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Division of EMS Online Renewal System

This user guide has been developed to assist EMS and Firefighter certificate holders in navigating the online renewal system, which is required
to renew all certifications.
Some things to keep in mind:

1 The new renewal system performs best when Internet Explorer version 9 or higher is used. (To download Internet Explorer from
Microsoft, you may use this link: https://www.microsoft.com/en-us/download/internet-explorer.aspx.)

1 The system is designed to be used on a computer, not a cell phone.

1 All certificate holders must have an email address listed in his/her record in the Division of EMS database. Certificate holders may not
share the same email address.

1 Certificates will be available to renew beginning 90 days prior to the expiration date. Do not wait until the last day to submit your
renewal application.

1 The first time a user enters the renewal system, it will be necessary to register an account and establish identity.
1 After an account has been registered, users will be able to log on simply using their email address and password.

1 When filling out the renewal application, users will see buttons atthebot t om of each screen titled APr
and going to the next screen will automatically @save oowstheaseitn f
go back to the previous screen and review or make changes.

1 If auseris unable to complete a renewal application (perhaps an emergency call is received), the information already entered will remain
saved for 24 hours for the user to complete. However, if it is the same day as the expiration date of the certification, the partially
completed application will only be saved until midnight of that date and the certificate will not be eligible for renewal after midnight.

T A renewal application i s notSudbonmploetagd urmtei lentdhe fuddeare alpipd k £ adn
confirming the application submission.

Questions may be directed to ems-firecertifications@dps.ohio.gov, or by calling 800-233-0785 during normal business hours.



https://www.microsoft.com/en-us/download/internet-explorer.aspx
mailto:ems-firecertifications@dps.ohio.gov

This is the first screen of the online renewal system.
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How may we help you?

Click continue button below to
1. Renew your Ohio EMS and/or Fire certification

2. Update your contact information with the Ohio Division of EMS
3. Update your affiliation information with the Ohio Division of EMS

4. View your pro-board application, if applicable
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Click on ARegistero at the b
process to set up your account. (In the future, you will simply
enter your email address and password as your account will
already be set up.)

ODPS Identity Manager

Single sign-on for the Ohio Department of Public Safecy

You are accessing the Test system. For Production, diick here.

Sign in to continue to EMS and Fire Certifications

@ Password

Having trouble logging in? Get Helc
Log in '
Don't have an account yd Register )




Enter the requested information in each box and then
click on ARegistero at tl

ODPS Identity Manager

Single sign-on for the Ohio Department of Public Safety

You are accessing the Test system. For Production, dick her=.

To get started. we will need to confirm your Email Address. You will be emalled
instructions to compiete your registration

Email Address

testemsfire@gmail.com

* Your Email Address must not be shared with other employees/individuals.
= You are personally responsible for all actions taken by this account.

Confirm Email Address

testemsfire@gmail.com

Please enter the text from the image below

NRTWWM X

Canceil ' Register '




Open your email when you receive this message so that you may retrieve the link to continue. In
most cases, the email will appear immediately, but sometimes it could take 10-15 minutes and your
email may direct it to the Junk Mail or Spam. Check the Junk Mail and/or Spam boxes if you do not
see the email in your Inbox. If you do not receive an email, call our Help Desk (614-752-6487), which
Is staffed 24/7. Advise the Help Desk you need assistance with the EMS and Fire Renewal System,
as the Help Desk assists users with several applications.

DPS Identity Manager

Single sign-on for the Ohio Department of Public Safety

& Registration Successful

You are accessing the Test system. For Production, dick here ‘

You have been sent an email with instructions to complete your registration

‘ Return to Login '




Sample of email message you will receive the first time you set up your account. Follow the
directions outlined in the email. Please note that this hyperlink expires in 72 hours and you may
only open it once; therefore, please complete the registration process within 72 hours and as
soon as you open the link. Otherwise, you will need to repeat the previous steps. Do not wait
until the last day of your certification to renew.

