Inland Counties Emergency Medical Agency
Serving San Bernardino, Irtyo, and Mono Counties

Tom Lynch, EMS Administrator
Reza Vaezazizi, MD, Medical Director

DATE: August 15, 2014

TO: EMS Providers - ALS, LALS, EMS Aircraft
Base Hospital PLNs

FROM: Tom Lynch
EMS Administrator

SUBJECT: ELECTRONIC EMPLOYMENT VERIFICATION

On August 15, 2014, ICEMA implemented the paperless EMS Credentialing process system-wide.
As part of this new process, EMS providers will need to verify employment for Paramedics and
Mobile Intensive Care Nurses through the EMS Credentialing website. The system is configured
to automatically send an e-mail to the EMS Coordinators and Base Hospital Paramedic Liaison
Nurses currently on file as authorized verification personnel. Attached is a tutorial for completing
electronic employment verification.

If there are additional individuals approved to verify employment on behalf of your department or
agency, please submit the individuals name and e-mail address to Dora Mejia via e-mail at

Dora.Mejia(@cao.sbcounty.gov.

If you have any additional questions, please do not hesitate to contact Danielle Ogaz, EMS
Specialist, at (909)388-5822 or via e-mail at Danielle.Ogaz@cao.sbcounty.gov.
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Steps for Verifyving EMT-P/MICN Employment through the
ICEMA EMS Credentialing Portal

Step 1: Log onto the ICEMA EMS Credentials Portal.

(If you do not know your username and password, use the “Account Lookup” in order to have your username and password sent to you via
email.)
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Step 2: Upon logging into your account; all applications needing “Verification of Employment” will be
seen on the right hand side of your browser window; they will be marked as “# Application to be

reviewed.”
(See screenshot below.)
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Step 3: When you click on the “reviewed” link you will be taken to a window listing all applicants along
with the application submitted. For each applicant, you will have to click the “Start” button in order to

complete the verification process. Each gray bar will list the applicant and the application type; you may
also review their application from this screen.

(See screenshot below. The PDF icon above the “Start” button will pop up a separate window allowing you to review the employees’
application.)
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Step 4: Answer the question for each applicant and hit “Submit.” You’re done!

Upon submitting the information, ICEMA will get notified of the verification of employment and we will
continue to process the application.
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