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Recertification Instructions for EMS Providers 

Introduction 
The purpose of this document is to assist EMS providers with recertification of their 
Emergency Medical Technicians and Paramedics (certificate holders).  The next section 
of this document explains how to register to be able to use the other payer or bulk 
recertification options that will be available online.  The additional two sections in this 
document provide step by step instructions for the provider to recertify staff.  Two 
payment options will be available for providers that handle the recertification of their 
staff and are explained in the table below.   
 
Which option is right for you? 
Payment 
Option 

Description Required 
to Register 
as an 
Other 
Payer? 

Person 
Responsible 
for 
Recertification 
Process 

Person 
Responsible 
for Payment of 
Recertification 

Bulk 
Recertification 
Payment 

EMS Provider logs 
into website, enters 
certificate numbers 
to build invoice.  
Recertifies certificate 
holders in bulk and 
makes single 
payment.  Can pay 
with credit card. 

Yes (and 
must 
indicate 
‘Bulk’ option 
on their 
registration 
letter) 

EMS Provider EMS Provider 

Other Payer 
Payment 
(OPC) 

Certificate holder 
logs into website and 
recertifies; enters an 
OPC on payment 
screen.  EMS 
Provider/Other 
Payer logs into 
website and 
completes payment. 
Can pay with credit 
card. 

Yes Certificate 
Holder 

EMS Provider 

 
 

1.) The Bulk Recertification payment option provides an online service for the EMS 
provider to search and select certificate holders to add to an invoice.  Once the 
invoice is created, a single payment can be made online with credit card or by 
printing the invoicing and mailing payment to the Department.    

2.) The Other Payer payment option should be used when the certificate holder will 
log in to www.FLHealthsource.com and complete all requirements of 
recertification except payment.  The other payer provides an ‘Other Payer Code’ 
(OPC) to their staff to enter online on the payment screen.  An individual can 
recertify them self and elect to have their employer pay the fees.  Instead of 
paying with a credit card, they can enter an OPC code that will allow the provider 
to pay for the recertification.   
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Register as an Other Payer 
In order to use either the other payer payment option or the bulk recertification payment 
option, a provider must be registered as an other payer.  Instructions to register as an 
other payer are provided on the website at http://www.doh.state.fl.us/mqa/EMT-
Paramedic/index.html . Select the document titled ‘Recertification Instructions for 
Providers’ (as shown in screen shot below).  This document was also emailed to 
providers in mid-August.   
 
Upon receipt of your registration letter, the Department will mail you a letter with your 
other payer code, user ID, and password.  Please retain this letter so you will have this 
information available at the time of recertification. 
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Instructions for using Bulk Recertification 
1. The EMS provider (other payer) logs into MQA Services at 

http://ww2.doh.state.fl.us/mqaservices/login.asp 
2. Select profession (Other Payer) from the drop down list. 
3. Enter user ID and password (as provided in your registration confirmation letter).   

 

 
 

4. If the provider is registered for bulk recertification, then two buttons are available 
on this screen.  If the provider did not elect bulk recertification then only the other 
payer button is available.  The second button, ‘Bulk Recertification’, should be 
selected if the provider is creating their own invoice by entering certificate 
numbers and selecting to add individuals to an invoice. 
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5. The Bulk Recertification option allows the provider to complete a recertification 
on the certificate holder’s behalf.  By using this option, the certificate holder will 
not be responsible for submitting any additional recertification documentation.  
Before you begin creating an invoice, please ensure all of your certificate holders 
have updated their mailing and practice addresses online at 
www.FLHealthsource.com.  Upon recertification approval, the new certificate will 
be sent to the mailing address on record.  To begin a bulk recertification invoice, 
click the Create New Invoice button.   

* If you are returning to make payment for a previously completed invoice, please 
see page 8. 
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6. To create an invoice, you will be required to enter the certificate number of each 

person you wish to recertify.  Enter certificate prefix and certificate number with 
no spaces, leading zeroes or colons.  For example, EMT123 or PMD456.  Click 
on the Validate Certificate button to verify that the certificate is found in the 
system and is eligible for recertification.  Once the certificate has been validated, 
you will have the opportunity to accept the certificate holder and add them to the 
invoice.   
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7. After clicking the Validate Certificate button, the certificate holder’s information 

will be displayed.  Please review the data and either: 
 

a. Accept the certificate holder and add them to the invoice by clicking in the 
‘Accept’ check box next to the record.  Please note:  Once a certificate has 
been accepted you will not be able to remove them from your invoice.   

