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Introduction

The Vermont EMS LIGHTS database is an online EMS license management system built by ImageTrend,
the creators of the Vermont SIREN incident reporting system. lts web-based functionality replaces
paper applications and allows users to apply for and manage agency and personnel licenses, enroll in
EMS courses and exam sites, update demographic information and look up licensing records.

Access the LIGHTS Public Portal at https://vtems.imagetrendlicense.com/Ims/public/portal#/login.

Browsers
The Vermont LIGHTS system operates best in Google Chrome but will function in other browsers. If you
have difficulty with functionality, try using a different browser before seeking technical assistance.


https://vtems.imagetrendlicense.com/lms/public/portal#/login

Vermont EMS LIGHTS User Guide

Section One:
Getting Started
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Logging In for the First Time

If you have ever taken a Vermont EMS course or held a Vermont EMS license, you already have a LIGHTS
account. If you have a SIREN account, your login information may also open LIGHTS depending on when
your SIREN login was last updated. If you don’t have a SIREN account, click on the Forgot Username
option.

If you are new to the Vermont EMS system, click on the Create Account button.

~>_VERMONT ¥

& Account Login Welcome to LIGHTS, Vermont's EMS e-Licensing Portal!
= Training Licensing Integrated with Other Data Systems
= exams

LIGHTS works in tandem with SIREN (Vermont's incident reporting system) as a place for EMS providers and the public to interact with
Q Lookup the Vermont EMS office. In the background, it communicates with the National Registry of EMTs and other EMS-related systems to
ensure seamless and consistent license data exchanges

NEW USER

If you are enrolled in an EMS course or applying for a license, you must have a LIGHTS Portal account. If you do not have an
account, click on the Create Account bution below Do not enter a User Name or Password until you receive an email with
instructions.

EXISTING USER
If you already have a LIGHTS Portal account, enter your usemame and password. If you have forgotien your username, click on the
“Forgot Username" link below. If you have forgotten your password, click on the “Forgot Password" ink below.

PUBLIC LOOKUP
You do not need a LIGHTS Portal account to access publicly available information in the database. To look up a licensee. click on

the Lookup link in the left hand navigation pane. If you would like to view Training information, select either the Training or Lookup link in
the left hand navigation pane

Login

« Forgot Paswworg

Login| | Create Account

Click on My Account in the left-hand navigation menu, then Profile. Verify that your license
information, agency affiliations, demographic information is correct.

3 VERMONT %¢
—

Welcome, Richard Cunningham | Logout
I & MyAccount

My Account

Profile

Documents Below is the Vermont LIGHTS Portal dashboard for your user. The left navigation allows you to do the following:

My Account - Profile - View your Demographic information and update information such as gender, race, and other information
= Applications « Upload an ID Badge photo - Submit an ID badge-quality photo for your Vermont license card and ID badge

My Account - Documents - View and Upload Documents from the Application process

Applications - Start or Continue applications for licensure

= Training Training - View Training Course information
Services - View Service Affiliation information
Lookup - Perform a search of the LIGHTS database for Providers, Services or Training Reports
= Exams
% Services Richard Cunningham
Advanced Emergency Medical
Technician & No forms pending
Rgteckup Number: E1234567 E 3 Applications to be reviewed
Issued: 04/21/2021
& Manage Expiration: 06/30/2022

0 New training added 1 :am looking for...

- Personnel ~
-~ 0 Upcoming training this week Q

License Number Name Last Name

O Upcoming test this week
P g @
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Upload an ID Photo for your License Card

Click on the Person icon next to your name in the top box and follow the prompts for uploading your
photo. Be sure the image is of your full face (no sunglasses or hats) against a solid (one color)
background.

Photos with a portrait orientation work better than landscape. If your photo doesn’t load, look up file
converter programs that turn images into .jpg files or others that LIGHTS will accept.

= VERMONT %%
—

Welcome, VTEMS Training Administrator | Logout
I & My Account

[ ]
Profile - ‘ Training Administrator, VTEMS ()

= Training
My Profile
=" Exams
Make any updates to your demographic information of vour profile.
Q. Lookup

Upload an ID Badge Photo (vour face against a solid [one color] background) for vour license eard by clicking on the icon next
to vour name in the box above.

When you are finished, click Save at the bottom of the page.

Update Contact Information and Other Demographics

If you want to change your contact information or other demographics, go to Applications, select the
Update Demographics Information application, and click on the Apply Now button.

AEMT (Advanced Emergency Medical Technician) LICENSE RENEWAL

Use this form to renew your current Vermont AEMT license. To reinstate a lapsed license, please use the AEMT Initial License Application. To be Apply Now
eligible, you must have an affiliation with an EMS agency licensed at or above the AEMT level or be affiliated with a medical facility that requires
you to hold this level of EMS licensure. Click Apply Now to start your application.

Paramedic LICENSE RENEWAL

Use this form to renew your current Vermont Paramedic or Critical Care Paramedic license. To reinstate a lapsed license, please use the Apply Now
Paramedic Initial License Application. To be eligible, you must have an affiliation with an EMS agency licensed at or above the Parameadic level or
be affiliated with a medical facility that requires you to hold this level of EMS licensure. Click Apply Now to start your application.

Update Demographics Information Apply Now
Please select this application to update your Name, Address, Email, Phone Numbers, or Driver's License Information.

Provisional EMR License Application (with OEC Certification) TIGhD
Use this application to apply for provisional EMR or EMT license (valid until December 31, 2021).

Provisional License Application - AEMT/Paramedic Apply Now

Use this application to apply for provisional AEMT or Paramedic license (valid until Decamber 31, 2021).
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Fill out the information, date and sign the application and click on the Submit button. Your record will
be automatically updated with the new information.

Practical Exam Registration

To enroll in a practical exam site, click on Applications in the left-hand menu and select the Practical
Exam Registration Application.

NOTE: If you are a student in a Vermont EMS course, you must know your Course Number
before you complete this application.

AEMT and Paramedic candidates: If you are taking an AEMT or Paramedic practical exam, you
must know your NREMT-issued Practical Authorization to Test (PATT) Number.

~>_VERMONT %¢

Welcome, Richard Cunningham | Logout

& My Account
Available Applications

[=r Applications
Begin a new application. or click one of the links in the left menu te work with an application you have already begun.

Continue 4
Review 5 My Applications | Service Applications
Education
Cunningham, Richard Fake (E1234567)
Emergency Medical Technician (EMT)
= Exams Issue Date: 07/15/2021
Expiration Date: 07/01/2022
¥ Services
Applications Action
Q Lookup Course Enroliment Notification to EMS Office
After you enroll in a Vermont EMS course. please complete this form to begin the licensing process. Delay or failure to submit this form will affect
I Manage your ability to enroll in a practical exam. Click Apply Now to start your application.
Continuing Education Application - Personnel License Renewal
Use this application throughout your licensure period to submit Continuing Education hours/certificates. At any time, you may run a report in your
Vermont LIGHTS profile under "Education” to assist you in tracking required hours for renewal of your Vermont license.
Practical Exam Registration Application
This is an experiment to enroll students in practical exams and track their results in the Licensing Module

Review the information in the Exam Site Information field to ensure you have selected the correct exam
site and that there are enough slots remaining on the roster. If you are not approved to attend this
exam site, you may submit a new application for another site.
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v Exam Site Information

‘When you select an Exam Site, details about the site will appear below. Carefully review this information to ensure you have
selected the correct site before submitting vour application.

*Exam Site

EMR Practical Exam (EMR Practical Exam-4) v

Address: 108 Cherry Street, Burlington, VT, 05401
Instructor: Bashful Lightstudent

Start Date: 11/20/21

Registration Capacity: 9 remaining out of 10 capacity

[+] save and Continue

Practical Exam Results
After your practical exam is scored, a copy of the results reporting form will appear in your Public Portal.
Go to My Account, and then click on Documents.

Click on the File hyperlink to open the form to view your results.

_~=_VERMONT %%

LIGHTS User Guide LIGHTS Training Resources Vermont EMS Website VTEMS Staff / District Contacts Class, Exam and Meeting Schedules

Welcome, Dopey Lightstudent | Logout
I & My Account

[ J
Profile . Lightstudent, Dopey Fake ()
Documents
[= Applications Documents

This page includes both documents that you have upleaded and documents that have been generated through other activity in the system, such as applications that you
filled out online.
Use the date filters and search box to narrew down which documents are displayed here. To view all documents again, click Clear.

= Education

= Exams
Upload a Document

¥ Services

Uploaded: | mmiddyyyy [ to| mmiddyyyy o @ [co Jciear]
Looki

RULeckLe Name License Type File Uploaded v
EMT Practical Exam Results Form EMT Practical Exam Results Data Entry Form EMT Practical Exam Results Form.pdf 1072772021
EMT Practical Exam Results Form EMT Practical Exam Results Data Entry Fc# EMT Practical Exam Results Form.pdf 1012772021

Page 3 of the PDF is a summary of your results.
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EMT Practical Exam ... : — 100% + 0 ® L
omments a
Comments
Trauma Assessment

Attempt #1 = Fail
Attempt #2 = Pass
Medical Assessment
Attempt #1 = Pass
Cardiac Arrest Management
Attempt #1 = Pass

|
BWM Ventilation

Attempt #1 = Fail

Attempt #2 = Pass

Oxygen via NRB

Attempt #1 = Pass

Random Skill

Bleeding Control - Attempt #1 = Pass

Owerall Status

The candidate has passed the EMT practical exam

3
CIVID AYENTY AINTauon vemic:
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NREMT Cognitive Exam Fee Payment

The Health Department will pay the NREMT cognitive exam fee for all candidates who are affiliated with
a Vermont EMS agency and meet the requirements for licensure. To request this payment, go to
Applications in the left-hand menu and select the NREMT Cognitive Exam Fee Payment Request
application.

NOTE: You must know your NREMT Application Confirmation ID Number to complete this
application.

< VERMONT %%

raining Resources

Welcome, Richard Cunningham | Logout
.

A& My Account
Available Applications

[=r Applications
Begin a new application, or click one of the links in the left menu to work with an application you have already begun.

Continue 5
Review 5§ My Applications | Service Applications
Education
Cunningham, Richard Fake (E1234567)
Emergency Medical Technician (EMT)
5 Exams Issue Date: 07/15/2021
Expiration Date: 07/01/2022
¥ Services
Applications Action
Q Lookup Course Enrollment Notification to EMS Office
After you enroll in a Vermont EMS course, please complete this form to begin the licensing process. Delay or failure to submit this form will affect Apply Now
4 Manage your ability to enroll in a practical exam. Click Apply Nowr to start your application
Continuing Education Application - Personnel License Renewal
Use this application throughout your licensure period to submit Continuing Education hours/certificates. At any time, you may run a report in your
Vermont LIGHTS profile under "Education” te assist you in tracking required hours for renswal of your Vermont license.
NREMT Cognitive Exam Fee Payment Request
The Vermont Department of Health will cover the NREMT cognitive exam fee for all Vermont EMS affiliated candidates who meet licensing
requirements. Use this application to request payment. You must know your NREMT Application Confirmation ID Number to complete this
application.

After you have submitted the application, the Head of Service of your primary agency affiliation will be
notified via email to verify your affiliation with that agency. Agency affiliation verification is required to
qualify for exam fee payment.

10
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Section Two:
Head of Service

11
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Accessing the Agency’s LIGHTS Core Record

As Head of Service, you may access your agency’s records from the home screen of the LIGHTS Public
Portal by selecting “Services” from the left-hand navigation menu. The following sub-topics will appear:

e Details

e Policies

e Medical Directors

e Personnel

e Vehicles

e Documents

> VERMONT 3%
—

Welcome, Richard Cunningham | Logout
| & My Account
My Account

Profile
Documents Below is the Vermant LIGHTS Portal dashboard for your user. The left navigation allows you to do the following:

« My Account Profile - View your Demographic information and update information such as gender, race, and other information
[ Applications + My Account Documents - View and Upload Documents from the Application process

« Applications - Start or Continue applications for licensure

« Training - View Training Course information
= Training « Services - View Service Affiliation information

« Lookup - Perform a search of the LIGHTS database for Providers, Services or Training Reports

= Exams Richard Cunningham

i = E'“e”’".":’;e;;;;fes"ond” L+ 3 Forms pending completion
#* Services Number: =

Issued: 08/04/2020 0 Application to be reviewed
Expiration:  06/30/2022
Q Lookup

| am looking for...

