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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.

To add a JRFF who does NOT have a Firefighter Number previous assigned:

Step Action

1. Begin by navigating to the KyFIRES portal

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

_or_

e hitfps://kyfirecommission.kctcs.edu/ and clicking on the blue
“Kentucky Fire Commission Training System” Banner

.
KENTUCKY FIRE COMMISSION TRAINING SYSTEM a
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Step

Action

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

e [f you have forgotten your password, click on the link “Reset your password”

Signin

[E-mail addross (Usemame]

Reset your password

Retrieve Your Firefighter No.

H you have access to the primary

email ackdress for your person record,

7o ey retriee you
Firelightes No. via ema

Terms of Sorvice | Feadback

KyFIRES® Portal

WyFIRES- The Kenticky Fire Information and Recoeds Entry System i a compeohensive, enterprise
systom that serves a5 3 central training and cortification rapository for the Kentucky Fire Commission
The system maintains accurate, complete and accesuble ifelong employment and training records
for |ucd¢wntm| . Including all basic, advanced, in-service and ooline training completed, ensuring
10 fo fie:

@ mandstes KyFIRES sk
pasticipation in Fire Commission mandates and prograrms.

The Kentucky Fire Information and Records Entry System’ Primary
Functions

Comprehensive Training Recoeds for Kentucky Firefighters
Qualificationry/Cenifications Management

Emplayment Tracking and Contact Information
Curricubum, Training Administration

Management Dashboards. and Reporting
Financial Dischosure Records Submission
State Aid Records Management
Incentive/Pension Fay Management

.
® Instructor Management
= Kentucky Fire Commission Anmouncements

Resources

Aallable Training
WebForms.

Technical Suppert

For technical support, questions, or
comments on this site, please contact:

Mary Adams
B59-256-U4T5

mary, sdams@hetes.odu

System Information

Thie Acacsis* Rediness Suite i 3 comprehenshe
public salety traiving solution devsioped by
Emvisage Technologhes, LLC. The company
Provides the Acadis® software and training
madsrmization conuating ba prersber training
organlzations throughoa the US, To find out
more, please st the Emvsage web site 26

W eTsagenCw Com.

Step

Action

On the top menu bar, click on Academy Resources

Kentucky Fire Information and Records Entry System

Home  Dashboard

Training and Events

Registration  Organization

Personnel

Academy Resources”

s R
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Step Action

4, Click on Complete a WebForm

Complete a

WebForm

Step Action

5. Click on New Hire Webform

WEBFORM =

Mew Hire Webform
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Step Action

6. Complete the Employee Information section

New Hire Webform

Please fill out the information below. This will create an employment record for your new hire, which you will be able to add training to through the Portal.

Employee Information

Name (First Middle Last, Suffix) Select an opt... »
* First Middle * Last Suffix
Gender | Selectan option... v
* Date of Birth —

* Email Address

* Mobile Phone Number

Home Address
Address 2
Select an option... v
City State Zip
County
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Step Action

7. Complete the Department Information section

Department Information

* Department | Enter organization nar v
* Date of Hire
* Title/Rank | Select an option... v

* Employment Type | Select an option...

Step Action

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

* Department Moselewille{}ﬂ.l x | »

e If no “JF” suborganization is listed for your department, email
jrfirefighter@kctcs.edu
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Step Action
9. Enter the Date of Hire the JRFF started with the program
* Date of Hire s
Step Action
10. In the Title/Rank drop-down box, select Junior Firefighter
*Title/Rank | Junior Firefighter v
Step Action

1.

In the Employment Type drop-down box, select Volunteer

* Employment Type |Volunteer
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Step Action

12. Click Submit to complete the entry

Step Action

13. A submission notification will appear

o Thank You

Thank you for your submission. Your new employee should receive a Welcome email shortly from the KY
Fire Commission new Training System, that will contain directions to login, If you have any questions,
please contact the KY Fire Training Commission during normal business hours.

Step Action

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

Firefighter, Sample 9566-4357 sample firefighter . 04/24/2004 Commission Syst Office 90000 Junior Firefighter

110 Cleveland Drive | Paris, KY 40361 | (800) 782-6823 | jrfirefighter@kctcs.edu 7



mailto:jrfirefighter@kctcs.edu

GNIUC,

Ay

FIRE COMMISSION

STATE FIRE RESCUE TRAINING

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

Step Action

1. Begin by navigating to the KyFIRES portal

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

_or_

e hitps://kyfirecommission.kctcs.edu/ and clicking on the blue
“Kentucky Fire Commission Training System’ Banner

v
KENTUCKY FIRE COMMISSION TRAINING SYSTEM &

Step Action

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

e [f you have forgotten your password, click on the link “Reset your password”

ion i KyFIRES' Portal ————
Signin Resources
KyFIRES- The Kentucky Fire Information and Records Entry System b a comprehensive, enterprise

roportory for the Kentuciey Fise Commission, ® Available Training

h urate,
WebForms
Password heid 4
conm n

Technical Support

E-mail address (Username]

Resat your password
The Kentucky Fire Information and Records Entry System’ Primary

. For technical supgeort, questions, or
Functions

Comments on this site, please contact:
Mary Adams

B59.256-3475

Thie Acadis® Rasdiness Sul

public safety trairing solution dey

Envisage Technodogies, LLC. The

prenddes the Acadis® softwaee and trainin

Mmodermization comiting o prembsr tralning

organzations throughcat the US, To fird out
Ermtsage web site at

Terms of Sorvice | Feedback
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Step Action

3. Click Personnel and then click Add Employee

Kentucky Fire Information and Records Entry System a Cole, Ericka ~

Home  Dashboard Trainingand Evenls  Registration  Organization WRgepeilitEl Academy Resources®

e rrrobRgs onnel my Professional History Report  [ETEUERES At TR
\ \Add Employee |

Sn r Check Person Certification Compliance
( Ole ils
Cole, Ericka Check Career Role Training Compliance

Check Personnel Training Hours

Step Action

4. Enter Last Name

* Last Name @ Help me search

Step Action

5. Enter Firefighter Number

e This will be an 8-digit number
e Ensure you are entering all zeroes at the beginning of the firefighter
number (if applicable) as well as the dash in the middle

* Firefighter No. |0009-8765
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Step Action
6. Click Search
Step Action
7. If a match is found in the system, the name and firefighter number will

appear at the top of the page

Add a New Employee

Name Firefighter, Sample
Firefighter No. 9566-4357

If this is not the right person, search again.

110 Cleveland Drive | Paris, KY 40361 | (800) 782-6823 | jrfirefighter@kctcs.edu



mailto:jrfirefighter@kctcs.edu

@NT Uc

o

FIRE COMMISSION

STATE FIRE RESCUE TRAINING

Step Action
8. 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
9. Ensure the “JF” sub-organization is the department of record
* Organization 1
* Hire Date Sfrt Fighter Degree 00984
Sfrt Fighter Degree O)984JF
If no “JF" suborganization is listed for your department, email
rfirefighter@kctcs.edu
Step Action
10. In the Title/Rank drop-down box, select Junior Firefighter

*Title/Rank | Junior Firefighter v
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Step Action

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

* Employment Type |Volunteer

Step Action

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

Appointment Type* |Part Time x|

Step Action

13. Enter Supervisor and/or Comments (*Optional)
Supervisor v
Comments
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Step Action
14. Click Save
Step Action
15. The name and firefighter number will now appear on the active list of the
fire department roster
Firefighter, Sample 0566-4357 Commission Syst Junior Volunteer 01/26/2022

Office 90000 Firefighter
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