
LE Instructor Applicants 
and / or Renewals

For new instructor applicants, you will need a scanned copies of 
whatever certifications you are submitting for consideration so 
that you can upload them along with your application. 

You will also need to know who your Academy Director of record is.  
That director will need an Acadis Account to process your 
application and/or renewal. 

Instructor renewals are not required to upload any documents 
unless you are submitting new skills for consideration. 



Login to your Acadis Portal Account
https://msdps.acadisonline.com/AcadisViewer/Login.aspx?

Select1



Select2



Select3



Complete all applicable fields in the WebForm Application 4



Sign the application

Click here to “sign”

This window appears Select “Sign Webform” 
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Submit the application

Submit it7



After you submit it

This window pops up – just close it



From your home page

Select Current Tasks
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You will see your application.  You can review the information for 
accuracy if you choose to, but when you are done, click on these 
three dots and choose “Mark Complete.”  
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Select “Continue Routing”12



Find the ACADEMY DIRECTOR of  record for your application in this drop-down box. 
Start typing the first few letters of their last name and you will start seeing options
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I’m using Amy as an EXAMPLE – Don’t send your applications to her!
Send them to YOUR academy director 



Click “Save & Assign” 

After you find your academy director
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Academy Directors

After the application is submitted, 
you will receive an email with a task



This is a sample of what the email looks like notifying you of an Acadis Task that needs to be 
completed. 



Login to your Acadis Portal Account
https://msdps.acadisonline.com/AcadisViewer/Login.aspx?

Select1



You will see that there is an application awaiting your review

Click here to review

When you are done reviewing it – click on the three dots to 
approve or reject the application.

If you approve the application – that’s it!  
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