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Instructor Instructions for E-Licensing Education Module 
 

Creating a course Application 
 
1)  Log into your E-Licensing Account:  

https://southdakota.imagetrendlicense.com/lms/public/portal#/login 
 
2)  Click the “Manage” button in your menu list on the left side of the page.  This will open a page 

where all your approved or pending courses are located which you can open, update information, 
add/sign off your course attendees, etc. 

 

 
 
3)  To apply for a new education course (Continuing Education, Refresher, Specialty, Initial EMR or EMT 

Course), click the “+ Add New Course” button on the upper right side of the page. 
 
The form will open where you can enter the information on the first page as described below: 

 
4)  Course Type:  Select the type of course you will be doing from the drop-down box. For this example 

I will select “Continuing Education”. 
 

a) Course Name:  Type in the name or title of your course.  This should describe the training event 
you are doing.  In the near future, ImageTrend will have a certificate that will generate for your 
training course once you put in the completion date and change the student’s status to “Pass” 
(described later in this document).  The certificate will have the name of your course printed on  
 

https://southdakota.imagetrendlicense.com/lms/public/portal#/login
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it and will automatically go into the person’s (student) E-Licensing account under their 
“Documents” section. 

 
b) District Held:  Select the SDEMSA’s District your training will be held or select Statewide or 

Other.  When people search for education events from the Public Portal Lookup, they can use 
the filter to narrow their search for training in their area (District). 

 
c) SD Ambulance Service Sponsor:  If you are providing training for a SD Ambulance Service, select 

the service from the drop-down box or begin typing the name of the service and then select it 
when found.  If you’re not teaching for an ambulance service you can leave this box blank.  
Note, if you use the drop-down box to look for an ambulance service, not all of them will show 
up as ImageTrend has a limit on the number that populates in the list.  I would recommend 
typing the name of the service in the box to find the service. 

 
d) Location:  Select the location name from the drop-down box where you will be doing the 

training at the location that you are authorized to teach at.   Note, if you use the drop-down box 
to look for a location, not all of them will show up as ImageTrend has a limit on the number that 
populates in the list.  I would recommend typing the name of the location in the box to find the 
one you want.  If you will be teaching at a location that is not in the list and tied to your name, 
you can contact the EMS Program to have that location added to your approved list of locations 
you can teach at.  To see the locations you are approved to teach at, as well as the courses your 
approved for, you can click “My Account”, then click “Profile”, then in the horizontal bar above 
your Account Demographics section, click “Certifications”.  Scroll to the bottom of that page and 
you will see your Instructor Information.  Example below: 
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e) Coordinator:  You can leave this blank as we do not have Coordinator positions at this time.       
(I am working on having this box removed from the form so may not be viewable in the future). 
 

f) Instructor:  Select your name from the list.  Note:  If you selected a location in the Location box 
above that your name is not tied to in your permissions, your name will not appear in the 
Instructor box to select. 

 
g) Co-Instructors:  You can search for others who have Instructor permissions and add them to 

your course or leave blank.  Note:  If you use the drop-down box to look for an instructor, not all 
of them will show up as ImageTrend has a limit on the number that populates in the list.  I would 
recommend typing the person’s name in the box to find the one you want to add.  Also, if Co-
Instructors are listed, they will also be able to mange this course in their E-Licensing account. 

 
h) Medical Director:  This will turn on if you select Initial EMR or EMT Course.  For EMT Courses it is 

required to list your Medical Director.  Optional for EMR Courses.   
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i) Description:  You can type in more information on your course in this box.  What you type in this 

box will display on the Public Portal Education Lookup for your course so don’t put anything in 
there that you don’t want the general public to see. 

 
j) Start Date and Time:  Enter the start date of your course.  You can also enter the start time of 

your course. 
 

k) End Date and Time:  Enter the date your course will end.  You can also enter the end time of 
your course. 

 
l)  Closing Date:  You will leave this blank as when you enter your start and end date, the closing 

date will auto populate, which is 30 days from the end of your course. 
 

m) Test Date:  If your course will have a test you can enter the date or leave blank.  What this is 
primarily used for is the EMR and EMT Course Psychomotor Exam date. 
 