b. OR, if you do not wish to recertify this person and do not want them to be 
included on the invoice, do NOT check the Accept box.  This person will 
not be added to your invoice.  
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8. After clicking the ‘Accept’ checkbox, the record will be added to the invoice.  If 

you do not want to add this certificate holder to the invoice, then do NOT click on 
the ‘Accept’ checkbox and continue to enter another certificate number and click 
‘Validate Certificate’. To continue adding certificates to this invoice, enter another 
certificate number and click ‘Validate Certificate’.  Once you have finished 
entering all certificate numbers, please select ‘Continue’ to create and pay your 
invoice. 
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Please note, if you created an invoice at an earlier time and are returning to either 
update or pay the invoice, then select the ‘Invoice #’ from the Invoice History section.  
You must click on the actual invoice number to view the invoice details.  Then, you can 
choose to update or pay as shown below: 
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9. The payment page will display and you will have the option to either pay be credit 

card or print the invoice and mail payment to the Department.  Payment can be 
made by credit card or check.   

a. To pay by credit card, click the ‘Print Invoice’ link to print a copy for your 
records.  Then proceed to enter the credit card information and click 
‘Process’.  The payment confirmation page is displayed and you can 
choose to print your credit card receipt.  To do another invoice, click on 
the ‘Return to Other Payer’ link.  

b. To pay by check, click the ‘Print Invoice’ link and the printable invoice will 
display with instructions for mailing at the bottom of the document.  Please 
keep a copy for your records and also mail all pages of the invoice with a 
check to the Department.   

c. After completion of all invoice payments, click Log Off. 
 
Upon successful payment, certificates with new expiration date will be mailed to the 
certificate holder’s mailing address.  You will also receive a confirmation email. 
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Instructions for the Other Payer/EMS Provider 
1. The other payer logs into MQA Services at 

http://ww2.doh.state.fl.us/mqaservices/login.asp 
2. Select profession (Other Payer) from the drop down list. 
3. Enter user ID and password (these were provided in your registration 

confirmation letter).   
   

 

 
 



Revised on 9/08/10 3/4/2011         Page 11 of 14 

4.  The ‘Other Payer’ button should be selected if you have given your other payer 
code to certificate holders for their use when recertifying themselves online.  This 
option will allow the provider to pay for any certificate holders that have entered 
the provider’s other payer code as their method of payment.  Note: The second 
option, ‘Bulk Recertification’, should be used if the provider will be creating their 
own invoice by entering certificate numbers and selecting to add individuals to an 
invoice. 

 

 
 



Revised on 9/08/10 3/4/2011         Page 12 of 14 

 
5. View the list of other payer codes and select which code to work with.  This code 

is indicated in your registration confirmation letter.  Most providers will only have 
one other payer code.  Some providers may have more than one code if they use 
the other payer option for both initial applications for licensure and recertification.  
To review applications that were submitted using your other payer code or to 
create a new invoice, click on the Other Payer code.  To modify an existing 
invoice, click on the desired invoice number under ‘Invoice History’.  Note: if there 
are no pending invoices, then only the ‘Pending Transactions’ section will 
display.  Also, due to restrictions of our eCommerce provider, the maximum 
number of transactions (certificate holders) per invoice is 999 AND the maximum 
dollar amount per invoice is $99,999.  If you will be exceeding either of these 
numbers, then you will need to create an additional invoice.    
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6. Review the list of certificates to verify that they are included on the invoice.  
Choose to reject individual records if you are not paying the fees for the 
certificate holder by clicking in the ‘Reject’ check box, which will remove them 
from the invoice.  Select the ‘Continue’ button to finalize this invoice. 
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7. The payment page will display and you will have the option to either pay be credit 
card or print the invoice and mail payment to the Department.  Payment can be 
made by credit card or check.   

a. To pay by credit card, click the ‘Print Invoice’ link to obtain a printable 
invoice.  Please print a copy for your records.  Then proceed to enter the 
credit card information and click ‘Process’.  The payment confirmation 
page is displayed and you can choose to print your credit card receipt.  To 
do another invoice, click on the ‘Return to Other Payer’ link.  

b. To pay by check, click the ‘Print Invoice’ link and the printable invoice will 
display with instructions for mailing at the bottom of the document.  Please 
keep a copy for your records and also mail all pages of the invoice with a 
check to the Department.   

c. After completion of all invoice payments, click Log Off. 
Upon successful payment, certificates with new expiration date will be mailed to the 
certificate holder’s mailing address.  You will also receive a confirmation email. 

 

 
 
 
 

 


