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This document provides detailed, step-by-step 
instructions to assist agency personnel in efficiently 
updating the personnel roster, adding new vehicles, 
and inactivating vehicles within the IGEMS platform. 
By following these instructions, users can ensure 
accuracy and consistency in their agency’s records. 

These instructions are intended for authorized 
personnel only. Please ensure all updates are 
performed according to your agency’s guidelines and 
protocols. 
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IGEMS: Agency Adding Personnel to Roster 
Step by Step Instructions for Adding Personnel to the Roster in IGEMS-LMS and IGEMS-PCR 
(Elite). 

Important! Once the users are added and assigned a role in IGEMS-LMS, both platforms will 
sync, and IGEMS-PCR (Elite) will automatically update with the new personnel. 

1. Login to IGEMS:  

• Please access the IGEMS-LMS platform using your authorized login 
credentials. 

2. Access the Agency Tab:  

• Click on the “Agency tab, to the left of the screen. 

3. Select the Agency:  

• Select the agency you wish to update by clicking on the agency’s name. 

4. Select the Personnel Tab:  

• Click on the "Personnel" tab, to the left of the screen to view the list of staff 
associated with the agency.  

• Search the personnel you would like to add to your roster in the “Add Existing 
Personnel to (your agency name)” field. 

• Click the ““Add Existing Personnel to (your agency name)” button to add the 
personnel to the agency roster.  

5. Assign Credentials and Roles: 

• Assign the respective provider a credential and role using the “IGEMS Agency 
Updating Personnel Roster” guide in this document (page 10).  

1. This will automatically assign a permission group in IGEMS-PCR (Elite) 
and allow credentialed providers to submit incidents. 
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1. Click the Agency Tab. 

 

2. Select the Correct Agency 
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3. Click Personnel 

 

4. Search the Provider and Click the “Add Existing Personnel” button. 

 

5. Follow the “IGEMS: Agency Updating Personnel Roster” to assign a role. 
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IGEMS: Agency Adding EMS Support Staff 
Step-by-step Instructions for Adding EMS Support Staff.  

Important! Once the users are added and assigned the EMS Support Staff role in IGEMS-
LMS, both platforms will sync, and IGEMS-PCR (Elite) will automatically update with the new 

personnel. 

1. Login to IGEMS:  
• Access the IGEMS-LMS platform using your authorized login credentials.  

2. Access the Agency Tab:  
• Click on the "Agency" tab, to the left of the screen.  

3. Select the Agency:  
• Select the agency you wish to update by clicking on the agency’s name.   

4. Select the Personnel Tab:  
• Click on the "Personnel" tab, to the left of the screen to view the list of staff 

associated with the agency.  
• Check the box next to the personnel you would like to designate as support 

staff. Click on "Select I Want to" at the top, then choose "Apply Licenses to 
Selected Users" from the dropdown menu.  

o If you cannot see the respective provider within the agency roster, 
follow the “Adding Personnel to the Roster” guide on this document 
(page 1). 

• Select "EMS Support Staff" by checking the box next to it, then click Bulk Apply 
to apply this designation to all selected personnel.  

5. Select the Application Tab:  
• Click on the "Application" tab, to the left of the screen, then click “Review”.  

6. Confirm Role Updates: 
• Once you’re in the Review Application Section, Click Start to begin the 

finalization process.  
• Ensure "Support Staff" is selected as the role, then sign and submit the form 

to complete the addition. 
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1. Click on Agency Tab. 

 

2. Click on the agency. 

 

 

 

 

 

 

 

 



6 | P a g e  
 

3. Click on the Personnel Tab. 

 

4. Click on the box of the personnel you want to make support staff. 
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5. Click on “Select I want To” and then click “Apply Licenses to Selected Users.” 

 

6. Click on “EMS Support Staff” then, select “Bulk Apply”. 

 

7. Click on “Applications” then click “Review”. 
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8. Click on “Start” to complete the process. 

