
Instructions for Online Application in Etrieve 
 

1. Before you can apply you must have activated your Polk State College student email (my.polk.edu). 

Go to http://outlook.com/my.polk.edu. The default password is your Polk student ID. 

2. Using Chrome or some browser other than Internet Explorer, go to the “apply here” link on the 

bottom of this webpage. This link will take you to the login page for Etrieve, which is Polk State’s 

electronic document system. 

3. On the Etrieve login page, your user name is the first part of your Polk student email. For example, a 

Polk email of marysmith22@my.polk.edu would have a user name of marysmith22. 

4. Unless you recently established an Etrieve account and remember your password, click on the 

“forgot password” link and enter your my.polk.edu email address. An email will be sent to this 

address providing you an initial password. *Check your junk email if you don’t receive the message 

and add etrieve@polk.edu to your safe sender list if necessary. 

5. Once you have received the initial password, go back to the Etrieve login and sign-in with the user 

name as noted in Step 3 and the provided password. Once logged into Etrieve, change your 

password. 

6. In the Etrieve system, click on “Forms” and look for the Paramedic application. 

7. Complete all parts of the application, attach any required documentation requested, and submit 

the form. Do not submit any other documents. 

8. Do not contact the Registrar’s Office or the EMS Program to see if your application was received. 

You can go back into the Etrieve system at any time and under History, you can see that you 

submitted the application. It will say “pending” until it is processed.  When the application is 

processed, the pending will change to Approved. Please note that this “approved” is simply a 

notation that your application has been processed.  It is neither a note of completeness and 

acceptance of your application nor a note of acceptance for admission. 

9. Selected candidates for admission, as well as those not selected, will be notified of their status 

through their Polk State College student email address no later than June.   
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