Electronic Student Enrollment
for Virginia EMS Certification
Courses — Instructor Guide

L ————
Quick Guide

Introduction:

This Quick Guide has been developed to assist Virginia Education
Coordinators in the enrollment process for Virginia EMS certification courses.
Enrollments are not required for providers or re-entry candidates to submit for
continuing education. Only those who are taking the course for initial
certification

Please follow this step-by-step guidance when enrolling in a Virginia EMS
certification program.

The EMS Portal only works with Internet Explorer (IE). If your version of IE is
greater than version 7, then be sure you are in compatibility mode.

Learning Objectives:

Learn how to:

Define your Course PIN

Locate your Course PIN

Identify Enrolliment Deadline

How to identify enrollees and accept them into your program

AN NI NN

-

-
:

é
:

0

I3

£
|
OFFICE OF

J



I Step 1 Course Approval

1. There are no changes in the manner in which you announce courses.

Electronic enrollment is for use only with courses that lead to a new certification level. It is not designed for
nor should it be used for providers seeking continuing education.
3. Paper based enrollment will still be available.
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I Step 2 Course Approval From the Portal
1. There are two new fields being introduced to the Portal Course Approval Form
a. The addition of the Course PIN. This number is only used by individuals wishing to enroll in your
program. This process can be used in lieu of the paper based enroliments.

It is for certification programs only. See Yellow highlighted area below.

Do not give out your Course Number.

A new Course PIN is generated for every certification course you announce. That is to say, it
is dynamic. Put it another way, it is not static. Be sure you give the correct Course PIN if you
have multiple programs.

b.The addition of an Enrollment Deadline

This will be added soon after the release of the electronic enrollment program.

See the red print in the below picture.

Instructors will have access to approve or deny enrollments through this date. After this
date, enrollments can only be approved by OEMS.
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Course Number 63041 Course PIN SHORT10141
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I Step 3 Enroliment Access

1. Access to the electronic enrollment will be from the OEMS Webpage.

2. You should provide your students with your Course PIN at the first class meeting.

3. Then instruct them to the OEMS web page and to click on the Electronic Enrollment link.

4. There is a guide for the electronic enrollment that should be shared with the students.

5. All Electronic Enrollments should be submitted within 1 week of the first class.

6. The next pages include screen shots your students will follow to get to the enrollments. See the student

guide.
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Office of Emergency Medical Services

Office of Emergency Medical Services (OEMS) is responsible
for planning and coordinating an effective and efficient
statewide EMS system. Our programs and services are
designed to assure quality pre-hospital patient care, from
when the call is received by the 911 center to the delivery of
the patient to the trauma center or hospital.
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Education & Certification

The information provided on this site is for EMS providers and instructors. New material
is added almost daily, so please check back frequently.

If you encounter any difficulties viewing information on this page, or have any
questions, comments or suggestions related to information on this page, please send
an email to Greg Neiman. We appreciate your feedback.
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1. Web Enroliment Application Box — clicking on this box will initiate the course enroliment
application process.

2. Web Enrollment Student Guide — clicking on this box will open the step by step guide for
initiating and completing the course enrollment application.

3. Web Enroliment instructor Guide — clicking on this box will open the step by step guide for
instructor’s role in the enrollment process.

4. Web Enrollment Instructor Presentation — links to the presentation for instructors to use
the first class that explains the enrollment process.
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1. Click here to initiate the enrcliment application.
2.Click here to open the stepby step student guide on how to complete the enroliment application.
) 3. Click here to cpen the stepby step instructor guide on hew to manage the web enrcliment application.
4. Click here to open the web enrollment presentation for Instructors to use with their first class paperwork.
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I Step 4 Opening Enroliment Requests.

1. All electronic enrollments will require your approval.
Access to enrollment approval is through your Portal and MY Courses tab.
3.  You will notice a new column titled course_pin that is second from the left. Any course with a Course PIN
assigned will have it appear here.
4. The Course PIN has two states:
a. Empty. No enrollments have been submitted
b. Existing enrollments awaiting your action. When this occurs, the Course PIN turns into a hyperlink.
5. To open enrollment requests, click on the Course PIN hyperlink.
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Welcome, WARREM SHORT! [Log Out]

SHORT’ WARREN W Certification Number: E052504101
13611 TIMBERLAKE CIR

Certification Level: EMT/P
MIDLOTHIAN, VA 23114
Expiration Date: 03/31/2015
Instructor Status Information & print Instructor Course Statistics | Late CE Submissions
Instructor Type Expiration Hours Taught Recert Hours Update Attended Exam Score Test Waived
EMS Education Coordinator 11/30/2015 8 MN/A N/A
Course Information for ® Active ¢ Inactive O ALL Courses
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63045 SHORT10163 ADWANCED EMERGENCY MEDICAL TECHNICIAN 04/12/2013 04/12/2012 By
63044 SHORT10162 INTERMEDIATE - PARAMEDIC BRIDGE 04/12/2012 04/15/2013 By
63042 SHORT10161 PARAMEDIC 04/12/2012 04/15/2012 =]
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I Step 5 Accepting and Denying Enrollment Requests.

1. By clicking on the Course PIN Hyperlink, you open the enrollment requests.
2. You will notice that you cannot accept those highlighted in red except that you can deny the request.
3. For others marked pending, you can either approve them for your class or deny.
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Course No: 63041 Topic ID: 40010 Program: EMERGENCY MEDICAL TECHNICIAN - VEMSES

Start Date: 04/01/2013 |End Date: 04/16/2013 |Faciity Name: FOREST VIEW VOL. RESCUE SQUAD

Click here to view Course Results
Course Enrollment Applications (Approval Deadline: 04/16/2013 Available Capacity: 25/30)

Certification # Last Name & First Name MI Level Application Date Status Reason

Denial 04/11/2013 Demed =
B201300012 Tester Test B 04/15/2013 Approved
201300013 Testone Ems 04/15/2013 Approved
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I Step 6 | Submitting Enrollment Dispositions

1. Once you have addressed the status of one or more of the enrollment requests, you must click on the Submit
button on the bottom of the page.
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I Step 7 Post Course Enrollment Approval

1. Once you have approved enrollment requests, the applicant will appear in the CSDR. There is no change in
this aspect of the program.
2. Remember, the CSDR is used to track your student’s status in the class.
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I Step 8 | Email Notification

1. Emails are integrated in this process to let you know when changes to a course are made or when enrollment
requests have been made. This will allow you to know when your students submit enroliments.

Dear Warren,

At least one enrollment has been submitted for the below course number(s) 63041 on 15-APR-2013.
Log into your Virginia EMS portal account to review and take action on the enrollment request(s).

Thank You,

Division of Educational Development
800-523-6019

804-888-9120

PLEASE DO NOT REPLY TO THIS MESSAGE: >This is a system-generated email. Replies will not be read or forwarded for
handling.
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