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Introduction 

Scope and Purpose 

Thank you for accessing the IAEM Certification Portal. To support your success in using the 

online portal, please be sure to read and follow all instructions thoroughly. 

The purpose of this user guide is to answer frequently asked questions for applicants using the 

online portal, as well as provide step-by-step instructions for completing the online Associate 

Emergency Manager (AEM®) or Certified Emergency Manager (CEM®) application, the 

recertification application and the Lifetime application. 

Please note that the online portal links to the Applicant Guidebook, which serves as the official 

reference document for completing certification applications. It contains the most up-to-date 

information and should be referenced when verifying the requirements for each required section.  

NOTE: Images/screenshots included in this user guide are provided for illustrative purposes and may differ slightly 

from the current version of the online application, as the system is new and continues to be updated.  

Process Overview 

The online portal allows applicants to submit the AEM® or CEM® certification application, as 

well as recertification, upgrade, and lifetime applications. This user guide will outline: 

1. Accessing the online system/Log-in 

a. Completing the application 

b. Uploading documentation 

2. Working through required sections 

3. Tracking and saving progress 

4. Submitting an application 

 

 

Accessing Online System 

Certification Enrollment 

Applicants can learn about the application process via the IAEM Certification Website: 

https://www.iaem.org/get-certified/How-to-Certify/Application-Process. 

Applicants are required to fill out the Certification Enrollment Form to indicate interest in the 

AEM® or CEM® certification. 

  

https://www.iaem.org/get-certified/How-to-Certify/Application-Process
https://www.iaem.org/get-certified/Certification-Enrollment
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If the applicant is not logged in to the IAEM dashboard, click on the red CONTINUE TO 

LOGIN button.  

 

If the applicant does not have login information for the IAEM website, click the Register button. 

Please note that new accounts may take up to 24 hours to be recognized by the certification 

portal. 

 

If the applicant does not know his/her login information, click the Retrieve Password button. 

 

 

Login 

Once the Certification Enrollment Form is complete and the applicant has login information, the 

online application can be accessed at https://iaem.hub.cloudgeneration.com. 

 

 

Applicants can choose an authentication method for the email address associated with their 

IAEM account.  

https://iaem.hub.cloudgeneration.com/
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For detailed instructions on third-party authentication, please see the Cloud Generation 

Authentication Guide. 

 

[NOTE: Applicants must use the email address that is associated with their IAEM account to 

access the system. For questions or assistance, please email certificationinfo@iaem.com.] 

 

Once the login is complete, applicants will see the certification homepage with instructions for 

starting an application. 

 

 
 

Online Portal Navigation Overview 
 

The navigation menu found at the top or left side of the portal (depending on the size of the 

browser window) serves as the main menu of the online portal and is used by applicants to locate 

and access key features efficiently. The following table lists the available navigation menu pages 

and describes their functions.  

 

 

The Application Sections link opens the Application 

Sections page which is where an Applicant completes their 

active application. It displays required sections, available 

contributions, completed sections, and submitted training. 

 

The Certifications link opens the Certifications page which 

is where the applicant can view/access a summary of 

currently held certifications, eligible certifications, actively 

applied for certifications, inactive certifications, and a 

transcript of submitted training.  

 

The Directory link opens the directory which allows the 

applicant to search and view those who hold the 

AEM®/CEM® certification. 

 

The IAEM Certification Website link directs the applicant 

to the IAEM Certification Website. 

https://convergence.cloudgeneration.com/blogs/heather-mcnair/2024/10/01/cloud-generation-basics-3rd-party-authentication
https://convergence.cloudgeneration.com/blogs/heather-mcnair/2024/10/01/cloud-generation-basics-3rd-party-authentication
mailto:CertificationInfo@iaem.com
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The Dark/Light Mode Toggle page allows the applicant to 

change the certification portal to dark mode. 

 

The Language Selector page allows the applicant to change 
the language of the portal. 

 

 

The Profile page allows the applicant to logout and view 

personal account settings. The applicant can upload a profile 

picture, specify the emails they would like to receive, 

specify what to show in the directory, pull their personal 

profile link, and see what their profile looks like to other 

applicants. 