4 Manage O New training added

Personnel v
0 Upcoming training this week
License Number Name

0 Upcoming test this week

‘O Login to Elite for Fake False Hope Ambulance

)

Last Name

© 2020 ImageTrend, Inc

Vermont Department of Health - EMS Office
Division of Emergency Preparedness, Respense and Injury Prevention
108 Cherry Street, PO Box 70, Burlington, VT 05402
(802) 863-7310, ytems@yermont.gov

Details: This section shows the agency’s demographics, organizational structure and its appointed staff
positions

Policies: If desired, use this section to keep your agency’s policies, procedures and protocols
Medical Directors: Use this section to record your agency’s medical director(s)

Personnel: This is a list of your agency’s personnel. You can add or remove members from your agency’s
roster here, but use the Update Personnel/Officers/Positions application to assign Positions to staff
members

Vehicles: This is a list of the vehicles currently on your agency’s fleet roster

Documents: This is a list of documents generated for your agency by the LIGHTS database

12
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Verifying an Applicant’s Agency Affiliation

When a person selects your EMS agency as their primary affiliation on a license application, you will
need to verify that affiliation. You will receive an email from noreply@imagetrend.com notifying you
that an agency affiliation request is waiting for your verification.

After logging into your account, select Applications, then Review from the left-hand navigation menu to
reach the screen below. The name of the application and the applicant will appear in the first dark gray
bar. You can review the application by clicking on the View PDF link in the Forms section (second dark
gray bar). To initiate the affiliation verification, click on the Start button.

You can filter the list by selecting “Pending Agency Verification” in the Select Application Status field.

Review Applications
The Continue button will be displayed for each form that you need to review.
You can click the grey header bar for any application to expand or collapse the list of forms asseciated with that license. Additionally, you can use the filters

and search box at the top of the page to narrow down which licenses are displayed on this page. After you have entered search criteria, click Go to search for
licenses matching your criteria. If you want to view all licenses again, click Clear.

Select Application Status v Q ¢ER

+ Emergency Medical Responder (EMR) Initial License Application - (NREMT, Dan Fake)

Status: Pending Agency Verification Initiated On: Dec 11, 2020
Number: 105010 Issue Date:
Level(s): Emergency Medical Responder Expiration Date:
Forms: 0 of 2 completed
Form Requested Comp Action
Ir?mal Emergr.enc?' Medical Responder Dec 11, 2020 Dec 11, 2020 & View PDF
License Application

EMS Agency Affiliation Verification ~ Dec 11, 2020 » B start

At the next screen, answer the question, record the date, enter your LIGHTS password and click Submit.

EMS Agency Affiliation Verification

+ Verification and Signature

To be eligible for Vermont licensure, the applicant must have an affiliation with a Vermont-licensed EMS agency or medical facility.
Please complete this application and submit to the Vermont EMS office for review.

*Is this Applicant affiliated with your agency?

*Application Date

B | Today

*Head of Service Signature

Username: rwalker

Password:

M submit «

13


mailto:noreply@imagetrend.com

Vermont EMS LIGHTS User Guide

Agency Licensing Applications
Using your LIGHTS account as the Head of Service, you can perform several functions on behalf of your
agency:
e Apply to renew your agency’s license
o Apply for a temporary ambulance vehicle license, which is required whenever you acquire a new
ambulance

e Remove a vehicle from your roster when you retire it from your fleet
e Apply to change your agency’s license level

e Apply for a Critical Care Paramedic agency endorsement

e Update your LIGHTS personnel roster

After logging into your account, select Applications in the left-hand navigation menu to access the
screen below, then click on Service Applications (in the gray bar).

Available Applications

Click "Apply Now" next to one of the licenses to apply to that license for this service.

My Applications | Service Applications «

Filter By Service:  Fake False Hope Ambulance (Fake Agency License #1) w

123 Fake Street, Burlington, Vermont 05402

* Fake False Hope Ambulance (Fake Agency License #1)
Paramedic - Critical Care Endorsement — Issued: 08/05/2020 — Expires: 12/31/2020

>
g
g

Removal of Ambulance Vehicle from Agency Fleet

Apply Now
This application is used to remove an ambulance vehicle from an agency's fleet.

Temporary Ambulance Vehicle License Application

This application is used to obtain a temporary license for a new ambulance vehicle. A permanent license will be issued after a satisfactory Apply Now
inspection.

Initial Agency License Application Apply Now
This application is used for an initial license to start an ambulance or first responder service.

Critical Care Paramedic Endorsement Application (Agency) Apply Now
This form is to be used by a Paramedic agency to receive a CCP endorsemeant

Agency License Level Change Application

Use this form to upgrads or downgrade your agency's license level. If this is an upgrade request, you must demonstrate that your agency will Apply Now
provide the necessary training and equipmeant and receive medical direction to offer care at the new level in accordance with EMS Rules 44.2.6,
44211,44212,5436,5437and5.43.12.

Agency License Renewal Application Apply Now
This application is used to renaw an existing EMS agency license

Update Agency Personnel / Officers / Positions Apply Now

Use this form to add and remove personnel and update officers and position assignments.

Records 1-7 of 7

14
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Agency License Renewal Application

After logging into your LIGHTS account, select Applications from the left-hand navigation menu and
select Agency License Renewal Application. The application will be pre-populated with existing data in
the system. Review the information on each page and edit as necessary. The application is separated
into several sections. As you complete each page, click on the Save and Continue button at the bottom
of the page. At the end of each section, click on the Submit button.

As you complete each section, you will be returned to the Continue My Applications screen. Begin the
next section by clicking on the Start button. You may complete each section in any order.

“ Agency License Renewal Application - (Fake False Hope Ambulance)

Status: Application In Process Initiated On: Dec 11, 2020
MNumber: Fake Agency License #1 Issue Date:
Level(s): Paramedic - Critical Care Endorsement Expiration Date:

Forms: 0 of 4 completed

Service Application Package

Form Requested Completed Action
*Operations and System Integration Dec 11, 2020 K start
Wehicles Form Dec 11, 2020 & start
Personnel Roster and Qualifications

Dec 11, 2020 & start
Form
“Instructions and General Agen i

gency Dec 11, 2020 Dec 11, 2020 & View PDF

Information

When all sections are complete, a new screen will appear on the Continue My Applications list with an
added section called Additional Forms. Click on the Start button for “Statements of Compliance and
Signature Form” to complete the application process.

+ 2 Agency License Renewal Application - (Fake False Hope Ambulance)

Status: Application In Process Initiated On: Dec 11, 2020
Number: Fake Agency License #1 Issue Date:
Level(s): Paramedic - Critical Care Endorsement Expiration Date:

Forms: 0 of 6 completed

Service Application Package

Form Requested Completed Action
*Operations and System Integration  Dec 11, 2020 Dec 11, 2020 & View PDF
Vehicles Form Dec 11, 2020 Dec 11, 2020 & View PDF
Personnel Roster and Qualifications Dec 11, 2020 Dec 11, 2020 & View PDF
Form

Instructions and General Agency o 44 2090 Dec 11, 2020 & view PDF
Information

Additional Forms
Form Requested Completed Action
SFatements of Compliance and Dec 11, 2020 E start _
Signature Form
Vermont Agency Certificate Dec 11, 2020 Dec 11, 2020 & \iew PDF

15
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Upon submission of your agency license renewal application, notifications will be emailed to the District
Chairperson and District Medical Advisor to verify the EMS District’s support of your agency’s continued
licensure.

16



Vermont EMS LIGHTS User Guide

Temporary Ambulance Vehicle License Application

All ambulances (including loaner vehicles) that transport patients must be licensed. When an EMS
agency obtains an ambulance, the agency must apply for and receive a temporary license before putting
the ambulance into operation. A temporary ambulance license is valid from the date of issuance until
the vehicle is inspected by the EMS Office and a new license is issued.

After logging into your LIGHTS account, select Applications from the left-hand navigation menu. Select
Temporary Ambulance Vehicle License Application and follow the directions on the screen. After
selecting “Add record to the service” in the Action to Take box, do one of the following:
e If the ambulance was previously licensed in Vermont, begin entering the Vehicle Identification
Number (VIN) in the Find field
e If the ambulance was not licensed in Vermont, click on the green Plus Sign to the right of the
Vehicle Information box to enter a new vehicle’s information.

v Agency Information

Name

Fake False Hope Ambulance

w Adding a New Ambulance

Adding a new ambulance to your fleet
1) In "Action to take" field in the Vehicle Information zection below, select "Add record to the service"
2) Select the green button on the right side of the next field and enter the following information for each new vehicle:
« Vehicle Identification Number (VIN)
« Ambulance (Box) Manufacturer
« Year the Ambulance (Box) was manufactured
+ Chassis Manufacturer
« Year the Chassis was manufactured
« License Plate Number
« Unit Name/Number
« Ambulance Tvpe (I, II, ITI, Helicopter)
« Ambulance License Level

+ Vehicle Information

*Action to take

Add record to the service A

This iz the action that will be taken within the service for the Viehicle you select below.

*Vehicle Information (Please click the green + symbol at the end of this box to add vehicle information)

Find ©

[+]save and Continue

Click on Save and Continue, sign and date the application on the next screen and click on the Submit
button.

17
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Once approved, the ambulance license will appear in your agency’s LIGHTS record in Documents (in the
left-hand navigation menu). Be sure to print this license and keep it in the vehicle with its other
registration records.

> VERMONT %§¢

& My Account

Knuckle Draggers Body Movers, Inc. (9999)
| Knuckleball Curve, South Burlington, Vermont 05401
Paramedic — Issued: 11/03/2020 -- Expires: 12/31/2023

[= Applications

= Training
Services Details
=" Exams
Click the arrows beside a header to expand or collapse each section of information.
¥ Services
Details ) L
Demographics | Organization | Staff
Policies

Medical Directors

Details ©
Personnel
Name: Knuckle Draggers Body Movers, Inc.
Vehicles
Sync Method: No Sync
Documents Service Classification:
Active:  Yes
Q Lookup
Daylight Savings Time Use: Yes
Time Zone: GMT-5:00 Eastern Time
& Manage

Email-  writsleflinvt@amail cnm

NOTE: Do not enter ambulance vehicle records directly into SIREN.

18
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Removing an Ambulance Vehicle from Agency Fleet

When your agency retires an ambulance, you must update your fleet record in LIGHTS. After logging into
your LIGHTS account, select Applications from the left-hand navigation menu, select your agency’s
record, then select “Removal of Ambulance Vehicle from Agency Fleet.”

In the Action to Take field, select "Remove record from the service" and enter the Vehicle Identification
Number in the Vehicle Information field. Do not add, change or delete any information for this vehicle.

+ Agency Information

Name

Fake False Hope Ambulance

v Vehicle Information

*Action to take

Remove record from the service hd

Thisg is the action that will be taken within the service for the Vehicle you select below.

*Vehicle Information

[+] save and Continue «

Click on the Save and Continue button, sign and date the application on the next screen and click on the
Submit button. The vehicle will be removed from your agency’s vehicle fleet roster.

19
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Update Ambulance Vehicle Information
The ambulance vehicle information in LIGHTS was imported from SIREN and from the previous EMS
licensing database based on inspection reports.

To correct or add information about your ambulances, go to Applications, then Service Applications and
select the Update Ambulance Vehicle Information application. In the Vehicle Information section,
select “Update record in the service” in the Action to take field.

