Step 1: Sign In to IGEMS
e Gotothe 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)
e 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

o Carefully review the agency details displayed, ensuring that all information is
accurate and up to date.

Step 5: Access Agency Applications

o After reviewing the agency details, click on the "Applications" tab.
e Then, select “View Agency Applications” to access the list of available applications.

Step 6: Select the Appropriate Application

e From the list of agency applications, choose the relevant application that you wish to
start.

Step 7: Start the Application

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

o Complete the section on the types of services your agency provides and any
necessary operational declarations.

Step 9: Enter Annual Historical Call Volume Data
o Input the historical call volume data for your agency for the previous year.
Step 10: Document License Changes

o Make note of any changes to licenses that occurred during the prior year and
document them within the application.

Step 11: Update Staffing Plan

o Complete or update your agency’s staffing plan, ensuring all roles are accurately
reflected.

Step 12: Verify Base Locations, Equipment, and Vehicles
o Review and verify your agency’s base locations, equipment, and vehicle details for
accuracy.
o If necessary, update any information regarding these resources.

Step 13: Make Allowed Changes in the Application

e 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

e« 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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IGEMS

IDAHO’S GATEWAY FOR EMERGENCY MEDICAL SERVICES

BUREAU OF EMERGENCY MEDICAL SERVICES & PREPAREDNESS

IdahoEMS.org NREMT CHU Background Check EMS Licensure Education EMSPC EMSAC IGEMS-PCR TRAIN Ildaho

R _ Welcome to the Idaho Gateway for EMS (IGEMS) license management system for
[ SEEOi L EMS Personnel and Agencies in the State of Idaho.

With your help, we can streamline processes within IGEMS to make it the most user-friendly license management system. We ask that you

i My Account
help us identify issues by communicating those to us as you experience them. Contact information is at the bottom of each page.

=" Applications

- . EMS Personnel & Agency license statuses can be check without an account or logging into IGEMS by using the Lookup option on the left.
~ Education

¥ Agency Login
L Sign in to your account.

Q Lookup

Forgot Username?
[J show

Forgot Password?

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
IGEMS

IDAHO’S GATEWAY FOR EMERGENCY MEDICAL SERVICES

BUREAU OF EMERGENCY MEDICAL SERVICES & PREPAREDNESS

Idaho *MacGyver | Lagout
& My Account
All Service
= Applications
Click on Click the name of the senvigf to view addtianal details about it Use the search box to find a specifc service or olick the alphabet links to look for services beginning with a
- specific letter.
“Agency” to = Education
review the o] @
current " Agency - - - - -
information Agency & Life Support-Clinical Level Physical Address City County Phone Primary
for accuracy & Inspections *AAA Archer Air Ambulance- Test Agency (3176) & & [ ALS-Critical Care 2220 Old Penitentiary Boise Ada 208-334- =4
’ Jr Rd 4000
Q Lookup “NEMSIS Update Test (10045) i ALS-Critical Care 2224 Old Penitentiary ~ Boise Ada  208-555- =
Rd 5555
§ Y P
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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.

IGEMS

IDAHO’S GATEWAY FOR EMERGENCY MEDICAL SERVICES

BUREAU OF EMERGENCY MEDICAL SERVICES & PREPAREDNESS

Idaho *MacGyver | Logout

& My Account Click on the
All Service renewing
[ Applications Agency.

Click the name of the service to view additional details about it. Use the search box to find a specific service or click the alphabet links to look for services beginning with a
specific letter.
= Education

1) @
¥ Agency . - - -
Life Support-Clinical Level Physical Address City County Phone
& Inspections *AAA Archer Air Ambulance- Test Agency (3176) & & & ALS-Critical Care 2220 Old Penitentiary ~ Boise Ada 208-334- =
i Rd 4000
Q Lookup *NEMSIS Update Test (10045) i« ALS-Critical Care 2224 Old Penitentiary Boise Ada 208-555- o
X Rd 5555
L
Step 4: Review Agency Details for Accuracy
*AAA Archer Air Ambulance- Test Agency (3176)
= Applications * 2220 Old Penitentiary Rd, Boise, Idaho 83712
ALS - Paramedic -- Issued: 11/30/2020 — Expires: 11/30/2024
= Education
Review all Agency Details
R . A
sections in * Agency _
the p— Click the arrows beside a header to expand or collapse each section of information.
etalls
red box for »
Policies
accuracy by ) -
clicking on Medical Directors Demographics | Organization
. each Personnel
link. Make any
necessary St Details
changes now, Vehicles Name: “AAA Archer Air Ambulance- Test Agency
becau_SIT yOU Documents Sync Method: No Sync
not b:”able tO D Elite Region: ™Training Region
3 Synced To Elite: Yes
update this Inspections )
info Elite Agency State: Default State h
during the = Inspections Agency Classifications: ALS Direct Bill g
application Active Account:  Yes
process
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Step 5: After reviewing agency data for accuracy, click on “Applications.” Then click on View
Agency Applications.