q

Ohio Public Safety - Identity Manager ko «

DoMNotRepy@dps.ohio.gov Feb 4 7 days ago) . -

diame -
Yfou are recenving this email because someone attempted to use your Email Address 1o creale an Account with the Ohio Department of Public Safelly. Note: This hyperlink will expire in 72 hours._Bince il expires, you will need to
register again
Chck or copy and paste the below hyperlink ta confirm your account and complete your registration:
hiips-iisericesq dps oo govidentityManagerL ogin' ConfirméAccountbbeRgETTWZ DohwuCubHF BIRFEETLLIRI4g 1 Yd X 4kuS 1ets(iea




Sample of email message you will receive if you try to set up an account that has already
been established. Follow the directions in the email message. If you need assistance, call
the Help Desk (614-752-6487) which is staffed 24/7. Advise the Help Desk you need
assistance with the EMS and Fire Renewal System, as the Help Desk assists users with
several applications.

Ohio Public Safety - |dentity Manager ibo: «

DoNotReply@dps.ohio.gov 10:51 AM (4 minutes aga)
d tome -

You are recenving this email because someone attempted to use your email address fo creale an account with the Ohio Department of Public Safety
You already have a valid account through thes Email Address

If you have forgotten your password, please use the Reset Password function available through the website.

L
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When you open the hyperlink, you will be asked to confirm your account by entering and confirming your password, and by
answering two security questions. After you have answered the questions, click on fRegisterdoagain to complete the
registration process. Please make note of your password and security questions for future use i you will need the
password whenever you access this system, and the security questions will be required if you forget your password. If you

have questions regarding setting up your Identity Manager account, contact the Help Desk (24/7) at 614-752-6487, and
advise the representative you are using the EMS and Fire Renewal System.

y .
Identity Manager
o
e pgn-on for the Ono Departmant of Pubic Safety
© Confirm Account
Piease complete the folloning form to register your account with the Ohio Department of Public Safety
-= Your Email AGdress must Not De share other employees/individuals
YOu are personally responsidie 1o en b &
Password sesssnes
Confirm Password hssssee
acters
e85t one NuMbe
08352 One letter
y the folowd - haracters. | @ 2§ %
Please select tw Mere e quest he D¢ used If you need et > nd
What was the make and mode U ]
mate aNatathes ne b




Cert

testemsfireg gmnail. com -

This is the beginning of the actual renewal process. Click on the top button: 1 Renew My
In addition to renewing certifications, you will be able to conduct other business through this site, as

denoted by the other buttons.

OHIo EMERGENCY  EMS and Fire providers

hk:: & MEDICAL SERVICES

ft Heene
Welcome to the Division of Emergency Medical Services
testems testFire (Certification Number:

How may we help you?
Renew My Certification(s)
g ———

Update Contact Information ONLY
Update Affiliation ONLY

ProBoard Application(s)

a Print EMS Extension Form

@ Print Replacement Card Request Form




You are now ready to complete a renewal application for any
certifications you have. If you have more than one certification,
c | 1 odolttonrsigowrowith t

selectoneat a ti me by
each certification. A separate application must be completed for

testemnsfire @ grnail, com -

each one.

EMS and Fire providers
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testems testFire [Certifir.alinn Number:

Ohio EMS and Fire Certification Renewal

# Home

Certifications
Available to renew until 37172016

Please select one certification at a time by clicking the Renew button.
Expiration Date
Available to remew until 37172016

Certification Type Certification Name
EMS Basic EMT 31 2016
Fire Firefighter I1 312016 m
Renewal Applications Submitted
Mo renewal applications submitted during current renewal cycle.
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After you select fRenewq you will see a message advising you of some documentation
you will need IF you have any criminal history or pending charges to report. If you
have all required documentation and you are ready to proceed, clickoni Renew |

(If you need to gather the information, you should selectii Re n e w dndlagdackin
when you are ready.)

BEFORE YOU BEGIN THIS APPLICATION...

