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Basic Training Online Registration Guide


Welcome to our new campus records management system. This is a WebForm used by agencies to request basic training for newly-hired officers. It may be useful to have the applicant present while submitting this form.

1) Accessing the portal: 
If the point of contact, who is usually an agency’s chief, sheriff or designated training coordinator, has not requested a registration portal account, please contact Angie Evans at 620-694-1528 or ajevans@kletc.org. Once the agency point of contact has contacted Angie to request a new account for our new online system, an email will be sent to the address used to sign up, which should look similar to the image below. 
[image: Example of an Acadis welcome email.]
Click on the link to the website to begin the password reset process for the portal website. Your link will be unique and will expire over time. The username given to you is simply your email and can be used at any time after registration to sign into our online portal website.

2) Password reset screen:
[image: Image of the Acadis password rules]
Here, you will be asked to create a password for the account. The password must follow the given guidelines to be valid. 

Once your password has been reset, you will be taken to an end-user license agreement page. Read the terms and conditions and click “accept” to continue with the registration process.

3) Later Sign-In page:
First time users will not see this screen yet. Once the account has been activated and the password has been reset, you will be automatically signed in to the online registration portal and begin the process of requesting basic training (see step 4). For any sign-in after the first time, you will be taken to this login screen. You may want to bookmark it for future reference. On the left-hand side of the registration portal sign-in page, enter your new username found on the welcome email and your new password. This will take you to the homepage.
[image: Image of the Acadis login page]



4) First Time Sign-In and Online Registration Homepage:
[image: Picture of the Acadis registration homepage]After you have entered a username and password, you will be taken to the online registration portal homepage. This is the first thing you will see every time you sign in. 

a) Academy Resources tab:
[image: Image of the Acadis academy resource tab]In order to start new student registration, click on the “Academy Resources” tab on the right side of the toolbar at the top of your screen. 

This link will take you to a new page where you will begin the registration process. 

5) Academy Resources page:
[image: Image of the academy complete webform link
]Clicking the “Complete a WebForm” link will take you to the next page.

6) Full Time Basic Registration WebForm:
[image: Image of the full-time and part-time basic registration form]Here, select the “Full Time/Part Time Basic Registration Form” link shown in the image below. 

This will take you to the page where you will fill out the form. All fields with red asterisks are required for submission. 

7) Student Information: 
[image: Image of student eligibility field]This section is basic information about the registering student. 

While it is not required for form submission, please include the student’s middle name if they have one. When filling out the Mailing Address section, use the student’s home address. 
[image: Image of student information field for education and contact info]
KLETC collects students’ cell phone information to use with the Wireless Emergency Notification System (WENS) for purposes of delivering safety or other relevant messages to students, please include the student’s work phone number and provider if applicable.

8)  Emergency contact information:
[image: Image of the emergency contact form]The student’s chosen emergency contact information is entered here. All fields are required. 

9) First Aid/CPR/AED training:
If the agency would like to register the student for the First Aid/CPR/AED Training class that is available to all full-time basic training students, select the “Yes” option in the dropdown menu. If the student already has up-to-date training or plans on taking a class outside of basic training, the agency may select the “No” option. Be aware that if the student chooses not to take this class, the responsibility falls on their hiring agency to ensure they receive proper training.
[image: Image of the first aid training field]

10)  Americans With Disabilities Act
[image: Image of the americans with disabilities act disclosure][image: Image of the american with disabilities act disclousre that directs users to kletc.org/resources]If your student chooses to disclose a disability and seek accommodations, please follow the instructions outlined in the Americans with Disabilities Act Guide.

If your student does not choose to disclose a disability or seek accommodations for their disability, please continue on to step 11.

11)  Physical Examination:
[image: Image of the physical examination form]In this section, include confirmation and all necessary information to verify that the student has completed a physical examination within twelve months prior to beginning basic training and has met the physical requirements of KSA 74-5605. 
 









12)  Psychological Examination:
[image: Another image of the physical examination form]This section is similar to the above section. Enter the information to confirm that the student has undergone an appropriate psychological examination within twelve months prior to beginning basic training. 
 
13)  Certification of Submission:
[image: Image of the certification of submission]This section should be completed by the department head or the designee to certify that the information submitted is as complete and accurate as possible. By entering your name in the signature box, you are confirming that all above information is correct. 

14)  Submit form:
[image: Image of the submit button form ]
Once you have entered all required fields and fully verified that all included information is correct, you may click the “Submit” button on the bottom-right corner of your screen.
 
This will submit the request for basic training. You should receive an email from the Kansas Law Enforcement Training Center confirming that we have received your request for a basic training slot. If you are having trouble finding the confirmation email, check your spam and junk folders. 

Your officer has not yet been enrolled in a specific class. KLETC will determine the first available class to enroll your student. You will soon receive additional emails letting you know the first available class in which your student will be enrolled. Now, you may return to the home page of our online service or fully sign out of your account.
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Acadis Portal Administrator <no-reply@envisagenow.co

-~ G5 G

Fri 6/12/2020 9:51 AM
To:

Welcome to the Acadis Portal!

