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Mandatory Training Reporting System Upgrade  

MTRS is the system that tracks patrol, detention, and emergency communications mandatory training hours. 

Before accessing MTRS on the portal, you must be assigned the MTRS user role. If you need this role, please 

speak to your agency portal Administrators. For more information on user roles please see our tutorial: How to 

add a new user to the Agency Portal 

The MTRS system will show on the dashboard of the agency portal under the “Employee Mandatory Training” 

box. This will list all the employees who are required to complete training within their individual cycles.    

 

Additional functions to MTRS are listed under the “Training” and “Reports” boxes, highlighted in yellow. You 

can also access an individual officer’s MTRS through Current Employees, but more on that later.  

To add group training, select “Add MTRS Group Training”. This will lead to a page where you can enter group 

MTRS training. It’s important to remember, this is NOT a POST training roster, this is where you enter non-POST 

training hours, but want to record the credit towards the mandatory training hours. 

To enter training here: 
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1. Enter the title of the training, select the category, enter hours, and date completed. 

 
2. Search the officer(s) the training applies to. Once you select their name, they will be added to the 

group training roster. 

3. Once everyone is listed, select “save” and the training will be added to their MTRS total. 

Another important addition to the portal is MTRS reporting. You can find this under the Reports tab, followed 

by selecting “MTRS Compliance.”  

The MTRS Compliance Report can be filtered by different training cycles (orange circle) and compliance status 

(green circle). The list can be exported to excel by clicking the red circle “Export CSV”. By selecting one of the 

officers listed, you can view their individual training towards their MTRS requirements.
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To view an officer’s individual MTRS hours you can access them two different ways. 

1. First, would be to find their name in the report mentioned above.  

2. Second, is to start by selecting “Current Employees” under the people tab on your dashboard. 

a. Find your officer and select the green plus sign  

b. Select Officer’s Options 

c. Select MTRS Records  

d. On this view you can see the breakdown of their MTRS and POST hours in the current training cycle. 

It also breaks down the topic requirements for patrol officers. You can see their previous training 

cycles by changing the cycle dates on the top of the screen (circled in green). You can also add notes 

to the employees MTRS Record for that specific training cycle (circled in orange). To add new MTRS 

training time, select “New” (circled in purple). 
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