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Submitting a POST Training Roster in the Agency Portal 

To view or enter a POST training roster, select “POST Training Rosters” under the training tab. POST training is 
any class that has been taught by a POST certified instructor or a POST pre-approved third-party vendor, 
school, or individual. If the training hours needing entered are NOT POST hours, please select the “Add MTRS 
Group Training”. You can find the MTRS training tutorial here. 

On the “POST Training Rosters” page, you can find all rosters created by you personally, or all rosters that have 
been created at your agency. You can switch between these options using the filters. If your filters are not 
displayed select either icon circled in red. In this list you can find rejected rosters, draft rosters, or past 
approved rosters. Rejected rosters will be highlighted in red. By selecting the rejected roster, you can view any 
notes from POST about why it was rejected, what needs fixed, and resubmit. 

https://post.idaho.gov/wp-content/uploads/tutorials/MTRS-in-the-Agency-Portal.pdf
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1. To create a new POST roster, select the  icon at the top of the screen

 
 

2. Once selected, fill out each box with the details of the course. If you are unsure of the 

region, hover over the  icon and find your county.  

3. To enter the attendees, search by their POST ID number for the most accurate search. 

You can also search by their last name. 

4. In the comments of the roster include a short description of the course. This will help 

POST assign the correct code and give supporting information regarding the training. 

5. Once completed, select “Save” then select “Submit to POST.” POST staff will receive the 

roster and either approve it, or send it back for more information. If it gets sent back, 

see the second paragraph on page 1.  See below for roster example. 
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For more POST Tutorials please see our website https://post.idaho.gov/tutorials/ 

https://post.idaho.gov/tutorials/

