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Acadis Portal Training for TACs 

As a TAC, you will have access to more in the Acadis Portal than typical end users. You will 
be able to register others for classes and view a list of your personnel (Workforce) and their 
certifications. 

When you log in, you will still see your profile with any in-progress training, a list of your 
certifications, and upcoming training.  

Personnel 

Your menu on the left side will have a Workforce option, which is not available to the 
regular end user. 

 

By clicking on Workforce, you will get a sub-menu of options. To view the staff on your 
roster, you can click on Personnel. 
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You can choose to filter your personnel if you wish.  

 

Personnel Details 

To view the profile of any member of your staff, clicking on their name will take you to their 
personnel profile. Their personnel profile will include personal details, training in progress, 
concluded training, certifications, training history and a list of upcoming training. 
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Clicking on any of the 4 buttons with listed hours will display a list of the employee’s 
assigned and completed trainings, which includes scores for the completed training. 

 

A Training History report is available by clicking on the 3 vertical dots next to Reports.  
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Assigning In-Person Training 

To assign training to yourself or others, click on the Training and Events option and then 
“Available Training” in the menu.   

 

This will show all available Acadis training.  
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To narrow the list down, use the filter to view only WI DOJ CIB Training. 

 

The list below is not all inclusive (for testing purposes). All training (both in person and 
module based) will be listed here.  If necessary, you can add another filter to search for a 
specific class or module.  
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Find the class you want to register a user for, click on the register button for in-person 
classes or “assign to personnel” for module-based training. If it is a training that you need 
to take yourself, you can choose “Take Training” or there are options to “assign to me” or 
“assign to personnel.” 

When you click on Register for In-Person classes, you will be given the option of either 
typing in the name of a staff member from your agency, or you can click on the button to 
“select from personnel roster” which will allow you to mark check boxes for multiple 
individuals. 

 

Individual enrollment will bring up an enrollment request with the student’s information. If 
you have selected the correct student and don’t have anyone else to register, then you can 
just “Submit Request.”  If you would like to register another student right away, you can 
click “Submit & Request Another.”  
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To enroll multiple students at one time, you can choose the option to “Select from 
Personnel Roster.” 
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After you have selected the appropriate personnel, you can click “Submit Request(s).”   

To ensure the requests went through, you can view the Enrollment Requests from the left-
side menu.  

 

Users who were registered for the class will receive a notification (like the one below) for 
any in-person classes for which they are registered. 
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Assigning Module Training 

Please note that different certifications have been “bundled” together for ease of 
registering users. eTIME, MDC, Basic and Advanced each have all appropriate modules 
contained in that one event, so the TAC will only have to register a user one time for those 
certifications.   

 

Users will have to complete the content of each of the modules within the event, then pass 
the test of each module before they can move onto the next one. The user will not receive 
their certification until all modules have been completed within that event.  Notice that for 
bundled events, it will show up with the number of modules listed in the event. (In the 
example below, 1 of 5 for eTIME modules 1, 2, 3, 5 and the operator agreement). 
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If the individual is registered for individual modules versus the bundled event, they will 
receive certifications for each module as they complete them.   

For module based training,  you will choose “assign to me” or “assign to personnel.”  

 

If you click “Assign to Personnel,” a list of all your users will appear.  You can check on the 
box to the left of the names and then click the “Assign Students” button at the bottom. 
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You can choose to add the training category for the individual’s training, which may help 
with sorting the type of training in the reports, but it is not required.  

 

If you do choose to put in the category, the only category available for CIB training is 
labeled as “CIB TIME System”.   
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TACs may also issue a “Due Date” on the training, along with setting a reminder that will 
notify their staff via email of the upcoming due date. 

 

For the end user, the due date will show up on their “training in progress” screen and their 
dashboard by the module name. 

 

The end user will also receive an automated email notifying them of the training due date. 

 

If you are assigning someone a training module that they have already taken, you will be 
given a warning message. You can choose “Do Not Assign” if they really don’t need to take it 
again or you can click “Assign” to proceed with the registration. 
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Canceling Training 

If there were any errors or you need to cancel the enrollment for any of the personnel, you 
can do so from the Enrollment Requests. Click on the 3 vertical dots next to the View 
Request button for that individual and click “Cancel Request.”   

You will be required to enter a reason for the cancel request.  

 

It is also possible to remove the training from the individual’s personnel profile by going to 
the bottom of the profile under Upcoming, Ongoing & Unconfirmed and clicking on the 
“remove” button next to the training. 
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You will receive a confirmation dialog box and will need to click “Continue with Deletion” to 
proceed. 

 

Expiring Certifications 

TACs can check for upcoming expirations for their staff members by clicking on 
“Certification Compliance” on the left side. 
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As shown below, there are no expiring certifications in the time frame being checked 
(defaults to 90 days). 

 

You can use the filters to change the range of days being checked, which will also give you 
an option to check a box to show recently expired certifications. 

 

Once you click “Apply,”, you will see a list with people who will have certifications expiring 
and when they will expire. 

 