n) Allow Registration:  If you will allow EMRs or EMTs to register for your course (continuing 
education, refresher, or specialty course) via their E-Licensing account, click the box in front of 
“Public Portal Course Lookup”.  Do not click the other box that says “Application Form” (this will 
only be used for Initial EMR or EMT Courses).  If you do not allow a person to register for your 
course you can add then yourself to your course Attendee list (for EMR and EMTs).   If this 
application is for an Initial EMR or EMT Course, you will also click the “Application Form” box 
and “Apply the selected License when registering through course lookup” box, then select 
“Student:  EMR Student Registration Application” if your application is for an Initial EMR Course, 
or you will select “Student:  EMT Student Registration Application” if your application is for an 
Initial EMT Course. 
 

o) Allow Deregister:  If you allow registration to your course as shown above, you can select Yes if 
you will allow a person to remove their name from your course Attendee list.  Most Instructors 
will leave this set to No so they can manage their course attendee list. 
 

p) Registration Start:  If you allow registration to your course, you will enter the Registration Start 
Date and time. 
 

q) Registration End:  If you allow registration to your course, you will enter the Registration End 
date and time. 
 

r) Capacity:  If you allow registration and you have a limit of how many people can attend your 
course, you can enter the maximum number of students allowed in this box. 
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When you are done with this first page of the application form click the blue “Save & Continue” button 
at the bottom of the page.   

 
This will then refresh the page and you can then click the next tabs at the top of the form to add your 
course topics/hours (Credit Hours), Attendees, and Documents to your course. 

 
 
Click the “Credit Hours” tab then select the topic from the drop-down box.  For this example, I will select 
Trauma and it is 1 hour and will select sub-topics (selecting sub-topics(s) is not required). 
 

 
 
When you enter the hours of this Topic, I recommend that you type in the number instead of using the 
up/down arrow keys.  For whole number of hours, type in 1, 2, 3, etc.  For partial hours type in .5, .25 
etc. (.5 = half an hour, .25 = 15 minutes), or if more than one hour, for example 1 and half hour, you will 
type in 1.5). 
 
If this course will have more than one topic, click the “+ Add Topic” button: 

 
 
This will then allow you to select another Topic to add to your course.  Example: 
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When you are done with the “Credit Hours” section, click the blue Save button at the bottom of the 
page. 
 
Next, you can click the “Attendees” tab at the top of the page to add your Attendees, or you can skip it 
and add Attendees later, such as after your course has ended.  How to add Attendees and sign them off 
will be shown a little later in this document. 
 
Next, if you have any documents that go with your course, such as an information flyer, agenda, etc., 
you can click the “Documents (viewable to Public” tab at the top of the page.  NOTE:  Any documents 
you upload to your course will be viewable to the general public so do not have anything you do not 
want seen on there.  If you do not have any documents to add to your course you can skip this tab. 
 
Once you are done with the above and ready to submit your application, click the “Finalize” button at 
the bottom of the page: 

 
Your application will come to us to review and approve.  You can see the status of your application 
within your “Manage” tab page.  Example: 
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To go back into your course, click the Name of the course.  You can then edit if needed such as your 
start/end dates, add attendees to the course Attendee list, etc. 
 
 
Add Attendees to your course Attendee page and sign them off 
 
Click the “Manage” button in your menu list on the left side of your page.  This will open a page where 
all your training courses you have applied for are located.  Click the Name of the course you want to 
open to add students to your “Attendees” tab for the course.  Example: 
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Click the “Attendees” tab located  in the top horizontal bar.  Example:  

 
 
Click the “+ Add Attendee” button on the right side of the page.  Example: 

 
A box will open where you can search for a person by typing in their first or last name in the first search 
box or putting in their SD EMR or EMT Certification number.  Example: 
 

 
When you find the person you want to add to your course Attendee list, click the blank box in front of 
the person’s name then click the “+ Add to Course” button at the bottom of the page.  Example: 
 

 

 
 



                                                                                                                                 

9 
Updated 09/30/2021 

 
Another feature which most of you will use when teaching for an ambulance service is to use the “Select 
Service” box to find EMR or EMTs who are affiliated with an ambulance service, select all or select the 
ones individually to add them to the course Attendee list. Note:  If you use the drop-down box to look 
for an ambulance service, not all of them will show up as ImageTrend has a limit on the number that 
populates in the list.  I would recommend typing the name of the ambulance service in the box to find 
the one you want to open.  Example:  