IGEMS

IDAHO’S GATEWAY FOR EMERGENCY MEDICAL SERVICES

BUREAU OF EMERGENCY MEDICAL SERVICES & PREPAREDNESS

Click on Applications.

Idaho *MacGyver | Logout

& My Account

Available Applications ) g
= Applications Click on View Agency

Click "View My Applications" to view provider applications. Ap P lications
Continue
Agency Administration can select one of the "View Agency Applications" buttons to view the Agency licenses and forms you can apply to for that service.
Checkout
: *MacGyver, Idaho (317# o
Transaction yyer ( ) View My Applications
Paramedic
Revi Issue Date: 09/05/2019
eview

Expiration Date: 05/19/2025

* Education <
* I”‘\"AAA Archer Air Ambulance- Test Agency (3176)

2220 Old Penitentiary Rd, Boise, Idaho 83712

% Agency ALS - Paramedic — Issued: 11/30/2020 - Expires: 11/30/2024

Step 6: Select Application

Welcome, daho “Mac | Logout
A My Account
Available Applications
IE‘ Applications
Click “Apply Now™ next to one of the licenses to apply to that license for this service -
Continue 1 CI Ick on
Checkout My Applications | Service Applications A enc
Transaction - g y
Review 1 Filter By Service: *AAA Archer Air Ambulance- Test Agency (3176) ~] Llcense -
"= Training % Renewal
“AAA Archer Air Ambulance- Test Agency (3176) IIA I Nowl-l
#* Agenc * 2220 Old Penitentiary Rd, Beise, Idaho 83712 p p y
Sy Paramedic — Issued- 02/14/2018 — Expires- 05/19/2018

B= Inspections

Agency License - Renewal

&, Lockup State approved EMS agency license

Optional Modules Addendum m

Update optional modules approved for the agency.

Agency Roster Personnel Role Updates

Agency Administrators can update the positions held by Agency Personnel when they become credentialed, agency administrators m
or approved for OMs,

Update Vehicle Information m

Update current vehicle information.
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Step 7: Start the Application.

Idaho=MS.org NHEMT TRAIN |¢aho CHU Background C Kk EMS Licensure  Education  EMSPC
& Wy Accoom ! ot
o ey e | | All of the initial
Chedut T 2 U information will
Transackon i i .
- Idaho Bureau of Emergency Medical Services & Preparedness auto-fill. If any
= lining changes to this page
" Agency are required, use
I ' the drop-down
Q Lookup AGENCY DEMOGRAPHICS menu tO Change |t
As you complete

**Update any missing or incorrect information in the fickds belovw,**

these questions,
continue to scroll Miest

]
down the page. ‘ -
Private, Non-hospial ~
*Organizational Tax Status
For Pralit ~

Step 8: Service Types and Operational Declarations.

IGEMS

IDAHO’S GATEWAY FOR EMERGENCY MEDICAL SERVICES

BUREAU OF EMERGENCY MEDICAL SERVICES & PREPAREDNESS

I " LICENSHD SERVICE IYPES & OPERATLONAL DEULARAI LONS J
Uk paration sl D erations, for Bhes Ay’ Servics Tyges.

You may not make changes to
this section. Any changes to

this section will require a new — v
initial application.
When this page is
complete, review it for
TENa mot make changes to the Operatisnal Deraratises ©
accuracy, then select [\, =~ == e e S e e T
“Next.”
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Step 9: Annual Historical Call Volume Data

IGEMS

IDAHO’S GATEWAY FOR EMERGENCY MEDICAL SERVICES

BUREAU OF EMERGENCY MEDICAL SERVICES & PREPAREDNESS

ldahoEMS.org  NREMT  TRAIN [dahe  CHU B

& My Account

T nggacations Agancy Ronswal - rev. 12-13

Cortine 4 ERRPNTSE cruai Usta Hipartig
Chsciuut e
Trancaction ANNUAL NTSTORTCAL CALL VOLUME DATA I
Answer these %‘ : P P e e e e e
q u e St‘l 0 n S b a Sed 0 n = Training “Lter th Total Call Volume tor the last compicss cakendar yoar.
Vour agency’s ca ” ey Emter the percent of Toeal Calls that required patient wansport
data from the = mspactons
previous year. o ke “hgency e i e e gy s i s vt

After answering
these questions,
scroll down the

page.

