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IniƟal Employment Forms 

1. To create an iniƟal employment form for a new employee, select “New IniƟal Employment Form” under 
the Employee Forms tab on the agency portal dashboard. 

 

2. If they are brand new to Idaho law enforcement or you do not know their POST ID number input their 
first name, last name, and date of birth and select search. If you do know their POST ID #, input that, 
then select search. 

 

3. The list will show any individual who match the search criteria and had been at one point employed by 
any of the different Idaho law enforcement agencies. If an individual has never been employed by an 
agency, they will not be listed and must create a POST ID. Select the blue box “Employee Not Listed” to 
open the new form.  

a. If your new employee has been employed by any Idaho law enforcement agency it will display 
their name. Verify that is the correct person and select their name in the dark gray box to create 
the iniƟal employment form.  
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4. The new employee form must have each box entered and accurate. Please review the 
applicaƟon carefully before submiƩal.  

a. If the applicant does NOT have a middle name, please make a note in the 
comment secƟon. POST will reject applicaƟons that do not clarify or list the 
middle name.  

b. Please use the agency email and phone number if they have been assigned. If not, 
submit the applicant personal email and phone number as this informaƟon may 
be updated in the future.  

c. The suffix must match the format on the birth cerƟficate. (Example: Jr., 2nd, II)  
d. Please list the maiden name found on the birth cerƟficate in the “Other Names 

Used” box. Nicknames are not required to be listed. 

 

5. Once the informaƟon is submiƩed, save the form, and submit to POST.  
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6. If the form gets rejected, you can find them listed under the “Employment Forms” tab 
on the agency dashboard. 

 
7. To view the forms, select the filters that match your intended search. If you cannot see 

your filters, select either icon circled in red.  

 

 

 

 

 

 

 

 

 

For more POST Tutorials please see our website hƩps://post.idaho.gov/tutorials/ 


