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Instructions for Applying for an Initial or Refresher Course to 
the ELicensing Portal 
1. Log into eLicensing portal: https://www.mi-emsis.org/lms/public/portal#/login  

2. From the main menu, click on Manage  

3. On the Manage Courses screen, click the Add New Course button  

4. To complete the request form, select answers for each required field from the drop-down 
menu of the Course Details section.  

a. Select a Course Type (Initial or Refresher)  
b. Select a Course Name (choose the course level; MFR, EMT, Specialist, Paramedic, 

or IC)  
c. Select a Location (choose the program location which you are the director of)  
d. Select a Program Director (select your name)  
e. Description: LEAVE FIELD EMPTY (no description is necessary)  
f. Enter a Start Date for this course  
g. Enter an End Date for this course  

5. Click the Save and Continue button (the screen will advance to the next section: 
Documents)  

a. Upload a copy of the course schedule, by clicking the Add New Document button  
b. Enter a document name (ie, Course Schedule-EMT)  
c. Description: LEAVE FIELD EMPTY (no further description is necessary)  
d. Select the Document Type: EDUCATION – Course Schedule from the drop-down 

menu  
e. File Upload: click the Browse button to navigate to the document you are uploading  
f.  Click the Create button at the bottom of the screen  
g. Scroll to the bottom of the screen and click the Finalize Course Creation button to 

submit the request  
h. A course summary window will display.  Review the information.  If correct, click the 

Confirm Course Creation button.  If edits are needed, click the Close button, and 
make the necessary changes before you proceed with submitting the form.  

6. After confirming, you will be returned to the Manage Courses page on the public portal 

a. The following message will be displayed: The course creation is submitted successfully 

b. The course request will be listed on the screen below with the status: Requested. 
NOTE: The number listed next to the course should be placed on the certificate of 
successful completion given to the graduate.  This number will also be provided in 
your confirmation email.  
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c. Check your email inbox for confirmation of the request (Subject: Education Course 
Request Received From: noreply@michigan.imagetrendlicense.com)  

d. A follow up email will be sent, as soon as the request is reviewed (Subject: Education 
Course Request Approved From: noreply@michigan.imagetrendlicense.com)  

7. If you do not receive a response from the Education Coordinator within 7 calendar days of 
submitting your course, first verify that you completed the final step to submit the course for 
approval. If the course was successfully submitted and you have not received a response, 
contact the Education Coordinator to inquire about the status of your request. 
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