+ Vehicle Information

*Action to take

Update record in the service hd

This is the action that will be taken within the service for the Vehicle you select below.

“Vehicle Information (Enter Vehicle Identification Number)

10CLOCKZ0CLOCK30CLOCKROCK

“Vehicle Indentification Number (VIN)

10CLOCK20CLOCK30CLOCKROCK

*Ambulance (Box) Manufacturer

Horton A

*Year Ambulance (Box) Was Manufactured

2021 v

*Chassis Manufacturer

Jeep/Willis ~

“Year Chassis Was Manufactured

2021

Make the necessary changes, then click on the Save and Continue button at the bottom of the screen,
then date, sign and click on the Submit button on the next screen.

7> VERMONT %8

User Guide H raining Resources

Welcome, Richard Cunningham | Logout

i My Account
Edit Ambulance Vehicle Information Form

| = Applications

Vehicle and Agency Information
Continue 2

w Application Date and Signature

Review 14
*Application Date
< Education

10/20/2021 B Today
= Exams
*Head of Service Signature
#* services Username: FCunningham
Q Lookup Password:
.f Manage

Submit «
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Agency License Level Change

When your agency wishes to upgrade or downgrade its license level, you will need the approval of the
EMS District Board and District Medical Advisor.

NOTE: You cannot use this application to apply for a Critical Care Paramedic endorsement. There is a
separate application for this level.

After logging into your LIGHTS account, select Applications from the left-hand navigation menu, open
your agency’s record and select “Agency License Level Change Application.”

< VERMONT %8

Welcome, Richard Cunningham | Logout
& My Account

Available Applications
|E‘ Applications

Click "View My Applications” to view your personnel applications, or click one of the "View Service Applications” buttons to view the service licenses you can apply to for that
Continue sefvice.

Review

5 R Cunningham, Richard Fake (E1234567)
Paramedic
= Training Issue Date: 12/22/2020

Expiration Date: 12/31/2022

= Exams

Fake False Hope Ambulance (Fake Agency License #1)
s g
# Services * 123 Fake Street, Burlington, Vermont 05402 View Services Applications

Paramedic - Critical Care Endorsement -- |ssued: 08/05/2020 -- Expires: 12/31/2020

* Fake False Hope Ambulance (Fake Agency License #1)

123 Fake Street, Burlington, Vermont 05402
Faramedic - Critical Care Endorsement — Issued: 08/05/2020 — Expires: 12/31/2020

Removal of Ambulance Vehicle from Agency Fleet

>
g
g

Apply Now
This application is used to remove an ambulance vehicle from an agency's fleet.

Temporary Ambulance Vehicle License

This application is used to obtain a temporary license for a new ambulance vehicle. A permanent license will be issued after a satisfactory Apply Now
inspection.

Initial Agency License
g ¥ Apply Now
This application is used for an initial license to start an ambulance or first responder service.

Critical Care Paramedic Endorsement (Agency) Jr—
This form is to be used by a Paramedic agency to receive a CCP endorsemant

Agency License Level Change

Use this form to upgrads or downgrade your agency's license level. If this is an upgrade request, you must demonstrate that your agency will Ap
provide the necessary training and equipment and receive medical direction to offer care at the new level in accordance with EMS Rules 4.4 2.6,
44211,443212 5436,5437and5.4312.

ply Now

Agency License Renewal
Apply Now
This application is used to renaw an existing EMS agency license

Update Agency Personnel / Officers / Positions

Apply Now
Use this form to add and remove personnel and update officers and position assignments.
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3

Choose the Requested License Level and click on the Save and Continue button.

Agency License Level Change Application Form

4 Agency Name and Requested License Level

Name

Optimistic Ambulance Agency, Inc.

Current Certification Level
EMR

EMT
Advanced EMT
Paramedic

Paramedic - Critical Care Endorsement

*Requested License Level
CEMR

Cemr
®Advanced EMT
Oraramedic

(Oparamedic - Critical Care Endorsement

[+] save and Continue

On Upgrade applications, a new tab will appear on the application. On the new tab, describe how the
agency will obtain the necessary training, supplies, medication and equipment. If you wish, you may
upload additional documents. Click on Save and Continue (at the bottom of the page), then sign and

submit the application.

Agency License Level Change Application Form
Agency Name and Requested License Level RSy ietlel Ryl =0 Ve 10 WIS o ilol L S T Tl Signature

+ Education Verification

*Please describe how the higher-level education will be made available to providers

Attach additional documentation, if desired
® Upload File

Name

Description

+ Medications Verification

*Please describe how the higher-level medications will be obtained, stored, maintained and restricted to the providers authorized to use it

Your District Chairperson and District Medical Advisor will be notified by email to review and approve
your application. Once they have done so, the EMS office will review the application and issue the new

license if all requirements are satisfactorily met.
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Update Agency Personnel / Officers / Positions

The agency’s Head of Service and Secretary are permitted to update your agency’s Personnel List, which
includes the assignment of Officers and other Positions. To enable District Chairpersons and District
Medical Advisors to approve license applications, these persons are included on your agency’s Personnel
List.

After logging into your LIGHTS account, select Applications from the left-hand navigation menu and
select “Update Personnel/Officers/Positions.”

To add a new person to the roster, click on the Add Another button. To edit an existing person’s record,

click on the blue Edit Icon to the left of the person’s name. A list of Positions will appear — de-select any
Positions the person will no longer hold and select the person’s new Position(s). When you are finished,

click on the Done button. To remove a person from the Personnel List, click on the Remove button.

*Agency Name

Optimistic Ambulance Agency, Inc

© user Position
G Fake VT DistrictChair (none) District Chairperson
@ Fake VT DMA (none) District Medical Advisor
& Raymond Walker (8872) Head of Service

Merrill NREMT (Merrill AEMT Cert) Infection Control Officer
& Harry Hopeless (10155888) Primary Training Officer
(& Josephine NREMT (105009) Secretary

Add Another

*User

Merrill NREMT (Merrill AEMT Cert)

Position

[CAtternative District Board Representative
[Cpistrict Board Representative

Cpistrict Chairperson

Cpistrict Medical Advisor

[Cpistrict Training Coordinator

[JJePCR Representative

[CHead of Service

Imfect\on Control Officer

[Cpediatric Emergency Care Coordinator (PECC)
Orilot

Cprimary Training Officer

[Csecondary Training Officer

Csecretary

DSGW\CE Medical Director

Epone ElRrRemove

At the bottom of the screen, answer the question, record the date, enter your LIGHTS password and
click Submit. All changes will become effective immediately.

23



Vermont EMS LIGHTS User Guide

Adding and Removing Personnel
In the left-hand navigation menu, go to Services, click on the agency name hyperlink and then select
Personnel from the left-hand menu.

Happy Days Ambulance Service

Paramedic — Issued: 01/15/2020 - Expires: 12/31/2021

Personnel

Use the Posifion drop down menu and the search box to search for personnel with specific positions or names. To view all personnel agian, click Clear.

Click the arrow to the right of each person's name to view additional details about them. To view a list of documents submitted for that person, click the icon in
the Documents column.

Add an Existing Personnel to Services Roster

Personnel Add Existing Personnel to Happy Days Ambulance Service

‘Search by Personnel name o License number

- Position - ~ @ Personnel
Positions v Number Level Erfrmm Srim Mer
Report
[ »  Cunningham, Richard Fake - E1234567 Advanced Emergency Medical ~ 04/21/2021 08/30/2022 Current Q
(E1234567) Technician
[ )  Walker, Raymond K (3872) 8872 Emergency Medical Responder  05/25/2021 07/01/2022 Current [ 2
Select | Want To v e Records 1-2 012 | First | Previous | Next |Last | PerPage 10

Use the Add an Existing Personnel to Services Roster fields to add personnel and use the “Select | Want
To...” field to remove personnel. A person must have a LIGHTS account to be added to an agency roster.

Quarterly Records Updates

It is important that agencies keep their LIGHTS record updated and accurate. The EMS office sends a
guarterly email to Heads of Service and Secretaries reminding them to review the Demographics,
Organization and Staff information. This information can be found by clicking on Services in the left-
hand navigation menu.

= VERMONT %%

& My Account

Applications 5 f—rt
B App Demographics | Organization | Staff
= Training
= Exams Details ©
Name: Fake False Hope Ambulance
# Services Sync Method:  Vermont SIREN
Elite Region:  ImageTrend Region
B Inspections Synced To Elite:  Yes

Service Classification:
Q Lookup Active: Yes
Daylight Savings Time Use:  Yes
# Manage Time Zone:  GMT-5:00 Eastern Time
Email: hepelessharryvt@gmail.com

Demographic and Organization information should not change often, but if they do, see the next section
for information on updating these data.

Update the Staff information using the “Update Personnel/Officers/Positions” form in Applications.
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Update Agency Demographics
In the left-hand navigation menu, go to Applications, the Service Applications, select the Update Agency
Demographic Information application and click on the Apply Now button.

Available Applications

Click "Apply Now" next to one of the licenses to apply to that license for this service.

My Applications | Service Applications

Filter By Service: | Happy Days Ambulance Service (None) -

* Happy Days Ambulance Service

1 Amold's Way, South Burlington, Vermont 05403
Paramedic — lssued: 01/15/2020 -- Expires: 12/31/2021

Applications

g
:

Removal of Ambulance Vehicle from Agency Fleet Apply Now
This application is used to remove an ambulance vehicle from an agency's fleet.

Temporary Ambulance Vehicle License

This application is used to obtain a temporary license for a new ambulance vehicle. A permanent license will be issued after a satisfactory Apply Now
inspection.

Initial Agency License
9 ¥ Apply Now
This application is used for an initial license to start an ambulance or first responder service.

Critical Care Paramedic Endorsement (Agency) Apply Now
This form is to be used by a Paramedic agency to recsive a CCP endorsemeant

Agency License Level Change

Use this form to upgrade or downgrade your agency's license level. If this is an upgrade request, you must demonstrate that your agency will Apply Now
provide the necessary training and equipmeant and receive medical direction to offer care at the new level in accordance with EMS Rules 4426,
44211,44212, 5436 5437 and5.43.12.

Agency License Renewal Apply Now
This application is used to renew an existing EMS agency license

Update Agency Personnel / Officers [ Positions Apply Now
Use this form to add and remove personnel and update officers and position assignments.

Update Agency Demographic Information Apply Now

Use this form to update your agencies addresses and contact information

4

Records 1-8 07 8

Enter the new information and sign the application. Your agency records will be updated accordingly.
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Critical Care Paramedic Agency Endorsement

A Paramedic level ambulance agency may apply for an endorsement to operate at the Critical Care
Paramedic level. To qualify, your agency must have CCP protocols that have been approved by your
agency’s District Medical Advisor and the State EMS Medical Director.

After logging into your LIGHTS account, select Applications from the left-hand navigation menu and
select “Critical Care Paramedic Endorsement Application (Agency).”

123 Fake Street, Burlington, Vermont 05402

* Fake False Hope Ambulance (Fake Agency License #1)
Faramedic - Critical Care Endorsement — Issued: 08/05/2020 — Expires: 12/31/2020

>
|
g

Applications

Removal of Ambulance Vehicle from Agency Fleet

Apply Now
This application is used to remove an ambulance vehicle from an agency's fleet.
Temporary Ambulance Vehicle License
This application is used to obtain a temporary license for a new ambulance vehicle. A permanent license will be issued after a satisfactory Apply Now
inspection.
Initial Agency License
g ¥ Apply Now

This application is used for an initial license to start an ambulance or first responder service.

Critical Care Paramedic Endorsement (Agency) Apply Now
This form is to be used by a Paramedic agency to receive a CCP endorsemant

Agency License Level Change

Use this form to upgrads or downgrade your agency's license level. If this is an upgrade request, you must demonstrate that your agency will Apply Now
provide the necessary training and equipment and receive medical direction to offer care at the new level in accordance with EMS Rules 4.4.2.6,
44211,443212 5436,5437and5.4312.

