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Managing your Registrants



[image: Macintosh HD:Users:defaultuserhome:Desktop:Screen Shot 2017-09-25 at 5.08.28 PM.png]The Registrant List contains the list of registrants, active or inactive, for your company.  From this list, you can search, view, renew, and terminate a registrant.

To access the Registrant List, click on the Registrants tab and select the Registrant List option.

By default, the registant list will display all active registrants.  You can search within the list by Registrant ID or name.  You can also apply filters.
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The following are the filter options.  You can use one or a combination of the filters:

· Filter Registrants – By Active, Not Active, Pending Renewals, Late Renewals.
· Type – Registrant Type (Armed Guard, Unarmed Guard, etc). 
· BPN,
· User – Licensee or Designee.




For each registrant, there are a number of actions you can perform, depending on the registration type.  
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· View – View the full registrant information (the information is read-only so can not be changed).
· Renewal – Start the renewal application process.
· Duplicate – Start the duplicate application process.
· Terminate – Submit the termination notice to PPS and mark the registrant as terminated (Not Active).
· Late Renewal – Start the late renewal application process.
· Rehire – submit the rehire notification to PPS for processing.



[image: ]Managing your upcoming renewals:

To see a list of upcoming renewals or late renewals, use the Filter Registrants drop-down and select the Pending Renewals or Late Renewals.  From this list you can submit the renewal applications.  Once a renewal has been submitted, the registrant will be removed from the Pending Renewals list.


Exporting the Registrant List.

There is an option to export the list of registrants as a .csv file.  The export is based on the filter applied.  So, if you have filtered the list by Pending Renewals, the export will only contain the list of pending renewals.  The export will contain: 
· Last Name	
· FirstName	
· Middle Name	
· Type	
· BPN	
· Expiration Date	
· Registrant ID	
· Status
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