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KENTUCKY FIRE INFORMATION & RECORDS ENTRY SYSTEM 

PORTAL USER GUIDE 
 

Web Address:  https://kyfires.acadisonline.com  
 
Note: Not all sections are applicable to the KyFIRES system 
 
Finding Your Person Home Page 

Navigate to the Kentucky Fire Information & Records Entry System portal and log in with your email address and 
password as shown below. 

 

 

Once you’ve successfully logged in, you’ll automatically be taken to your profile homepage. Much of the 
information on this page can be adjusted using the Manage Profile menu in the upper right corner. 

https://kyfires.acadisonline.com/
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My Dashboard 
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Training and Events section: 

Available Training (To see a list of all training and register for classes) 

 

 

Training Catalog
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Report Completed Training 

 

 

Choose Category and click on continue: 
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Fill out all required information and click on add students: 

 

 

Add students and click on add to roster. Click on View Training Event: 
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Click on submit 

 

Workforce section: 

Personnel 

 

 

Add Personnel 
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Evaluations to Approve 

 

 

 

 

 

 

 

 

 

 

 

 

Incomplete Evaluations 
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Certification Compliance 

 

 

 

 

 

 

 

 

 

 

 

 

Personnel Training Hours 
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Print Training Report 
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Organization Section: 

Organization Profile 

 

 

 

 

 

 

 

 

 

 

 

Organization Compliance 
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Resource Compliance 

 

 

 

 

 

 

 

 

 

 

 

 

Invoices 
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You can also access Invoices by clicking the yellow banner at the top right of the screen. 

 

 

Planning Section: 

My Planned Events 
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Plan an Event 

 

 

Academy Resources Section: 

Academy Resources Overview 
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Rentable Resources: 

 

 

WebForms 
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To request a username and password for someone to enter records into KyFIRES: 

 

• https://kyfires.acadisonline.com/  
• Click on Webforms and Resources. 
• Click on find and complete a webform. 
• Click on the User Identification Application. 
• Please fill out and click on submit. 

 

 
 
To add a new firefighter to KyFIRES: 
 

• https://kyfires.acadisonline.com/  
• Click on Webforms and Resources. 
• Click on find and complete a webform. 
• Click on New Hire Webform (2) 
• Please fill out and click on submit. 

 
To request a chief change or information change for a fire department: 
 

• https://kyfires.acadisonline.com/  
• Click on Webforms and Resources. 
• Click on find and complete a webform. 
• Click on the Fire Department Data Change Form 
• Please fill out and click on submit. 

 

 

 

 

 

 

 

 

 

 

 

https://kyfires.acadisonline.com/
https://kyfires.acadisonline.com/
https://kyfires.acadisonline.com/
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Available Workflows 

 

 

Start a Workflow 
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Document Library 

This is a newer feature and must be enabled in the “Portal Settings” area in the Admin 
tab. The documents must then be uploaded at the Academy Organization record and 
the option to Display for any logged in user must be selected. 

 

Options from the top right 
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Notification Bell: 

 

 

 

How to run a Certification Summary Report in KYFIRES 

 
 
 
 

• Personnel 
• See a list of personnel 

• Go across from the Firefighter’s name, click on the action menu button  and click on request 
certification 
 

• Click on the certification such as Firefighter Kentucky Basic I (115-Hour) certification or Firefighter 
Kentucky Basic II (300-Hour certification)  
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• Click on continue 
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• Under recipient, click on continue 

 

 

 

 

 

 

• Under guideline for issuance, click on continue 
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• Under certification for KY Basic I or II, click on Finish Later.  
 

• Go to personnel, see a list of personnel and click on a firefighter’s name 
 

• Under applications on a firefighter’s screen, click on KY Basic I or II (in blue) 
 

• Go to printer button on right hand side 
 

• Click on print table as displayed 
 

• Click on print  
 

 

 
Adding a Junior Firefighter to KyFIRES 

  

A junior firefighter, 15-17 years of age, shall be issued a firefighter number through the Kentucky Fire 
Information and Records Entry System (KyFIRES) and be listed on the roster of the junior firefighter 
program sub-organization of the sponsoring department in KyFIRES. JRFFs listed on the roster of a 
Fire Commission-recognized JRFF Program are eligible for workers’ compensation coverage and are 
eligible to accrue firefighter training hours.  
  
*Note: to add/separate members to the fire department roster, or to input training hours for fire 
department members, a person must be authorized by the Fire Department and assigned KyFIRES 
portal permission by the Fire Commission office.  
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 To add a JRFF who does NOT have a Firefighter Number previous assigned:  

   

Step  Action  

1.   Begin by navigating to the KyFIRES portal  

• https://kyfires.acadisonline.com/acadisviewer/login.aspx  

                                                  -or-  

• https://kyfirecommission.kctcs.edu/ and clicking on the blue  
“Kentucky Fire Commission Training System” Banner section 

  
 
 
 
 
 
 
  
 

  
    

Step  Action  

2. 
  