 

9. Confirm “Support Staff is selected on the desired user. Sign and submit. 
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IGEMS: Agency Updating Personnel Roster 
Step by Step Instructions for Updating Personnel Roster in IGEMS-LMS and IGEMS-PCR 
(Elite) 

Important! It is important to maintain and update the provider roles in IGEMS-LMS, as the 
assigned roles automatically determine permission groups in IGEMS-PCR (Elite), allowing 

credentialed providers to submit PCRs and perform other functions.  

Once the users are assigned a role on the agency roster in IGEMS-LMS, both platforms will 
sync, and IGEMS-PCR (Elite) will automatically update the users’ roles and permissions. 

1. Login to IGEMS:  
• Please access the IGEMS-LMS platform using your authorized login 

credentials. 
2. Access the Applications Tab:  

• Once logged in, navigate to the "Applications" section. 
3. View Agency Applications:  

• Within the Applications menu, select "View Agency Applications." 
4. Apply for the Agency Roster Updates Application:  

• Select the "Agency Roster: Personnel Updates" form from the available 
applications. Click Apply Now. 

5. Verify Agency Listed on the Application: 
• On the first page, verify the agency selected is accurate. Click Next. 

6. Access Provider Information:  
• Locate the provider you wish to update.  
• Click on the blue icon associated with the provider's name to edit; you will 

access a dropdown menu that provides further options. 
1. If you cannot see the respective provider within the agency roster, 

follow the “Adding Personnel to the Roster” guide on this document 
(page 1). 

7. Assign Credentials and Roles:  
• On the subsequent page, you will be able to assign the necessary credentials 

and roles to the respective provider. Once the desired role is assigned, please 
click the "DONE" button to confirm the selection. 

8. Application Completion and Submission:  
• After assigning the appropriate credentials and roles, scroll down to sign the 

application. Once the required fields are completed, finalize the process by 
clicking the "SUBMIT" button. 
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1. Click on Applications in Grey. 

 

 

 

2. Click on View Agency Applications. 
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3. Click on Apply Now. Agency Roster Personnel Updates.  

 

 

 

4. Verify Agency then click Next.  
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5. Click on a symbol  next to providers name, their information will be in a drop 
down.  

 

 

6. Make any appropriate changes.  
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7. Sign and Submit 
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IGEMS: Agency Adding  A Vehicle 

Step-by-Step Instructions for Adding a Vehicle through the Agency 

Important! Once the vehicles are added to the agency fleet in IGEMS-LMS, both platforms 
will sync, and IGEMS-PCR (Elite) will automatically update with the new vehicle. 

1. Login to IGEMS-LMS 
a. Please access the IGEMS-LMS platform using your authorized login 

credentials. 
2. Access the Applications Tab: 

a. Begin by clicking on the "Applications" tab, which is highlighted in grey on the 
main menu. 

3. View Agency Applications: 
a. Once you're in the Applications section, locate and click on "View Agency 

Applications" to proceed. 
4. Apply to the Add a Vehicle Application: 

a. In the list of available applications, click "Apply Now" for the application called 
"Add a Vehicle." 

5. Select the Appropriate Option: 
a. A new page or section will appear. Carefully select the appropriate option you 

would like to update. After making your selection, click "Next" to move 
forward. 

6. Enter Vehicle Information: 
a. You will now be prompted to enter the necessary vehicle information. Fill in all 

required fields accurately. Once you've completed the form, click "Submit" to 
finalize the process. 
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1. Click on Applications in Grey. 

 

2. Click on View Agency Applications 
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3. Click on Apply Now. Add a Vehicle 

 

 

4.Select the appropriate option. Then click next.  
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5. Enter Vehicle Information. Then Click Submit.  
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IGEMS: Agency Updating/Inactivating/Deleting a Vehicle 

Step-by-Step Instructions for Updating/Inactivating/Deleting a Vehicle through the Agency 

Important! Once a vehicle is updated or marked as inactive in the agency fleet in IGEMS-
LMS, both platforms will sync, and IGEMS-PCR (Elite) will automatically update the fleet. 

1. Login to IGEMS-LMS 
a. Please access the IGEMS-LMS platform using your authorized login 

credentials. 
2. Access the Applications Tab: 

a. Start by clicking on the "Applications" tab, which is highlighted in grey on the 
main menu. 

