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How to Submit Local Documentation in Acadis 

Local Documentation forms MUST be submitted and approved within twelve (12) months from 
when the candidate starts the certification process for each level and may be submitted any time 
during the one-year time frame after taking the first examination for that level.  

1. Go to https://iafstb.acadisonline.com and sign into your FSTB Acadis Portal 
account. 
 

2. Navigate to “Webforms and FSTB Resources.” 

 

 
3. Go to “Webforms.” 
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4. Select the “Certification Local Documentation” webform. 

 
 

 
5. The Academy ID, Name, and Email address will automatically populate for the 

signed-in user. If you are a Fire Chief, Training Officer, or College Program Chair 
submitting local documentation on behalf of the candidate, please complete this 
section with the candidate’s information.  
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6. Select the certification level from the drop-down menu and attach the Local 

Documentation Form. Then “Submit.” Confirmation of your submission will be sent 
to the email address provided. Please allow time for processing. Your Acadis Portal 
account will be updated once your submission has been processed. 

 
 
If you have any questions, please contact the FSTB at fstb-acadis@dps.state.ia.us or 
515-727-3447. 
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