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Application for Ambulance Operator
Certification: Part 1
This How-To-Guide is intended for Ambulance Operator applicants only and assumes
you have already created your MySD login account.

1 Login and navigate to your public dashboard. Click "Start a New Application"
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2 Click the drop-down arrow to display a list of professions. Click "AD-Ambulance
Operator" to select that profession

3 The application is a 3-step on-line process. Read the application overview and then
Click "Next Step ->" to begin Part 1: Pre-certification.
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4 The Affidavit and authorization for release of information page is displayed. If
you have already completed the affidavit form and are ready to upload it, Skip
ahead to Step 6.

Click "Download Affidavit Form". Open and Print a paper copy of the affidavit
form. Complete this according to instructions. (You must sign, notarize and attach
a photo before continuing). Click "Go back to licensee dashboard"
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5 Return to your Affidavit and authorization for release of information by
logging in to your licensee dashboard. Locate the application that you started
under the "What's in progress" section. Click the pencil icon next to Ambulance
Operator to continue the affidavit process.

6 Once you have completed the Affidavit, you must scan it and save it to a computer
in PDF format. Click "Upload My Completed Form". Select the file you saved on
your computer for this upload. Note: The document name will appear below the
upload button when your upload is successful. Do NOT Click Submit!
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7 You must also upload an Identity document to complete this next step. Scan a
color copy of your driver's license or passport photo and identification details that
were presented to the notary. Note: This document must be uploaded in PDF
Format.

Click "Upload color copy of ID/Passport presented to notary" and choose the
file you just saved to the computer.
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8 Once both the affidavit and identity documents have been uploaded, the
document names will appear beneath the upload buttons. To replace a document
uploaded in error, simply Click the "X' to delete, and then repeat the upload. Click
"Upload" to choose another file to replace the one in error.

9 Once you have successfully uploaded both the affidavit and identity
documents in PDF format, Click "Submit"
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10 Your Affidavit has been successfully submitted to the SDBMOE Administrator. A
message appears "Thank You! Your affidavit will be reviewed."

Click "Ok" to return to your dashboard.
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11 The SDBMOE administrator will review and approve your submission in the order
it was received. You can view the progress of your application in the "What's
in-progress" section of the licensee dashboard. A percentage complete and
"Affidavit pending review" status will be displayed. If the administrator has to
send back your submission for any reason, you will be able to go back in and edit
using the pencil icon to replace the document in question and submit it for
additional review.
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12 Once the BMOE Administrator has reviewed and approved your submission, you
will notice the application status has changed to "Affidavit is accepted" and a
pencil icon is displayed to edit and continue on to Part 2 of the application
process.

A new message also appears under "Important Notifications" on the
dashboard. Click on the "Affidavit is accepted" message line below "View all
notifications" to read the message details.
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13 After reading the message, Click "Ok" to return to the licensee dashboard.

Use the Training Tutorials link on the BMOE public website under "Quick Links"
for additional Training Guides related to your Ambulance Operator application
process. Click the Guide to continue: Application for Ambulance Operator
Certification Part 2

https://sdbmoe.gov/media/zs2g51b1/application-for-ambulance-driver-certification-part-2.pdf
https://sdbmoe.gov/media/zs2g51b1/application-for-ambulance-driver-certification-part-2.pdf

