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Acadis Portal User Guide – TIME System Training 

 

 

There will be an option to log in via your email address or your TIME System username. 
Once you log in, you will be taken to the home page where your profile lives: 
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My Work 

 

The section labeled “My Profile” will display your name, your credential ID, primary phone 
number, primary email and any other information that is filled out for you in Acadis (mailing 
address and emergency contact).  

The “Training in Progress” section will show training that has not been completed yet. From 
here, you will be able to launch modules and take tests.  

 

You should also notice the button that says, “View Concluded Online Training”, which will 
show you previously completed training from the Acadis Portal. 
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“Certifications” is the next section on the home page, which will show you a list of all the 
completed modules (with their expiration date and status).  

 

“Employment” section shows different organizations you work for or have worked for along 
with when you were hired. There’s a view details button to see additional information. 
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“Training History” section shows your logged training hours (both TIME System training and 
external training that your Acadis Administrator logs). 

 

“Upcoming, Ongoing & Unconfirmed” shows all training that you have not completed yet 
along with the status. You will be able to see upcoming in-person classes that you are 
registered for here: 

 

My Dashboard 

This is an alternative way to view your training in progress and either launch a module or 
take a test. 

 

By clicking on the View History button, you can see your entire training transcript to include 
all training that has been logged in your Acadis profile.  
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Training and Events 

“Available Training” provides a list of training that is available to users. In order to only view 
what classes CIB has to offer, the user must filter the program to WI DOJ CIB Training. 

 

End users will not be able to register themselves for in-person training, but they will be able 
to see what is available.  
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Online module-based training can be launched by end users from the Available Training, 
but they should verify what training they should be taking with their training administrator at 
their agency.  If your training administrator did not assign it, then you should not assume 
you need to take it.  

Launching a module  

When you are ready to start taking modules, you will notice that modules 1-8 will have a 
separate test that goes with them that are built outside of the module.  This will make each 
of your modules appear to be two separate trainings. The first part will be reviewing the 
content within the module by clicking “launch” on the module.  

 

 

As you can see in the snip above, there is a test listed below the module. You will not have 
the option to take the test until you have completed the module.  Once you click the 
“launch” button, the module will immediately open. 

If your TAC chooses to register you for bundled modules, such as MDC Online Training, the 
training will appear slightly different in your Dashboard. Instead of each of the modules 
showing up right away, you will only see module 1 to launch initially and then will see all the 
tests that will have to be completed after each individual module.  You will not be able to 
take any of the tests until after you complete the content.  Once you successfully complete 
the content, you can take the test for that module.  Note that it will say the number of the 
module you are working on.  As seen in the snip below, it says 1 of 6.  
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There’s a course completion page at the end of the module, which explains that there is a 
test you must take and receive a minimum passing score of 70% on to receive the 
certification for the module. You must click on the “click here to complete the module” 
button.  
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Once you click the button, you will be returned to your home page where you will now see 
an option to “Take Test.”  

 

You will need to confirm your identity and that you are ready to take the test.  
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The page will populate with your test questions for that module.  You will notice to the left 
of the question number, there is a flag, which you can mark if you aren’t sure what the 
answer is to a question and if you want to come back to it.  

 

If you attempt to submit the test for grading, you will receive a notice if you either have a 
flag in place or if you have any unanswered questions.  
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If there are no flags or unanswered questions and you hit submit test, you will have another 
option to confirm you are ready to submit the test. 

 

After you submit the test, you will be provided with your test grade percentage.  

 

Click “Return to Home” to get back to your Portal Home page.  

 

If you have been registered for bundled modules, you will have a button appear to launch 
the next module right away (if you passed) or you can click to return to training, which will 
take you back to your dashboard.   

 

If you choose to return to training, you will see the next module is available.  
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If you failed the training, you will not have an option to launch the next module. You will 
have to return to training so you can attempt a re-take of the training you failed.  

 

On your dashboard, the training will appear with the status of the training and a button to 
retake the test. 

 

If you need to go back to the module before retaking the test, you will need to go into your 
training history to access the content again.  

 

If you sort by Start Date, you can choose for the most recent training to show up at the top.  

 

Once you find the training, you can click on “View Activities” and it will show you all your 
activities associated with that training.   



12 
 

 

If you click on the “Review” button, you will be provided an opportunity to review the 
content in the module again.   

 

To start at the beginning of the module, click on the “cancel” button.   

 