*Describe the ending point cf the Iongest response time:

NEW LICENSING DURING PRIOR YEAR I

y bre

Step 10: Document any license changes during prior vear.

IGEMS

IDAHO’S GATEWAY FOR EMERGENCY MEDICAL SERVICES

BUREAU OF EMERGENCY MEDICAL SERVICES & PREPAREDNESS

| NEW LICENSING DURING PRIOR YEAR |

If your agency has
made any of these ‘
changes to your
license, select the
appropriate changes. If
no changes were

When this page is
complete, select
“Next.”

# 0% Rave ANY GUESHONE OF CONCAINS white wning KSEME, you can 0ontagt the kiaho Buresy of EME & Preparsdmess

made, Select “NOne Of 2 EMSPROVUICE S isahe gav of 1-477-854-3367 1ol free
Inano DErarTvEsT or HEALTH & WELFARE
the above.” Divistos or Punsic Heavrs
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Step 11: Staffing Plan

IGEMS

IDAHO’S GATEWAY FOR EMERGENCY MEDICAL SERVICES
BUREAU OF EMERGENCY MEDICAL SERVICES & PREPAREDNESS

. Centinue 4 Agency Licerse  Annual Dats Reporing [IEEEREEE UL TR
Checkout * Section
e L R AT 1 License renewals require
— updated rosters of all providers
= S —— and their credentials. If you
L=y Mtk anby me G Skills, identefied by the Hedioal Disector sucreastulby conwpleting required. ’
S AFBINING TASHING 30 FECENING CrEGERtialing oM the MEdical Director. have not updated your agency

e e e e e e e e Bl b s el e Pt roster, you must do so prior to
having the agency’s license
renewed. Go back to steps 3-5
to make changes.

Describe your staffing plan
to cover your agency’s hours
of availability. 24/7 coverage

is required at your agency’s ‘ S "
1 ‘Describe how the staffing plan ensures appropriatcly licenscd personnel are avallable to provide the required care.
license level unless your Document any employee on-

agency has received a duty injuries or deaths here.
waiver of 24/7 coverage
from the EMS Bureau.

EMS PERSONNEL INJURIES/ DEATHS

Humber of Provider linc-of duty injuries in prior calendar yoa:

ismbar o Prowider i of dury dentlis in prios calandar yaa?

Review this page for accuracy, then ® oo
select “Next” in the lower left corner.

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

IGEMS

IDAHO’S GATEWAY FOR EMERGENCY MEDICAL SERVICES
BUREAU OF EMERGENCY MEDICAL SERVICES & PREPAREDNESS

L
e ¢ i M Do Note: you can add
% e AGENCY STATION LOCATIONS | bases and vehicles, but
Reven 1 i s s s s oy e s <« | you cannot delete
e © Stion Hame Stution Warsiber Posinl Code Gty County St bases on this page. If
# Agoncy © it ol sy o e o you must delete bases
- st R from your list, go back
If you have added e wrun pune W e to steps 3-5.

a new base, select fubd
“Add Another” and /a

| VERIFICATION OF VEHICLES & EQUIPMENT

e el application e list of vehickes in e by the agency sl tie mamber of those tat

follow the ::.:T.’!:.'?.’.:.i:.':f S sl charing Hos Lt cosbounlar posar.
instructions. "Doss your agencyhave any urts LquIpmon: ModScaions spproued b s Uurcuu?

Verify if your agency

s Exepisn slksming slierstion i
R — \ has a required

s g s s equipment
When the above steps are ) I modification
completed, scroll down the i e i B = e approval from the
page. — " : Bureau.

