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Instructions for Course Completion Rosters and Utilizing the 
Dynamic Roster 

1. The program director will need to log into the eLicensing portal and return to the course 
to add the successful graduates to the attendance roster: https://www.mi-
emsis.org/lms/public/portal#/login 
a. Click on Manage from the main menu 
b. Use the search or filter tools to find the course 
c. Click on the Course Name to open it 
d. Click on the Attendees tab at the top of the page 
e. Add successful graduates to the attendance roster by clicking the Add Attendee 

button at the top of the page 
f. Search the attendee by name (last, first). The results will populate in a list below. For 

names with more than one result, verify you are selecting the correct person by sin 
the identification number displayed. Click the checkbox next to the correct name and 
click the Add to Course button at the bottom of the screen. 

o If the student name does not appear, be sure that the student created their 
account in the eLicensing portal. Students that have never had a Michigan 
EMS license must create an account for their name to populate in the system. 
Unlicensed students will have an identification number that starts with Not-
Licensed followed by a number. 

g. When finished adding attendees, click the Done button 
h. IMPORTANT! Update all attendees with a pass status and a date of course 

completion 
o Click the box in the gray header, next to the Name column, to select all 

attendees on the roster 
o At the bottom of the screen, click on the Bulk Actions button. 
o Select Set Completion Date and/or Attendee Status. A pop-up window will 

appear, enter the completion date, and Attendee Status: Pass. Click Update 
to confirm. 

o Click the Yes button to confirm the roster updates. 
o NOTE: The roster is open for 30 days from the course end date to add 

students, so you may do this as the students successfully complete the 
course. (This is considered the dynamic aspect of the course completion 
roster.) 

o After the students have been added to the Attendee tab, marked as “pass,” 
and a course completion date has been entered, the program director may 
immediately log into their NREMT account and authorize students who 
successfully completed the course to test.  

o For EMR/MFR and EMT courses, the program director must also verify in the 
NREMT system that each student has successfully completed the required 
psychomotor skills before authorizing them to test. 
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2. Within 30 days of the course end date, the program director must: 
• Enter all graduates into the eLicensing Portal. 
• Upload the course completion roster, including all required demographic 

information, to the Documents tab. 

NOTE: ImageTrend will automatically send course closure reminder emails to the 
program director. If the course completion roster has already been uploaded, the 
reminder email can be disregarded. 
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