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 PURPOSE 

The Idaho Gateway for EMS (IGEMS) is an internet-based license management system for EMS 
personnel and agencies and NOW hospital providers. This software is designed to streamline 
processes and effectively track statuses. The TSE Program implemented this management 
system to eliminate the paperwork and allow hospital providers to upload, edit, and access 
application documents at any time. The purpose of the TSE IGEMS User Guide is to assist our 
users in successfully submitting an online application. 

As with any significant change, software glitches are to be expected. Please help us identify 
issues by communicating those to us as you encounter them. The TSE Program staff’s contact 
information is listed below. We will do our best to resolve any issue as soon as possible. We hope 
you will find this management system user-friendly and enhance your TSE application experience. 

 
Please don’t hesitate to reach us via email or phone. 

Questions regarding a TSE application contact… 
Program Manager Melissa Ball melissa.ball@dhw.idaho.gov 

or 208-334-2124 

 
Questions regarding a IGEMS system contact… 

Program Specialist Maegan Kautz maegan.kautz@dhw.idaho.gov 
or 208-334-4904 

 

 ACCESS 

To access the public portal for IGEMS, please visit the Idaho TSE System website 
https://tse.idaho.gov. The IGEMS link can be found on the main tab Resources under section 
Applications. Refer to the screenshot below. 

 

 
 

mailto:melissa.ball@dhw.idaho.gov
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After clicking on the link, a new window will open to the IGEMS login page. An account has 
already been created for each facility. Please contact Program Specialist Maegan Kautz to obtain 
your login username and password. Refer to the screenshot below. 

 

 
 

 BEGIN AN APPLICATION 

Once logged into your account, you will begin a TSE application by clicking on the purple 
Application button. Then you will select the Service Applications option and click on the purple 
Apply Now button for the type of designation you are interested in applying for. Refer to the 
screenshots on the next page. 
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From here, an application will generate (see the screenshot below) beginning at the Designation 
& Profiles tab. Please select if you are “applying for a new level of designation, or renewing 
an existing designation”. You will not be able to continue until all the questions have been 
answered. 

Note: Any fields marked with a red asterisk * must be filled out. 

 

 
 

After you have answered these questions, the page will expand for you to enter and verify 
information under the following sections: [Trauma, Stroke, or STEMI] Center Information, 
Personnel Profile, and Hospital Profile. Then click the Save & Next button (located at the bottom 
of the page) once the data fields have been completed. Refer to the screenshot on the next page. 

Note: Under the Personnel Profile section, please select the blue Edit button next to each 
hospital position to replace the Name and Email text fields that already exist. Then click the 
Done button once finished. DO NOT click the Remove button. 
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Next, you will move on to the Certification Statement tab. Hover over the document to display 
your Menu Bar to print. Obtain the required signatures and upload the completed document by 
clicking the READY TO UPLOAD radio button. You will know when the upload is successful when 
the file’s name appears next to the Upload File button. Then click the Save & Next button 
(located at the bottom of the page) once finished. Refer to the screenshots on the next two pages. 
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As you work through the application, please diligently read the criteria/questions in each tab: 

Then click on the Required radio button acknowledging, “I understand the requirement of the 
supporting documentation.” The page will expand for you to provide one of the following in each 
section: upload the required documentation, enter data points, or write a response in a text 
box. See examples on the next two pages. Once completed, click the Save & Next button 
(located at the bottom of the page) to move on to the next tab. 

Note: Transfer agreements must be available at the time of the on-site survey. 

Note: Please continue to scroll down until you have reach the end of the web page to 
ensure each section has been filled out. 

Note: Only one file can be uploaded for the sections requiring documentation upload. 
Therefore, scan multi documents together into one file, if needed, and then upload. 
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 EXAMPLE OF DOCUMENT UPLOAD 

 
 
 

 EXAMPLE OF DATA POINT ENTRY 

 
 
 

 EXAMPLE OF WRITTEN RESPONSE 
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After you have gone through all the tabs, the last tab you reach will always be the Associated 
Fees tab. On this tab is where you will submit the completed application. Refer to the screenshot 
below. 

 

 
 

 INCOMPLETE APPLICATION 

You will not be able to submit your application if you have skipped over unanswered questions 
and/or not attached documentation. See an example on the next page of an incomplete 
application if the Submit button is clicked. 

Note: If you believe you have received this message in error, please contact the TSE 
Program staff to help resolve the issue. 
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 CONTINUE AN APPLICATION 

You can continue working on the application at any time. Please make sure you select the Save 
button (located at the bottom of the page) before logging out. To pick up where you last left off, 
simply login to your account and select the 1 Form pending completion option. From here, you 
will select the Continue button to open the application. Refer to the screenshots on the next page. 
The application will open to the Designation & Profile tab first. 
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You will notice that the Name and Document Type fields have been cleared out because 
documentation was not uploaded and saved previously in that section. In the Name field, simply 
copy the section’s name. 

Then click the drop-down arrow to select the Document Type. For example, “TSE Trauma 
Attachments.” Refer to the screenshot below. Please ensure the Document Type field is always 
selected. Continue working through the application until every question is answered and/or 
documentation is uploaded. 
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 APPLICATION SUBMISSION 

Once the application has been submitted, an invoice will be generated with the designation’s 
associated fees and emailed to the hospital’s program manager. The check should include a site 
survey fee (if applicable) and the first-year designation fee. Please mail the check with invoice to 
the address listed below. 

The TSE Program staff will notify you within 10 business days to confirm the receipt of the 
application and check. 

 
Idaho Department of Health & Welfare 

Bureau of EMSP C/O Revenue Operations 
PO Box 83720 

Boise, ID 83720 

 

Note: TSE Surveyor’s will present their recommendations at the State TSE Council Meeting 
after the on-site survey. The TSE Council will not officially designate until payment is 
received. 

 

 DOCUMENTATION UPLOAD AFTER SUBMISSION 

The TSE Program staff will review your submitted application and email you if additional 
explanation and/or documentation is needed. Please respond back with the additional 
documentation attached to the email. The TSE Program staff will upload the documentation to 
your online application for you. 
 
If you have any questions or concerns regarding the online application process, please 
don’t hesitate to reach out. We are happy to assistance you! 

 

 


