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Overview 
 
The Division of EMS with cooperation of the Ohio Department of Public Safety Information Technology 
has develop this web based testing system to eliminate the need for paper and pencil examinations and to 
produce individual and testing statistics  for the chartered training institutions. 
 
The Division of EMS Test System is not designed to do multiple fire levels at the same time.   This 
system was created for course ending examinations only.  Candidates that need to retest must schedule 
their examinations when the charter conducts course ending examinations.  A minimum of 5 students are 
required to schedule an examination. 
 
The Exam Request Form must be received with the in our office 7 business days prior to the exam date. 
 
The Division believes that the utmost care and a high level of security are necessary to ensure the 
integrity of the Division’s web-based fire examinations, which a student must pass prior to receiving a 
fire-related certification.  In order to ensure that such examinations are being administered in a secure 
manner, they shall only be offered through a chartered program approved by the Division of EMS 
pursuant to Ohio Revised Code 4765.55. 
 
Program Administration and Security Measures 
 
The Division of EMS Testing System must be proctor to maintain the integrity of the examinations. 
 
The Authorizing Official of the Program shall assign a Program Director to have direct responsibility over 
the web-based fire testing process.  Although the Authorizing Official retains ultimate authority over the 
Program, the Program Director will be directly responsible for safeguarding all testing materials and 
ensuring that they conform to all the requirements set forth in this document. 
 
The Program Director must be the ONLY person with access to the assigned password.  If an alternate is 
needed, the name of the alternate must be included on the exam request and must be received by the 
Division within seven (7) business days prior to the date of testing. 
 
There will be no exceptions to the requirements listed in this paragraph. Programs suspected of 
violating these policies will be required to cease testing until written authorization to resume testing has 
been received from the Division. 
 
Test Administration 
 
The Program Director may permit others to administer the examinations; however, program instructors 
may NOT administer the examinations.  This does not relieve the Program Director of his/her 
responsibility for test security. 
 
The Program Director must maintain a sign in/accountability roster including a seating chart. 
 
The Program Director shall address any challenge or a question concerning the examination after the 
administration process is completed. 
 
The examinees are not permitted to enter the examination room prior to the start of the examination and 
are prohibited from taking anything into the examination room. This includes but not limited to radios, 
pagers, cell phones, calculator, and text books. 
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Examination Set-Up 
 
 

The URL for the examinations is: http://www.dps.state.oh.us/EMSTesting 
 
 
 

 
 
 

Please read directions before clicking “Login”.  Make sure all computers that will be used for the 
examination are set up to allow Pop Ups. 
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Proctor Set Up 
 
 

 
 
 

This is the starting point for the test proctor.  Please click on the link “Test Proctor Logon”.  This 
will take the proctor to the Administration Page that will allow the proctor to set up the 

examination or schedule the students.  Remember that the “Test Proctor Log On” will be 
assigned to the proctor to enter their secured site to set up the students.  The proctor’s user name 
and password is for them to set up the student only.  The password assigned will not allow the 

students into the test. 
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You will log in with the assigned User ID and Password that you receive from the  
Division of EMS 
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Proctor Administration 

 
 

 
 
 

This is the main Proctor’s Administration Page.  You will only have access to Student Set  
   up, Student Scores, and Group Results.  Click on “Student Set up” to register the 

students. 
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Student Set Up Part A 
 
 

 
 
 

 In order to add a student you must first select the test the student will be taking. 
 

  1. Select the Test Date. 
  2. Select the School ID where the student will be taking the test. 
  3. Select the Name of the Test. 
  4. Select the Begin Test Time. 

 
 You will receive a message that the test has been selected.  You are now ready to add 
 students to take this test. 

 
 
 
 
 
 
 
 
 
 

Comment: The “Test Password” is the 
password that will be used for each 
individual set up for this examination.  
The password is case sensitive. 
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Student Setup Part B 
 

 
 

You must check the box below the attestation that indicates that you have read, understand, and 
agree with the statement.  This must be checked in order to add students that are eligible to test 
and with a passing score become certified.  Only eligible student can test indicating they have 
met all the requirements of the course. 
 
Fill out all the information about the student in order to add the student.  Please do not type in 
all capital letters or all lower case.  How you type the student information will be how it 
appears on their certification.  Once a student has been added to take the test, their name will 
appear in the box labeled Students Taking Test.  The test must exist before you can add the 
student to the test. 
 
Once a student is linked to a test then you cannot change the link between a student and test.  If 
this test is wrong for the student then you need to delete the student from this test and add them 
to another test. 
 
The Student List contains a list of all students taking this test.  If you wish to update or delete the 
student you must first select that student from this list. 
 
Any updates to the student will only deal with student information only and not the test 
information. 
 
To unlock a student you must enter the StudentID and click on the UnLock Student button.  You 
can only unlock a student during the time the test is valid. 
 

Comment: Please notice that you will 
need to add the individual address, city, 
and zip code.  We are also collecting the 
Instructor Certification #.  This will be 
the Lead Instructor of the course. 

Comment: New function:  The 
Program Director will indicate by 
checking the box that the students have 
completed all course requirements and 
are now eligible to test and if the student 
is successful can be certified.  You can 
not add students until you verify the 
attestation at the beginning of this page. 
Student must be eligible for certification 
to test.  If not, the student must be denied 
testing.   
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Student Log On 
 
 

 
 
 

Prior to the start of the examination the proctor will send the URL to each computer that 
will be used to administer the examination.  They will log in each examinee with their 

assigned log in and the computer generated password. 
 
 
 
 
 
 
 
 
 
 
 

Comment: Notice we are now 
collecting the students county.  This is 
necessary for demograph reports.  This is 
a drop box for the student to select his or 
her county. 
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Sample Examination 
 
 

 
 
 

While taking the test, have the student click on only one answer.  The student’s 
examination will be saved every 45 seconds in case they have an error.  When you grade the 
test, the students’ answers will be verified to make sure all questions have been answered 
and that only one answer has been selected per questions.  If the student clicks on the 
“Quit” button the student will be locked from taking the test until a proctor resets that 
student.  Clicking the “Grade Test” button will validate the test and show the student their 
results.  The students’ results will be stored for later review. 
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Student Scores 
 
 

 
 
 

This page displays the results from a students test.  This page displays the students Total 
Score as a percentage out of 100.  The Total Questions and the Total Correct Answers will  
be displayed for the entire test along with a break down of the students’ performance from 
each test category.  Once the student has reviewed his scores and if they are successful they 

can submit their online certification by clicking the “Submit Certification” button. 
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Cerification Form 
 
 

 
 
 

The student will complete the online certification form by answering the following 
questions.  If the questions are answered with no “red flags” the student will be moved 

forward to the Declaration of Material Assistance Form.  If they answer a question that is 
“red flagged” based on the student response he will be forwarded to the Declaration of 
Criminal History Form and his application will be forwarded to the appropriate staff 

member for follow up. 
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Declaration of Material Assistance Form 

 
 
 
 
 
 
 
 
 
 
 
 
 

The student will 
complete the top of the 
DMA form in the same 
manner as the 
Certification Form.  
 
 Once completed they 
will click “Process”. 
 
Their card would be 
generated and mailed to 
their home address in 
the system.   
 
The Certification 
Verification screen will 
update immediately and 
the card will be mailed 
within 48 business hours.
 
Students can verify their 
certification by visiting 
www.ems.ohio.gov . 
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Reports 
 

Student’s Score Report 
 
 

 
 
 
 

This is the student’s basic Test Results Report for a given School.  You must select all the 
information. 

 
All students for a given test and school will be shown.  By Clicking the “StudentID” you 

will get the student breakdown report by topic. 
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Student Breakdown Report 

 
 

 
 
 

This report will give a breakdown of the test and all of the topics for that test.  To get this 
report you must fill out all information and check the Test Breakdown check box. 

 
You can print the student breakdown reports for a given student or produce individual 

reports by clicking their “StudentID”. 
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Group Report 

 
 

 
 
 

The Group Report will provide you with the data on how the class performed in each topic 
area by selecting the Exam Date, School ID, and Exam Type. 
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Division of EMS Testing System 

Examination Request 
 

Please request examination 7 business days prior to the exam date so we can process your request in a 
timely manner.  You can fax your request to 614-466-9461 or email form to srook@dps.state.oh.us . 

 
Test Information: 

 

Exam Date: # of Students Testing: 

 
1st Session: 

 
Begin Time:                                     AM               PM 

 
 

End Time:                                 AM          PM 

 
2nd Session: 

 
Begin Time:                                     AM               PM 

 
 

End Time:                                 AM          PM 

Volunteer FF Firefighter 1 Firefighter 2 Fire Safety Inspector PSI Te

Test Location: 

Who will be responsible for the set up for the candidates/examination:                             □  Program Director         □  Proctor 
(Only they will receive the email with the test link and password) 

 
 

Training Institution Information: 
 

School: School ID: 

Program Director: 

Program Director Email: 

Telephone #: Fax #: 

 
Proctor Information: 

 

First Name: MI: Last Name: 

Proctor Email: 

Telephone #: Fax #: 

 


