
Local Agency Hosted 
Basic Telecommunicator 

Course Requirements



Department 
Procedures

 The department will submit completed 
training for approval via the ACADIS Portal  

 Only Training supervisors and/or Agency 
Portal Administrators can submit 
completed training for approval

 Unless otherwise provided, agencies shall 
request course approval from the Division 
before holding the course to allow for 
proctor coordination and/or availability for 
the proctored test at the end of the course



Instructor Requirements

Instructors must fall into one of the categories below 
to teach a local agency hosted Basic 

Telecommunicator Course

Certified Instructors after the date of 
10/01/2018, must have completed:
• 40-hour Basic Telecommunicator course 
• Instructor Development Course

• Instructors must hold a valid professional or 
specialized certification

• Instructors may teach a Regional Basic 
Telecommunicator Course.

Prior to 10/01/2018, students who completed 
the 24-hour Basic Telecommunicators course 
were grandfathered and given a specialized 
instructor certificate 
• Instructors must hold a valid specialized instructor 

certificate

• Instructors may only teach the Basic 
Telecommunicator Course within their Agency



Local Agency Basic 
Telecommunicator 
Course Instructions

 Telecommunicator pre-req’s:

 Must be employed by a department 
and all required forms submitted

 Show under personnel for the 
department in Acadis

 Must have requested access to their 
ACADIS portal account and have 
successfully signed into their account



Local Agency Hosted 
Basic 

Telecommunicator
Course ACADIS Entry 

Instructions

Do not start this process unless you 
have all the information regarding the 

class dates and student roster



Submitting Training via ACADIS Portal

Go to the ACADIS 
portal

1
Go to Training and 

Events – Select Report 
Completed Training

2
Use the drop-down 

box to select the class

The class is: “Basic 
Telecommunications-

Basic 
Telecommunications 

40 Hours Local 
Agency”

3
Enter the training 

dates and click 
continue 

If class date will be in 
the future, put the 

current date and then 
end date as the last 

day of class/test date

4
Enter the student 

roster

5
Click done and then 

submit request

6

See following pages for step-by-step instructions



In the ACADIS Portal, go to Training and 
Events and select Report Completed Training



Use the drop-down box to select the Basic 
Telecommunications-Basic Telecommunications 40 Hours 
– Local Agency Course and click continue



Select the dates of the course  

Since the class will be held in a future date and time, put in the current date and 
the end date will be the final day of class or test date, then click continue



Adding Students 
to the Roster

Start typing in the student’s 
name and once you find the 
right student, select them 

and then click Add to Roster



Once you have completed adding all students to the 
roster, click Submit Training.   



Workflow Task

Once the Agency Portal Admin has submitted the class in the portal, they 
should now see a “Current Tasks” tab under their “My Work” tab.  Click the 
“Current Tasks” tab.



Workflow Task

Click the Start Webform Button



Workflow Task
Fill out the instructor information and 
click Submit & Mark Task as Complete



Workflow Task

Once the workflow task has been 
submitted, it will be reviewed.

The workflow task will be marked 
completed once the Instructor has 

been vetted.

Once the workflow task has 
been marked completed, the 

class will be approved.



Online 
Proctored 
Test

Once the class has been approved, an email will 
be sent to the instructor to coordinate a date 
and time to administer proctored tests.

All students will need access to a computer and 
be able to sign into their ACADIS Portal Account 
to access the test prior to the test dates. 

The tests will not be visible until the proctor 
makes it active in ACADIS.



ACADIS Portal 
Information for 

Students



Requesting a Portal Account
 Create your ACADIS portal account

 Go to Https://portal.clest.org

 Click on the Webforms on the right-hand side 
of the page

https://portal.clest.org/


Request a Portal Account



Fill out appropriate information



After clicking submit, the user will get a 
confirmation for the submission

The user will receive an email with a link to finish creating their portal 
account.

If no email is received within 24 hours, contact the Standards Office with 
the Arkansas Division for Law Enforcement Standards and Training for 
assistance.



Forgotten Password



Class 
Curriculum/Google 
Classroom



Class 
Curriculum/Google 
Classroom

 Google Classroom is available, please contact Shannon McCuin for 
arrangements. 

 All course materials (including Prezi’s) are included in Google Classroom.

 If an agency prefers to use their own PowerPoints, the course curriculum is 
located on our webpage at https://www.dps.arkansas.gov/law-
enforcement/clest/telecommunications/

https://www.dps.arkansas.gov/law-enforcement/clest/telecommunications/
https://www.dps.arkansas.gov/law-enforcement/clest/telecommunications/


Arkansas DPS 
Telecommunicator 
Webpage



Arkansas DPS Telecommunicator Webpage



ACADIS 
Information



Course Curriculum
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