Renewal of EMT Record

First page you will see when you go to the URL: https://www.emtcert.emsa.ca.gov/mlo
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1. Type in your “User Name”

2. Type in your “Password” (if you forget your password, please email Sean Trask
[Sean.Trask@emsa.ca.gov] with the subject line of “reset password”.

3. Click “Logon” button

Once logged-in, you will see the following page:
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If you don’t have any reminders, that is okay. You can add reminders later. That is another
process that you will learn later.

To “renew” an EMT in My License Office you will need to do the following:

e Click on “Licensee” “edit” on the left-hand, blue side bar.

e Then search by either, last name, SSN, or License Number (E#). You can also use what
is used as a “wild card” that is typing the first initial of the first name and use an asterisk
(*) after it and then placing in the last name.


https://www.emtcert.emsa.ca.gov/mlo

Example: p* tutu.
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When you find the right person your are planning to renew, click on the EMT, that will take you to
the individual’'s record. (FYI: in the background check mini-panel, the “requested by” portion will
be the name of the certifying entity).
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Now, go to the Search Results mini-panel and click on the “renew” tab. Once you click that tab,
this is what you should see:
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Once you are on this page, you will;
e Leave “New Status” as active
e Add the new expiration date next to “New Expiration Date”
e Leave “Receipt Number” blank
e Do not check any of the boxes to the right (Denied?, Waive 1% Late Fee?, Waive 2" Late
Fee?)

Now, click the “Manage Requirements” tab on the renewal mini-panel. Once that button is
clicked, this is what you will see:
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Check off the all the necessary boxes for renewal:

o |If the livescan was completed by your entity for this person, or you grandfathered him,
check this box.

e When the EMT submits a completed application, you will check the box

e If the person did not have to completed a new livescan, the $37 fee box will be checked.

e Leave the $75 box unchecked (unless the person is coming from another certifying entity
and had to complete a new livescan. In that instance, you will leave the $37 box
unchecked and then check the $75 box).

e If the person has completed the necessary hours of CE, check that box.

o If the person has completed the skills competency verification form, check that box,

¢ Inthe “requirements status change” mini-panel make sure the drop-down is on
“completed” and hit the “save” tab.

e Then go back to the fee box that you did not check the first time and check it off, go down
to the “requirements status change” mini-panel and choose “not applicable” from the
drop-down box, then click the “save” tab.
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Now, click the “back” button on the bottom right-hand side of the screen. It will then take you
back to this page:

My&icense:‘

Office

License Number

License Status

Active

Search Results
Name i Licanss Sipu
Tutu, Papa

EMT Rancho Cordova CA 95570

License [ Foeain]~

:

Employers for License e

Employer
Mame Start Date Position Name | End Date

CORI Status
EMSA Recenng Jm [
CORI Report

By Verif Letter Humber




At this point, the record has been sent to your “Batch Control/ Current” area (on the left hand side
of the page and the card is ready to be printed.) Make sure you choose the option “EMT
Renewal Card” to find the name of the EMT whose card you need to print.

Good luck and if you have any issues or questions, please feel free to contact me at: (916) 431-
3717 or Laura.Little@emsa.ca.gov.

Laura Little, EMT
BLS Coordinator
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