
Guide for Submitting BAT Mobile Unit Event Requests From the Portal 
To submit BAT engagement requests, you must log into your Portal account. Ensure all requests are submitted with as 
much notice as possible to allow FTA Registrar Staff time to enter the event as well as identifying a BAT Coordinator to 
staff the event. 

https://ncja-portal.acadisonline.com/AcadisViewer/Login.aspx NOTE: Your Portal account may not have all of the 
options and tabs as the account used for the creation of this user guide. Below is a general idea of what you will see 
on the Home tab when you login to the portal. 

 

 
After logging in, hover your cursor over the “Academy Resources” tab at the top of the page. Then “Find & Complete a 
WebForm” will appear. Click on the “Find & Complete a WebForm” link. A WebForm is to be used to submit all BAT 
Mobile Unit event requests to FTA. 

 



Once you click on this option you will be brought to a “Library” of WebForms as depicted below: 
 

 

 
 

To fill out and submit one of these WebForms, click on the name of the WebForm:  FTA BAT Mobile Unit Request – Law 
Enforcement Event.  Note that any field with a red astrix (*) next to it, indicates that field is REQUIRED prior to being 
able to submit the WebForm. Ensure that the information provided is accurate, as this will be used by FTA Registrar 
Staff to create the event in Acadis.  Aftter completing the WebForm, click the submit button at the bottom right-hand 
side of the screen. 

  

 

 

 

 
 



 
 

 

If there is a Checking Station plan for the event, the plan should be uploaded to the WebForm in the space indicated. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



After clicking the blue “Submit” icon on the bottom right of the screen you will receive a notification that the submission has 
been received as depicted below: 

Should you have any questions, please contact a member of FTA Registrar Staff via the contact information below: 

Alma Ramos: 919-609-0613  Email:  Alma.Ramos@dhhs.nc.gov  

Jennifer Stotts: 919-819-1571 Email:  Jennifer.Stotts@dhhs.nc.gov  
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