
This 90 second video will walk you through the process of adding and deleting 
assignments in WISEstaff.
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Use the Search/Edit link to search for a person.  First and last name are 
required fields, and there are other criteria to use to narrow the results.  It is 
important to find a match if one exists, so please remember to use maiden 
names or other names, as appropriate.  You are given the option of creating a 
new record if no match is found .

Searching



Once you click on the Search button you will see the Search/Edit screen.

You can view the Other Name(s) associated with a person, by clicking on the 
plus symbol in the Details column.  Other Name(s) included maiden names, 
nicknames or names other than legal names.  For example, Jane Smith’s 
maiden name may be Jane Jones, or you may find Robert Marshall under Bob 
Marshall.

Searching



Here is what you see when you click on the WISEid to view the Personal, 
Contact and Assignment details.

Details



New assignments can be added under the Current Position(s) section.  To 
begin, click on the Add Assignment button. 

Add Assignment



Once information has been entered in the desired fields, click on the Continue 
button; unless there is a Save button, which means there are no further 
questions to answer and the information should be saved.

If applicable, enter the requested information and click the Save button.  The 
information entered here will vary depending on the position’s dynamic 
questions. 

Add Assignment



An assignment can be edited by clicking on the Edit icon, located to the left of 
the red “X” icon.  The edit screen is the same as the creation screen.  A user 
can edit assignments only if their selected agency (displayed in the dark blue 
header of every screen) is the hiring LEA.  

An assignment can be deleted by clicking on the corresponding red “X” icon.  

Editing/Deleting an Assignment



Thank you for watching this video on adding and deleting assignments in 
WISEstaff. 
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