 

More About the Certifications and Application Sections Pages 
 

The Certifications page contains four tabs:  

1. MY CERTIFICATIONS - Displays earned certifications or certifications in progress.  

2. AVAILABLE CERTIFICATIONS - Lists certifications the applicant is eligible to 

pursue.  

3. INACTIVE CERTIFICATIONS - Shows expired certifications or rejected 

applications. 

4. TRANSCRIPT - Lists an applicant’s Emergency Management and General Management 

training hours.  

The Application Sections page also contains four tabs: 

1. MY APPLICATION SECTIONS – Displays the required sections of the application 

that must be completed. 

2. AVAILABLE APPLICATION SECTIONS – Lists optional sections including 

miscellaneous information and Professional Contribution sections.  

3. COMPLETED APPLICATION SECTIONS – Shows application sections that have 

already been submitted. 

4. TRANSCRIPT – Displays Emergency Management and General Management training 

hours (also available under the Certifications tab). 

The required sections of these tabs appear as rectangular boxes, each containing a description, 

instructions, and an action button in the bottom right corner. The action buttons associated with 

the required sections include: 

● VIEW – Opens a document to be reviewed. 
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● BEGIN – Opens a form that must be completed for the respective requirement.  

● LAUNCH – Opens a .pdf document or directs the applicant to a separate website to 

address the requirement. 

● LEARN MORE - Provides additional valuable information regarding the requirement. 

● REGISTER – Specific to Available Application Sections. Moves the selected section to 

the MY APPLICATION SECTIONS tab.  

● EDIT – Allows an applicant to make changes to a section that has not yet been marked as 

COMPLETE. 

● COMPLETE – Moves the application section to the COMPLETED APPLICATION 

SECTIONS tab.  

● REVIEW - Appears when in the completed tab.  

● FIX PROBLEM - Appears when a section is found incomplete.  

 

 

General Portal Instructions 
 

Creating an Application 

Applicants should click on Certifications in the navigation menu to view which certification 

application they are eligible to submit. 

 

After identifying the appropriate certification, the applicant should click the GET STARTED 

button located beneath the certification logo. 
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The applicant can then begin completing the associated application requirements by clicking the 

Application Sections page in the navigation menu.  

 

NOTE: Recertification does not require the applicant to create a new application. The relevant application sections 

will automatically populate in the portal. See the recertification section for details.  

NOTE: The certification portal may not immediately show the requirements under the Applications Sections. Please 

give the portal up to an hour to populate the required application sections. Once an applicant completes a section, it 

automatically moves that section to the COMPLETED APPLICATION SECTIONS tab. 

 

Online Portal Guidelines 

 

When working in the online portal, these general guidelines apply to any section: 

● If the applicant needs to exit any Application Section before finishing, the SAVE FOR 

LATER button may be used to save progress. 

● Once an applicant completes a section, it automatically moves that section to the 

COMPLETED APPLICATION SECTIONS tab. 

● All dates must be entered in MM/DD/YYYY format. Applicants may also use the date 

picker tool. 

● To upload documentation within a form, click the Upload button under the required 

element request. 

o Mac users: Locate the file to upload, highlight it, and select Open. 

o PC users: Select the appropriate file and then click Open. 
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● Submit documents in PDF format only.  

● Upload one document per request.  

o If multiple files are required, applicants must combine them into a single PDF 

before uploading. 

 

Once applicants have started an application, documentation can be uploaded at any time. As 

requirements are completed, applicants can upload the independent verification. 

 

Before Applicants can submit an application, the certification fee must be submitted through the 

IAEM Certification Program Website. This page of the website can also be accessed via the CEM 

Application Fee section in the MY APPLICATION SECTIONS tab. Once the fee is submitted, 

the applicant must mark the section box as complete. 

 

Once the Application Fee section is marked complete, please allow the system 24-hours to 

process the certification fee. Applicants should then log into the online portal to submit the 

application. 