A Li R I
gency License Renewa Apply Now

This application is used to renew an existing EMS agency license

Update Agency Personnel / Officers / Positions Apply Now
Use this form to add and remove personnel and update officers and position assignments.

On the first tab, select “Paramedic — Critical Care Endorsement” then click on the Save and Continue
button.

Critical Care Paramedic Endorsement Application (Agency)
N RN EL SR RRELTES LR CEANES i Critical Care Paramedic Endorsement Requirements Signature

+ Agency Name and Requested License Level

Name

Optimistic Ambulance Agency, Inc.

Please select "Paramedic - Critical Care Endorsement” below.

*Requested License Level
@Paramedic - Critical Care Endorsement

» [+] save and Continue

On the next tab, upload and name your agency’s CCP protocols document, then click on the Save and
Continue button.
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Critical Care Paramedic Endorsement Application (Agency)

Agency Name and Requested License Level MenieeElGEEl ChTaa b b n@aGo I EH Sl Signature

+ Critical Care Paramedic Requirements

To qualify for a Critical Care Paramedic endorsement, an agency must be licensed at the Paramedic level and submit a copy of its CCP
protocols for review and approval by the State EMS Medical Director.

Your agency’s CCP designation comes with the expectation that you will engage in quality improvement and quality assurance through
an annual credentialing program administered by vour agency’s medical director and approved by vour District Medical Advisor.
Paramedics with a VT-CCP endorsement credentialed by your agency may operate under a scope of practice as outlined by these CCP
protocols.

“Please attach a copy of your agency's draft Critical Care Paramedic protocols for review by the State EMS Medical Director

@ Upload File «

*Name

[#] save and Continue «

On the last tab, sign the application and click on the Submit button. Your District Medical Advisor and
the State Medical Director will be notified to review and approve the application.

Upon final approval, you will receive an email from noreply@imagetrend.com, and a license certificate
will be issued. You can access and print this certificate from Documents in the left-hand navigation
menu.
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Section Three:
District Medical Advisor
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Accessing Agency LIGHTS Core Records

You may access the records of each agency in your district from the home screen of the LIGHTS Public
Portal by selecting Services from the left-hand navigation menu.

> VERMONT %%
—

I Welcome, Richard Cunningham | Logout
& My Account

My Account
Profile
Documents Below is the Vermont LIGHTS Portal dashboard for your user. The left navigation allows you to do the following:
« My Account Profile - View your Demographic information and upaate information such as gender, race, and other information
= Applications + My Account Documents - View and Upload Documents from the Application process
« Applications - Start or Continue applications for licensure
« Training - View Training Course information
= Training - Services - View Service Affiliation information
- Lookup - Perform a search of the LIGHTS database for Providers, Services or Training Reports
= Exams

Richard Cunningham

o § :E‘mer::ncyEM‘ezgi;;:é?Responder 0 3 Forms pending completion
Services umber: =
» Issued:  08/04/2020 0 Application to be reviewed

Expiration:  06/30/2022

Q Lookup
£ Manage 0 New training added J i;m Iouk:ng for...
ersonnel v
~ 0 Upcoming training this week Q
License Number Name Last Name
0 Upcoming test this week @

O Login to Elite for Fake False Hope Ambulance

© 2020 ImageTrend, Inc.

Vermont Department of Health - EMS Office
Division of Emergency and Injury
108 Cherry Street, PO Box 70, Burlington, VT 05402
(802) 8637310, vtems@vermont.gov.

> VERMONT %%
—

Welcome, Fake VT DMA | Logout

& My Account
All Service
Applications
Click the name of the service to view additional details about it. Use the search box to find & specific service or click the alphabet links to look for services beginning with a
specific lefer.
= Training
@
Exams
Services a Service Permit Level Address County Phone
I ¥ Services Above Average Fake Ambulance Agency (0099) - 108 Cherry Street Burlington Chittenden  802-363-2558
District 00 - VTEMS Office (-00) & L] Paramedic 802-863-7310
Q Lookup
Fake Ambulance (FA1234567890) & 108 Cherry Strest Burlington Chittenden
Fake False Hope Ambulance (Fake Agency License #1) - Paramedic 123 Fake Street Burlington 111111111
Fake Flakes Ambulance Agency (0098) - 147 Bayberry Circle #202  Burlington Chittenden  802-363-2558
Fake VT Rescue Squad (FVT12345) - Paramedic 123 Main Street East Johnson  Lamoille 802-656-5656

Friendly Fakester Ambulance Service &
Happy Days Ambulance Service - 111111111
Last Resort Response Squad &

NORTH ADAMS AMBULANCE SERVICE (1204) - PO Box 1045 North Adams  Berkshire

Records 1-10 0f 13 | First | Previous | Next | Last |Page 1 « | PerPage 10 w
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District Medical Advisor Responsibilities for EMS Licenses
As District Medical Advisor, you are responsible for reviewing license applications for agencies and
personnel in your district and verifying that you will provide medical direction to the applicant.

Agency applications include initial licensure, renewed licensure, license level change and Critical Care
Paramedic endorsement. Personnel applications include advanced level licensure at the AEMT,
Paramedic and Critical Care Paramedic levels.

Agency Affiliations
LIGHTS does not have entities called Districts. You are linked to every agency in your district as a
“member” on their Personnel list.

Verifying Medical Direction

When an EMS agency or an advanced license level candidate applies for a license, you will receive an
email from noreply@imagetrend.com notifying you that a request for medical direction verification is
awaiting your response.

After logging into your account, select Applications, then Review from the left-hand navigation menu to
reach the screen below. (Alternatively, you can access the application in the top right box by clicking on
the “[X] Application(s) to be reviewed” link.)

> VERMONT %%
—

Welcome, Fake VT DMA | Logout
Ii My Account

My Account
Profile
Documents Below is the Vermont LIGHTS Portal dashboard for your user. The left navigation allows you 1o do the following:
« My Account Profile - View your Demographic information and update information such as gender. race, and other information
[ Applications « My Account Documents - View and Upload Documents from the Application process
« Applications - Start or Continue applications for licensure

« Training - View Training Course information
= Training « Services - View Service Affiliation information
« Lookup - Perform a search of the LIGHTS database for Providers, Services or Training Reports

B Exzms Fake VT DMA
-4 Number: E No forms pending
¥ Services . Issued: 2 1 Application to be reviewed
Expiration:

Q. Lookup

0 New training added flamlioobing for..

0 Personnel ~
-~ Upcoming training this week
0 License Number Name
Upcoming test this week

O Login to Elite for Fake False Hope Ambulance

Last Name
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The name of the application and the applicant will appear in the first dark gray bar. You can review the
application by clicking on the View PDF link in the Forms section (second dark gray bar). To initiate the
medical direction verification, click on the Start button.

You can filter the list by selecting “Pending District Medical Advisor Verification” in the Select
Application Status field.

> VERMONT %%

i Welcome, Fake VT DMA | Logout
My Account

Review Applications

| [ Applications The Gontinue button will be displayed for each form that you need to review.

Coulines You can click the grey header bar for any application to expand or collapse the list of forms associated with that license. Additionally, you can use the filters
Review B and search box at the top of the page to narrow down which licenses are displayed on this page. After you have entered search criteria, click Go to search for
licenses matching your criteria. If you want to view all licenses again. click Clear.
= Training
Select Application Status v Q
= Exams
v Paramedic Initial License Application - {Cunningham, Richard Fake)
¥ Services ) )
Status: Pending Agency Verification Initiated On: Dec 28, 2020
Number: E1234567 Issue Date:
Q. Lookup Level(s): Paramedic Expiration Date:

Forms: 0 of 2 completed

Form Completed Action
Initial Paramedic License Application Dec 28, 2020 Dec 28, 2020 @ View PDF

District Medical Advisor Verification — Dec 28, 2020 B start

At the next screen, answer the question, record the date, enter your LIGHTS password and click Submit.

> VERMONT ¥#

Welcome, Fake VT DMA | Logout

District Medical Advisor Verification
I = Applications
Continue

+ DMA Verification and Signature

i My account

Review 2

*Do you attest that the Applicant meets local medical direction requirements and should be licensed at the Paramedic level?
= Training Ores

ONo
= Exams

*Signature Date
¥ Services -

mm/ddiyyyy B | Today

Q Lookup

“DMA Signature

Username: FVTDMA

Password:

[ submit «

© 2020 ImageTrend, Inc.
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Agency Critical Care Paramedic Endorsement

If the agency application is for a CCP Endorsement, you must review the agency’s proposed CCP

Protocols before verifying medical direction for the agency. On the Review Applications page, select
“View PDF” to open the application.

> VERMONT ¢

Welcome, Fake VT DMA | Logout
& My Account
Review Applications

| = Applications The Continue button will be displayed for each form that you need to review.

Continue You can click the grey header bar for any application to expand or collapse the list of forms associated with that license. Additionally, you can use the filters
Review 2 and search box at the top of the page to narrow down which licenses are displayed on this page. After you have entered search criteria, click Go to search for
licenses matching your criteria. If you want to view all licenses again, click Clear.

= Training
Select Application Status v Q
= Exams
+ Paramedic Initial License Application - (Cunningham, Richard Fake)

# services i -

Status: Pending Agency Verification Initiated On: Dec 28, 2020

Number: E1234567 Issue Date:
Q Lookup Level(s): Paramedic Expiration Date:

Forms: 0 of 2 completed

Form Requested Completed Action
Initial Paramedic License Application Dec 28, 2020 Dec 28, 2020 & View PDF
District Medical Advisor Verification — Dec 28, 2020 I start

Locate the hyperlink to the proposed protocols in the Critical Care Paramedic Endorsement
Requirements section (second dark gray bar).

Agency Name and Requested License Level
Agency Name and Requested License Level

Name
Happy Days Ambulance Service

Please select "Paramedic - Critical Care Endorsement” below.
*Requested License Level

@& Paramedic - Critical Care Endorsement

Critical Care Paramedic Endorsement Requirements
Critical Care Paramedic Requirements

To qualify for a Critical Care Paramedic endorsement, an agency must be licensed at the Paramedic level and submit a copy of its CCP
protocals for review and approval by the State EMS Medical Director.

Your agency’s CCP designation comes wi

th the expectation that you will engage in quality improvement and quality assurance through an
annual cr a

d by your ageney’s medical director and approved by your District Medical Advisor. Paramedics
with a VT-CCP endorsement credentialed by your agency may operate under a scope of practice as outlined by these CCP protocols.

*Ploase attach a copy of your agency’s draft Critical Care Paramedic protocols for roview by the State EMS Medical Director

@ Change File EMS Plan docx -

*Name

CCP protocols for Happy Days Ambulance Service

Signature
Head of Service Signature

By signing this application, T attest that this EMS agency can provide the necessary training, equipment and medications and has the
medical direction to offer care at the requested level.

*Application Date

12/28/2020 Today

*Head of Service Signature

Signed on Dec 28, 2020 10:19:58 AM by Hamy Hopeless
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Go back to the Review Applications page and click on the Start button.

= VERMONT %8¢

Welcome, Fake VT DMA | Logout
i My Account
Review Applications

I = Applications The Continue button will be displayed for each form that you need to review.

EewilLe You can click the grey header bar for any application to expand or collapse the list of forms associated with that license. Additionally, you can use the filters
Review [B and search box at the top of the page to narrow down which licenses are displayed on this page. After you have entered search criteria, click Go to search for
licenses matching your criteria. If you want to view all licenses again, click Clear.
= Training
Select Application Status v Q @&
= Exams
‘v Paramedic Initial License Application - (Cunningham, Richard Fake)
¥ Services ) i .
Status: Pending Agency Verification Initiated On: Dec 28, 2020
Number: E1234567 Issue Date:
Q Lookup Level(s): Paramedic Expiration Date:

Forms: 0 of 2 completed

Form Cs Action
Initial Paramedic License Application Dec 28, 2020 Dec 28, 2020 & View PDF

District Medical Advisor Verification — Dec 28, 2020 & start «

Indicate your support for the endorsement, date and sign the application then click on the Submit
button.

