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Step 1: Sign In to IGEMS 

• Go to the IGEMS portal and sign in using your credentials. 

• Note: You must have Agency Administrator privileges for the agency you are applying 

for. If you do not have these privileges, contact the EMS Bureau. 

Step 2: Access Agency 

• Once signed in, navigate to the "Agency" section in the IGEMS dashboard. 

Step 3: Select the Proper Agency (If Applicable) 

• If you are affiliated with multiple agencies, make sure to select the correct one before 

proceeding. 

• Click on the link of the selected agency. 

Step 4: Review Agency Details for Accuracy 

• Carefully review the agency details displayed, ensuring that all information is 

accurate and up to date. 

Step 5: Access Agency Applications 

• After reviewing the agency details, click on the "Applications" tab. 

• Then, select “View Agency Applications” to access the list of available applications. 

Step 6: Select the Appropriate Application 

• From the list of agency applications, choose the relevant application that you wish to 

start. 

Step 7: Start the Application 

• Click on "Start Application" to begin the process. 
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Step 8: Service Types and Operational Declarations 

• Complete the section on the types of services your agency provides and any 

necessary operational declarations. 

Step 9: Enter Annual Historical Call Volume Data 

• Input the historical call volume data for your agency for the previous year. 

Step 10: Document License Changes 

• Make note of any changes to licenses that occurred during the prior year and 

document them within the application. 

Step 11: Update Staffing Plan 

• Complete or update your agency’s staffing plan, ensuring all roles are accurately 

reflected. 

Step 12: Verify Base Locations, Equipment, and Vehicles 

• Review and verify your agency’s base locations, equipment, and vehicle details for 

accuracy. 

• If necessary, update any information regarding these resources. 

Step 13: Make Allowed Changes in the Application 

• Review any sections of the application where changes are allowed and make 

necessary updates. 

Step 14: Attach Required Documentation 

• Upload and attach all required documentation and paperwork, as per the application 

instructions. 

Step 15: Sign and Submit the Application 

• Once everything is reviewed and completed, sign the application electronically. 

• Submit the application through IGEMS. 

 

 

 

Step 1: Sign in to IGEMS. 
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Note: you must be an Agency Administrator for the agency you are applying  

for, and you must have those permissions in IGEMS. If you are the Agency  

Administrator but do not have administration privileges in IGEMS, contact  

the EMS Bureau 

 

 

Step 2: Access Agency 
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Step 3: If you are affiliated with multiple agencies, verify that you have selected the proper 

agency, then click on the link. 

 

 

 

 

 

 

Step 4: Review Agency Details for Accuracy 
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Step 5: After reviewing agency data for accuracy, click on “Applications.” Then click on View 

Agency Applications. 

 

 

 

 

Step 6: Select Application 
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Step 7: Start the Application. 

 

 

Step 8: Service Types and Operational Declarations. 
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Step 9: Annual Historical Call Volume Data 

 

 

 

 

Step 10: Document any license changes during prior year. 
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Step 11: Staffing Plan 

 

 

 

 

Step 12: Verify base locations, equipment, and vehicles of your agency. 
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Step 12, continued 

 

 

Step 12: Continued 
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Step 13: Changes allowed in application. 

 

Step 14: Required documentation and paperwork. 
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Step 15: Sign and submit the application. 

 

 

 

 

 

 


