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EMS Portal: Student Enrollment

This Quick Guide has been developed to assist Virginia Education Coordinators with the online enrollment
process for Virginia EMS certification courses. This guide is only for Education Coordinators conducting initial
certification courses.

Please follow this step-by-step guidance when conducting initial certification courses making use of the
Virginia EMS Portal online enrollment module.

The EMS Portal works best when using Google Chrome or with Internet Explorer (IE).

Step 1: Course Approval Request Forms

1. There are no changes in the manner in which you announce courses to the Office of EMS (OEMS).
Please continue to announce your courses on form TR-01 — Course Approval Request as seen below.

2. 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. The Office of EMS encourages all Education Coordinators to make use of the online course enroliment
process. This process is quick, easy and provides EC's instant access to their student enrollments. Paper
based enrollment will still be available, however paper-based enrollments will be phased out in the
future.

Virginia Course Approval Request

OFFICE OF " EMERGENCY MEDICAL SERVICES

Virginia Department of Health

Type of Program: (Select the appropriate class from the drop down menu and from only one of the selection groups)

Initial Programs CE Programs Augxiliary Programs
Choose an item. Choose an item. Choose an item.
D *Other:

Course Coordinator Information

Narme: CERT #:

Address: City: ST: Zip:
Phone #:
home: () - business: [ ) - cell: ()

E-mail Address:

Name of assisting instructor authorized to receive course information:
Assisting Instructor Cert #:

Program Location*

Facility Number: Required for all “OPEN" programs.
Facility Name: For information students can call:
Facility Address: (P v e S
Classroom Location:

City: ST: Zip: STATE USE ONLY. FIPS

* A physical location is required—Ilisting “Various” is not acceptable.

Program Information

Will this program make use of CE
Maximum Number of Students: Program Length: hours Scanners?

Open / Closed: Total CE Hours Requested: D YES D NO
\ I ‘
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Step 2: New Course Approval Fields

1. There are two fields on the Course Approval Form which Education Coordinators should pay special

attention to
a. Course PIN

i.  This number is only used by individuals wishing to enroll in your program.

ii. The Course PIN is for certification programs only. See yellow highlighted area in the

screenshot below.
iii. Do not give out your Course Number.

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

programs.
b. Enrollment Deadline Date

i. Seethe _ area in the screenshot below.

ii. Instructors will have access to approve or deny enrollments through this date.

iii. After this date, enrollments can only be approved by OEMS.

Office of Emergency Medical Services

Notice to Program Coordinator:

20-AUG-2018 EMSC44
Course Approval
Course Number 78674 (Course PIN SHORT15157
Topic Number 40010 Subjec EMERGENCY MEDICAL TECHNICIAN
Coordinator EO052504101 WARREN W SHORT JR_, __
Home Phone 8048889120 1041 TECHNOLOGY PARK DR._
Business Phons 8048889210
Certifying Authority OEMS GLEN ALLEN , VA 23059
Special Training
Facility - Name FOREST VIEW VOL. RESCUE SQUAD Contact Phone 8047514740
Address 8008 MIDLOTHIAN TURNPIKE
RICHMOND ., VA 23225 FIPS 041
Mailing Label _ Max. Students 30 Program Length
CE Evaluation _ Open/Closed _ CE Hours Requested 154.0

Begin Date 01-AUG-2018 End Date 31-DEC-2018 Enrollment Deadline  31-AUG-2018

Class Days Self-Evaluation Coordinator Signature Y

sun _ Thr _ Written X Review _ Postmark/Submitted Date

Mon _ Fri _ Practical X Other _ Receipt Date

Tue Sat _ Oral _ None _ Objectives _ Cutline _ Syllabus _
Wed _ Beimbursement Requested N

Approving PCD PO0B0654005 George _ Lindbeck , MD
Category 1 REQUIRED ABC_E_ _ _I_ _ _
2 APPROVED ABC_EFG _I_ _ _
Level A EMR ¢ AEMT _E EMT/P_ G ALS-C_ I EMT/I
B EMT _ F EMSEC_ _ _ _
CE Hours Granted 154.0 Contract Signed
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Online Enrollment Guidance Documents:
The Office has developed a page with resources for both students
and Education Coordinators on how to access and use
the EMS Portal’s Online Enrollment module.

Step 3: Accessing Student and Education Coordinator Resources

1. Access to the Virginia EMS Portal’s Online Enrollment module can be gained from the OEMS web
page. You should always direct your students to the OEMS web page as sometimes links to the EMS
Portal change—the most current links will always be on the OEMS web page.

