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Application for Ambulance Driver Certification
: Part 2
This How-To-Guide is intended for Ambulance Driver applicants only

1 From the "What's in-progress" section of your Licensee dashboard, Click on the
"pencil icon" to edit your application and continue on with Part 2 of the
application process.
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2 In Part 2 of the application, there are three Tabs to complete before you review
and submit the application. Start with the Personal Information tab of the
application. Click "Add a New Entry" to add your current name.

3 From the name type dropdown list, Click on "Current"
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4 Enter all required fields. Click "Save"
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5 Continue by adding address information. Click "Add a New Address"

6 From the address type dropdown list, Click "Home" to add a home address. This
will automatically make it the Preferred address by default. (This flag can be
changed if you enter more than one address type) Continue entering all other
required fields. Click "Save"
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7 Continue adding your personal information. Click "Add a New Email" and select
"Home" from the dropdown list. The Preferred Flag will be set automatically. (This
can be changed if you enter more than one email address). Enter your email address.
Click "Save"

8 Continue entering "Additional Identifiers" in the personal information tab of the
application. Use the "Calendar icon" (Date Picker) to select your date of birth or
enter it yourself. Enter ALL other required fields.
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9 If you do not provide a social security number, you are required to enter a brief
explanation. Once all personal information has been entered, Click "Submit
Personal Information" at the bottom of the page. You will automatically advance
to the next tab of the application.



Made with Scribe - https://scribehow.com 7

10 You are now on Tab 2: Competencies of your application

Answer "YES" to the question "I am a licensed EMS (EMR, EMT, EMT I85, AEMT,
EMT I99 or Paramedic) provider in the state of South Dakota?" ONLY if you
currently have an active EMS license in South Dakota. Click "Submit
Competencies" to advance to the next Tab of the application. You can now SKIP
TO STEP 17 in this Guide.

If you are NOT a licensed EMS provider, continue with the next step in this
Guide.
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11 Answer "NO" to the question "I am a licensed EMS (EMR, EMT, EMT I85, AEMT,
EMT I99 or Paramedic) provider in the state of South Dakota" if you are NOT
currently an active EMS provider in South Dakota. Six competency questions will
now appear on your screen.

12 Click "YES" if you have that competency. A pop-up Box will appear. You must
provide the location and date of the course taken.
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13 Enter the required data. Use the "Calendar icon" (Date picker) or simply type the
date in yourself. Click "Submit"

14 Click "NO" if you do not have that competency. A pop-up Box will appear. You
must provide a brief explanation.
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15 Enter an explanation. Click "Submit"

16 After providing responses to all of the competency questions, Click "Submit
Competencies". This will automatically advance you to the next tab in the
application.
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17 You are now on Tab 3: Disclosure Questions of the application. Read the
definitions carefully prior to answering the questions.

18 Click to Mark each question with a "Yes" or "No" answer. Some questions may
require additional information. Click "Submit" after entering any additional
information.
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19 When ALL questions have been answered, Click "Submit Disclosure Questions""

20 Congratulations! You have entered all required data for your application and are
now on Tab 4: Review My Application. Click "Print this page" and make note of
your application Id prior to submitting this application. Review everything you
previously entered to verify accuracy of the application by using the scroll bar on
the right side of the page.
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21 You can go back and edit previous information you entered while in the review
process. Click any one of the section headers to revise your information, or use
the numbered tabs across the top to navigate back to that tab.

Click Tab 4: Review My Application at the top to return to the review page
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22 When you are ready to confirm that all information is accurate, Click "All the
information is correct" at the bottom of the review page

23 You are now on Tab 5: Final Agreement of the application. You will need to
carefully review this information and attest that you have read and agree to the
terms of the application.
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24 Mark the checkbox at the bottom to agree. Click "Submit and Pay Fee". If there
are no fees for your application, you will not be asked to enter any payment
details.

25 Congratulations! Step 2 of the application process has been successfully
completed and your application has been submitted to an SDBMOE analyst.
Applications will be reviewed in the order received and applicants will be notified
when the application status changes.
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26 The current status of your application is always displayed in the What's
in-progress section of your licensee dashboard. Click "View all notifications" to
see important notices and email messages sent to you.
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27 When your application has been approved, the progress status changes from
pending review to "Checklist". New messages are sent out to the applicant. All
important updates can be viewed from your dashboard.

You are now ready to proceed to the final step of the application process. You can
refer to the "Application for Ambulance Driver Certification: Part 3" training
guide on the sdbmoe website. Click the "Checklist icon" to get started now!