> VERMONT ¥§

Welcome, Fake VT DMA | Logout

District Medical Advisor Verification
I = Applications
Continue

+ DMA Verification and Signature

& My Account

Review 2

*Do you attest that the Applicant meets local medical direction requirements and should be licensed at the Paramedic level?
= Training Ores

Cno
= Exams

*Signature Date
¥ Services -

mm/ddiyyyy E | Today

Q Lookup

*DMA Signature

Username: FVTDMA

Password:

I submit «

® 2020 ImageTrend, Inc.

The final step in the Agency CCP Endorsement application process is approval by the State EMS Medical
Director. After you submit the application, the State Medical Director will be notified by LIGHTS via
email that the application is awaiting their approval.
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Course Medical Director Approval for EMS Courses

If you are serving as a Medical Director for a course leading to state EMS licensure, please see Section
Eight: District Support for EMS Courses.
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Section Four:
District Chairperson
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District Chairperson Responsibilities for EMS Licenses

As District Chairperson, you are responsible for reviewing license applications for agencies in your
district and conveying the District Board’s support. Agency applications include initial licensure,
renewed licensure, license level change and Critical Care Paramedic endorsement.

Agency Affiliations
LIGHTS does not have entities called Districts. You are linked to every agency in your district as a
“member” on their Personnel list.

District Board Review and Recommendations
When an EMS agency applies for a license, you will receive an email from noreply@imagetrend.com
notifying you that a request for the District Board’s recommendation is awaiting your response.

After logging into your account, select Applications, then Review from the left-hand navigation menu to
reach the screen below. (Alternatively, you can access the application in the top right box by clicking on
the “[X] Application(s) to be reviewed” link.)

= VERMONT %€
—

Welcome, Fake VT DMA | Logout
|i My Account

My Account
Profile
Documents Below Is the Vermont LIGHTS Portal dashboard for your user. The Ieft navigation allows you to do the following:
+ My Account Profile - View your Demographic information and update information such as gender, race, and other information
[= Applications + My Account Documents - View and Upload Documents from the Application process
» Applications - Start or Continue applications for licensure

» Training - View Training Course information
= Training « Services - View Service Affiliation information
« Lookup - Perform a search of the LIGHTS database for Providers, Services or Training Reports

[ B Fake VT DMA
Number: L+ No forms pending
% Services Issued: E 1 Application to be reviewed

Expiration:

Q Lookup

Q New training added I'am locking for ..

0 Personnel -
-~ Upcoming training this week
O License Number Name
Upcoming test this week

0 Login to Elite for Fake False Hope Ambulance

Last Name
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Initial and Renewal Agency License Applications

The agency license application is comprised of several sections:
e Instructions and General Agency Information
e Operations and Systems Integration
e Personnel Credentialing and Continuing Education
e Vehicles
e  Public Notice (For Initial Licenses)
e Statements of Compliance

You can review the application components by clicking on the View PDF links. To initiate the District
Review and Recommendation, click on the Start button.

> _VERMONT %%

: Welcome, Fake VT DistrictChair | Logout
My Aceount

Review Applications

I & Applications The Gontinue button will be displayed for each form that you need to review.

EEniiE You can click the grey header bar for any application to expand or collapse the list of forms associated with that license. Additionally, you can use the filters
Review | 1 and search box at the top of the page to narrow down which licenses are displayed on this page. After you have entered search criteria, click Go to search for
licenses matching yeur criteria. If you want to view all licenses again, click Clear.
= Training
Select Application Status v Q
= Exams
v Initial Agency License Application - (Walker, Raymond K)
#* Services i
Services: Lightsfaker EMS Enterprises, Inc.
Status: Application In Process Initiated On: Dec 24, 2020
Q Lookup Number: Issue Date:
Level(s): Paramedic Expiration Date:

Forms: 0 of 7 completed

Service Application Package

Form Requested Completed Action
*Operations and System Integration Dec 24, 2020 Dec 24, 2020 & View PDF
Personnel, Credentialing and Dec 24, 2020 Dec 24, 2020 & View PDF
Continuing Education Form

“Vehicles Dec 24, 2020 Dec 24, 2020 & View PDF

“Public Notice Dec 24, 2020 Dec 24, 2020 &l View PDF
Additional Forms

Form Requested Completed Action
‘"5“”“?"”5 and General Agency 24, 2020 Dec 24, 2020 &l View PDF
Information

Statements of Compliance and Dec 24, 2020 Dec 24, 2020 & View PDF
Signature Form

=District Board R d
istrict Boar i eview an Dec 24, 2020 B start
Recommendations
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A list of questions will appear. If any of your responses reflect adversely on the agency, you will be asked
to explain.

> VERMONT %¢

Welcome, Fake VT DistrictChair | Logout

istrict Board Review and Recommendations
I = Applications

Continue

i My Account

Upon receipt of an agency license application, the District Board must review the application and make a recommendation for

Review 1

approval or denial by the Department of Health. If the District Board recommends denial of the license, please provide an explanation.

= Training
+w District Policies

= Exams

*Has the applicant received a copy of the district policies, procedures and protocols?
¥ Services Ores

ONo
Q Lookup

+ District Board Representation

*Has the applicant appointed a representative to the district board?
Oves
Ono

w Vehicles

*If the applicant is an ambulance agency, does it have the necessary ambulances to support the proposed operations?

Ores
OnNo

(OThe applicant is not an ambulance agency

+ Equipment

*Does the applicant have the necessary equipment to support the proposed operations?
Oves
OnNe

w Service Area

“Does the District Board, in conjunction with municipal officials, agree that the service's primary coverage area is as outlined in this
application?

Oves

Ono

+ Mutual Aid & MCI Plans

*Has the applicant agreed to participate in the EMS District’s response plans for mutual aidimass casualty incidents and other district policies
and procedures?

Oves
ONe

+ Dispatching & Communications

“Does the applicant have satisfactory arrangements for dispatching and communications?
Oves
Ono

+ Trained Personnel

*Does the applicant have an adequate number of personnel trained at level(s) to support operations as proposed in this application?
Oves
Ono
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+ Education & Quality Improvement

*Does the applicant have adequate plans for initial and continuing education, credentialing and quality improvement?
Ores
Ono

+ Operational Agreements

*Does the applicant have the required operational letter(s) of agreement?

Oves
ONo

ONot Applicable

v Improvements Required

*Should this applicant make any changes or improvements?

Orves
ONo

+ License Recommendation

*Do you recommend that the applicant be issued a license at this time?

Oves
Opes - with Conditions

Ono

At the next screen, indicate the District Board’s support, record the date, enter your LIGHTS password
and click Submit.

+ District Chair Signature

“Do you attest that the District Board has reviewed this application and agrees to the recommendations made herein?
Orves
ONo

*Date of Signature

mm/dd/yyyy E Today

*District Chair Signature

Username: FVTDistrictChair

Password:

B submit .

District Approval for EMS Courses

The District Chairperson must verify the District’s support for all courses leading to state EMS licensure.
Please see Section Eight: District Support for EMS Courses.
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Section Five:
Training Officer
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Verifying Continuing Education

If a member of your agency does not hold a National Registry of EMTs certification matching their
Vermont license level, they are required to submit documentation of continuing education on their state
license renewal application. It is the training officer’s responsibility to review and verify continuing
education. When an application is ready for your review, you will receive an email notification from
noreply@imagetrend.com.

NOTE: For AEMTs with a National Registry EMT certification, LIGHTS will only require them to document
the 10 hours of gap material between the EMT and AEMT National Continued Competency
Requirements.

After logging into your account, select Applications, then Review from the left-hand navigation menu to

reach the screen below. (Alternatively, you can access the application in the top right box by clicking on
the “[X] Application(s) to be reviewed” link.)

> VERMONT %€

Welcome, Fake VT DMA | Logout
| & My Account

My Account
Profile
Documents Below is the Vermont LIGHTS Portal dashboard for your user. The left navigation allows you to do the following:
« My Account Prefile - View your Demographic information and update information such as gender, race, and other information
[= Applications « My Account Documents - View and Upload Documents from the Application process
« Applications - Start or Continue applications for licensure

« Training - View Training Course information
= Training « Services - View Senice Afiliation information
+ Lookup - Perform 2 search of the LIGHTS database for Providers, Services or Training Reports

[ Exams.

Fake VT DMA
-4 Number: s No forms pending
¥ Sservices e E 1 Application to be reviewed
Expiration:

Q Lookup

0 New training added 1:am looking for

0 Personnel

Upcoming training this week

e License Number || Name
0 Upcoming test this week

O Login to Elite for Fake False Hope Ambulance

Last Name

The name of the application and the applicant will appear in the first dark gray bar. You can review the
application by clicking on the View PDF link in the Forms section (second dark gray bar).

Review Applications
The Coniinue button will be displayed for each form that you need to review.
You can click the grey header bar for any application to expand or collapse the list of forms associated with that license. Additionally, you can use the filters

and search box at the top of the page to narrow down which licenses are displayed on this page. After you have entered search criteria, click Go to search for
licenses matching your criteria. If you want to view all licenses again, click Clear.

Select Application Status ~ Q

4 Emergency Medical Technician (EMT) License Renewal Application - (NREMT, Josephine Fake)

Status: Pending Education Approval Initiated On: Dec 11, 2020
Number: 105009 Issue Date:

Level(s): Emergency Medical Technician (EMT) Expiration Date:

Forms: 0 of 2 completed

Form Requested Completed Action
Emergency Medical Teennician (EMT) o4y 509 Dec 11, 2020 & View PDF

License Renewal Application

EMS Training Verification Dec 11, 2020 E start
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The record of continuing education begins on page 3 of the application PDF. It shows a breakdown of
the required topics and hours for the license level and the applicant’s completion status. A green circle
with a white checkmark indicates that the topic has been completed. A blank circle denotes incomplete
topics.

Continuing Education

Continuing Education

Check your detailed Training Report to ensure you have not already submitted continuing education for the class. This will result in

duplication of hours and will reflect more hours acquired than you actually earned. Not accurately reporting continuing education hours
may negatively impact your ability to renew as a Vermont EMS provider.

Click on the green circle with the white plus-sign to the right of each topic to enter your training information. Do not upload
let -ertificates in the Add C i

Upload course completion certificates in the Continuing Education
Completion Certificates box at the bottom of the page.

Application Type

[

Emergency Medical Technician (EMT)

Supplemental Education

v Renewal EMT: Pass
Lewvel Total: 57.00 of 40.00
Flex Hours: 0.00 of
Required

EMT Renewal - National - Airway/Ventilation

2.00 0.00 Topic Required Completed Remaining
Completed Remaining
QV National-Airway-Ventilation 1.00 1.00 0.00
1.50 Total Course Completed Credits Completed On Document
Requirements

Fake training () 1.00 9727721 ]

Q\d’ National-Airway-Oxygenation 0.50 1.00 0.00
Course Completed Credits Completed On Document
Fake training () 1.00 9/26/21

You can find PDFs of the applicant’s course completion certificates between the Continuing Education
section and the Self-Disclosed Security Questionnaire.

Continuing Education Certificates

& Fake CE: EMS Plan.docx
@ Faker GE: VT EMS District and Agency Leadership.xisx

Self-Disclosed Security Questionnaire
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Once you have verified the training has met all license renewal requirements, close the application PDF.
Return to the Review Applications page and click on the Start button.

< VERMONT %¢

Welcome, Fake VT DMA | Logout
i My Account

Review Applications
I = Applications The Continue button will be displayed for each form that you need to review.
Continue N N N
You can click the grey header bar for any application to expand or collapse the list of forms asscciated with that license. Additionally, you can use the filters
Review | 2 and search box at the top of the page to narrow down which licenses are displayed on this page. After you have entered search criteria, click Go to search for
licenses matching your criteria. If you want to view all licenses again, click Clear.

