable or
Deputy Constadie.

Are you registering as a current Constable or Deputy Constable? * ® ves O No

+ Select Yes if you have a valid term of office through and election or
appointment by the Courts. A vaiid term of office would Inciude a term that
Do you have a valid term of office as a Constabie or Deputy Constabie? 8 Yes© No begins in January of the foliowing year
+ Select No if you do not have a valid term of office through and election o
appointment by the Courts

« Select Yes if you curmently have a Certification Number issued by the
program. The Certification Number is a seven digit number that begins with
a's or'w

Do youbave:an sssigned Ceriication Number?. Yes® No - Select No if you have a previously issued Temporary Access Number
These numbers are no longer identifiable by the program. Contact
Program Staff at (717) 705-3693
+ Select Yes if you are interested in attending the 80-hour Basic Training
Are you interested in attending the Constabies' Program's 80-hour Basic Training course? * ® ves O No

ourse
+ Select No if you are not interested in attending the 80-hour Bas Training
Course

Constable/Deputy Constable Information

Home County: * Chester -] Date Of Birth: * 07/07/1970
Gender * @ Male  Female SSN: * 123-45-6789

Preferred Contact Method: * Email [ Certification Number:

Next >> Cancel

The next screen will show your personal information if you are currently a constable or deputy registered
with PCCD.
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Step 2: Personal Information

[<<Previous | [ next>> | [ cancel |
Personal Information Mailing Address
Titie [+ Address Line 1:* 123 Broad St
FirstHame: * Jonn Address Line 2
Middie Name ity * Malvern
Last Name * Doe state: * [Pennsyvania
Sufflx =] Zipcode: * 19355

Business Address

Address Line 1
Agdress Line 2
city

State |Pennsyivania
Zipeode

Contact Information
Primary Phone Number * Primary Emad Address
Phane Type: | Work Email Type:|Wark
Phone Number. (§10) 5551212 Email Address. jdoe54@mai cor]
Extension Remove

d Addr
Add 2 Phone Nurber Add an Email Address

<< Previous. Next »» Cancel




Next the user will create a user name, password and security question. You must remember your
username and password; PCCD staff cannot access them or change them.
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Step 3: Login Information

Please enter the information below to ereate a user account and passwerd for CCETS

User Name: * jdoe54
Password:* ssesesses

Verify Password: * esessesee

Email Address: * does4@mail com
Verify Email Address: * jdoes4@mail.com|

If you ever forget your Password you will be asked to properly Answer the Question you specify below in order to reset your Password. (E.g. Question="my favorite color, Answer=red")"

Secret Question: * What's your favorite color?

Secret Answer: * Blue, no green!

<< Previous Next >> Cancel

All users must then agree to the Terms of Use Policy in order to complete registration.
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Terms of Use:

constables' certification, education

he responsibility of each i

[¥1] have read and agree with the terms of use policy provided above.

Once a user has successfully completed CCETS registration, you will see the page below. The user will
receive an email stating the CCETS registration was completed. Once PCCD staff approves the
registration, the user will receive a second email stating the registration was approved. Please ensure
that the CCETS Resource Account email address, RA-CD-CCETS@pa.gov, is removed from the user’s
“spam” account. This will ensure that the system generated emails will reach the user and not get lost in
the user’s “spam” account.
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Constables’ Certification Education and Training System (System Test)

oday is
Tuesday, July 08, 2014 Messages
Welcome to the Constables' Certification, Education and Training System! Your registration has been forwarded to PCCD staff for approval

~ Home;

Usemnanme: jdoes4
Logout



mailto:RA-CD-CCETS@pa.gov

Once a user’s registration has been approved, a user may log in at any time. The first screen after login
is shown below. This screen will contain notifications regarding enrollment in training, insurance
expiration, and certification.
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Notifications

| Remove Selected Notifications | | Mark Selected As Read | | Mark Selected As Unread

Notifications List Displaying records 1 through 2 of 2
Notification Type Priority Notification Detail Read? Created LastUpdated
New Certification Number Assianed | High  Constable John Doe has been assigned the certification number W004029. | Unread 71912014 71912014

Removed From Class Medium You have been removed from Class SEQ1BT14. Unread 7/9/2014  719/2014

Navigation through CCETS is mainly by using the various categories and triangles on the left side. By
clicking a triangle, it will expand and provide more links under that category. Also by clicking on the
“Help” link on the screen, a word document will open and provide further information about that screen.

