
How to submit your  In-Service 
Program for Educational Incentive Pay 

Programs are required to 
be submitted by October 1st  

for the following year 
Chapter 0360-07-05 



In Order To Attain Consistent Training 
Program Submissions This Guide and 

Online Process Through Acadis 
WebForms Has Been Created 

  Be Sure To Create Your Training 
Program in MS Word or Another Word 
Processing Program and Then Use the 

Copy and Paste Features For Your 
Program's Submissions in 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. 

Click the  
WebForms 
Link  

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


Step 4. Click the Fire Commission In- Service Program Submission Link 
You will need to submit one course submission for 
each course in your training program (40 hours min). 



Step 5. Using the drop window select the year for the Training  for Calendar Year to be 
conducted. 



Step 6. Click in the In the Organization Block  and then start to type your 
organization’s name for example Coo for the Cookeville FD 

Step 7. Select your organization’s name from the populated list . 



Step 8. Enter your Fire Chief’s or Training Officer’s contact information. This will 
be the primary contact for questions concerning the training program 
submission. Be sure to include a current E-Mail address, phone number and 
PSID from Acadis.  



Step 9. Type in the Course Title of the subject being  taught. 

Step 9. By clicking on the Blue Mark additional information will be shown to 
provide directions . 

Step 10. Using Copy and Paste commands from the training program you have created in 
MS Word Select and copy the Course Description and then Paste in the field provided.  
You will be limited to 4000 characters in the course description field.  

Include a description of the course 
(paragraph 4 to 5 sentences minimum), 
course objectives and any standards 
that are being met such as NFPA 1001 
5.4.3 etc. 



Sample submission for a Domestic Violence Course using a brief outline format. 

This course will cover Domestic violence and explain the pattern of violent and 
coercive behaviors whereby the batterer seeks to control the thoughts, beliefs, or 
conduct of his or her intimate partner or to punish the intimate partner for resisting 
the batterer’s control over her or him. In addition, the course will show that 
perpetrators of domestic violence can be found in all age, racial, socioeconomic, 
educational, occupational, sexual orientation, and religious groups. Also, this course 
will address how to respond and identify suspected domestic violence both on and 
off the job. This course meets 0360-07-01.05 (iii). 



Step 11. Select all boxes that apply to the 
course you are submitting. The Blue Marks 
will explain the selection requirement.  

Step 12. Select the Course Start Date Box 
and enter your Course Start Date 
information or Copy and Paste. Be sure to 
click the Blue Mark for required information. 



Sample Course Start and End Date (s) submissions 



Step 13. Select the hours of the course in the dropdown 

Step 14. Select the Course Start Time in the next dropdown 

Step 15. Select the Course End Time in the bottom dropdown 

Note: A four (4) hour course must reflect 4 hours of 
actual instruction time.  



Step 16. You can now enter your course location (s) by typing in the information 
Or copy / paste from your word document. Be sure to list all locations this 
course will be taught at. Example: Station 1, 2, 3, and City Hall. Do not use all 
stations. Also, provide the street address for the training location (s). (All 
Training is subject to audit) . 

Sample: Training will be held at Fire Station 1 located at 1000 North Main Street, In 
addition, it will be broadcast through GO TO MEETING via the internet to Station 2 
located at 2005 Hill Street and Station 3 located at 450 Southern Drive. 



Step 17. Next enter your instructor information as outline in the call out below 



Sample 1. Will cover any subject taught by a FDI1 except Hazardous Materials. 
LARRY D. DAVIS  0004FDI1-1719 
ANTHONY DUKE 9808FDI1-1507 
GARRY DYER   9909FDI1-1626 

Sample 2. Will cover any subject.  
Anthony Davis is a director of our local Domestic Violence Shelter. Mr. Davis 
holds a BA in Social Services and works with our local police department here in 
our community to assist victims of domestic abuse. In addition, he has worked 
with our local EMS to develop response guidelines to suspected domestic 
violence incidents.    

Sample Course Instructor (s) submission 

Note: All Hazardous Materials Instructors Require a Bio. 
Anyone not Fire Department Instructor Certified by the 
TN Fire Commission requires a Bio.   



Step 18. Enter the Course Test Date (s) & Location (s) 

Step 19. Enter the Course Test Time 



Step 20. Course Test Submission, you may type in your course test or copy and 
paste from your word document. See note below for more information 
concerning course test submission.  

Multiple test instruments must be designed to assure that the same test is not administered to two (2) 
consecutive training sessions using the same curriculum. All questions must be in the multiple choice 
format. Fill in the blank, true/ false, essay or any other format will be rejected. Ten (10) multiple choice 
questions are require for each course or one (1) for each hour of instruction which ever is greater. For 
example if you have a 4 hour course you will need 10 questions, however, if you have a 12 hour course you 
will need 12 questions. If an outside agency provides a proprietary test, note that in this section.  

Example 1. 
We will provide 2 versions of this test to our personnel. 
1. Why is a domestic violence call one of the most challenging situations for EMS providers?
a. Calls for Domestic Violence are difficult because the EMS professional does not know what the basic relationship
problem is between the two people fighting. 
b. The difficulty for EMS professionals is determining who hit who first and accusing the wrong person can
start an altercation with responding medical professionals. 
c. Domestic situations are dangerous for EMS providers because they are often uncontrollable and
unpredictable with each person’s emotions running very high. 
d. The most challenging aspect of responding to a Domestic Violent situation is watching two people who love
each other fight over trivial life situations. 

Example 2.  
The Instructor is using a proprietary test, we will collect the scores and record them on to the sign-in sheet at the 
end of the course.  



Step 21. You can now enter your Course Test Key by again typing directly or using 
copy / paste from your word document.  

Sample 1.  
Domestic Violence 2015 Answer Key 1=C, 2=D, 3=B, 4=A, 5=D, 6=C, 7=B, 
8=A, 9=C, 10=C   

Sample 2. The Instructor is using a proprietary test, we will record the 
scores on our sign in sheets when the class is completed.  

Step 22. Now review your course submission, if corrections need 
to be made, please do so before you press the Done Tab. Once 
submitted you can not edit the course.   

Repeat these steps to enter additional courses for your Educational 
Incentive Pay Training Program.  
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