
To begin, select Create HCP Account: 

 

Input all required information and select link healthcare provider: 

 



A pop up will appear with the ability to search for all agencies who have a license or are in the process for applying 
for a license and have a file number associated with their application. If you have not received a file number 
associated with your application or have a current license, then you will not be able to submit a CEMP for your 
company.  

Search by using your license/file number or by searching for your company name. Once you have located your 
company, select the checkbox icon in the Select column.  

 

After clicking the icon, the pop up will close and your company will appear below the Link Health Care Provider 
button. You can link to more than one company. Once all required fields are filled out and you have linked yourself 
to your company, select Register. After selecting Register, you will be sent an email with a temporary password.  

 

 

 

 



Use the username (your email) and the temporary password to log into the CEMP system. You will be prompted to 
setup a password and security questions. Once completed, Select Save, and you will be directed to the Home 

page.  

 



On the Home page, to start a new submission, select the New Plan button. The template for the corresponding 
provider type will be in a form for you to complete each section.  The counties license  

 

 

A pop up will appear for you to select the CEMP type and the Create button.  

 

  



The CEMP form will open with the CEMP’s information at the top and the sections listed on the left. Click the Next 
button to navigate through the CEMP form.  

 

 

Type your answers to the prompt in the textboxes. Every section must include an answer, or you will not be able to 
submit your CEMP.  

  



You can select "Additional Guidelines” to view information on the minimum requirements for the section to be 
approved. 

 

 

After completing all sections of the CEMP, select Save, and the Submit button will appear. The Submit button will 
only appear after all sections have been completed.  

Once you submit your CEMP, it will go to the state for review if you service multiple counties. If you are only 
licensed in a single county, it will go to that county health department for review. CEMP reviews can take up to 90 
days.  

  



If your CEMP has been approved, you will receive this email. To access your approval letter, login to the CEMP 
portal.  

 

The status of the CEMP submission will say Approved. Click the paper action icon to view the approval letter.  

You are also able to select the third action icon to generate a PDF version of your CEMP.  

  



If you receive this type of email, there were deficiencies in your CEMP, and you must make revisions for it to be 
approved. To revise your CEMP, login to the CEMP portal.  

 

The status of the CEMP submission will say Revision Requested. Click the pencil action icon to open the CEMP 
form. 

 

 

Use the table of contents to navigate to the sections marked with the X, which require revision.  

  



 

The sections that require revision will be red and will include the reviewer’s instructions for correction.  

Type your revised response to the section in the bottom textbox or add the requested file(s). Your revised response 
must answer the full section prompt again, not just the part that needed revision.  

 

Once you have completed all the revisions, select Save, and the Revision Submit button will appear. After you 
select this button, your revised CEMP will be sent for the final review process, which will result in approval or 
deficiency.  



  



If your revised CEMP met the requirements and was approved, you will receive an email notification stating that 
you can login to the CEMP portal to download your approval letter (See page 7). 

 

If your revisions still did not meet all of the requirements, you will receive a deficiency notice email.  

 

Upon receiving this notification, you must login to the CEMP portal to view the reviewer comments explaining why 
your submission was deficient, make the appropriate changes, and resubmit your CEMP as a New Plan.  

 

 

 