Enter your Username and Password in the Sign in section and click Sign In  

• If you have forgotten your password, click on the link “Reset your password” 
 
  

  
  
  

 
  
  
 
 
 
 
 
 
 
  

https://kyfires.acadisonline.com/acadisviewer/login.aspx
https://kyfires.acadisonline.com/acadisviewer/login.aspx
https://kyfirecommission.kctcs.edu/
https://kyfirecommission.kctcs.edu/
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Step  Action  

3.  On the side menu bar, click on Webforms and Resources   

  
 

  

  
 
 
 
 
 
 
 
 
 
 
 
  

Step  Action  

4. 
  

Click on WebForms   
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Step  Action  

6.  Complete the Employee Information section  

  
  

Step  Action  

5.  Click on New Hire Webform 
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Step  Action  

7.  Complete the Department Information section  
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Step  Action  

8.  In the Department drop-down box, ensure the “JF” sub-organization is the 
department of record  

 
  

• If no “JF” suborganization is listed for your department, email 
jrfirefighter@kctcs.edu   

 
 
 
 

  
  
  
  
  

Step  Action  

9.  Enter the Date of Hire the JRFF started with the program  

 

  
  
  
  
  

Step  Action  

10.  In the Title/Rank drop-down box, select Junior Firefighter   
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 Step  Action  

11.  In the Employment Type drop-down box, select Volunteer   

 

  
  
  

Step  Action  

12.  Click Submit to complete the entry  

 

  
  
  

Step  Action  

13.  A submission notification will appear  
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Step  Action  

14.  The name and firefighter number will now appear on the active list of the 
fire department roster  
 
 

  

 
  

    
  

  

To add a JRFF who has been *previously* assigned a Firefighter Number:  
  
  

Step  Action  

1.  Begin by navigating to the KyFIRES portal  

• https://kyfires.acadisonline.com/acadisviewer/login.aspx  

                                                  -or-  

• https://kyfirecommission.kctcs.edu/ and clicking on the blue  
“Kentucky Fire Commission Training System” Banner section 

 

 

  

 

 

 

 

  
 
 
 

  
  

https://kyfires.acadisonline.com/acadisviewer/login.aspx
https://kyfires.acadisonline.com/acadisviewer/login.aspx
https://kyfirecommission.kctcs.edu/
https://kyfirecommission.kctcs.edu/


February 2025        29 | P a g e  

Step  Action  

2.  Enter your Username and Password in the Sign in section and click Sign In  

• If you have forgotten your password, click on the link “Reset your password”  
 
 

  
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
  
  

Step  Action  

3.  On the side menu bar, click Workforce  
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Step  Action  

4.  Click on Add Personnel 
 
  
 
 
 
 
 

 
 
 
  

Step  Action  

5.  Enter Last Name  

 
 
 
  

  
  
  

Step  Action  

6.  Enter Firefighter Number  

• This will be an 8-digit number  
• Ensure you are entering all zeroes at the beginning of the firefighter 

number (if applicable) as well as the dash in the middle  
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Step  Action  

7.  Click Search  

 
  
 
 
 

   

  

Step  Action  

8.  If a match is found in the system, the name and firefighter number will 
appear at the top of the page  
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Step  Action  

9.  The department and any sub-organizations the authorized user is 
permitted to enter personnel for will appear in the Organization drop 
down box  
 
 

  

  

  

Step  Action  

10.  Ensure the “JF” sub-organization is the department of record   

 
  

If no “JF” suborganization is listed for your department, email 
jrfirefighter@kctcs.edu  
 
 
 

  

   

Step  Action  

11.  
In the Title/Rank drop-down box, select Junior Firefighter   

 
  
 

 
 
 
  

mailto:jrfirefighter@kctcs.edu
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Step  Action  

12.  In the Employment Type drop-down box, select Volunteer   

 
  
 
 

  

  

Step  Action  

13.  In the Appointment Type drop-down box, select Part Time   

 

  

  

Step  Action  

14.  Enter Supervisor and/or Comments (*Optional)   
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Step  Action  

15.  Click Save   

 

  

  

Step  Action  

16.  The name and firefighter number will now appear on the active list of the 
fire department roster  
 
 

  

  

 
  
 

 
 

Aging Out a Junior Firefighter In KyFIRES  
  

A junior firefighter (JRFF) is no longer eligible to participate in the Kentucky Fire Commission’s Junior 
Firefighter Program upon their 18th birthday. The JRFF must be appropriately added to the main roster 
of their active fire department or appropriately separated from the fire department they participated 
as a JRFF on, if they no longer wish to continue service.  
  