If you have criminal history to declare, you will need the following information to
submit your application:

« Criminal conviction information

« The court where the convichion occurmed
= The conviction date

« The conviction kevel

« The amesting police agency

if you have pending charge(s) to declare, you will need the following information to
submit your application:

« Destription of ¢chane(s)

= Date of amest

» The amesting police agency
« Court (if known)

If your certificate has been suspended or revoked in Ohio or any other state, you
will need the following to submit your application:

« An expdanation of the action
= The dale(s) action was taken

$ + Renew Now X Renew Later




Follow the instructions to verify this information. When finished, clic k A Ne x t
to the next screen. If you must change your name, social security number or date
of birth, your application will be submitted, but the Division of EMS staff will need

to contact you to seek supporting documentation.

testemsfire@gmail. com

' '--__=_ = & OHIO EMERGENCY i .
*;ﬁ-;; MEDICAL EERVICES EMS and Fire providers

A Home  Renewsl

Renewal Application for Basic EMT (Certification Number:

Verify Contact Information

* Required

Please check the information below for inaccuracies. If everything is correct, enter your Social Security Number and chick the "Next” bution below to continue. Click here to make
any changes to your infarmation

Certification WO

Legal First Name* testems
Legal Last Name* testFire

Legal Middle Initial

Suffix I,
SEN* 546-75-1212 ]
Confirm S5N* 546-75-1212 W

Date of Birth* 03/01/1950

Primary Email testemsfire@gmail.com  Why can't I edit my email?

12



You may verify or update your contact information.
Click ANexto when finis

HIO EMERGENCY EMS and Fire prm.riders bestemafreBgmad.com
EDICAL SERVICES
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Renewal Application for Basic EMT ([ Certification Mumbser:

Verify & Update Contact Information

Please verity and update the following informaton.

Home Address 1
Home Address 2
City*

Stale”

Zip Code*

Cownty of Rewudende®

Haemee Phome Npmber

Cell Fhone Number

Secondary Email tegtema )0 ymad. con

Confirm Secondary Email testems 338 ymad. comf
Third Email

Coenfirm Third £ mail

= o
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You must mark at least one response regarding the Armed Forces. If you or
your spouse have never been in the A
Aboveo. Click ANexto when finished.

h’k.f-i: £ Orio EMERGENCY  EMS and Fire providers Sl oo
muwnir MEDICAL SERVICES

W Home  Renewal

Renewal Application for Basic EMT (Certification Number:

Armed Forces Information

Using the definition of armed forces provided, check all that apply and provide information requestell. Mark at least one response

ncluding the army, navy, air force, manne comps, o and reserve components of those forces; the nationsl guard of any

“Armed forces” means the armed forces of the United States,

uch other senices b5 may be designated by congress; o the Ohso organced

state; the commessioned corps of the United States pul b serice; the merchant manne serice dunng warn

militia when engaged in full-time national guard duty for 8 penod of more than thirty days. [Ohio Revesed Code, secton S%03.01

B 1 am & vetersn of the armed forces, discharged / released under honorable conditions.

Year of discharge ‘rra:r_l'?'?d !r-‘e:J:zj
LI 1 am a current member of the armed farces.

11 am a spouse of a current member of the armed forces or & veteran, discharged / released under honorable conditions.

Year of veteran's decharge | release |vyyy

LJ I am a surviving spouse of 2 service member or veteran, decharged | released under honorable condibion,

Year of veberan's depcharge [ release |[vivy

LI None of Above

=




Ifyouansweri Yes 0 regarding having
and Add Affiliationo button wi
affiliation. | f you answer nl

EMS and Fire providers

# Home Renewal Renewal - Affiliation Information

Renewal Application for Emergency Medical Technician (Certification Number:

* Required
Affiliation Information

An affiliation is the department or agency with which you work using this certificate, in either a paid or volunteer status.
You are not required to have an affiliation to obtain/maintain your certificate. You also may have more than one affiliation.

Are you now actively functioning as an EMS Provider? If YES, provide affiliation(s) for this -::ertifiu:ation.“::' Mo

e ——. "
‘ Q, Search and Add Affiliation ’
e ——

e rerovs I vt >
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You may search for your agency affiliation by the Ohio countynamei n whi ch it
headquartered. After selectingthecounty, c¢l i ck on ASearcho and

agencies to select. If the system list does not have your agency listed, you may enter it
manually by clicking on iofthedcdkeenrManual | yo at

Search and Add Agency Affiliation

Please search for your agency/department by the Ohio county in which your agency is headgquartered.
+ If your agency is not headquartered in Ohio, select Non Ohio.