2. Provide your students with your Course PIN at the first class meeting.

3. Direct your students to the OEMS web page. There is a guide for online enrollment that should be
shared with the students.

4. All Online Enrollments should be submitted within one (1) week of the first class meeting.

5. The next pages include screen shots your students will follow to get to the link allowing for online
enrollment. See the student guide.

6. From the Office of EMS web page, click on the Educational Development sub-menu.

Virginia.gov

HOME ABOUTUS

‘ FeiiEstiEIDaveloEnt

Emergency Operations
Regulations & Compliance
Trauma & Critical Care
QEMS Informatien

Other EMS Programs and Links

Email this page

B =E=)
T &)

/' [3 Emergency Medical Servi X \\

& > C [ @ Notsecure | www.vdhyirginiagov/emergency-medical-services/ & v ¢

WD VIRGINIA DEPARTMENT OF HEALTH Search .. Q

To protect the health and promote the well-being of all people in Virginia

Office of Emergency Medical Services —

The Office of Emergency Medical Services (OEMS) is responsible for planning and -
Stay Connected 7 coordinating an effective and efficient statewide EMS system. Our programs and services vu'g]ma

are designed to assure quality prehespital patient care, from when the call is received by OFRCE OF  ENERGENCY NEDKAL SETVICES
Administration & Finance v the 911 center to the delivery of the patient to the trauma center or hospital. Vi
Agency & Leadership v HIGHLIGHTS
Resources

v

€] select Language | Search Virginia.Gov

HOWDO! HEALTHTOPICSA-Z LOCAL HEALTH DEPARTMENTS DATA NEWSROOM PLAN FORWELL-BEING

OFFICE OF EMERGENCY MEDICAL SERVICES

¥ r 2018 Virginia EMS Symposium - Registration Open Until October 5
'v.‘ Registration for the 39th Annual Virginia EMS Symposium is open until Friday,
et - October 5,2018. This five-day training event helps EMS providers fulfill their

R continuing education needs, with more than 380 classes and 13 course tracks. These courses are also
applicable for nurses and physicians. More >>

EMS Bulletin - Summer Edition
¥ EMS 4 2 The summer edition of the EMS Bulletin is now available for download. Learn
i more about registration for the 39th Annual Virginia EMS Symposium, Electronic
Bulletin g . ;
v Certification Cards, EMS for Children Updates, Hurricane Safety, etc. More >> i

New EMS Education Coordinator Program

The new EMS Education Coordinator program launched February 1, 2018. Those
wishing to become an EMS Education Coordinator must complete an online
application to initiate the process. More >>
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Step 4: Accessing Student and Education Coordinator Resources (cont)

1. Click on Student Resources in the Educational Development sub-menu.

[E=lE=)
————— =)

/ [ Educational Developmer X '\

< C | ® Not secure | www.vdh.virginia.gov/emergency-medical-services/education-certification/ & vt

WD VIRGINIA DEPARTMENT OF HEALTH Search .. Q

To protect the health and promote the well-being of all people in Virginia

HOME ABOUTUS HOWDO!| HEALTHTOPICSA-Z LOCALHEALTH DEPARTMENTS DATA NEWSROOM PLAN FORWELL-BEING

Virginia Department of Health » Emergency Medical Services > Educational Development

EDUCATIONAL DEVELOPMENT

Office of Emergency Medical Services —

The information provided on this page is for EMS providers, students and instructors. New material is added almost

Stay Connected 4 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 Warren Short. We

Administration & Finance v appreciate your feedback.

Agency & Leadership v Important Training Information & News

Resources

The Virginia Office of EMS is offering scholarships for eligible applicants to support their EMS education. To learn

Educational Development more, dlick here.

Breaking News! Important Update for Education/ALS Coordinators. Click the following link to learn more: 2012-2016
How to become an

Emergency Medical Services
provider in Virginia

Recertification Requirements - Educator notification

« New Options for EMS Course Delivery (Posted: 6/12/2015)
Student Resources Educator Update Schedule

Scope of Practice - Formulan

Scope of Practice - Procedures

Position Papers, Protocols and Pilot Programs

EMS Scholarship

Intermediate-99 Workgroup Activity
Educator Resources

Quick Links

Provider Resources -

Step 5: Accessing Student and Education Coordinator Resources (cont)

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

EEErEE
TR &)
/ [ Student Resources —Em= X \\
& C | ® Not secure | www.vdh.irginiagov/emergency-medical-services/education-certification/student-resources/ & % 0