*Note: to add/separate members to the fire department roster, or to input training hours for fire 
department members, a person must be authorized by the Fire Department and assigned KyFIRES portal 
permission by the Fire Commission office. Please ensure you are first adding the JRFF to the main fire 
department roster prior to separating them from service on the “JF” suborganization roster. If the JRFF 
will no longer be continuing service upon their 18th birthday, you may skip straight to page 8 and follow 
the instructions “To age out a JRFF in KyFIRES”.  
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To add a former JRFF to the main roster of the fire department:  
   

Step  Action  

1.  Begin by navigating to the KyFIRES portal  

• https://kyfires.acadisonline.com/acadisviewer/login.aspx  

                                                  -or-  

• https://kyfirecommission.kctcs.edu/ and clicking on the blue  
“Kentucky Fire Commission Training System” Banner section 
 
 

 
  
 
 
 
 
 
 

  
   
  

Step  Action  

2.  Enter your Username and Password in the Sign in section and click Sign In  

• If you have forgotten your password, click on the link “Reset your password”  
 
 

  
  

 

 
 
 
 
 
 
 
 
   

https://kyfires.acadisonline.com/acadisviewer/login.aspx
https://kyfires.acadisonline.com/acadisviewer/login.aspx
https://kyfirecommission.kctcs.edu/
https://kyfirecommission.kctcs.edu/
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Step  Action  

3.  On the side menu bar, click on Workforce  

  
 
 
 
 
  
  
 
 
 
 
 
 
 
 
 
  
  
  
 

Step  Action  

4.  Click on Add Personnel 
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Step  Action  

5.  Enter Last Name  

 
 
 
  

  
  
  

Step  Action  

6.  Enter Firefighter Number  

• This will be an 8-digit number  
• Ensure you are entering all zeroes at the beginning of the firefighter 

number (if applicable) as well as the dash in the middle  

  

 

  
  
  

Step  Action  

7.  Click Search  
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Step  Action  

8.  If a match is found in the system, the name and firefighter number will 
appear at the top of the page  
 
 

 
  

  

Step  Action  

9.  The department and any sub-organizations the authorized user is 
permitted to enter personnel for will appear in the Organization drop 
down box  
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Step  Action  

10.   Select the organization name that does NOT have a JF    

 

  

 

  

Step  Action  

11.  Enter the Hire Date   

 

  

 

  

Step  Action  

12.  In the Title/Rank drop-down box, select Firefighter   
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Step  Action  

13.  In the Employment Type drop-down box, select the appropriate level of 
employment this firefighter will perform duties upon    

 

  

  

Step  Action  

14.  In the Appointment Type drop-down box, select the appropriate level of 
appointment this firefighter will perform duties upon    
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Step  Action  

15.  Enter Supervisor and/or Comments (*Optional)   

  

 

  

  

Step  Action  

16.  Click Save   

 

  

  

Step  Action  

17.  The name and firefighter number will now appear on the active list of the 
fire department roster  
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To age out a JRFF in KyFIRES: 
  

Step  Action  

1.   Begin by navigating to the KyFIRES portal  

• https://kyfires.acadisonline.com/acadisviewer/login.aspx  

                                                  -or-  

• https://kyfirecommission.kctcs.edu/ and clicking on the blue  
“Kentucky Fire Commission Training System” Banner section  

  
 
 
 
 
 
 
 
 
 
 

  
  

Step  Action  

2.  Enter your Username and Password in the Sign in section and click Sign In  

• If you have forgotten your password, click on the link “Reset your password”  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

  

https://kyfires.acadisonline.com/acadisviewer/login.aspx
https://kyfires.acadisonline.com/acadisviewer/login.aspx
https://kyfirecommission.kctcs.edu/
https://kyfirecommission.kctcs.edu/
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Step  Action  

3.  On the side menu bar, click on Workforce  
 
 
 

  
 

  
  
  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step  Action  

4.  Click on Personnel 
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Step  Action  

5.  Scroll down to the name of the JRFF you wish to separate from the JF 
roster  

 

  
  
  

Step  Action  

6.  Click on the three dots on the right side of the line of the JRFF you wish to 

separate from the JF roster  

  
  

Step  Action  

7.  Click Update Employment  

 

  
  

  Step  Action  

8.  In the Update Action drop-down box, select Separation   
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Step  Action  

9.  In the Reason and Details drop-down box, select Resigned (No details)   

 

  
  
  
   

Step  Action  

10.  In the Employment Status drop-down box, select Separated (Inactive)   

 

  
  

Step  Action  

11.  Enter the date the separation was effective (the JRFF’s 18th birthday, or 
when they resigned from service)   
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Step  Action  

12.  In the Title/Rank drop-down box, select Junior Firefighter  

 

  
  

Step  Action  

13.  In the Employment Type drop-down box, select Volunteer   

 

  
  

Step  Action  

14.  In the Appointment Type drop-down box, select Part Time  

 

  
  
  

Step  Action  

15.  In the Comments section, type “Aged out of JRFF Program”  
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Step  Action  

16.  Click Save  

 

  

Step  Action  

17.  The JRFF will now be listed as Inactive on the roster  

  

 
 
 

 

  

  