Follow the link below to finish setting up your account

https:/kletc.acadisonline.com/AcadisViewer/ChangePassword.aspx?g=e2954438-57 cc-4d45-85dd-}
8bfaf59ed993&t=jQOuHOgy_Zq0fWU.pxrhxG1M.phf543wK 18epyL wKjo-

Your username to access the portal is| | NGcTcTcNTNTNGNGG

Once signed in, the Acadis Portal will allow you to:

« See your instructor calendar
« Manage your instructor calendar

If you experience issues with sign in or access, please contact your Acadis administrator.
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Create New Password

Password Rules

Your new password must conform to certain rules to be accepted. Please review the rules
below before entering your new password:

Username 0804b943@ku.edu

* New Password

e can contain the following special characters: ]~ [} [ {@# $% " &* () _-
* Confirm New Password e none of the last 3 passwords may be re-used

e length must be no less than 8 characters

¢ length must be no more than 20 characters

e must have at least 1 number

e must have at least 1 uppercase character

e must have at least 1 special character

e cannot have any more than 2 consecutive repeated characters

® may not contain your user name

Confirm your new password
To ensure that you have typed your new password correctly, you are required to re-enter
the new password to confirm.

Cancel Create New Password & Sign In
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WebForms

WEBFORM 4 DESCRIPTION

Full Time/Part Time Basic Training Use this WebForm to register a new student officer for basic training.
Registration Form

Satellite Academy Registration Form R Oct
2020

Use this WebForm to register a new student officer for basic training at Satellite Academies.
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Basic Training Form - Certification of Student Eligibility

This form shall be completed by the sponsoring agency on behalf of students attending full-time or part-time basic training at KLETC.

Student Information

* First Name
Middle Name
* Last Name
Choose. v
Sufix
“Mailing Address
Choose... N
“aity “state “zip
* Gender B
* Date of Birth )
* student Email (accessible while
atKLETC)
*Agency | Enter organization name... v
* Student Title/Rank | Choose... B
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* Student Title/Rank | Choose... v

* Hire Date ]

* Full Time/Part Time

Highest Level of Education
Completed

* Student Cell Phone

* student Cell Phone Provider

Work Cell i any)

‘Work Cell Phone Provider

KLETC utilizes the Wireless Emergency Notification System (WENS) for purposes of delivering safety or other relevant messages to students via th
be necessary to complete the WENS entry.




image10.PNG
Emergency Contact Information

* Emergency Contact Name

* Relationship

“Phone #
*Address
“city “State “zip
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First Aid/CPR/AED Training
First Aid/CPR/AED training is as an optional evening class offered to all full-time basic trai
class.

g students. Please indicate below if you want your officer to attend the optional First Aid/CPR/AED evening

* First Aid/CPR/AED Training  |[] Q

NOTE:Frs ACPRAED r it co ciesFist A CPRIAED rsining st LETC, thesgency asumesl esposiityfor gt

officeris adequately trained in this arez.
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Americans with Disabilities Act (ADA) Amendments Act
VOLUNTARY SELF-IDENTIFICATION AND DISABILITY

‘The University of Kansas / KLETC complies with the Americans with Disabilities Act Amendments Act. f a student officer chooses to voluntarily disclose a disability, and seek a reasonable
accommodation, they may complete the Voluntary Selfdentification and Disability Disclosure Form found at https:/Kletc.org /resources (click on Basic Training Forms).

Upon submission of the Voluntary Self-Identification and Disability Disclosure Form please contact KLETC Basic Training Administrator Amy Osburn at 620-694-1507 or arosburn@kletc.org as soon as
possible.




image13.png
Act Amendments Act. If a student officer chooses to voluntarily disclose a disability, and se
ility Disclosure Form found af[Nttps://Kietc.ore /resources Jelick on Basic Training Forms).




image14.PNG
Physical Examination

I certify that the student officer has completed a physical examination within the twelve month period preceding the start date of basic training as indicated below. The student officer satisfies the
requirements of KSA 74-5605 and is free from any physical condition which would prohibit the student officer’s participation in physically strenuous training activities held at the KLETC or at any
certified state or local law enforcement training academy. A description of the foregoing requirements may be found at https://kletc.org/resources (click on Basic Training Forms, Verification of Physical

Ability Form).
* Date of Physical Examination @

Name of Health Practitioner Choose.. -
Administering Physical - ¢ o st Suffix
Examination

Address of Health Practitioner

*Address 1

Address2

iy “Zp

Phone Number of Health

*Phone Number
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Psychological Examination
I certify that the student officer has completed a psychological examination within the twelve month period preceding the start date of basic training as indicated below.

* Date of Psychological @
Examination

Name of Doctor or Company Choose... v

Administering Psychological  +proy et Suffix
Examination

Address of Doctor or Company

*Address 1

Address2

ity “state “Zip

Phone Number of Doctor or
Company -~ phone Number
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Certification of Submission

* Agency Head First Name ‘ ‘

* Agency Head Last Name \ \

* Agency Head Email Address | |

Person Submitting Documentation

* First " Last

* Submitter's Email Address | |

“Title/Rank | Choose...

If Other, please provide Title/Rank | |

By typing your name in the box below, you certify under penalty of perjury that the information provided on this form s true and correct to the best of your knowledge, and further, you certify under
penalty of perjury that the student officer has met the requirements of KSA 74-5605.

* Date of Verification ]

I * Electronic Signature | \I
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PO.Box 647 | Hutchinson, Kansas 67504-0647 | 620-694-1400 | Fax 620-694-1420 | www.kletc.org