3. View the Agency Applications Tab: 
a. In the Applications section, locate and click on "View Agency Applications" to 

proceed. 
4. Apply for the Update EMS Response Fleet Vehicles Application: 

a. In the available applications, click "Apply Now" for the application called 
"Update EMS Response Fleet Vehicles". 

5. Expand Instructions: 
a. On the first section of the application, click “Unhide Instructions” under the 

“To View Instructions, select Unhide” dropdown.  
6. Update Vehicle Information: 

a. Update the vehicle information using the instructions unhidden from step #5. 
Repeat as many times as needed.  

7. Sign and Submit the Application: 
a. Review and sign the Attesting Statement. 
b. Click "Submit" to finalize. 
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1. Click on Applications in Grey. 

 

 

2. Click on View Agency Applications 
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3. Click on Apply Now for the Update EMS Response Fleet Vehicles Application. 

 

 

4. Expand Instructions by clicking “Unhide Instructions” under the “To view Instructions, 
select Unhide” drop down. 
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5. Update vehicle information by following the instructions unhidden. 

 

6. Sign and submit the application. 
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IGEMS: Upload a new Policy or Procedure  

Step-by-Step Instructions for Uploading a new Policy or Procedure through the Agency 

1. Login to IGEMS:  
• Please access the IGEMS-LMS platform using your authorized login 

credentials. 
2. Access the Agency Tab: 

• Start by clicking on the "Agency" tab, to the left of the screen. 
3. Select Agency: 

• Select the agency you wish to update by clicking on the agency’s name. 
4. Select the Policies Tab: 

• Click on the “Policies” tab under agency.  
• Select the policy you want to update.  

5. Add Document: 
• To upload the policy/document click on the “Add Document” button on the 

bottom of the screen.  
• Upload the policy/document from your device and name the document. 

Example: Medical Director Agreement_Dr.Brown_2024.  
6. Save Document: 

• Click on “Save” in the lower left corner.  

 

 

 

 

 

 

 

 

 

 



24 | P a g e  
 

1. Click on Agency in Grey  

 

 

 

2. Select the agency you wish to update by clicking on the agency’s name 
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3. Click on “Policies” in the grey.  

 

 

 
4. Select the policy you want to update.  

 
 
 
 

5. Click on the “Add Document” button on the bottom of the screen to upload the updated 
policy.  
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6. Upload and name the document from your device. Click “Save” when completed.  
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IGEMS: Add/Update Station Information 

Step-by-Step Instructions for Updating Station Information 

Important! Once the station information is updated in IGEMS-LMS, both platforms will sync, 
and IGEMS-PCR (Elite) will automatically update. 

1. Login to IGEMS 
o Please access the IGEMS-LMS platform using your authorized login 

credentials. 
2. Access the Applications Tab: 

o Begin by navigating to the main menu or dashboard of the software. 
o Click on the "Applications" tab. This option is highlighted in grey on the main 

menu. 
3. View Agency Applications: 

o Once in the "Applications" section, locate and click on "View Agency 
Applications." 

o This action will display a list of all applications associated with your agency. 
4. Select the Correct Application: 

o Under the list of applications, click “Apply Now” for the application called 
“Add/Update Station Information. 

5. Verify Your Agency: 
o A new page or form will appear with a drop-down menu. 
o Use the drop-down to select or verify your agency. 
o Once your agency is correctly selected, click the "Next" button to proceed. 

6. Add or Edit Station Information: 
o You will be taken to a section where you can add new station information or 

edit existing details. 
o Make the necessary changes to the station information as required. 

7. Submit Changes: 
o After reviewing and confirming that all information is correct, click the 

"Submit" button to save your changes. 
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1. Select Applications 

 

 

 

2. Select View Agency Applications 
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3. Select Correct Application and Click “Apply Now” 

 

4. Use the drop down to verify your Agency then click next: 

 

5. To update a station listed, click on the blue square icon to the left of the stations 
name. To add a new station, click “Add Another”. Once finished click “Submit”.  
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