
Welcome to the NMLEA Acadis® Portal! This guide will give you a quick tour of how to navigate through 
the Portal to view your personal details, employment record, cer�fica�on record, training history, and 
how to browse for upcoming training. 

First, on the log-in page you will need to sign into your account using the login informa�on (email 
address where you received this no�fica�on and password you created). This is indicated by the RED 
boxed area in the screenshot below. Click the Sign In buton to con�nue. 

 

 

If you forgot your password, please note that for security reasons your account will lock a�er THREE 
failed atempts. To reset your password prior to being locked out and having to wait for NMLEA staff to 
unlock your account, click the Reset your password link, indicated by the YELLOW box in the screenshot 
above. On the following screen, you will enter your email account that is your login to receive a reset 
token. Passwords expire EVERY 90 DAYS! 

 



Once logged in, you will be on your Home page. On this page is where most of the informa�on you will 
reviewing will be found. Naviga�on Menus are found on the le�-side of the page and are indicated by 
the GREEN box in the screenshot below.  

 

Your personal informa�on on-file with the NMLEA is shown in the Profile Area and will list your 
Cer�fica�on Number, Phone, Email, Mailing Address, and Emergency Contact informa�on. The NMLEA 
Certification Board requires all certified personnel to have a valid mailing address on file per 
10.29.9.8G(2) NMAC. To update your personal informa�on, you can click the Manage Profile buton 
indicated by the RED box in the screenshot below. 

 

1Coming soon in 2024 will be individual automated Compliance requirements listings, progress tracking, renewal eligibility. 
Please log in frequently to manage your profile and review your record! 



  

Your Cer�fica�ons, Employment, and Training History are all located as you scroll down the Home page. 
Please note that the record only reflects informa�on reported to the NMLEA and may not be a complete 
and accurate record. If your record is missing informa�on or showing inaccuracies, please contact your 
Agency Training Coordinator. 

 

To view your Training History, please click on the correct box for the training period you wish to view. 
Your op�ons are Upcoming, Ongoing, & Unconfirmed, Current Calendar Year, Previous Calendar Year, or 
All Completed Training. 

 

If you select All Completed Training, you can Filter the results by clicking the Filter buton in the top right 
corner of the screen. In the example below, the results have been filtered to show the most recent 
Biennium cycle (01/01/2022 through 12/31/2023). 

 

Applying the filter will then refresh the results screen and show only the qualifying training based on the 
criteria entered. 

  



 

To search for training that you would like to atend and request registra�on from your Agency Training 
Coordinator, you will click on the Training and Events menu. Then you will select Available Training. 

 

Here you will see a list of all NMLEA hosted available trainings. To request registra�on, you MUST go 
through your Agency Training Coordinator or authorized Administra�ve personnel. If you click on the 
Event/Loca�on hyperlink (class name), you will be able to view addi�onal informa�on about the 
training, including training flyers (if available) and loca�on and cost details. 

 

 

 

You can view your Primary Employer Organiza�on informa�on by clicking Organiza�on on the le� side 
menu. This lis�ng should have the most up-to-date informa�on. If it does not, please contact your 
Agency Training Coordinator or authorized Administra�ve personnel to update the informa�on. 

 

 



 

 

 

 

 

 

 

 

 

 

 

Thank you for using the Acadis® Portal to ensure your records are up-to-date and accurate for your 
Cer�fica�on maintenance and compliance. 

 

Please log in frequently to manage your profile and review your record! 

 


