
 

 

The purpose of this guide is to provide step-by- step instructions for EMS agencies on how to 

update both the medical staff and admin staff rosters within the license management system.​
​
Note: only those with current administrative access to the license management system can 

use this form.  

 

1.​ Visit emslicense.utah.gov. 

2.​ Login using your login information. 

 

http://emslicense.utah.gov


3.​ Click on the Applications tab on the left- hand side of the screen. 

4.​ A new set of tabs will appear, select the Start tab. 

5.​ Navigate to the Agency Applications section. 

6.​ If you are affiliated with multiple agencies, make sure you select the correct 

organization by using the drop down menu at the top of the section. 

7.​ Click the View All Agency Applications hyperlink. 

 



8.​ Locate the Update Agency Staff Form in the list and press the Apply Now button. 

9.​ The first page will provide information about the two different rosters to update. Select 

one or both of the rosters to update 

a.​ Medical Staff is every EMS professionally licensed staff member. 

b.​ Admin staff are specifically for agency staff operations. 

10.​  Click the Continue button to move on to editing the respective roster.



 

 

 

To edit this roster, click the Edit Roster button in the lower right hand corner​

HOW TO ADD AN INDIVIDUAL TO THE ROSTER 

 

1.​ Click on the Edit Roster button in the right -hand corner of the Update Medical Staff 

section. 

2.​ A new box will appear. In the Action to Take drop down, select "Add Record to the 

Service." 

3.​ In the User box, search for the person you wish to add by searching for their name. 

4.​ Fill in the workforce information. 

5.​ Click Done at the bottom of the window.​

​
 

 



HOW TO EDIT AN INDIVIDUAL ALREADY ON THE ROSTER 

 

1.​ Click on the Edit Roster button in the right -hand corner of the Update Medical Staff 

section. 

2.​ A new box will appear. In the Action to Take drop down, select "Update Record to the 

Service." 

3.​ In the User box, search for the person you wish to add by searching for their name. 

4.​ Edit the workforce information. 

5.​ Click Done at the bottom of the window. 

 

HOW TO REMOVE AN INDIVIDUAL FROM THE ROSTER 

 

1.​ Click on the Edit Roster button in the right -hand corner of the Update Medical Staff 

section. 

2.​ A new box will appear. In the Action to Take drop down, select "Remove Record to the 

Service. 

3.​ In the User box, search for the person you wish to add by searching for their name. 

4.​ Click Done at the bottom of the window. 



 

 

You can edit as many individuals in a single form. 

​
Click the Continue or Submit button when you are done. 

 

 

To edit this roster, click the Edit Roster button in the lower right hand corner 

 

 

 

 

 



HOW TO ADD AN INDIVIDUAL TO THE ROSTER 

 

1.​ Click on the Edit Roster button in the right -hand corner of the Update Medical Staff 

section. 

2.​ A new box will appear. In the Action to Take drop down, select "Add Record to the 

Service." 

3.​ In the User box, search for the person you wish to add by searching for their name. 

4.​ Select the position(s) you would like to assign.  

5.​ Fill in the workforce information. 

6.​ Click Done at the bottom of the window.​
Note: You can add them directly to your roster and assign them a role from this page. 

You do not need to add the individual to the medical roster first. 

 

HOW TO EDIT AN INDIVIDUAL ALREADY ON THE ROSTER 

 

1.​ Click on the Edit Roster button in the right -hand corner of the Update Medical Staff 

section. 

2.​ A new box will appear. In the Action to Take drop down, select "Update Record to the 

Service." 

3.​ In the User box, search for the person you wish to add by searching for their name. 

4.​ Select the position(s), or remove a position by unchecking the check mark box next to 

the role. 

5.​ Edit the workforce information. 

6.​ Click Done at the bottom of the window.  



How to edit continued 

 

HOW TO REMOVE AN INDIVIDUAL FROM THE ROSTER 

 

1.​ Click on the Edit Roster button in the right -hand corner of the Update Medical Staff 

section. 

2.​ A new box will appear. In the Action to Take drop down, select "Remove Record to the 

Service. 

3.​ In the User box, search for the person you wish to add by searching for their name. 

4.​ Click Done at the bottom of the window. 

You do not need to edit any information since you are removing them from the record. 

Click the Submit button when you are finished.  