 
Then you can click the blank box on the left side of the gray menu bar which will put a check mark by 
each person’s name, or you can click the box by each person’s name to select people individually (not all 
EMR or EMTs affiliated with an ambulance service may be at your training so you don’t want to select 
their name(s) and giving them credit for attending your course.  Example: 
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One you have all the service member selected, click the “+ Add to Course” button at the bottom of the 
page: 
 

 
Once done adding all the EMR and EMTs who were at your training, click the “Close” button on the 
page: 
 

 
All the EMR and EMTs you selected from the steps above will now be in your Course Attendee List.  To 
give them credit for attending your course, you will next need to put in their completion date of your 
training and then change their status to “Pass”.  If a person did not show up for you training, you will not 
put in a completion date or give them a status of “Pass”.  You can select other statuses in the list when 
you get to that step. 
 
If all the people you have in your course Attendee list completed the training at the same time and all 
where there, you can select all the people in the list by clicking the blank box in the gray description bar, 
or you can click the blank box by each person’s name.  In the below example I will click the blank box in 
the gray description bar which will then put a check in the box by each person’s name: 
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Next you will click the “Bulk Actions” button at the bottom of the page then select “Set Completion 
Date”: 

 
 
Enter the date they attended your course then click the “Add” button: 
 

 
 
Then click “Yes”: 
 

 
 
Next, you will do the same process as described above (selecting the people by checking the box next to 
their name or doing the bulk check for all people in your Attendee list), then click the “Bulk Actions” at 
the bottom of the page again.  This time select “Update Attendee Status”: 
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In the drop-down box, select “Pass” if they attended your training, or you can select Fail, No Show, 
Withdrew, Transferred to, or Pending.  In this example, I will select “Pass”, then click the “Add” button: 
 

 
 
Then click “Yes”: 
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You are done.  You will notice that the Status and Completed date is now in each person’s line: 
 

 
 
FYI – When you select the Status of Pass, this will then record your course topics, sub-topics, and hours 
directly into the EMR or EMTs Education Report. 
 
If you want to remove someone from your Attendee list, you select the person then click the “Bulk 
Actions” button then select “Remove from Course: 
 

 
 
Coming soon is another feature that is currently being worked on.  Once done, when you do the above 
“Pass”, the system will automatically generate a pdf Certificate of Training and go directly into the EMR 
or EMT’s account, in their Documents section: 
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EMR or EMT’s Training Report Information 
 
If an EMR or EMT needs to record training they have completed (such as an online course) and not put 
in by the Course Instructor (you), they can do this themselves within their account Education section, 
then My Report. 
 
When they log into their E-Licensing account, they will click the “Education” tab in their menu list on the 
left side of the page, then click “My Report”: 
 

 
 
 
That will open their training report so they can see what hours are required for each topic, how many 
hours they have completed for each topic and how many hours they still need.  When there is a green 
check box in front of each topic, that means they have the required number of hours for that topic.  
Example: 
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To add training they have completed not entered by the Course Instructor, they will click the green circle 
with white plus sign by the Topic (right side of page).  This will then open a box where they can enter 
their course information.  Example: 
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They will fill out the form with the Course Name, Start and Completed Dates, Location, select the Topic 
and enter the hour(s) and any sub-topics.  If they have more than one Topic for this training course, they 
can click the “+ Add Topic” button at the bottom of the page.   Note, if they use the drop-down box to 
look for a location, not all of them will show up as ImageTrend has a limit on the number that populates 
in the list.  I would recommend typing the name of the location in the box to find the one you want.  For 
example, if they did an online course, then can type in online then select “Virtual (Online).  When done, 
they will click the blue “Add’ button at the bottom of the page.  
 
To see the training they have in each of the Topics, they can click the > symbol and that will open that 
section.  Example:  
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To generate a pdf of their entire training report, they will click the small pdf icon in the light gray bar 
below the wording “My Report:  
 

 
 
 
Below is what the report will look like with all their training courses in their account for their current 
recert period.  Since it is a pdf, they can print or save to their computer if needed: 
 

 


