Virginia EMT Instructor
NREMT Account Setup

I
Quick Guide

Introduction:

This Quick Guide has been developed to assist Virginia EMT Instructors in the
setup/creation of their National Registry account.

All Virginia EMS Education Standards (VEMSES) qualified EMT Instructors
are required to establish a Program Director account on the National Registry
(NREMT) website in order to approve and track students/candidates through
the testing process.

Please follow this step-by-step guidance when setting up your account on
National Registry’s website.

Accounts which do not follow this process will not be approved.

Requests for National Registry accounts by non-VEMSES qualified instructors
will not be approved.

Learning Objectives:

Learn how to:

v/ create and set-up your Program Director account on NREMT

-

-
:

é
:

0

5

i

J



I Step 1

| Accessing the National Registry Website

1. Open your web browser and type the following URL into the address bar:

a. http://nremt.or
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I Step 2

Account Creation

If you are National Registry (NR) certified and have an existing NREMT account, please go to Step 10 on page

8 of this document.

If you are not NR certified and do not have an existing NR account, please click Create New Account.
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http://nremt.org/

I Step 3 Online Application

1. Fill'in the requested information.

a. Account Information: Enter a User Name and Password.
Personal Information: Enter your First and Last name.
Contact Information: Enter a valid E-mail address.
Request User Roles: Check Program Director ONLY!
Complete your Security Questions.

Submit your application.
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I Step 4 Login to Your NREMT Account

1. From the NREMT website, login to your NREMT Account.
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I Step 5 Program Director Application

1.
screen.

Click on the link labeled Request Authorization of an EMS Education Program.
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I Step 6 Request for EMS Education Program Authorization Screen

1. You will be taken to the Request for EMS Education Program Authorization screen.

2. Inthe New Program section, click on the link labeled Request Authorization of an EMS Education Program.

£ RREMT . EMS Educators - Hoquest for EMS Education Proguam Autteorlsation - Windows Internet Explores provided by Visginia IT Pas

Oo- =

y L
ical Technicians®
CATIIN

for EMS

I Step 7 Request for EMS Education Program Authorization Application

1. When presented with the New Program Application, it is imperative that you complete this application as

detailed in Step 8 below.
2. Applications that are not completed correctly, per the directions below, will be rejected.
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I Step 8 | Completing the New Program Application

1. Complete the online application using the following guidance:
a. Program Information
i. Authorizing State: Select Virginia.
ii. Education Program: Place your Full Legal Name in this blank.
ili. Registration Level: Select the check boxes beside First Responder/EMR and EMT-
Basic/EMT.
b. EMS Education Program Address
i. Complete this section with your personal address—the same one you have on file with the
Office of EMS.
c. Contact Information
i. Complete this section with your personal phone numbers—the same ones you have on file
with the Office of EMS.
ii. NREMT requires the FAX NUMBER field be completed. If you do not have a fax number,
please include an alternate contact number.
d. ALS Practical Exam Host
i. Leave the default selection in this section. DO NO CHANGE THIS DATA.
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I Step 9 Application Status

1. Upon submission, you will see the following screen which will allow you to track the status of your application
through the NREMT process.

2. Approval of your application will not be automatic.

3. All applications for NREMT Program Director status will be forwarded to the Virginia Office of EMS for
approval.

4. Once your account has been approved, you will be automatically notified by National Registry via e-mail.
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These steps are for those individuals who are already National Registry certified
and hold an existing NREMT account.

I Step 10 | Login to Your Existing NREMT Account

1. From the NREMT website, login to your NREMT Account.
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| step 11 | Add New Role

1. Once you have successfully logged into your existing NREMT account, click the Edit button to add a new role.
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I Step 12 | Add Program Director Role

1. On the Edit Profile and Account Settings page, click the link labeled Add Program Director Role to this
Account.
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I Step 13 | System Notification

1. The NREMT website will acknowledge your request for a Program Director role code.
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I Step 14 | System Required Logout

1. Once your request for Program Director role code has been acknowledged, you will be required to logout of
the NREMT website and then log back in.

2. Once you have logged back in to the NREMT website, please go to Step 5 on Page 4 of this document to
complete your Program Director application.
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