A user can also navigate by using the tabs on the upper right, shown below:

Home % Constable ¥ Training




By clicking on the “Constable” a user will see all their basic information. On the upper right side of the
screen is a quick snapshot of a constable or deputy’s status regarding certification.
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Constables® Certification Education and Training System (System Test) Home @ Constable ® Training

is:
\Wednesday, July 09, 2014 _—
| save ] [ Cancel |
-G Constable Information for John Doe
4 b John Doe
County Information View Constable County Information @ & Certification Status CERTIFIED
Communications Image Certification End Date 1/1/2015
" Fir Home(Gaunty:Ghester. Firearms Certification
irearms Type:* Constable @ satus NOT CERTIFIED
I* Maintain Shared Information Not
= Vs Constables [ Certfication Number W004029
o Available & Term of Office 01/01/14 to 01/01/15
& Liability Insurance 07/07/14 to 07/07/15
Username: jdoe54
kot @ Training Period 07/09/14 to 12/31115
(@) Firearm Training Period Not Found

The information on this dashboard will be updated as a constable renews insurance, completes training
or has term dates updated by the Clerk of Courts. The Clerk of Courts will have direct access to CCETS
to update the constables’ liability insurance and term dates.

& Certification Status CERTIFIED
Certification End Date 1/1/2015
Firearms Certification
@ crare NOT CERTIFIED
/¥ Certification Number Wo04029
& Term of Office 01/01/14 to 01/01115
& Liability Insurance 07/07/14 to 07/07/15
& Training Period 07/08/14 to 12131115

@ Firearm Training Period Not Found

Certification End Date — This is the date that the constable or deputy constable’s certification to work for
the minor courts will expire. This date is either the date the liability insurance expires, the end date of the
training period, or the end date of the term of office, whichever date comes first. This date could change
throughout the year.

Training Period — This is the period of time that the constable or deputy constable has met the training
requirement of the Program to maintain their certification.



At the middle of the page is basic personal information and address. Below is where a constable or
deputy can add or change a mailing address, email address or phone number.

Personal Information

Title: [~ Gender™ |Male  [~]
First Name:® John Date of Birth:™ 07/07/1970
Middle Name: Age: 44
Last Name:* Doe SSN* 123-45-6789
Suffix: |T|
Mailing Address
Address Line 17 123 Broad St Add a Business Address
Address Line 2:
City=™ Malvern
State:” | Pennsylvania [=]

Zipcode® 19355

During the registration process, users will be asked to select their “Preferred Correspondence Method.”
The system will automatically default to “US Mail.” If “US Mail” is selected then all correspondence
will be sent to that user via US Mail. If a user would prefer to receive confirmation letters, training
schedules and Training Bulletins by email, then the “Preferred Correspondence Method” should be set to
“Email.” A valid email address must be entered on the Personal Information screen during registration.
Multiple email addresses can be entered into CCETS; however, the email will be sent to the first email
address that is entered into the system.

The “Preferred Correspondence Method” can be changed at any time under the “Personal Information,”
once the user’s registration is approved by PCCD. If “Email” was originally selected and now the user
would like to change it to “US Mail,” that change can be made at any time. However, keep in mind,; if

the “Preferred Correspondence Method” is set to “US Mail,” the user will still receive emails regarding
enrollment and liability insurance from CCETS.

Contact Information Preferred Correspondence Method |Email [ ]

Primary Phaone Number® Primary Email Addre!
Phone Type:* | Work E Email Type:™ Work Iz‘
Phone Number:* (610) 555-1212 Email Address:* jdoes4@mail.com
Extension: Remove

Add an Email Address
Add a Phone Number

Also, during the registration process, users will be able to add a “Mailing Address” and a “Business
Address” to their “Personal Information.” The user’s “Mailing Address” will be transmitted to the
Administrative Office of Pennsylvania Courts (AOPC) and will be included on any paperwork generated
by the minor courts. If a user also adds a “Business Address” in CCETS, the “Business Address” will
then be transmitted to AOPC rather than the “Mailing Address.”



The “Training” page will show all current and past training classes. This is where a constable can check
on registration for any current class.
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Current Enroliment (0)

Current Enrolled Classes

You are currently not enrolled in any classes. Click on the "Enroll in A Class” link above if you wish to attend training.

