
VaOEMS Web 
Enrollment 

How to guide for students 



Objectives  

 Learn how to enroll in a Virginia EMS 
Certification Course 



Requirements  

 Access to the internet 
 Internet Explorer (IE) 
 If IE 8 or greater, be sure it is in compatibility 

mode for 8. 
 



Accessing the 
OEMS Web Page 

 
 
 
Connect to the OEMS web page 
 
 http://www.vdh.virginia.gov/oems/ 

 
Select Education and Certification 
 

http://www.vdh.virginia.gov/oems/


Accessing the Enrollment Page 

 Click on the “Course 
Enrollment” hyperlink 
located on the right side of 
the screen, the fifth item in 
the “Quick Links” box. 
 



Course Enrollment Application 
Page  
 Web Enrollment Application Box – 

clicking on this box will initiate the 
course enrollment application process. 
We will select this box for the 
application. 

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

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

 Web Enrollment Instructor Presentation 
– links to the presentation for instructors 
to use the first class that explains the 
enrollment process. 

 



Course Enrollment Application 
Form 

 If you are new to the EMS system and do not have an Office of EMS issued EMS number, 
then select No.  

 IF you are already a Va. EMS Provider with an assigned Va. EMS number select “Yes” and 
skip to slide 17. 

 Remember, this is a state document and as such should reflect accurate and up to date 
information.  Submitting false information may be cause to terminate your participation in 
EMS.   

 



Online Enrollment 
 Once you select no, you will be prompted to enter 

the Course PIN given to you by your instructor. 
 



Entering Your Course Pin 
 Enter the Course PIN in the box and then click 

continue.  The number used below is for illustration 
only and is not a valid course pin. 
 



Entering your Social Security 
Number 
 After entering the Course PIN and 

clicking on the continue button, 
information about the course you wish 
to enroll will appear.  Check this 
information to be sure you have the 
correct course. 

 All first time enrollees in EMS courses 
must provide their Social Security 
Number.  The number is gathered by a 
secure process and is never printed or 
used on any correspondence by the 
office.  This number is used to issue 
your EMS number which is unique.   

 You will be required to enter the 
number twice.  

 After entering your Social Security 
Number twice, once in each block , 
click on Continue. 

 



Entering Personal Information 
 You must complete each block that has a 

“**” .  It is preferred that you complete each 
data element requested if it exist.  Navigate 
between data elements using your mouse. 

 Please take your time and check your entry 
as this information is used to establish 
your portal account and for office 
communication.   

 Fields with a single “*” indicate that at least 
one of the data elements are required.  

 Name fields should be completed using 
your legal name and not nick names.  For 
example, if your name is Thomas, do not 
use Tom.   

 Be sure to accurately insert your email 
address as this will be used to 
communicate to you Portal information, 
test letters and test results.  

 



Student Acknowledgement of 
Prerequisites for EMS Training 
Certification 

 Carefully read this section.  
 At the bottom of this section is a check box that you must 

check after reading the statement associated with the 
box.   

 



Other Information 
 This section is voluntary.  The office encourages you to 

complete any or all of the data elements requested.  The 
office would like to develop a picture of who is EMS in 
Virginia.  Please complete as you are comfortable doing so. 



Final Activity – Submitting of 
the Enrollment Application 
 Complete the online application using the following guidance: 

 Review all data entered for accuracy. 
 Be sure that each data element marked by “**” is accurately completed 
 Be sure that you have given at least one accurate phone number. 
 Be sure you have checked the box in the “Student Acknowledgement of 

Prerequisites for EMS Training Certification. 
 To your comfort level participate in the “Other Information” section. 

 Click Submit Application.  
 



Enrollment Application 
Submission Confirmation 
 Upon clicking on the “Submit 

Application” button, you will be 
prompted by a window asking are you 
sure you want to submit the 
application.  If you are comfortable 
that the information is complete and 
accurate, select “OK”. 

 

 Upon submission, you should receive a 
confirmation window indicating if it was 
successful and notifying you that an email 
has been sent for your confirmation 
 
 
 
 
 
 
 

 Select “OK” and you will be returned to the 
“Course Enrollment Application Form”  

 You can now close your browser.   
 



Email Verification 
 You should soon after submitting 

your enrollment application receive 
an email. 

 If you do not, then the email 
information you submitted most 
likely involved an error.  

 Notify your instructor.  After your 
instructor approves your enrollment 
application, an email will be sent 
containing information on your 
Portal Access and your EMS 
Number.  If you do not receive this 
email, then you will need to contact 
the EMS Portal Help Desk.  Do not 
contact the Help Desk until your 
verify that the Instructor approved 
your enrollment. 

 Click here to end.   
 



Course Enrollment Application Form for 
Individuals with an EMS Portal Account 

 You are starting at this page 
because you have an 
existing Virginia EMS Portal 
account to which you can 
access.  You will need your 
EMS Number and your 
Portal Password to complete 
this enrollment process. 

 If you have an Office of EMS 
issued EMS Number, then 
you should select Yes to the 
question, “Do you have a 
Portal Account with OEMS?” 

 



Course Enrollment Application Form for 
Individuals with an EMS Portal Account 

 Once you select Yes, the 
following window will 
appear. 

 Be sure you have your 
Portal User Name and 
Password available. 
 User Name = your EMS 

Number (this is an alpha 
numeric string) 

 Select “OK” to be redirected 
to your EMS Portal. 



Logging In to the EMS Portal 
 Enter your User Name :  

This is the same as 
your EMS Number. 

 
 Enter your Password. 

 
 Click on “OK” 



Logging In to the EMS Portal part 2 

 Remember that you must 
agree to the Portal rules by 
clicking on “I agree”. 

 



Entering the Course PIN  
 You will be prompted to 

enter the Course PIN given 
to you by your instructor. 

 
 Enter the Course PIN in the 

box and then click continue.  
The number used below is 
for illustration only and is 
not a valid course pin. 



Course Information and 
Personal Information 
 After entering the Course 

PIN and clicking on the 
continue button, information 
about the course you wish to 
enroll will appear.  Check 
this information to be sure 
you have the correct course. 

 Personal Information data 
elements will automatically 
be filled in based upon 
information in your Portal 
Account.  Please review the 
data and update any 
changes that are necessary.   

 To complete this process, 
return to slide 12. 



WHAT QUESTIONS DO YOU 
HAVE. 
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