= Training
Select Application Status ~ Q @
= Exams
“ Paramedic Initial License Application - (Cunningham, Richard Fake)

¥ Services

Status: Pending Agency Verification Initiated On: Dec 28, 2020

Number: E1234567 Issue Date:
Q Lookup Level(s): Paramedic Expiration Date:

Forms: 0 of 2 completed

Form Action
Initial Paramedic License Application Dec 28, 2020 Dec 28, 2020 &l View PDF

District Medical Advisor Verification — Dec 28, 2020 E start «

At the next screen, answer the question, record the date, enter your LIGHTS password and click Submit.

~>_VERMONT ¢

Welcome, Harry Hopeless | Logout
& My Account

EMS Training Verification
= Applications

Training Officer Verification
Continue 2

+ Verification and Signature

Review 18
As Training Officer, you must review the applicant's documentation of continued competency education and attest that the
= Training documentation is factual and correct. Please complete this application and submit it to the Vermont EMS office for review.
*Is the continued competency education documented in this application factual and correct?
= Exams
Oives
% services Ono
8 Inspections *Signature Date
mmi/ddlyyyy £ Today
Q Lookup

*Training Officer Signature

Username: HHopeless

Password:

& submit -
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Section Six:
Instructor/Coordinator
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Applying for EMS Course Approval
Before starting the course approval application, be sure you have all the necessary information:
e Course syllabus
e List of Instructors and their qualification
e C(linical affiliation agreement(s)
e Plan for student practical examinations

After logging into your account, select Manage, then Courses from the left-hand navigation menu to
reach the screen below.

> VERMONT %#

raining Resources

Welcome, Richard Cunningham | Logout

& My Account
¥ Search for any upcoming training courses that have been approved. To view additional details about any course, click the arrow beside the course name 1o

expand details. or click the course name to open a more complete course overview.
= Applications.

Manage Courses
= Education

=+ Add New Course Bl import Attendees
= Exams

A B c D E F G H | J K L M N o] P Q R S T u v w X Y Z ALL
% Services
Q  Customized I/C ... Select Status Course Start v
@ Lookup
Test Date ~| | Select Location CLEAR
£ Manage
Name Number Status Course Date Closing Date Test Date Instructor Location Completed Attendees

Exam Sessions

» Courses No Records

Records 0-0 0f 0 | First | Previous | Next |Last |Page 1 |PerPage 10 w

Enter the information in the drop-down fields on the Course Details page. Leave the Course Status field
blank.

< VERMONT %€

User Guide raining Resources

Welcome, Richard Cunningham | Logout

i MyAccount
My Search for any upcoming training courses that have been approved. To view additional details about any course, click the arrow beside the course name to

expand details, or click the course name t0 open a more Complete Course overview.
= Applications

Create Course

= Education

= Exams
* Course Type Initial EMT Course v
¥ Services
* Course Name Initial EMT Course ~
Q Lookup

. Course Status - v
anage FOR VTEMS USE
ONLY

Exam Sessions

Courses * District District 00 - VTEMS Office A
* Location Select
‘Coordinater Cunningham, Richard Fake
* Instructor Cunningham, Richard Fake
Co-Instructors Select
- Course Medical Walker, Raymond K ~
Director
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NOTE: If the Medical Director drop-down field does not include your course’s Medical Director, notify the
EMS office so that they may be added.

Fill in the Course Start and End Dates (and Test Date, if known). On the Allow Registration section,
select both Public Portal Course Lookup and Application Form.

Set the course registration period and the number of students allowed in the course, enter the course
fee, the textbook you are using and then select Save and Continue (or Save Progress). Do not click on
the Finalize Course Creation button until you have entered all course information.

* Start Date and 10/12/2021 0 -
Time
End Date and Time 12/16/2021 0 -
Test Date 12/18/2021 (]
Allow Registration Public Portal Course Lookup Application Form
O Apply the selected license when v

registering through course
lookup

Selecting any above option will allow attendees to register for the course through Public Portal

Allow Deregister O Yes @® No

Turn this setting on to allow attendees to remove themselves from the course registration prior to
course start date

Registration Start 10/11/2021 ) -
Registration End 10/12/2021 0 -l -
Capacity 25

Public users cannot register for the course once the attendee count has reached this capacity setting

~ Additional Information

* Course Fee

* Texthook

~ Sign Offs

After you have completed the Course Details tab, navigate to each of the other tabs across the top of
the application. You can save each section and return later but “finalize” the application only from the
Course Details tab and only after completing all tabs.
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On the Credit Hours screen, select the course name (Initial EMR, Initial EMT, etc.) from the Topic
window and the number of course hours, then click on the Save and Continue button. Do not Finalize

the application from this tab.

NOTE: This tab allows you to enter several Topics, but it is only necessary to enter the course
name for approval purposes. Your course syllabus should include a schedule showing that all

required topics will be covered.

_~>_VERMONT 3¢

User Guide H raining Resources

Welcome, Richard Cunningham | Logout

.
A& My Account
y Search for any upcoming lralmng courses that have been appreveu To view additional details about any course, click the arrow beside the course name to
«expand details, or click the course name o Open a more complete course overview.
= Applications
Course: Initial EMT Course

= Education
Number: 21-00-EMT-032

. Date: 10/12/2021 - 12/16/2021
= Exams .- Status: Pending District Approval
Instructor: Cunningham, Richard Fake
Attendees: 0/0 attendees completed

#* Services
Q Lookup Course Details Credit Hours Prerequisites Attendees Documents Tests Skill Exams
£ manage The topic options and credit hours are restricted based on the selected course type in Public Portal
B Se
am sessions It Intial EMT 160 ﬂ
Courses

+ Ada Topic

Modified: 10/11/2021 11:05 AM by Cunningham, Richard Fake
Created: 10/11/2021 11:05 AM by Cunningham, Richard Fake

©2021 ImageTrend, Inc.

If your students must meet certain qualifications before enrolling in the course, you can use the
Prerequisites tab to set them. This tab is optional.

Welcome, Richard Cunningham | Logout

& MyAccount . - .
Search for any upcoming training courses that have been approved. To view additional details about any course, click the arrow beside the course name to
expand details, or click the course name to open a more complete course overview.

= Applications

Course: Initial EMT Course

< Education
Number: 21-00-EMT-032

. Date: 10/12/2021 - 12/16/2021
= Exams . - status: Pending District Approval
Instructor: Cunningham, Richard Fake
Attendees: 0/0 attendees completed

% services
Q Lookup Course Details Credit Hours. Prerequisites Altendees Documents Tests Skill Exams
¥ Manage ~ Course Prerequisite Criteria and Values
Exam Sessions .
‘You may configure the below prerequisites criteria to display a visual warning when the attendee is assigned 1o the course in Pubic Portal. Internal
courses administrators have the ability to override the configured prerequisite reguirements and assign an attendee 1o a course.
i and v v Select Field v Select Operator v Value v ﬂ
+ Add Criteria

% -

Modified: 10/11/2021 11:05 AM by Cunningham, Richard Fake
Created: 10/11/2021 11:05 AM by Cunningham, Richard Fake

The Attendees tab does not need to be completed during the course approval process.
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Your students will be added to your course roster when they submit a Course Enroliment Notification to
EMS Office application during the course registration window. After that, you must add students to the
roster manually from the Attendees tab.

To add a student, click on the Add Attendee button. A student must have a LIGHTS account before you
can add them.

< VERMONT 3¢

Welcome, Richard Cunningham | Logout

& My Account
y Search for any upcoming fraining courses thai have been approved. To view additional details about any course, click the arrow beside the course name o

expand details, or click the course name 1o open a more complete Course overview.
= applications
Course: Initial EMT Course

< Education
Number: 21-00-EMT-032

.- Date: 10/12/2021 - 12/16/2021

= Exams Status: Pending District Approval
Instructor: Cunningham, Richard Fake
#* services Attendees: 0/0 attendees completed
Q Lookup Course Details Credit Hours Prerequisites Aftendees Documents Tests Skill Exams
¥ Manage - + Add Attendee
Exam Sessions A B C D E F G H | J K L M N O P Q@ R S T u v w X Y z LL
Courses Q
n Name Registered Attendee Number Status Completed Date PDF Application Attendee Email Attendee Home Phol
No Records
4 »

Bulk Actions = Records 0-00f 0 | First |Previous |Next |Last |Page 1 |PerPage | 10

me [«] Back

Search for the student, then click on the box to the left of their and click on Add to Course.

Please bulk select the users to add them to this course:

§ Select Certification —
# hopeless Q. SelectAge Group v | Select Service Level

m Name Birth Date Email Public Email Primary Certification Number Primary Certification Level Primary Certification Status

[0 Hopeless, hopelessharryvi@gmail.com

- o
=

4 3

4+ Addto Course Records 1-10f1 |First |Previous |Next |Last |Page 1 |PerPage 10

Do not Finalize the course application from this tab.
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Use the Documents tab to upload the course syllabus, the clinical affiliation agreement(s) and any other
relevant documents. These documents must be included before your application can be approved.

> VERMONT 3¢

raining Resources

‘Welcome, Richard Cunningham | Logout

& My Account
v Search for any upcoming training courses that have been approved. To view additional details about any course, click the arrow beside the course name to

expand details, or click the course name to Open a more complete Course overview.
=" Applications
Course: Initial EMT Course
= Education

. Number: 21-00-EMT-032
Date: 10/12/2021 - 12/16/2021
= Exams Status: Pending District Approval
Instructor: Cunningham, Richard Fake
#* Services Attendees: 0/0 attendees completed
Q Lookup Course Details Credit Hours P ttendes D Tests Skill Exams
4 wmanage Create Document
Exam Sessions
* Name Fake syllabus
Courses
Description
4
* Document Type Course Syllabus

* File Upload No file chosen
Accepted File Types.
BIMP,.css, doc, docx, htm, peg. jpg, mht,.msg, .odt, pdf, pipeg, png, ppt..ppbx..rif rx 1if, b, s, xisx, xs|xml

- application

No files larger than 23000 KB

Click on the Documents tab heading to upload each new document.

LIGHTS allows you to track student results on quizzes and exams. To add a Test, click on the Add New
Test button. This tab is optional.

= VERMONT %

Welcome, Richard Cunningham | Logout

& My Account
¥ Search for any upcoming training courses that have been approved. To view additional details about any course, click the arrow beside the course name to

expand details, or click the course name to open a more complete course overview.
= Applications
Course: Initial EMT Course
= Education

. Number: 21-00-EMT-032
Date: 10/12/2021 - 12/16/2021
= Exams Status: Pending District Approval
Instructor: Cunningham, Richard Fake
¥ services 0/1 attend
Q Lookup Course Details Credit Hours Prerequisites Attendees Documents Tests SKill Exams
¥ Manage - + Add New Test
Exam Sessions A B c D E F G H I J K L M N o P Q R s T u v WX Y z ALL
courses aQ &2
Name Date -ading Method Max Test Score Last Modified On Last Modified By

- Fake Quiz 10/13/2021 Simple Direct Grading 100 10M11/2021 Cunningham, Richard Fake

Records 1-10f 1 |First | Previous |Next |Last |Page 1 |PerPage 10 ~

@“ [+] Back

Do not Finalize the course application from this tab.
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Fill in the fields using the drop-down options, then click on the Create button.

Welcome, Richard Cunningham | Logout

& My Account
My Search for any upcoming training courses that have been approved. To view additional details about any course, click the arrow beside the course name to
expand details, or click the course name to open a more Complete COUSE OVErview.
= Applications
Course: Initial EMT Course
< Education
. Number: 21-00-EMT-032
Date: 10/12/2021 - 12/16/2021
= Exams Status: Pending District Approval
Instructor: Cunningham, Richard Fake
#* Services Attendees: 0/0 aitendees completed
Q Lookup Course Details Credit Hours Prerequisites Altendees Documents Tests Skill Exams
4 wmanage Create Test
Exam Sessions
* Name Fake Quiz
Courses
Description
4
Testing Date 10/13/2021 [m]
* Grading Method Simple Direct Grading v
* Total Score 100

— e

©2021 ImageTrend. Inc.