The Class schedule is where constables can search for classes by Region, type of class or date.

pennsylvania
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® Training

South East Region, Chester County

Enrollin A Class
Class Schedule View Options
Classes in Region: | Home Region - South East Region[=] ~ Glass Type: Show Al Training Types[=] Sort By [StartDate [«
2014 Class Schedule

SE0BCE14 - Continuing Education Class Status: Approved ‘Seats Available: 13
Class Dates'  Aug 01 - Aug 03, 2014 Location

Temple University
Fri DB/01 12:00PM - 12:00PM Temple - Ambler | Enroll me in this ciass |
Sun 0803 12:00PM - 12:00PM 580 Meetinghouse Rd

9002

SE10AF14 - Annual Firearms Class Status: Approved Waitlist Available: 2
Class Dates:  Aug 01 - Aug 03, 2014 Location

Temple University @Ciass is full
Fri 08/01 12.00PM - 12:00PM Hellertown Sportsman Assoc.
Sun 08/03 12:00PM - 12°00PM Meadow Ridge Court Add me fo the class waiting lst

Hellertown, PA 18055
SE01BT14 - Basic Training Class Status: Approved Seats Available: 23
Class Dafes: Aug 05 - Aug 15, 2014 Location

Temple University
Tue 08/05 01:00PM - D5:00PH Temple - Ambler | Enroll me in this ciass |
Fri 0815 02:00PM - 08:00PM 580 Meetinghouse Rd

Ambler, PA 10002

SE11AF14 - Annual Firearms Class Status: Approved Seats Available: 13
Class Dates:  Aug 08 - Aug 10, 2014 Location

Temple University
Fri D8/08 12.00PM - 12:00PM DELCO-8haron Hill PA Enroll me in this class
Sun 0810 12:00PM - 12°00PM 1600 Calcon Hook Rd

Sharon Hill. PA 19079

All information regarding term dates and liability insurance is found on the County information page.

John Doe
Constable Type: Constable

Assoclated Countles

Tyoe County Name.
Home County Chaster
Terms of Office
Start Date End Date Reason Dockets Attachments Last Updated
I nene tins | sppontes o 72014 21523 PH oy Ky Clake
Liability Insurance
Effective Date Expiration Date Date Filed Attachments Lastpdated
5] 7014 77018 772014 1 7150201 a1 1258 PH by Kaihy Clarke

Bonded Dates

[No bonds found assaciated o fhis constable.

Other Documents

[No ofher documents found associated fo this constable

Back




The Shared Information page is how a constable can choose to share as much or as little personal contact
information to other certified constables and deputies. Only current CCETS users will be able to see this
information. A constable can change this at any time.

Constables' Certification Education and Training System (System Test) Home ¥ Constable ¥ Training
oday is:
July 09, 2014 Please note that the personal information that you choose to share will only be ible by certified and deputy

through the secure Ct ' Certificati ion and Training System (CCETS). This shared personal information will not be

4 Constable made a part of any public webpage, such as the external "Constable Finder”. Users can choose to share some, all, or none of their

1 personal information. Users can also choose to disable this feature at anytime.

4 b JohnDoe
. [—— Even if you choose to not share your personal information through this secure information sharing section, your personal information
iy el em may be subject to the Pennsylvania Right to Know Law.

| Communications

e
Save

| Msintain Shared Information . X .
i Information Sharing Settings

View Constables
Do you wish to share your personal information? | No, | do not wish to share my information
Username: jdoe54
Logout General Information

Constable Type
Gender

Addresses

Mailing Address
123 Broad St , Malvern 19355

Business Address
NA-

Phone Numbers

Work
(610) 555-1212

E-mail Addresses

Work
jdoe54@mail.com

©2001-2014 Pennsylvania Commission on Crime and Delinquency. All rights
Unauthorized Access Prohibited.
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Important Notes for Using CCETS

Delete all previously saved website addresses for the Constables’ Information System (CIS) that you
may have bookmarked or added to your Favorites. These links will no longer work. You must save the
new website address for CCETS: www.pccdcis.pa.gov

The Back arrow on the browser tool bar cannot be used in CCETS. Users will need to use either the
“Cancel” or “Back” buttons in CCETS to navigate back to the previous page in CCETS.

Please make sure to register early in CCETS. Do not wait until the Fall of 2014 to register in CCETS
when you are trying to enroll into 2015 classes. If you register early in CCETS, you can then familiarize
yourself with the system and how to enroll in classes, view training history and view personal
information.

Please be patient with Program Staff during the transition to CCETS because there may
be delays in processing of grades and issuing certifications.

P.O. Box 1167, Harrisburg, PA 17108-1167
Telephone: (717) 705-3693 - Toll Free (800) 692-7292
FAX: (717) 783-7140

www.pccd.pa.gov


http://www.pccdcis.pa.gov/
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