"//DH VIRGINIA DEPARTMENT OF HEALTH Search Q

To protect the health and premote the well-eing of all people in Virginia

HOME ABOUTUS HOWDO!| HEALTHTOPICSA-Z LOCALHEALTH DEPARTMENTS DATA NEWSROOM PLAN FORWELL-BEING

Virginia Department of Health > Emergency Medical Services > Educational Development > Student Resources

STUDENT RESOURCES

Office of Emergency Medical Services —

Student Resources
Stay Connected v

s Certification Testing
Administration & Finance s _Challenge Candidatc
‘ I- Course Enrollment (Requires a course pin from an instructor)

Agency & Leadership v « CPRRequirements
Resources + National Registry Guidance

Training Programs Overview

Web-based Continuing Education

Pass Rates/Program Rankings Based on Pass Rates
ALS Psychomotor Test Schedule

Locate a Test Site (CTS) &

Educational Development

How to become an
Emergency Medical Services
provider in Virginia

Online Services:

Student Resources The following activities can be conducted online through the EMS Portal without the need to contact the Office of
EMS directly. The EMS Portal can be located by clicking on the following link:
EMS Scholarship http://www.vdhyirginia.gov/emergency-medical-services/education-certification/ems-provider-portal-2/
Educator Resources  Change of Address: (Mailing address, Phone numbers, email address)
» Test Scores and Results
Provider Resources . ‘Eest avndv Ret_e.st El \jgmllllty Laitte rs ) .
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2. From the Course Enrollment screen, click on Enroll Now button.

[e= J[=[E] & )
[3 Online Course Enrolimen x\<a Microsoft Word - Educat X \\__\
€ > C [ O Notsecure | wwwydhairginiagov/emergency-medical-services/education-cerffication/student-resources/course-enrollment/ & %0

€] select Language | Search Virginia.Gov

"//D VIRGINIA DEPARTMENT OF HEALTH Search Q

To protect the health and promote the well-being of all people in Virginia

HOME ABOUTUS HOWDOI| HEALTHTOPICSA-Z LOCALHEALTHDEPARTMENTS DATA NEWSROOM PLAN FOR WELL-BEING

Virginia Department of Health > Emergency Medical Services > Educational Development > Student Resources > Online Course Enrollment

ONLINE COURSE ENROLLMENT

Office of Emergency Medical Services —
Stay Connected v

Students
Administration & Finance v

Click this link to open and print the Quick Guide for students on how to complete the process of online enroliment
through Virginia's EMS Portal.

Agency & Leadership v

Resources + Web Enrollment Student Guide

Educational Development v

Emergency Operations v

) Enroll Now »
Click Here 1o Enroll
Regulations & Compliance v
[
Trauma & Critical Care N
S Rt . Education Coordinators

This link will open the Quick Guide for Education Coordinators with step-by-step instructions on how to manage

Other EMS Programs and Links course enrollments through your Virginia EMS Portal account.

e i e [BY i

e Web Enrollment Student Guide — clicking on this link will open the Student Quick Guide which will
provide step-by-step instructions for students on accessing and completing the course enrollment
application.

e Web Enrollment Application — clicking on this link will initiate the course enrollment application
process for students.

e Web Enrollment Instructor Guide — clicking on this box will open this Quick Guide which provides step-
by-step guidance for Education Coordinators in the enrollment process.

e Web Enrollment Instructor Presentation — clicking on this link will open a PowerPoint presentation for
Education Coordinators to use the first class that explains the online enrollment process.
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Step 6: Accessing Online Enroliment Requests

> wn e

Login to your Virginia EMS Portal account.
Access to Enrollment Approval is through your My Courses tab.
All electronic enrollments will require your approval.

You will notice a column titled Course PIN that is second from the left. Any course with a Course PIN

assigned will have it appear here.
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.
To open enrollment requests, click on the Course PIN hyperlink.

(e [=[E] =
[ Educational Developmen X ) [7] My Courses x A\
&« C | ® nttps;//kebe.vdh.virginia.gov/emsbeta/f7p=163:7:1624266507421 1z w0 i

Virginia.gov ~

"//D VIRGINIA DEPARTMENT OF HEALTH

To protect the health and premote the well-eing of all people in Virginia

Virginia EMS Portal 2, Warren Short ¥

Home MyCertinfo My Courses MyTests & Eligibility (v MyCEFiles (v MyAgeny v Miscellaneous v

Instructor Course Information

Instructor Course Statistics Report | Late CE Submissions Report [8)

SHORT, JR, WARREN W

1041 TECHNOLOGY PARK DR., GLEN ALLEN, VA 23059 Certification Number: E052504101  Certification Level: EMT/P  Expiration Date: 10/31/2020

Instructor Status Information

Instructor Type Expiration Hours Taught Recert Hours Update Attended Exam Score Test Waived

EMS Education Coordinator 01/31/2020 55 N/A 01/29/2016 [ N/A

Course Information for. @ Active O Inactive O ALL Courses

Courses List <
Course No Program Start Date End Date Reports.