Vermont Department of Health - EMS Office

Skills Exams
The Skills Exam Module is not yet operational in LIGHTS. Stay tuned for updates.
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Submitting the Application
When all course information has been entered and all required documents are uploaded, return to the
Details tab and click on the Finalize Course Creation button.

~ Additional Information

* Course Fee Freell

* Textbook Dr. Seuss

Service Director Not signed

Mot signed

4

Finalize Course Creation [«]Back

Modified: 10/11/2021 11:34 AM by Cunningham, Richard Fake
Created: 10/11/2021 11:54 AM by Cunningham, Richard Fake

Medical Director

District Approval

The chairperson of the EMS District must verify that the District has reviewed and supports your
application. Additionally, your Course Medical Director must verify that he or she has agreed to serve in
that role. They will receive an email from LIGHTS with instructions.

When your course is approved, you will receive an email from noreply@imagetrend.com with your
course number and other important information. Return to Manage > Courses to see a list of all your
approved courses.
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Student Enrollment

When a student has successfully enrolled in your course, direct them to create a LIGHTS account (if they
don’t already have one) at https://vtems.imagetrendlicense.com/Ims/public/portal#/login. Please
ensure they do so before the enrollment period closes.

In the left-hand navigation menu, they must select Applications, then open the “Course Enroliment
Notification to EMS Office.” Be sure they know the course number. This will add the student to the
course roster in LIGHTS.

> VERMONT ¢
—

Welcome, Harry Hopeless | Logout
A& My Account

My Account
Profile
Documenis Below is the Vermont LIGHTS Portal dashboard for your user. The left navigation allows you to do the following
« My Account Profile - View your Demographic information and update information such as gender, race, and other information
[= Applications « My Account Documents - View and Upload Documents from the Application process
« Applications - Start or Continue applications for licensure

« Training - View Training Course information
= Training - Services - View Service Affiliation information
« Lookup - Perform a search of the LIGHTS database for Providers, Services or Training Reports

= Exams Harry Hopeless

; i s Jae eical Respopley L 2 Forms pending completion
¥ Services Number: 10155888 =
Issued: 06/18/2019 18 Applications to be reviewed

Expiration;  12/31/2020
% Inspections

| am looking for...

0 New training added
Q Q Personnel ~

-~ 0 Upcoming training this week

Q Lookup

License Number Name Last Name

0 Upcoming test this week

O Login to Elite for Fake False Hope Ambulance

= VERMONT 3¢
—

‘Welcome, Richard Cunningham | Logout
& My Account

Available Applications

I [=F Applications
Begin a new application, or click one of the links in the left menu to work with an application you have already begun.

Continue
Review My Applications | Service Applications
= Training . )
Cunningham, Richard Fake (E1234567)
Paramedic
= Exams Issue Date: 12/22/2020
Expiration Date: 12/31/2022
¥ Services
Q Lookup Course Enrollment Notification to EMS Office
After you enroll in a Vermont EMS course, please complete this form to begin the licensing process. Delay or failure to submit this form will affect
i‘ Manage your ability to enroll in a practical exam. Click Apply Mow to start your application

Continuing Education Application

Use this application throughout your licensure period to submit Continuing Education hours/certificates. At any time, you may run a repert in your Apply Now
Vermont LIGHTS profile under "Training” and "Report” to assist you in tracking required hours for renewal of your Vermont license
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Late Student Enrollments

Students can select your course number only while the course enrollment window is open. After it
closes, students must select “Late Submission — Enrollment Period Ended” as the Course Number, and
you must add them to the LIGHTS course roster manually in the Attendees tab.

> VERVONT %6

Welcome, Josephine NREMT | Logout

State Notification of Course Enroliment

Instructions  Applicant Information Aﬁmauans Self-Disclosed Security Questionnaire | Abuse Registries Consent » v

& MyAccount

[E applications

Continue 1 —
+ Course Number
Review
*Course and Exam Number
o en
o UEIY Late Submission - Enroliment Period Ended v
= Exams
Save and Continue
¥ services 57
Q Lookup

Student Bulk Actions (Course Completion, Withdrawal, Fail, etc)

Go to the Attendees tab and select student(s) by clicking on the box to the left of their name. Click on
the Bulk Actions button and select the Action. Some functions can be achieved by more than one
option.

> VERMONT ¢

Welcome, Richard Cunningham | Logout

& My Account

B Applications Course: Initial VEFR Course

= Education . Num!:ael: 21-00-VEFR-040
Date: 10/18/2021 - 10/22/2021
. - Location: VTEMS
= Exams Status: Pending District Approval
Instructor: Cunningham, Richard Fake

#* services Attendees: 0/2 attendees completed
Q Lookup Course Details Credit Hours Prerequisites Attendees Documents Tests
¥ Manage + Add Attendee
Exam Sessions A B cC D E F G H | J K L M N O P Q R S T u v w x Y Z ALL
Courses Q
n Name Registered Attendee Number Status Compieted Date PDF Application
» Hopeless, Harry 10/18/2021 2:45 PM 31058
»  Walker, Raymond K (8672) 10/18/2021 2:46 PM 31059
Bulk Actions + | Records 1-20f2 |First | Previous |Next |Last |Page 1 |PerPage @ 10 ~

Send Comespondence
Set Completion Date
Update Attendee Status

Remove from Course © 2021 ImageTrend, Inc.
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Send Correspondence
You can use this feature to send bulk emails to your students. Select your role (Course Coordinator,
Course Instructor) from the drop-down list in the From field, and LIGHTS will identify you as the sender.

If you regularly send a standard email message to students, the EMS Office can help you create a Merge
Template.

= VERMONT ¢

CIGHTS User Guide LIGHTS Training Resources Vermont EMS Website VTEMS Staff /' District Contacts Class, Exam and Meeting Schedules

Welcome, Richard Cunningham | Logout
& My Account

B appiications Course: Initial VEFR Course

e o . Number: 21-00-VEFR-040
Date: 10/18/2021 - 10/22/2021
. - Location: VTEMS
= Exams Status: Pending District Approval
Instructor: Cunningham, Richard Fake

¥ services Attendees: 0/2 attendees completed
Q Lookup Course Details Credit Hours Prerequisites. Attendees Documents Tests
¥ manage Merge Template o

Exam Sessions Hopeless, Harry (nopelessnarryvt@gmail com)

To
Walker, Raymond K (writeleftinvt@gmail com)
Courses
* From Course Coordinator X Course Instructor X CC | BCC | Reply To
* Subject REMINDER: Practical Lab on Saturday, November 13 at 10am
Message B I U & {} 5 X Nomal ¥ 14v O Subject
Ft v EE == I ==/ a
& H e b Search i i et
All- Merge Fields

Please remember that we have an all-day praciical lab on Saturday 1113 | Attendee Completed 1
from 10am - 4pm at the fire station Date
Let me know if you have guestions. Attendes Name

Mr. Cunningham
Attendee Number

Set Completion Date

When the course ends, select all students who successfully completed the course then select Set
Completion Date from the Bulk Actions drop-down list.

Update Attendee Completion Date
Please enter a date for the selected attendee(s) completion date

mm/dd/yyyy B
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Update Attendee Status
When a student passes, fails or withdraws from the course, select the student(s) and click on the Update
Attendee Status in the Bulk Actions box.

Update Attendee Status

Please enter a status for the selected attendee(s)

Remove from Course
Use this option to delete the student from the course roster.

NOTE: DO NOT DELETE A STUDENT RECORD FROM THE COURSE.

Bulk Remove Attendees

Are you sure you want to bulk remove all selected
attendees?

[~ | =)
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Registered Nurse/Physician Assistant/Military Medic Exam Challenge

A Registered Nurse, Physician Assistant or Military Medic can challenge the NREMT exam and obtain a
Vermont EMS license without taking a state-approved course as long as a NREMT Program Director
verifies to NREMT that the person’s prior training meets the education standards for that license level.

To facilitate verification of the EMR or EMT candidate’s eligibility for the psychomotor exam, an
Instructor/Coordinator must create a RN/PA/Military Medic Exam Challenge “course”. This course does
not need district or EMS office pre-approval and is intended only as a vehicle for the
Instructor/Coordinator to tell the EMS office that the candidate is eligible for a EMR or EMT practical
exam.

NOTE: At the AEMT and Paramedic levels, exam eligibility is arranged entirely and directly with
NREMT. There is no state approval component for these levels.

Log into the LIGHTS Public Portal and go to Manage, then Courses, then click on the Add New Course
button.

Welcome, Richard Cunningham | Logout

& My Account
g Search for any upcoming training courses that have been approved. To view additional details about any course, click the arrow beside the course name to

expand details, or click the course name to open a more complete course overview.
= Applications

Manage Courses
= Education

‘ 4+ Add New Course Bl Import Attendees
= Exams

A B o} D E F G H ! J K L M N o P Q R S T u v w X Y z LL
#* services
Q | Select Course Type Select Status Course Start v
Q Lookup
Test Date v Select Location
¥ Manage
_ Name Number  Status CourseDate  ClosingDate  TestDate  Instructor Location Completed Attendees
Exam Sessions
EirEsE Initial EMT ~ 21-00- Pending 10111/2021 10/20/2021 Cunningham,  VTEMS 00
Course EMT-033 District Richard Fake
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Fill in only the following fields: Course Type, Course Name, District, Location, Instructor (automatically
populated), Start Date and End Date.

Create Course

~ Course Details

* Course Type RN/PA/Military Exam Challenge - EMT -
* Course Name RN/PA/Military Exam Challenge - EMT A
Course Status - v
LEAVE BLANK
* District District 00 - VTEMS Office A4
* Location VTEMS
Coordinator Cunningham, Richard Fake (E1234567)
* Instructor Cunningham, Richard Fake (E1234567)
Co-Instructors Select ..
Medical Director v

* Start Date and 10/11/2021 | -l -
Time
End Date and Time | 10/16/2021 | ‘ —— -
Test Date mm/ddfyyyy |
B O : [
Allow Registration Public Portal Course Lookup Application Form

Apply the selected license when
registering through course
lookup
Selecting any above option will allow attendees to register for the course through Public Portal

Allow Deregister O Yes @ No

Turn this setting on to allow attendees to remove themselves from the course registration prior to
course start date

Registration Start mm/dd/yyyy ===
Registration End mm/dd/yyyy -l -
Capacity

Public users cannot register for the course once the attendee count has reached this capacity setting

& Save & Continue  JEIEIJES

Click on the Save and Continue button.
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Select the Credit Hours tab at the top of the application and make sure the appropriate topic
(RN/PA/Military Gap Material — [EMT, AEMT, Paramedic]) is selected. Click on the Save button.

