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Account Creation: 

• To begin, select the Create HCP Account Button 

 

• You will be directed to the registration page where you will input all required information and 
select the Link Health Care Provider button. 
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• A pop-up will appear, allowing you to search for all agencies that have a license or are in the 
process of applying for one and have a file number associated with their application. If your 
application has not received a file number or you do not have a current license, you will not be 
able to submit a CEMP for your company.  
 

• You may search for an agency in three ways. In the ‘Search Type’ drop-down menu, you can select 
‘File #’, ‘Name’, or ‘License/Cert #’. Once you have made a selection, type the information into the 
‘Search Term’ box, ensuring there are no unnecessary spaces, and select “Search” with your 
mouse (do not press enter). The example provided below shows a search by agency name. Once 
you have located your company, select the checkbox icon in the Select column.  

 
• After selecting the checkbox, the pop-up will close, and your company will appear below the Link 

Health Care Provider button. You can link more than one company. Once all required fields are filled 
out and you have linked your account to your company or companies, select Register. You will be 
sent an email with a temporary password and a link back to the website.  
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• Use the provided link, your username (your email), and the temporary password to log into the 
CEMP system. You will then be prompted to create a unique password and to select and answer 
three security questions. Once completed, select ‘Save’ and you will be directed to the Home 
Page to log in with your new credentials.  
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Plan Submission: 

• To create a new plan submission, go to the Home Page. You'll see a teal button in the top-right 
corner with your agency's name on it. If you have multiple agencies linked to your account, an 
arrow will appear on this button, allowing you to switch between them. 

• To create a new plan, select the yellow ‘New Plan’ button.  

 

• When you select new plan, a pop up will appear for you to select the CEMP submission type. 
Once you select ‘Create’, a template for the corresponding provider type will open in a form for 
you to complete each section.  
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• The Agency’s information will be listed at the top of the CEMP form. On the upper left side of 
the page is an interactive index allowing you to navigate to different sections of the plan. The 
‘Next’ button can also be used to navigate through the CEMP form.  
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• The CEMP form is comprised of prompts/questions and answer boxes. The beginning of each 
section has an introduction box, these are optional and may be left blank. Type your answers to 
the prompts in the textboxes. Every section must include an answer (except introduction boxes), 
or you will not be able to submit your CEMP. PLEASE NOTE: In each submission box please enter 
ONLY your answer. This template will be converted to a PDF copy of your plan upon approval. The 
questions/prompts will be added automatically to the final document, so restating them will result 
in duplicate text on the PDF.  

 

• Each prompt has a blue “Additional Guidelines” link to give you further information on the 
minimum requirements for the question.  
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• At the top and bottom of each page in the CEMP form, you will see the ‘Save’ and ‘Next’ buttons. 
You can select ‘Save’ at any time to save your submission, this allows you to leave the submission 
if needed and return to where you left off. If you select ‘Next’, the portal will save everything you’ve 
done on that page and take you to the next one. Please note: The CEMP Portal will time out after 
40 minutes, so it is important you save often as you work through the plan. We recommend you 
save after every 4-5 prompt boxes you have answered.  

 

 

 
• 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.  Please Note: If your agency is only licensed in a single county, and that county requires 
a review fee (for initial submission or revision reviews), you will not receive correspondence 
regarding the plan outcome until all fees have been received in full. If your county does require a 
fee, you will find information regarding payment requirements on each page of the CEMP 
submission form under the instructions, highlighted in a blue box.  
 

• You will receive a Submission Confirmation Email from the system the following morning after you 
submit your plan. This email may be shown to a surveyor/AHCA if your survey is scheduled before 
your plan has been approved to show proof of compliance. 
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• If your CEMP has been approved, you will receive this email. To access your approval letter, login 
to the CEMP portal.   

 

 

 

• After approval, when you log back into your portal the home screen will display your submissions 
‘Approved’ status. The eye action icon allows you to view your submission form. The single page 
action icon will open the PDF copy of the approval letter to view/download. The double page 
action icon will open a PDF copy of the approved plan to view/download. All submissions, 
approval letters, and PDF copies of plans will remain stored in the CEMP submission site.  

 

 

 

 

 



[10] 

Additional Submission Tips: 

• Pay close attention to asterisks (*) in the Identifying Information section of the plan as these fields 
are required, if any are left blank you will not be able to submit your plan.  

 

• You may click and drag the bottom right arrow of an answer box to expand it, this allows you to 
read more of your answer at a time if needed.  
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• You may use Copy (Ctrl+C) and Paste (Ctrl+V) to insert answers into an answer box from a 
previously approved plan to save yourself time. PLEASE NOTE: In each submission box please 
enter ONLY your answer. This template will be converted to a PDF copy of your plan upon 
approval. The questions/prompts will be added automatically to the final document, so restating 
them will result in duplicate text on the PDF.  

 

• Remember to hit ‘Save’ often as the portal will time out after 40 mins.  
 

• You may download a copy of your approval letter and PDF of your plan upon approval on the home 
page. 
 

• All required fields in the template must be filled out to submit. If any section is not, the ‘Submit’ 
button will not appear. Introduction Boxes are optional and are not required to contain 
information.  
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Revision Requests/Submissions:  

• 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.   

 

• On the home page, 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 red X, which require 
revision.  
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• 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 text box or add the requested 
file(s). Your revised response must answer the full section prompt again, not just the part that 
needed revision; the revised response will replace the original answer.  

 

• 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.   
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• 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 8-9).  

• If your revisions still did not meet all 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. To remain compliant with AHCA you must submit a 
new corrected plan. You may use the “Duplicate Plan” feature available on the home page to save 
yourself time when submitting a new plan. Please Note: All your previous answers will be auto 
populated into the new submission. Therefore, you will need to edit and make the needed 
changes requested from the previous rejected/deficient plan to this new submission before 
submitting it. Please see further explanation below about duplicating deficient or rejected plans.  

Duplicate Plan: 

• Once a plan has been Approved, Rejected, or marked Deficient in the portal, the 'Duplicate Plan' 
button will appear on the home screen, allowing you to create a new submission identical to your 
previous one. This will help you submit your annual plan in only a few clicks if there are no changes 
to your plan. If any changes did occur, you need to go to the section on the plan that needs 
updating and make the changes before you submit.  

• If your plan was Rejected or marked Deficient, you may use this feature to save yourself time 
when resubmitting a new plan. Please note that you will still need to edit and make the needed 
changes from the previous rejected/deficient plan to this new submission before submitting it.  
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Rejected Plan:  

• When a plan is rejected, it means the submission has been closed. The reviewer will provide a 
clear, documented reason that will appear in an email notification as well as show at the top of 
the now closed CEMP submission form in the portal. A rejected plan will not be eligible for 
revisions.  

Additional Account Information:  

• If you wish to make any changes to your account information or link additional agencies, you may 
navigate to the person icon next to the ‘Log Out’ button at the top right of the screen. Make sure to 
hit ‘Save’ after any updates.  

 

System Notifications: 

• The system automatically sends out email notifications once a day regarding submission 
confirmations, approvals, revision requests, rejections, deficiencies, and annual reminders when 
it is time to submit your CEMP. Please note, notifications are not sent the same day, they will be 
sent the following morning after an action has occurred.  


