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Public Access: EMS Program Request

1 Navigate to your dashboard. Click "EMS Program Request"
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2 Use the dropdown arrow to select the level of training. Click "EMT". Enter all
required fields. Use the date picker (Calendar icon) for start and end dates if
desired or type it in yourself.

3 Enter program coordinator information and enter a physician name. Use the
"Select Physician" button to select a physician from the licensee look-up. To add
additional instructors, Click "Add Instructor"



Made with Scribe - https://scribehow.com 3

4 Enter instructor information. Click "Upload proof of instructor's level of
licensure" and choose a file from your computer.

5 Click "Upload proof that the program meets the NREMT standard
requirements" and choose a file from your computer. The file name appears
below the button with the ability to delete and replace.
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6 Click "Same as Physician" box if the medical director is the same as the Physician
name entered. Click "Upload proof that the students accepted to the program
meet the NREMT criteria" and choose a file from your computer. Click "Submit"
to send program request to an SDBMOE Administrator to review

7 To view the submitted program request, Click the dropdown arrow next to EMS
Program Request.
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8 If you submitted more than one request, it will appear here in this list until it has
been approved. Click "Submitted: Basic Life Support" to view your request

9 Review your request. Use the scroll bar to see all information submitted. Click any
pdf icon to view an uploaded document. Click "Close" to exit.
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10 If you need to cancel your request, Click "Cancel".

Click "YES" to confirm Are you sure you want to cancel this EMS Program
Request?