 

Submitting an Application 

 

After completing all required sections and paying the application fee, applicants must complete a 

final section to confirm that the application is ready for submission and review. The section 

appears in the MY APPLICATION SECTIONS tab as CEM, AEM, or Upgrade Application 

Review and Checkpoint. Before proceeding, applicants should carefully review each requirement 

to ensure everything is accurate and complete. 

 
 

Once the Application Review and Checkpoint section is submitted, the application is officially 

sent to IAEM Headquarters for review. 

 

https://www.iaem.org/get-certified/Requirements/Certification-Fees
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Completing the CEM® or AEM® Application 
 

Applicant Guidebook Review and Acknowledgements 
 

In the MY APPLICATION SECTIONS tab, applicants must review the Applicant Guidebook 

and sign the Applicant Guidebook Acknowledgement. They must also review and agree to the 

IAEM Code of Ethics and Certification Professional Ethics and Conduct and the Disclaimer and 

Indemnification.  

 

Once these sections have been completed, the rest of the requirements will appear under the MY 

APPLICATION SECTIONS tab.  

IMPORTANT:  

1. Certification Application fee 

● The MY APPLICATION SECTIONS tab displays a section box titled 

Certification Application Fee. 

● Launching this box will take the applicant to the Certification Program website 

where the application fee can be paid. 

● Once the fee is paid, the applicant must mark the Certification Application Fee 

section box as “complete.” 

● Paying the fee is NOT required to access other sections of the application. 

2. Exam Form 

● Once the Certification Application Fee has been paid and the section marked as 

completed and approved, a section box titled Exam Form will appear. 

● Launching this box will take the applicant to the Certification Examination 

Request form. 

● Once the exam is passed, the applicant must mark the Exam Form section box as 

“complete.” 

● Completing the exam is NOT required to access other sections of the application. 

Note: The portal may not instantly show the next requirements. If the requirements do not appear, please try 

refreshing the application.  
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Depending on whether an applicant is seeking the AEM® or CEM® certification, the MY 

APPLICATION SECTIONS might also include:  

 

1. References Section 
2. Work History Section 
3. Experience Section 
4. Education Requirements Section 
5. Training Sections 

 

 

References Section 

Applicants must complete all fields in the reference section and provide at least one signed letter 

of reference on letterhead under Reference #1. To upload a document, click on Upload, then 

Select Files to Upload, then Upload. 

 
 

Work History Section (not applicable for AEM® applicants) 

 

Once the applicant chooses BEGIN, the required Work History form will automatically open for 

completion. Applicants from the Canada, Oceania, or USA Council, or from the Europa Global 

Region, who are submitting a degree to reduce work history must first upload/submit the degree 

documentation in the Work History section. 
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The applicant will then complete the rest of the form as shown. There are three spaces to 

document work history.  

 

Experience Section (not applicable for AEM® applicants) 

     

Once the applicant chooses BEGIN, the required Experience form will automatically open for 

completion. 

 

The applicant must select one option to indicate the type of experience they are submitting. 

 

If the applicant selects a full-scale exercise, declared disaster, or major public event, they will 

provide the required information until reaching the prompt that states: “Only continue if you are 

submitting two functional exercises.” 

 

If the applicant is submitting two functional exercises, they must fill in the first and second 

sections. 
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To upload a document, click on Upload, then Select Files to Upload, then Upload. 

 

Education Requirements Section (not applicable for AEM® applicants) 

 

CEM® applicants must complete the Education Section and upload appropriate documentation. 

 

 

 

Detailed information on the degree requirement is provided for each IAEM Council. 

 

Applicants from the Asia, International, and Latin America & Caribbean Global Regions may 

use the degree waiver by substituting additional years of Work History in place of a degree. 

Detailed information about this option is available in the online application under the Education 

Requirement and in the Applicant Guidebook linked in the portal. Applicants from these Regions 

who choose to use the degree waiver must check the box, “I am using Work History and 

Experience to satisfy this requirement.” 

