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Renewal Application for Emergency Medical
Responder
This How-To-Guide is intended for Emergency Medical Responder (EMR) licensees
that are within their open renewal period window

1 Login and navigate to your Dashboard. Locate the renewal button next to the
license that is currently active but expiring soon. Click "Renew" to start your
renewal application. The renew button will appear on the date your renewal
period opens and will disappear after the window closes or until you complete the
renewal application process.
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2 Review your name, address, phone, and email information. Use the scroll bar on
the right to page down through the entries. Click "Add a new Address" to add
another or change the default.

3 Click "Edit" If you need to revise an existing entry
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4 Update required fields. You must have at least one address marked as preferred
for mailing purposes. If you live in South Dakota, a county is required. Click "Save"
to update the application with your revisions.

5 Enter all required fields in the Additional Identifiers section. Use the Calendar
icon (Date picker) to select a month and year of birth or enter a date yourself. Use
the dropdown select feature for State and Gender.



Made with Scribe - https://scribehow.com 4

6 Enter your social security number (SSN). If you do not provide a SSN, you are
required to enter an explanation on the next line. The NPI number is optional for
some renewals. Enter a 10-digit NPI number if you have one. Click "Submit
Personal Information" to advance you to "Tab 2: Activity History" of the
application.
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7 Click "Add a New Entry" to add a new school or work activity. If you already have
activities entered, click the checkbox to include them with this application.
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8 You must select an activity type. Click the "Dropdown arrow" to view your
choices. Click "Save" at the bottom when you have entered all of your appropriate
data
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9 Click "Submit Activity History" to advance to the next tab of the application. You
can complete these Tabs in any order by clicking on the Numbered Tab at the top
of the page. You can start/stop and return to the dashboard and come back at any
time to continue your application. Complete Tab 3: practice information and
then return to your dashboard.

10 If you stop the application renewal process and want to continue at a later
date/time, simply navigate back to your licensee dashboard. Click the "pencil
icon" in the What's in-progress section.
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11 Navigate to any Tab to continue your renewal application by clicking at the top of
the page. Click "Tab 4: Continuing Education Credits" to continue.

12 Click "YES" if your NREMT certification is current. Click "NO" if it is not.
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13 If you Click "NO" to the NREMT certification question, you are then prompted to
answer the completion of CEU credits question. Click to mark YES or NO. Click
"Submit CEU Information" to advance to the next Tab in the application process.
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14 You are now on Tab 5: Disclosure Questions of the application renewal process.
Scroll through and review the definitions before answering the questions

15 Click to Mark each question "YES" or "NO". Some answers may require additional
information. Click "Submit" after entering any additional information.
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16 Once ALL disclosure questions and additional information has been answered
and/or entered, Click "Submit Disclosure Questions" at the bottom of the page

17 You have successfully completed all of the tabs of your renewal application and
are now on "Tab:6 Review my application". Make a note of the application-Id.
Click "Print this page" to print/save a copy of the renewal application.
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18 Scroll through the review page to ensure all answers are accurate . You can click
on any section heading to go back to that section and revise your answers. When
you have completed the review, Click "All the information is correct" at the
bottom of the review page
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19 The final step of the renewal application process is Tab 7: Final Agreement.
Carefully review the release and authorization before attesting to the accuracy
of the information submitted. Mark the checkbox to agree to the terms and
conditions. Click "Submit & Pay Fee"
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20 Congratulations! you have successfully completed the renewal process and a
certificate has been issued. Click the "printer icon" to view/print your certificate.

In some cases, the application may have been flagged for review and/or sent
back for correction. You will receive a notification when your license has been
issued or if additional documentation is required. Login to your dashboard on a
regular basis to receive updates.


