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CMA I Application Screenshots: 

• Once nurse portal account holder log ins, they will select: 
o ‘Apply for License’ 
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• Available applications will now be showing to the account holder. 
o They will select the CMA I application.

 
• They will then select ‘CMA I’ 

 

 

 

 

 

 

 



                                                                                                        Page 3 of 9 
CMA I – Certified Medication Aide I Application Screenshots               July 3, 2024 

 

• Application Instructions will open: 
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• License Application Type 
o Account holder will verify this is the correct application they are applying for. 

 Select Save and Continue. 

 
• General Information 

o Please verify the name that is listed on this application.  Your legal name should be as it appears on a 
current, government-issued identification such as a driver license or passport. 

o If your name is different than what is currently displayed, you will need to go to ‘Other Applications’ and 
choose the CMA/SRNA -Request Name Change application.  

o If you have an address change, you will need to submit an address change application. You will submit 
the address change by choosing SRNA, DT, LCPM, CMA Address Change application under ‘Other 
Applications’. 
 Screenshot on next page: 
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•  
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• Education History 

 
o CMA I applicants are required to enter non-nursing education and their CMA program information. 

 ‘If you have previously submitted an application for any license/credential with KBN, the 
education that was reported at the time of the application submission will be shown on this 
page. 

 Click on ‘+Add’ to enter the education you are using for the basis of this application.’ 
• Non-nursing 

o High school 
o GED 

 
 

 



                                                                                                        Page 7 of 9 
CMA I – Certified Medication Aide I Application Screenshots               July 3, 2024 

• CMA Program Information: 
o State 

 Select State 
o Program Type 

 Select CMA I 
o Program Name 

 Select CMA I Program Name 
o Education Status 

 Expecting Graduation 
 Graduated 

o Degree Obtained 
 CMA I Certification Exam 

o Graduation Date 
 Date program completed. 
 NOTE: If you get a phone call from one that is on the KCTCS list that does not remember when they 

completed the program or program name, provide the following information: 
• Graduation date – provide the CMA Certification Issuance Date 
• Program Name – have them select ‘Other’ for program name which then becomes a free 

text field and have them enter the name ‘KCTCS’. 

 

• Education Basis for the CMA I Credential 
o Select from drop-down box the CMA I Program listed for this application. 

 Save and Continue. 
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• Employment History 

 
o Select ‘+Add Employment History’ 

 Enter:  
• Employment Start Date 
• Employer Name 
• Employer Phone Number 
• Employer Address 

o Save and Continue 

 

 

 

 

 

 Preview & Submit Application 
o CMA I applicant will review information entered and they can make an edit before submitting 

payment. 
 Read the attestation statement at the bottom of the page. 

• Be sure to select the box to attest to the attestation statement. 
 Select button to ‘Make Payment’. 

• After payment has been made, select ‘Finish’. 
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o  

 