+ If your agency is not shown on the list, then you will be able to enter it manually. Only enter it manually if it is not on the list.

¢ |

Q, Search

County

% Cancel

Search and Add Agency Affiliation

Please search for your agency /department by the Ohio county in which your agency is headquartered.
+ If your agency is not headquartered in Ohio, select Non Ohio.

+ If your agency is not shown on the list, then you will be able to enter it manually. Only enter it manually if it is not on the list.

county |EETIEEEE - |

oot I e

=+ Add Manually

~

C
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Sample of agency | ist by county. To add your
agency is not on the list, clickoni + Add Manual |l yo at the bottom o
able to add it manually. Only enter it manually if the agency is not on the list.

Search and Add Agency Affiliation

Please search for your agency /department by the Ohio county in which your agency is headgquartered.
+ If your agency is not headquartered in Ohio, select Non Ohio.
+ If your agency is not shown on the list, then you will be able to enter it manually. Only enter it manually if it is not on the list.

County Vinton

Search Results

If your agency is listed, please click on the “Add” button next to your agency.

ame ety address oty otte lowcode |

=+ Add

Dundas Fire Dept Vinton 35910 SR 324 Dundas OH 45634 + add

Hamden Yol Fire Department Vinton 48 Railroad Ave. Hamden OH 45634-0049 o+ add

Hammison Twp Fire Dept Vinton 53029 Old US Rt. #50 Londonderry OH 45547-8934 + add

Mecdrthur Fire Department Vinton

Vinton County E.M.5. Vinton 31931 St Rt 93 McArthur OH 45651

Wilkeesville Vol Fire Dept Vinton Main Street Wilkesville OH 4556585 + add
PO Box 180

Zaleski Fire Department Vinton OH -

My agency is not listed and | need to add it manually.

‘ =+ Add Manually ’




To manually enter an affiliation that is not on the agency list, fill in the required information
and then sel ect n ©Wydodhio-baset affiligtians carobe manunally

entered.

Add New Agency

Manually enter OHIO Agency

Agency Name®*
Address 1*
Address 2

City*

Zip Code*

State

County*

Primary Affiliation*

Employee Type*

= Required
[ABC Fire Department ]
[222 Main Street ]
[Fractu re ]
[33333 ] [ ]
Ohio

Adams

P =
\_ves \BNo

P N

L) Full-Time @

P!
) Volunteer @

18



Please answer the questions about your affiliation. To access the definition of full-

time, part-time and volunteer, simply clickonthefi 7?0 besi de each |
AAddo when you are finished.

Agency Affiliation Details

Please provide additional detalis about your selected agency affiiation * Required

Agency Name Cinton Twp Fire Dept
Primary Affiliation* ® Yes ' No

Employee Type*

19



This screen shows any affiliations you added for the certificate you are renewing. You
may add more than one affiliation for each certification and you may add different

aff

l ations for each certi fi

cate

you

EMS and Fire providers

# Home Renewal Renewal - Affiliation Information

Renewal Application for Emergency Medical Technician {Certification Number:

Affiliation Information
An affiliation is the department or agency with which you work using this certificate, in either a paid or volunteer status.

¥ou are not required to have an affiliation to obtain/maintain your certificate. You also may have more than one affiliation.

Are you now actively functioning as an EMS Provider? If YES, provide affiliation(s) for this certification.®

O Search and Add Affiliation

Agency Affiliations

Zip
Ag ERCY) Name M_

X¥Z Ambulance 222 Main Fracture OH 33333 Adams  Full-Time Yes

® ves O No

& Edit
Street -
I Delete
ABC Fire 222 Main Fracture OH 33333 Adams Part-
Department Street Time

No @ Edit
M Delete

=m ()

* Reguired

h

~

C
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Sample renewal information screen for a firefighter. Different certificates will have
different questions. Read each question carefully. This is a legal document. Click
ANext o when finished.
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