
How to submit your In-Service 
Training Verification for Educational 
Pay Incentive (Excel ) and Training 

Substitution Forms Request  through 
Acadis 

Submissions for are 
required to be submitted 

by March 1st   
Chapter 0360-07-06 



Objectives 
1. How to submit Educational In-Service

Verification Form (Excel ) and Training
Substitution Forms Request  through Acadis

2. How to submit Notarized Statement of Fire
Chief and Educational Incentive Pay Request

Note: You Can Download Our Most Current 
Forms on Our Website.   



1. How to submit Educational In-
Service Verification Form (Excel ) 
Request and Training Substitution 

Forms through Acadis 



Step 1. Visit the Fire Commission Web Site 
http://www.tn.gov/fire/commFireFighting.shtml 

Step 2. Click the Acadis Portal Link 
https://acadis-portal.tn.gov/AcadisViewer/login.aspx 

Step 3. Log into Acadis using your E-mail address 
and password assigned to you by Acadis . 

http://www.tn.gov/fire/commFireFighting.shtml
https://acadis-portal.tn.gov/AcadisViewer/login.aspx
https://acadis-portal.tn.gov/AcadisViewer/login.aspx
https://acadis-portal.tn.gov/AcadisViewer/login.aspx
https://acadis-portal.tn.gov/AcadisViewer/login.aspx


Step 4. Click on Training & Events 
Step 5. Tab and then select Submit Completed Training for Approval   



Step 6. Under the Course Drop Down Select 2014  IN-SERVICE TRIANING VERIFICATION FORM 

Step 7. Enter the date (s) you are submitting the request 
Step 8. Select All attendees will have the same 
training  category. 
Step 9. From the drop down select Educational 
Incentive. 
Step 10. Select All attendees will have the same 
number of hours.  Then enter 40 in the Hours field. 
Step 11. From the drop down select TFACA – 
Academy Licenses. 

Step 12. In the Event Comments field enter as shown.  

1/10/15 
1/10/15 



Step 13. Under Instructor Contact Enter Your Contact Information 

Step 15. Now Select Either Save As Draft or Add Attendees. If 
You Select Save As Draft You Can Return And Complete Later. 

Step 14. Select Other Under Instruction 
Provider “Type” and Then Enter Your 
Department Name 



Step 16. Under  Add Attendees (s) Select Add attendee (s) by selecting from a list. 
Once you select this option your department’s personnel should populate. You can now 
select the members of your department that qualify for Educational Incentive Pay by 
clicking the check box beside their name or you can select all by clicking Name in the Blue 
Tab. However, you may need to uncheck some personnel who do not qualify.   

Step 17. Once You Have 
Selected Your Qualified 
Personnel Select Continue  

** Be sure all of your employees have been entered 
into Acadis before you start this process. ** 



Step 18. You Can Now Review And Edit As Needed. 

1/10/15 – 1/10/15 



Step 19. Select Add a Document to upload your Excel Spread Sheet For In-Service 
Training Verification.  
Note: This MUST be Our Form on a Single Excel Spread Sheet with all qualifying 
members listed for Educational Inventive Pay *Do Not Upload a PDF File for 
Educational Incentive Pay* It Will Be Rejected.  



Step 20. Add a Document Description 
Step 21. Select Browse and Find Your Educational Incentive Form 

Step 22. Select Protect This Document 

Note: The Document MUST be submitted on our form and be a Single Excel Spread Sheet 
with all qualifying members listed for Educational Inventive Pay *Do Not Upload a PDF File 
for Educational Incentive Pay* It Will Be Rejected.  



Step 23. You Can Now Review And Edit Your Submission, Your Attached File Will Appear 
Here. 

Step 24. You Are Now Ready To Submit Your In-Service Educational Incentive 
Form For Approval   



You Should Now Have This Screen Showing Your Submission 
* You Will Need To Use These Same Steps To Enter Your Training Substitutions Forms
 Into Acadis, However, You Will Select Different Course Titles and Descriptions and 
Upload The Training Substitutions Forms and Supporting Documents –  A Form 
Fillable PDF Can Be Found On Our WebSite 

* You Will Need To Use These Same Steps To Enter Your In-Service   Training and Sign-In
Sheets For In-Service Into Acadis  



2. How to submit Notarized
Statement of Fire Chief and 

Educational Incentive Pay Request 



Notarized Statement of Fire Chief and Educational Incentive Pay Request 

These Forms Must Be Completed And Sent To Our Office by Certified Mail on 
or Before March 1st   These forms can be found on our website for 
download. 



If you have questions contact your 
Commission Coordinator or our 

office  
931-294-4140  

http://www.tn.gov/fire/commFireFighting.shtml 
West TN & TFACA  

Brian Nicholson
931-200-9337 

brian.nicholson@tn.gov 
East & Middle TN
 Michael Miranda 

615-339-6021 
michael.miranda@tn.gov 

http://www.tn.gov/fire/commFireFighting.shtml
mailto:Charles.Chambers@tn.gov
mailto:Steven.Cross@tn.gov
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