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How To Use Acadis® Portal to Sign-up for Adver�sed Training as a 
Training Coordinator 

1. Visit htps://nmlea.acadisonline.com 
 

2. Log in to your Acadis® Portal account. 

 
 
 
 

3. Hover over the Training and Events tab on the top naviga�on menu. 

 
 
 
 
 
 
 
 

https://nmlea.acadisonline.com/
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4. From the drop-down menu that appears, select Browse or Sign Up for Training. 

 
 

 
 
 
 
 
 
 

If you do not have the Register button or you receive a pop-up that instructs you to 
contact your Agency Training Coordinator, please contact layla.reyes@dps.nm.gov to 

review your account permissions. 

mailto:layla.reyes@dps.nm.gov
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5. Select the class you would like to atend from the list of offerings and click the Register 
buton. 

 
6. On the registra�on screen, request enrollment for a student by entering either their Last 

Name, First Name (Doe, Jane) or their Cer�fica�on # (00-0000-P or 00-0000-PST) into 
the Student box. You may also click the Select from personnel roster link to the right of 
the box to select from your agency’s current active roster.  
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7. Once a student has been selected, you will be taken to a screen where you will need to 
complete the registra�on request. If there are prerequisites, you will have to provide 
supporting documentation or attestation to their fulfillment. Failure to provide required 
information will result in delay or forfeiture of seat reservation/enrollment in the class.  
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8. Please review and verify all informa�on shown on the screen is current and valid. If 
changes need to be made, please click the “Change” hyperlink to the right of the 
informa�on that needs to be updated. Student Mailing Address must be the student’s 
personal mailing address pursuant to 10.29.1.8 G(2) NMAC which states  

“The law enforcement academy will maintain a database of all certified law enforcement officers and 
public safety telecommunicators that will reflect a valid mailing address for each individual.  It will be 
incumbent on each certified individual to provide the law enforcement academy a current and valid 
mailing address for the purpose of board communications, notices of hearing, notices of action, and other 
official means of notification listed within the scope of this rule.  Each certified law enforcement officer and 
public safety telecommunicator will provide notice of change of address in writing by use of the law 
enforcement academy LEA-82A form within 30 days of any change of address.  If an address change is due 
to termination, resignation, or retirement of a certified individual from a New Mexico public safety agency, 
the agency may provide a valid mailing address for the individual on the law enforcement academy LEA-82 
form.  Reporting and notification to the law enforcement academy of valid mailing address information is a 
requirement of certification maintenance and is the sole responsibility of the certified individual.” 
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9. If you wish to be no�fied about the status of the registra�on request as the Training 
Coordinator or Supervisor, please enter a valid email where you would like the no�fica�ons 
to be sent. 

 
10. Once all informa�on has been reviewed or updated, click Submit Request. Please note 

that this a request only for registration or enrollment and IS NOT a guarantee or 
confirmation of enrollment to attend the course. You will receive confirmation of RECIEPT 
of request via email, but final approval is required prior to attendance of the class. If you 
would like to request registration for another student, you may click on Submit & 
Request another and repeat the steps above for the new student. 
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11. To view your pending registra�on requests, click on the Registra�on menu on the top of 
the page to be taken to the Registra�on landing page. 

 

By default, you will be shown all registra�ons and their statuses for all individuals on your 
agency’s ac�ve roster. You can filter through results, if needed, by clicking the Filters   
buton on the top right of the table. 

 

From here, you can filter the results by Class �tle (usually includes topic, date of training, 
and loca�on or host). 

 

Filtering will allow you to see the status of specific requests more easily. 
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Your Registra�on Request is complete and you can check on the 
status by logging into the Acadis® Portal. 


