
Virginia Office of EMS
Online Course Enrollment

How to Guide for Students



Objectives

• Learn how to:
• access the Virginia Office of EMS web page
• enroll in an initial certification course



Technical Requirements

• Access to the Google Chrome browser or Internet 
Explorer

• If using an iPad or an Android tablet, you must first 
download the Google Chrome app and access the EMS 
Portal from the Chrome app.

Note: The Virginia EMS Portal is not fully compatible with 
the following web browsers:
• Safari
• Opera
• Mozilla Firefox



Accessing the Office of EMS Web Page
http://www.vdh.virginia.gov/emergency-medical-services/



Accessing the DED Division Web Page

Click on Educational
Development in the
menu on the left 
hand side of the
screen.



Accessing Student Resources

Click on Student
Resources in the 
Educational
Development sub 
menu.



Accessing the Course Enrollment Application

Click on Course 
Enrollment under
the Student
Resources section
of this page.



Accessing the Course Enrollment Application

From the Course 
Enrollment screen, 
click on the Enroll 
Now button.



Accessing the Course Enrollment Application

After clicking on 
Web Enrollment 
Application, the 
following screen 
will open in a new 
browser window.



Stop and Review



Beginning the Enrollment Process

Type in the Course 
PIN number you have 
been given by your \
Course Coordinator 
or Instructor and 
click Continue.



Entering your Social Security Number

Key Information on SSN Usage and Privacy

 All first time enrollees in EMS courses must provide their Social 
Security Number. 

 The number is gathered over a secure connection to our servers 
and is never printed or used on any correspondence by the office. 

 This number is used to generate and issue your EMS number 
which is unique. 

 You will be required to enter your SSN twice in order to ensure 
data integrity. 



Entering your Social Security Number

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



Stop and Review



Completing your Application

Enter your personal 
data into the 
Enrollment 
Application making 
sure to check your 
work and ensure all 
data provided is 
accurate and truthful.  

Fields with an asterisk 
(*) are required.



Completing your Application

After completing your 
personal data, scroll down 
in the Enrollment 
Application and read the 
Student 
Acknowledgement of 
Prerequisites for EMS 
Training Certification.

Once you have read and 
agree to the terms of 
enrollment, click the 
check box beside the 
affirmation statement on 
the application form.



Demographic Information



Completing your Application

Enter demographic 
information—this 
step is optional.

Once you have 
completed the 
application, click 
the Submit 
Application 
button.



Verification of Successfully Submission

Once you have 
completed your 
application, you will 
receive a system 
notification that 
indicates successful 
submission.  

You will also receive a 
confirmation e-mail 
from the EMS Portal 
once your Course 
Coordinator has 
accepted your 
enrollment.



Congratulations!

Once completing your 
online enrollment 
application, your Course 
Coordinator will be required 
to accept your application.

You should receive a 
confirmation e-mail from 
the EMS Portal system 
verifying your enrollment in 
the course.

This completes your 
enrollment process.



Enrollment Guidance for Individuals 
with a Virginia EMS Portal Account
The following slides are specific to individuals who 
already have an existing Virginia EMS Portal account or 
EMS providers who are in re-entry.

If you are new to Virginia’s EMS System, please go to the 
beginning of this presentation for step-by-step 
instructions for enrolling in a certification course.



Enrollment Process for Individuals with 
an Existing EMS Portal Account
Because you have an Office of EMS issued EMS provider 
number, you should select “Yes” to the question: “Do you 
have a Portal Account with OEMS?” You are starting at this 
page because you have an existing Virginia EMS Portal 
account which you can access. 

You will need your EMS Number and your EMS Portal 
Password to complete the enrollment process. 



Logging into the Virginia EMS Portal

When you click YES, 
the EMS Portal server 
will request to 
redirect you to the 
EMS Portal Login 
page.  

Click OK.



Logging into the Virginia EMS Portal

Clicking OK, will 
redirect you to the 
EMS Portal login page. 
Login to the EMS 
Portal using your 
existing credentials.



Acknowledging the Terms of Service 
for the EMS Portal
Upon logging into the 
EMS Portal, you must 
agree to Terms of 
Service for using the 
EMS Portal. 

See the special note 
on the next slide 
regarding the security 
of your EMS Portal 
credentials.



EMS Portal Account Security



Enrolling in a Course

After logging into your EMS 
Portal account, you should 
be directed to the My Cert 
Info tab.

At the bottom of the page, 
you will see a list of courses 
in which you are enrolled—
this will show No Course 
Enrollments for a majority 
of people.  

Click on the Submit Course 
Enrollment Application 
button to begin enrolling in 
your new course.



Entering your Course PIN Number

Type in the Course 
PIN number you have 
been given by your
Course Coordinator 
or Instructor and 
click Continue.



Verification of EMS Portal Data

Once you have enter the 
course PIN number, you will 
be prompted to verify your 
EMS Portal data.

Please update any 
information which has 
changed.

After updating your 
personal data, scroll down 
in the Enrollment 
Application and read the 
Student Acknowledgement 
of Prerequisites for EMS 
Training Certification.



Acknowledging Course Prerequisites

Once you have read 
and agree to the 
terms of enrollment, 
click the check box 
beside the 
affirmation 
statement on the 
application form.



Submitting your Enrollment Application

Click the Submit 
Application button to 
complete your 
enrollment. The 
system will generate a 
confirmation message 
and e-mail to you.



Successful Submission Message

Upon acceptance by 
the system, you will 
receive a message 
confirming your 
submission.
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