Aurg 1, B0
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Step 12, continued

IGEMS

IDAHO’S GATEWAY FOR EMERGENCY MEDICAL SERVICES

BUREAU OF EMERGENCY MEDICAL SERVICES & PREPAREDNESS

Each agency will verity on the renewal application the st of venices in use by the agency and the number of those that
hiave: besen involved in vehicle crashes during Ure last calendar year,

This section of the page lists the

vehicles your agency has :rlw;: your agency hava any currant Cquipment Modifications approvad by tha Nureau?
documented as being in service. Tves w n Equipment Excaption aloatng sRemative squpMEnt

NOTE: The vehicle information on % Vs we have an Equipment Exempilon ramoving an sauipment taquirement

this page must be accurate and W ol i crashies during Une st culsndar year?

complete! If this list is inaccurate N

or any information is incomplete, _—

you will be required to update this e B = —
G Yes Yes 5604 Verkman Ambdan B g aur

list prior to being issued a license
renewal. G e e om awm O

‘ G ves ve: Reas Reas

e SCGLRY 1073 Pkt Pt
If changes need to be made to this /
list, select this small icon next to the R
vehicle that needs to be updated. A B v o . [——
new page will open up so changes can
he made. G e & DG Aekaden R

@ 2wl I no changes or updates are

— needed, select “Next.”
< M

Step 12: Continued

IGEMS

IDAHO’S GATEWAY FOR EMERGENCY MEDICAL SERVICES
BUREAU OF EMERGENCY MEDICAL SERVICES & PREPAREDNESS

If you selected the icon
shown on the previous
page in order to make
changes to a vehicle, this
page will open up. M

If the vehicle information
needs to be changed or
updated, follow the

instructions to update this - )

vehicle information. When - =
complete, select “Done” at
the bottom left of the page.

If the selected vehicle

needs to be removed from =
your fleet, select s Manufoctures

“Remove” at the bottom
left of the page.
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Step 13: Changes allowed in application.

IGEMS

IDAHO’S GATEWAY FOR EMERGENCY MEDICAL SERVICES

BUREAU OF EMERGENCY MEDICAL SERVICES & PREPAREDNESS

IdahoEMS ory  MREMT  TRAINIdahe  CHU Nackground Check  [ME Licomssse  Bducalion | IMSPC  MSAC  (OEMS.POR

. e — )

T rneas e [ CHANGES ALLOWED ON RENEWAL APPLICATION I

You may make
changes on this

Selecting “Yes” will opena |

new page where changes appllcgtlon

can be made. Selecting iy e o wovidng Em e gty _regardlng these
“No” will indicate that - items:

there have been no “AGENCY DOCUMENTATION ]
changes relating to these

| When the above section is
complete, scroll down the

page.

items.

Step 14: Required documentation and paperwork.

IGEMS

IDAHO’S GATEWAY FOR EMERGENCY MEDICAL SERVICES

BUREAU OF EMERGENCY MEDICAL SERVICES & PREPAREDNESS

AGENCY DOCUMENTATION I

All of the documentation
listed in this section is
required for licensure. By Lt i e
selecting “Yes,” you as the
agency administrator are
attesting that these -
documents are available 2
for inspection by the
Bureau. If you do not
have current copies of §
these documents, you N\ oy e il o o i
will not receive a renewal ST e
licensure until these
documents have been
received and filed for
inspection.

AIR MEDICAL DOCUMENTATION

i Ml FUBS o B ths B pheaia]  Pusbiac i
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Step 15: Sign and submit the application.

IGEMS

IDAHO’S GATEWAY FOR EMERGENCY MEDICAL SERVICES

BUREAU OF EMERGENCY MEDICAL SERVICES & PREPAREDNESS

his o sl s agreements with b

AIR MEDICAL DOCUMENTATION

Air Medical EMS agencies must have the following documents uploaded to Agency Policies in IGEMS,

Turmn Down, Patient Destination Procedure, Safety Progeam, and

Review the entire Mo
application to make sure it is AGENCY ADMINISTRATION ATTESTING STATEMENT |
accurate and complete, then e e e

the type of licensure and agree to cantact the Bareau with changes to the mfiemation provided at required by rule oF withn 30 days of the

Sigrl the EPP"CBtiﬂﬂ USiﬂg change. 1 umderstand that | ved by the Bureau are d must be renewed anmually.
your IGEMS password.

Isername:  macgyve

Password:

After reviewing and signing the application,

o select “Submit.” Once the application has
\ been submitted, it cannot be changed

without notifying the EMS Bureau to re-

If you have any questions or concerns while using IGEMS, you can contact the Id| . .
at EMSPROVLIC@dhw.idaho.gov or 1-877-584-3367 Oper‘l the appllcatlon so Changes can be
made.

Ipamo DEPARTMENT oF HEALTH & W,

DivisionN oF PusLic HEALTH
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