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Division of EMS Online Renewal System 
 

This user guide has been developed to assist EMS and Firefighter certificate holders in navigating the online renewal system, which is required 
to renew all certifications. 

Some things to keep in mind: 

• The new renewal system performs best when Internet Explorer version 9 or higher is used.  (To download Internet Explorer from 
Microsoft, you may use this link:  https://www.microsoft.com/en-us/download/internet-explorer.aspx.)  
 

• The system may be used on a computer or a cell phone. 
 

• All certificate holders must have an email address listed in his/her record in the Division of EMS database.  Certificate holders may not 
share the same email address. 
 

• Certificates will be available to renew beginning 90 days prior to the expiration date.  Do not wait until the last day to submit your 
renewal application. 
 

• The first time a user enters the renewal system, it will be necessary to register an account and establish identity. 
 

• After an account has been registered, users will be able to log on simply using their email address and password. 
 

• When filling out the renewal application, users will see buttons at the bottom of each screen titled “Previous” and “Next”.  Selecting “Next” 
and going to the next screen will automatically “save” the information just entered on that screen.  Selecting “Previous” allows the user to 
go back to the previous screen and review or make changes. 
 

• If a user is unable to complete a renewal application (perhaps an emergency call is received), the information already entered will remain 
saved for 24 hours for the user to complete.  However, if it is the same day as the expiration date of the certification, the partially 
completed application will only be saved until midnight of that date, and the certificate will not be eligible for renewal after midnight. 
 

• A renewal application is not complete until the user clicks on “Submit” at the end of the application.  The user will receive an email 
confirming the application submission. 

Questions may be directed to ems-firecertifications@dps.ohio.gov, or by calling 800-233-0785 during normal business hours. 
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This is the first screen of the online renewal system. 
Click Continue. 
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Click on Register at the bottom of the box to start the process 
to set up your account (In the future, you will simply enter your 
email address and password as your account will already be 
set up). 
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Enter the requested information in each box and then 
click on Register. 
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Open your email when you receive this message so that you may retrieve the link to continue.  In 
most cases, the email will appear immediately, but sometimes it could take 10-15 minutes. Check the 
Junk Mail and/or Spam boxes if you do not see the email in your Inbox.  If you do not receive an 
email, call our Help Desk (614-752-6487), which is staffed 24/7.  Advise the Help Desk you need 
assistance with the EMS and Fire Renewal System, as the Help Desk assists users with several 
applications. 
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Sample of email message you will receive the first time you set up your account.  Follow the 
directions outlined in the email. Please note that this hyperlink expires in 72 hours and you may 
only open it once; therefore, please complete the registration process within 72 hours and as 
soon as you open the link.  Otherwise, you will need to repeat the previous steps.  Do not wait 
until the last day of your certification to renew. 
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Sample of email message you will receive if you try to set up an account that has already 
been established.  Follow the directions in the email message.  If you need further 
assistance, go back to Identity Manager and click on Get Help!  
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When you open the hyperlink, you will be asked to confirm your account by entering and confirming your password, and by 
answering two security questions.  After you have answered the questions, click on Register again to complete the 
registration process.  Please make note of your password and security questions for future use – you will need the 
password whenever you access this system, and the security questions will be required if you forget your password.  If you 
have questions regarding setting up your Identity Manager account, click on Get Help!  
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After you select Renew, you will see a message advising you of some documentation 
you will need IF you have any criminal history or pending charges to report.  If you 
have all required documentation and you are ready to proceed, click on Renew Now (If 
you need to gather the information, you should select Renew Later and log back in 
when you are ready). 
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Depending on how you answer the renewal 
information questions, you may receive a pop-up 
message asking about your answer. Respond to 
one of the options and then click on OK. 
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Pay careful attention to additional documentation you will need to submit. Click Continue. You will also 
receive an email. 
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If you answer Yes to any certificate being suspended, revoked, 
or placed under disciplinary sanctions, you will need to provide 
an explanation. Attestations will vary depending in the 
certification. After reading the Attestation, you will need to check 
the box and then click Next. 
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