> VERMONT %¢

raining Resources

Welcome, Richard Cunningham | Logout

& My Account
v Search for any upcoming training courses that have been approved. To view additional details about any course, click the armow beside the course name to

expand details, or click the course name to open a more complete course overview.
= applications
Course: RN/PA/Military Exam Challenge - EMT

Number: RN/PA/Military-EMT-001
Date: 10/11/2021 - 10/16/2021

= Exams .- Location: VTEMS
Status: Pe VTEMS Approval

ningham, Richard Fake
atiendees completed

< Education

¥* Services Instructor:
Attende:

Q Lookup
Course Details Credit Hours Prerequisites Attendees Documents Tests Skill Exams

.f Manage

The topic options and credit hours are restricted based on the selected course type in Public Portal
Exam Sessions

Courses It RN/PAMIltary Gap Material - ... 1 ﬂ

+ Add Topic

[+] Finalize || [«]Back

Modified: 10/12/2021 7:26 AM by Cunningham, Richard Fake
Created: 10/12/2021 7:26 AM by Cunningham, Richard Fake

Go to the Attendees tab and add the RN/PA/Military Medic(s) to the course roster.
< VERMONT %%

Welcome, Richard Cunningham | Logout

& My Account
My Search for any upcoming training courses that have been approved. To view additional details about any course, click the arrow beside the course name to

expand details, or click the course name to open a more complete course overview.
= Applications

Course: RN/PA/Military Exam Challenge - EMT

Number: RN/PA/Military-EMT-001
. Date: 10/11/2021 - 10/16/2021
= Exams . - Location: VTEMS
Status: Pending VTEMS Approval
#* services Instructor: Cunningham, Richard Fake
Attendees: 0/0 attendees completed

< Education

Q Lookup
Course Detalls  Credit Hours Prerequisites  Attendees Documents  Tests SKill Exams

¥ Manage
+ Add Attendee
Exam Sessions

A B C D E F G H I J K L M N O P Q@ R & T U V W X Y Z ALL
Courses
Q
n Name Attendee Number Status Completed Date PDF lication Attendee Email Attendd
O » Hopeless, 10/12/2021 30946 hopelessharryvi@gmail.com
Harry 732 AM
« »

Bulk Actions~ Records 1-1of 1 |First | Previous |Next |Last |Page 1 |PerPage | 10 «

[+]Finalize == [«]Back
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Return to the Course Details tab and verify all information is correct, then click on the Finalize Course
Creation button.

* Start Date and 10/14/2021 | —l—- -
Time
End Date and Time 10/16/2021 0 -l -

Allow Registration U Public Portal Course Lookup U Application Form

Apply the selected license when
registering through course
lookup
Selecting any above option will allow attendees to register for the course through Public Portal

Allow Deregister O Yes ® No

Turn this setting on to allow attendees to remove themselves from the course registration prior to
course start date

Registration Start mm/dd/yyyy - -
Registration End mm/dd/yyyy —l -
Capacity

Public users cannot register for the course once the attendee count has reached this capacity setting

[+] Finalize Course Creation | [«]Back

Modified: 10/12/2021 8:08 AM by Cunningham, Richard Fake
Created: 10/12/2021 8:08 AM by Cunningham, Richard Fake
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Section Seven:
Practical Exam Site Approval
and Registration
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Practical Exam Site Approval
The application process to hold a practical exam site is very similar to applying for EMS course approval.
In the left-hand menu, go to Manage, then Courses, then click on the Add New Course button.

> VERMONT %&

Welcome, Richard Cunningham | Logout

& My Account

= Applications Manage Courses

- .
- B Before starting a Course Approval Application, be sure you have the following components in place:

- A course syllabus, including a class schedule

& Exams - A list of instruetors and their qualifications
- Written agreement(s) with the EMS agencies or medical facilities where vour students will complete their clinical internships
* services - A Course Medical Director who understands their responsibilities and has agreed to serve in this role
- A state practical exam site where vour students will test
Q Lookup
Click on the Add New Course button to begin vour application.
¥ Manage
+ Add New Course &l Import Attendees
Exam Sessions
A B c D E F G H I J K L M N o] P Q R s T U v w X Y z ALL
Courses
Q, | Select Course Type Select Status Course Start ~

In the Course Type field, select Practical Exam. In the Course Name field, select the exam site level.
NOTE: You will need to create a separate exam session for each level testing at the exam site.
For instance, if the site will be testing EMRs, EMTs and AEMTs, you will need to create an EMR
session, an EMT session and an AEMT session.

2 VERMONT %€

Welcome, Richard Cunningham | Logout

& My Account

& Applications Create Course
T Education -
~ Course Details
= Exams
* Course Type Practical Exam v
¥ Services
* Course Name EMT Practical Exam v
Q Lookup .
Course Number  COUTSe number will be automatically generated
¥ Manage
Exam Site Status - v
Exam Sessions VTEMS USE ONLY
Courses District District 00 - VTEMS Office v
Location VTEMS v
Coordinator Cunningham, Richard Fake (E1234567)
Exam Coordinator Cunningham, Richard Fake (E1234567)
ALS Level Exam Hopeless, Harry Fake v

Medical Director
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If the exam site location does not appear in the Location drop-down list, select “Add New Practical
Exam Site” and then enter the exam location in the Description field.

Welcome, Harry Hopeless | Logout

H My Account
BAppiications Create Course
= Education =
~ Course Details
= Exams
* Course Type Practical Exam v

¥ services

* Course Name AEMT Practical Exam v

B Inspections

Course Number Course number will be automatically generated

Q Lookup
Exam Site Status - v
; Manage VTEMS USE ONLY
ETES District District 00 - VTEMS Office ~
- Location Add New Practical Exam Site (Enter address in Description field) v
Coordinator Hopeless, Harry Fake
NREMT Exam Rep Select
(Assigned by
VTEMS)
Exam Medical Cunningham, Richard Fake v
Director (ALS
Exams Only)
U & {} x* X Nomal ¥ 14~ Font ~

Description B

it~

=7 & E M e 9

» Vermant Training Academy, 108 Cherry Street, Burlington

In the Dates section, enter the Exam Date in the Start Date field. Leave the End Date, Closing Date and
Test Date fields blank. For Allow Registration, select both Public Portal Course Lookup and Application
Form. Enter the registration date window and the enrollment capacity for the specified exam level only.
Click on Save and Continue.

* start Date and 1127/2021 8 --- ]
Time
End Date and Time mm/dd/yyyy [m] P o
Closing Date mm/dd/yyyy (m]

After this date, the course details will not be editable on the public portal.

Exam Date mm/dd/yyyy (m]

Allow Registration Public Portal Course Lookup * Application Form
Apply the selected license when v
registering through course
lookup
Selecting any above option will allow attendees fo register for the course through Public Portal

Allow Deregister O Yes ® No

Tum this setting on to allow attendees to remove themselves from the course registration prior to
course start date

Registration Start 1/21/2021 [m] - [c]
Registration End 11/26/2021 [m] —— - Q
Capacity 25

Public users cannot register for the course once the attendee count has reached this capacity setting

© Save & Continue  JPIEES
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When the screen refreshes, scroll down to the Additional Information section. Use this section to enter
your fees and payment portal hyperlink, if applicable.

~ Additional Information

Exam Fee (for this
level)

Retest Fee (per skill
station)

Payment Portal
Hyperlink

It is not necessary to complete any of the remaining tabs on this application. However, if you wish to
limit the enrollment to certain courses, you can use the Prerequisites tab. Contact the EMS Office if you
need assistance.

At the bottom of the next page, click on the Finalize Course Creation button.

Not signed

4

CIEEENE (WIS | [o] Finalize Course Creation || [«] Back

Medical Director

Modified: 11/22/2021 8:11 AM by Cunningham, Richard Fake
Created: 11/22/2021 811 AM by Cunningham, Richard Fake

District and Exam Medical Director Sign-off
Once you have submitted your exam site approval request, LIGHTS will send an automated email to the
District Chairperson who must verify that the district supports holding the exam site in their district.

All AEMT and Paramedic exam sessions must have an Exam Medical Director. This person must be an
emergency physician and must be available in person or by phone for the duration of the exam site to
advise skills evaluators and settle any disputes over scoring or results. They must attest that they agree
to serve in this role. EMR and EMT level exam sites do not require an Exam Medical Director.

The District Chairperson and Exam Medical Director will sign the application the same way they sign off
on course approvals.

Candidate Enrollment in an Exam Site

Exam candidates enroll in a practical exam site by submitting a Practical Exam Registration Application
accessed from Applications in their LIGHTS Public Portal. Instructions for the candidate appear in
Section One of this User Guide.
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If an instructor is the Exam Coordinator for the exam site, they may register their own EMR and EMT
students directly using the Add Attendee tab. These students are not required to submit a Practical
Exam Registration Application.

All AEMT and Paramedic students must complete the Practical Exam Registration Application and
provide their NREMT Practical Authorization to Test (PATT) number.

NREMT Cognitive Exam Fee Payment

Students who are eligible for a state EMS license may request payment of their NREMT cognitive exam
fee using the NREMT Cognitive Exam Fee Payment Request application found in Applications on the
student’s LIGHTS Public Portal. They must have a NREMT Application Confirmation ID Number to
qualify for fee payment.

64



t EMS LIGHTS User Guide

Section Eight:
District Support for EMS
Courses and Practical Exam
Sites
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When an EMS Instructor/Coordinator applies to hold a course or practical exam site in your district, the
District Chairperson and the Course/Exam Medical Director will receive an email from
noreply@imagetrend.com notifying them that a request to review the course approval application is
awaiting a response.

District Chairperson Responsibilities

The District Chairperson must indicate the EMS District’s support for the course or practical exam site.
In LIGHTS, the District Chair is referred to as the Service Director.

Course and Exam Medical Director Responsibilities

All EMS courses leading to a state license must have a Course Medical Director. If you will serve in this
role, you are the ultimate medical authority for the course.

Your primary responsibility is to verify students' cognitive and skill competence, but you are also a
liaison to the medical community. As such, you can deepen the students' understanding of course topics
and their important role in the health care system by bringing in specialists, teaching classes and
creating clinical and field opportunities.

All advanced level practical exam sites (AEMT and Paramedic) must have an Exam Medical Director who
is available for the duration of the exam site to advise skill evaluators and help resolve issues such as
disputed exam results.

Approval Process
Access the application in the menu on the left side of the Portal home screen under Manage, then
Requests. Click on the course name hyperlink to open the course record.
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> _VERMONT %%

LIGHTS User Guide LIGHTS Training Resources Vermont EMS Website VTEMS Staff 7 District Contacts Class, Exam and Meeti

Welcome, Raymond Walker | Logout

H My Account
Applications Manage Courses
T Education N . s oas . . )
Before starting a Course Approval Application, be sure you have the following components in place:

- A course syllabus, including a class schedule
Exams - Alist of instructors and their qualifications

- Written agreement(s) with the EMS agencies or medical facilities where your students will complete their clinical internships
* services - A Course Medical Director who understands their responsibilities and has agreed to serve in this role

- A state practical exam site where vour students will test
= Inspections

Click on the Add New Course button to begin your application.

et + Add New Course B import Attendees
IIMa“age A B C D E F G H I J K L M N O P Q@ R S T U V W X Y Z AL
Courses
» Q  Initial EMT Course Select Status Course Start v
Test Date v| | Select Location
Name Number  Status urse Date  Ch Date  TestDate L mpleted Attendees
Initial 21-01- Pending 11/01/2021 05/01/2022 Choate, Derek  Add New Course 0/0
EMT EMT-035 District 9:00 am Carlos Location (Use
Course Approval Description field
for address)
21-00- Pending 10/12/2021 12/18/2021  Cunningham []

Initial
EMT EMT-032 District Richard Fake
Course Approval

Records 1-20f 2 | First | Previous |Next |Last |Page 1 |PerPage 10 ~

Review the tabs across the top of the application.

7~ VERMONT #&

LIGHTS User Guide LIGHTS Training Resources Vermont EMS Website VTEMS Staff / District Contacts Class, Exam and Mee

Welcome, Raymond Walker | Logout
H My Account

& Applications Course: Initial EMT Course
Number: 21-00-EMT-032

T Education .
Date: 10/12/2021 - 12/16/2021
Status: Pending District Approval

= Exams Instructor: Cunningham, Richard Fake
Attendees: 0/1 attendees completed
¥ Services
Course Details Credit Hours Prerequisites Altendees Documents Tests «
= Inspecti
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Return to the Course Details tab to the Sign Offs section, then click on the Sign button below your role.
NOTE: For course approval purposes, the District Chairperson is called the Service Director in
LIGHTS

Click on the Save button.

Service Director * Username rwalker
*Password | seseesseee -
>
Medical Director * Username rwalker
*Password | seseesseee -

= 3

ISR | [« Back

Modified: 10/11/2021 11:05 AM by Cunningham, Richard Fake
Created: 10/11/2021 11:05 AM by Cunningham, Richard Fake
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