77925 FURS CE PROGRAM 2018 01/30/2018 12/31/2018 m B

78674 SHORT15157 EMERGENCY MEDICAL TECHNICIAN 08/01/2018 12/31/2018 D P B A

Virginia Office of EMS | Last Revised August 27, 2018

6|Page



Step 7: Accepting and Denying Enrollment Requests

1. By clicking on the Course PIN hyperlink, you will open the enrollment requests for the course number
in question.
2. You will notice that there are certain enrollments that you cannot accept:
a. Chad Blosser — cannot be accepted due to “No Bridge Up”. This means that Chad is not
eligible for this course based on his current certification level. If you have questions or
concerns about this message, please contact OEMS staff at: 804-888-9120.
b. Road Runner — cannot be accepted due to “Does not Meet Minimum Age” for the
program, therefore you are required to deny his enrollment.
3. For all others marked pending without a "Reason” code, you can either approve them for your class or
deny them.
4. Once you mark either "Accept” or "Deny” for each enrollment, click on the Submit button.

[=TEs )
[} Course Enollment ~Eme X / [ CourseEnrollinfo *x N\
< C | @ https//kobevdh.irginia.gov/emsbeta/f2p=163:12:16606628630695:N0x: * 0 i

Virginia.gov

VD VIRGINIA DEPARTMENT OF HEALTH

To protect the health and promote the well-being of all people in Virginia

\/  Course Enroliment Applications details updated!

Virginia EMS Portal 8, Warren Short ¥

Home MyCertinfo My Courses My Tests & Eligibility () MyCEFles (¥ MyAgency (v Miscellaneous v

Course Enrollment Application

SHORT, JR, WARREN W
1041 TECHNOLOGY PARK DR., GLEN ALLEN, VA 23050 Certfication Number E052504101  Certification Level: EMT/P  Expiration Date: 10/31/2020
Course Information

Instructor: SHORT, WARREN W
Course No: 78674 TopicID: 40010 Program: EMERGENCY MEDICAL TECHNICIAN

Start Date: 08/01/2018 End Date: 12/31/2018 Facility Name: FOREST VIEW VOL. RESCUE SQUAD

Course Enrollment Applications (Approval Deadline: 08/31/2018  Available Capacity:29/30)

Enrollment Applications Details

Certification# Last Name =1 First Name mI Level Appli(‘ Status Reason
0022976029 Blosser Chad 2 o 08/20/2018 Denied b No Bridge Up
Duran Evis 08/20/2018 Denied v
201802361 Maouse Mickey M 08/20/2018 ‘-';L:pr:vsd »
Runner Road 08/27/2018 Denied_+ Does Not Mest Minimum Age

rowls) 1-40f4 | ¥

5. Upon successful submission, you will notice that the Status for each student is locked and cannot be
changed.
6. This completes managing enrollments for your certification course.
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Step 8: E-mail Notifications

1. E-mail notifications are integrated into the Virginia EMS Portal system.
2. As an Education Coordinator, you will receive notifications letting you know that there are enrollments

pending in your EMS Portal. This will serve as a notice to you that you have enrollments in need of
action.

From: OEMS-AppSupportvdh.virginia...

O
e — ide &

Virginia EMS Course Enrollments
Today at 1:21 PM

Dear Warren,

At least one enrollment has been submitted for
the below course number(s) 78674 on 27-
Aug-2018. Log into your Virginia EMS portal
account review and take action on the
enrollment requests.

Thank you,

Division of Educational Development
800-523-6091

804-888-9120

3. Enrollees will likewise receive e-mail messages. A message will be sent to each accepted enrollee
notifying them of their acceptance into the program.

From: OEMS-AppSupportvdh.virginia... U

To: [ Hide

Virginia EMS Course Enrollment
Request Approval!
Today at 11:39 AM

Dear Mr./Ms. Mickey Mouse,

Your request to enroll in the Short15157
(Emergency Medical Technician) program
instructed by Warren Short has been
approved. If this is an error and you did not
enroll in this program, please contact the
Office of EMS immediately.

Sincerely,

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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