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Public Access: Request to offer EMS Continuing
Education Course

1 Navigate and login to your public dashboard using https://my.sdbmoe.gov Click
"EMS CE Course Application" to start a new course application

https://my.sdbmoe.gov
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2 Using the drop down box, select the course level

3 The Course Number appears by default. Continue to enter ALL required fields
on the form.
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4 Use the Calendar icon (Date picker) to select the start and end date of the
course. Be sure to Select the time!
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5 Select one or more topics from the drop down. The associated hours will default
when selected. You must also enter a topic description

6 Click "Upload Training Documentation" and select a file from your computer.
The file name will appear under the upload button after the upload is complete.
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7 Select "Yes" or "No" to make the course available to the public. Click "Submit"

8 A message "Thank you for your submission" is displayed. An SDBMOE
Administrator will review the request submitted and an email is sent to the
requestor when it is approved or sent back for revision. Click "Close" to exit
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9 From the dashboard you can view and/or cancel your request prior to approval.
Click the drop down arrow to display a list of pending requests

10 Click "Submitted: SD24CE009" to view the pending request
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11 Course request SD24CE009 is displayed. Click "Cancel" if you no longer want to
offer this course for approval. Click "Close" to exit and return to the dashboard.


