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PORTAL USER INSTRUCTIONS

Requesting Initial RLEO Certification

Start by logging into the North Carolina Justice Training & Certification Portal. If have ever been
previously certified in NC as a RLEOF, CCH Instructor or Law Enforcement Officer, but have
never accessed your Portal account, please email CJAcadisHelp@ncdoj.gov and include your
full name, date of birth, and current email address. Please mention in the email that you are
RLEOF and are trying to gain access to the Portal.

If you have never been certified in NC and don’t have an account, you will need to click on the
WebForms link in the lower right corner and follow the New User Account instructions first.

NC Justice Training and Certification Portal
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Once you’ve logged in, navigate to Academy Resources, then Find & Complete a WebForm.
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Select Retired Law Enforcement Officer Firearms Certification - Initial Application from the list.

‘Academy Resources
WebForms

‘WebForm a Description

CCH Cortificate Request Form - For COH Instructor Use Only Concexed Carry Handgun instructors use thi< form to purchase blank CUH Cortificates,

CCH Instructor Certilication Initiad Application F Concealed Carry Handiun this form Lo request initial certification Bauance,

CCH Instructor Certilication Renewal Requast Current C led Carry Handgun this form Lo request certification renewal.

Data Update form to update SSN and DOB within Acadis

Edneywille Range Operation Wz thic form to apen and close the range. Also usod to report mai ode and caliber and d

FTA - BAT Mobile Unil Request - Trallic Salety Presentation Request a BAT Mobile unil for a Tralfic Salety Presentation,

FTA - Intex EC/IR Il Permit Card Reduest Replacement Intox permit card request form,

FTA - SEST Instructor Candidate WabForm This WebForm i to be used onty by Morth Carolina SFST Instructor Candidates who have completed an approved SEST Instructor Development Course
within the preceding six months.

FTA - SFAT Instructor Recortification WebForm This WebForm is to be used only by North Carolina SFAT Instructors secking recertification. This form is to be used after the SFST instructor has completed
the required SFST Instructar Refrecher training.

FTA - SFSTARD Training Request Form This WebForm is 1o be used by cortified NC SFST Instructons 1o submit DW Detection & Standandized Field Sobriety Testing (SFST), 55T Refresher, and
Introduction to Drugged Driving Class Request(s) to FTA.

New User Account , Welcome to the NC hustice Academy training portal? Complete this form to create a new account . If you need to make changes to your account please
email NCIAACadishalpincdo]. gov with your changes.

Retired Law Enl Officer Fireatms Certification - Inflial Applicati Initial for Retired Law [ Firearms

Retired Law Enforcement Officer Firearms Cerlification - Renewal Invitial Apgdication for Retired Law Enforcement Firearms certification.

Submit your RapHack Beloase of Information Form to Criminal Justice Standards  Please use this WebFormi to add your signed Rap Back Reloase of information form to your Acadis e

Complete the WebForm, being careful to upload the correct documentation by clicking on the =
link for each required item. Please note that your Academy ID/Individual ID will auto-populate as
shown below.
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The next step is to watch your email. Once we have reviewed your application, we’ll either reach out
with questions or send you an email to let you know that you’re ready to move on to the next step,
which is logging into the North Carolina Justice Training & Certification Portal to pay your
application fee.
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Below is an example of the email:

From: NC Criminal Justice Education & Training Standards [CJStandards@ncdoj.gov]
Sent: 05/16/2024 09:09 AM

To: John Doe [john.doe@emaildomain.com]

Subject: Please Submit Your RLEOF Certification Application Fee

This email confirms that we have received your application for RLEOF Certification.
Please log into the Acadis User Portal and click on the yellow dollar sign icon in the upper right corner
to pay your invoice.

Student Smith, John C Jr.
Class Basic Law Enforcement - 2011323 (01/01/2012 - 03/31/2012)
Status Enrolled

In your portal account you see a yellow “Please pay your invoices” link:

NC Justice Training and Certification Portal Q 1 Please pay your invoices

Click on the link to make the payment.

Once payment has been received and recorded, you will receive another email confirming the
certification has been issued:

From: NC Criminal Justice Education & Training Standards [CJStandards@ncdoj.gov]
Sent: 05/16/2024 09:09 AM

To: John Doe [john.doe@emaildomain.com]

Subject: Your RLEOF Certification Has Been Issued

Congratulations on successfully completing the RLEOF Certification process. Your RLEOF Certification
has been been added to your Acadis User Portal profile.

Class Public Safety Academy - Basic Training 101
Occurred 03/10/2014 - 03/15/2014



	Locate the RLEO Certification Application/Renewal webform on the Reports & Data Tools page.  Choose the View Data Collected button.  If you don’t see the data, remove the filter by clicking the “x” to remove it so that all data is displayed:
	Choose the records to import (use the “Imported On” column to identify the appropriate records).  Choose those with the most recent imported on date by checking the box next to the names:
	Then click the Actions button to choose the Import option:
	On the Import Wizard page choose the template to import RLEOF Application Documents to Person Record:
	Choose Continue
	Continue again
	Continue – the last time
	Click Finish to close - Successful import results are shown above.
	The attachments can be viewed on the Person record, Documents band. Click on each document to open and confirm the validity of the submitted information.
	Click the View button to see details, record payments, or make adjustments if any are needed.
	PAYMENT:
	9 – When payment has been made, the enrollment record will need to be marked as paid/complete.  Completion of this step will send an email to notify the instructor.  To do so, go to the enrollment for the individual in the class. Locate the RLEOF Cert...
	Locate the student and click the Action Menu to update the enrollment status to Paid:
	Click Save to finish the entry
	Alternatively, the student can be located by going to the Training tab, choose Training – Classes monitor, then choose the class to view the students enrolled:



