
How to Sign the Application Digitally 

 
In an effort to reduce the amount of paper consumed in the application for license and/or relicense process we are making an effort to make the entire 
process completely digital. Follow the steps below as described here to do your part. 
 

1) Save a copy of the application to your computer. 
2) Completely fill in all the areas of the application with your vital information. 
3) When you’re ready to sign the application, click your cursor in the signature field (at the bottom of the page) . 

NOTE: You may or may not get the following message. If you do, just click continue. 
 

 
 

4) A green bar will appear at the top of the document and on the right side of the page you should click the box that says “sign document.” 

 
 

5) A “Sign Document” box will appear. Click in the box where it says “Sign As” and select New ID.  
 
 



6) The “Add Digital ID” box will prompt you to select how to proceed. Select “A new digital ID I want to create now.” 
 

 
 

7) Next select Windows Certificate Store and then fill out all the boxes with your personal information. 
 

 
 

8) Finally, the “Sign Document” box will appear. From the drop down box entitled “Sign As” and choose your new signature and select “sign.” 

9)  If you are relicensing via CEU's, list your CEU's on the subsequent pages (as many as necessary) and repeat the steps above to digitally  
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 CPR certification for EMT-B or your ACLS for Paramedics.  If this is your initial license attach a digital copy of proof of National Registry  Certification. Finally, Save the application to your computer and mail it to: EmsLicensing@dhss.mo.gov
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sign each one you use.  Also if using continuing education to relicense please make sure you attach digital copies of your 
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