 

 

 

If an applicant is using a baccalaureate/bachelor’s degree or higher in emergency management or 
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a related field to reduce the number of required Emergency Management training hours, the 

applicant must select the number of credit hours they qualify for in the Select credit drop down 

menu.  

 

 

 

When a credit hour option is selected, a new Application Section will appear in the MY 

APPLICATION SECTIONS tab where the applicant (see below graphic) will upload and 

submit their emergency management or degree-related documentation. Submitting credit hours 

reduces the number of Emergency Management training hours the applicant is required to 

provide. 
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Training Section 
 

To add entries under the Training requirement, an applicant uses the +ADD SELF-REPORTED 

HOURS by clicking Certifications in the main navigation menu, then clicking +ADD SELF-

REPORTED HOURS found on the MY CERTIFICATIONS tab.  

 

 
 

After clicking +ADD SELF-REPORTED HOURS applicants should specify in the course 

drop-down whether they are adding hours for Disaster/Emergency Management Training or 

General Management Training. 

 

 

 

Applicants should complete all fields: 

● Name for the Learning Experience – If a course appears on the Training Allocation 

Chart, the applicant should list both the Course Number followed by the Course Title in 

this field. 

o E.g.: IS100 - Introduction to Incident Command 
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● Link to the Description of the Learning Experience – The applicant should include 

the link to the course.  

● Company/Organization Issuing the Hours – The applicant should enter the name of 

the organization providing the certificate of completion. 

● Completed On – For multi-day courses, the applicant should enter the last day of the 

course. 

● Hours Earned – This number must match the number of hours documented on the 

uploaded certificate.  

● Grade/Score – This field is optional. 

● Attach Proof Upload – This is a required upload of the completion certificate. 

 

[NOTE: If an applicant needs to submit multiple files (supporting documentation), they must 

combine and submit the information as ONE .pdf document.] 

 

It is important that the applicant review the Sample AEM® / CEM® Training Allocation 

Charts to determine if a course is listed in the chart. If a course appears on the Training 

Allocation Chart (TAC), the applicant should submit a certificate of completion to independently 

verify the course. If a course does not appear on the TAC, the applicant must submit a course 

syllabus or official course description and a certificate of completion.  

 

The applicant can view their training submission progress in the TRANSCRIPT tab found on 

the Certifications or Applications Sections pages as shown below.  

 

 

 

 

The applicant can also view AND EDIT their training submissions via the “PROGRESS” drop 

down under the certification they are pursuing shown below. 

 

https://www.iaem.org/get-certified/Resources
https://www.iaem.org/get-certified/Resources
https://www.iaem.org/get-certified/Resources
https://www.iaem.org/get-certified/Resources
https://www.iaem.org/get-certified/Resources
https://www.iaem.org/get-certified/Resources
https://www.iaem.org/get-certified/Resources
https://www.iaem.org/get-certified/Resources
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Professional Contributions Sections (not applicable for AEM® applicants)  

 

Applicants will select Professional Contributions via the Available Application Sections tab. 

Selected contributions are added to the MY APPLICATION SECTIONS tab, where they can 

be completed.  

 

The applicant also may upload any miscellaneous information they believe will be beneficial for 

their application via the "Miscellaneous Information Section”. This will need to be selected and 

added to the MY APPLICATION SECTIONS tab as well.  

 

 
 

For Professional Contribution B) Professional Conference, the applicant is allowed to submit more 

than three conferences.  Follow these steps to submit additional conferences.  

 

● Find the spreadsheet to enter additional conferences in the B) Professional Conference 

square.  
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● Complete the required information requested in the spreadsheet.  

 

 
 

● Combine all documents for the conferences listed on the spreadsheet into one PDF and 

submit in the respective upload request in the B) Professional Conference form.  

 

 
 

 

Completing the Upgrade Application 

Create a New Application 
 

Applicants should click on Certifications in the navigation menu and then AVAILABLE 
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CERTIFICATIONS to view which certification application they are eligible to submit. 

 

After identifying the upgrade application, the applicant should click the GET STARTED button 

located beneath the certification logo. The upgrade application will only be available to the 

applicant once they have been awarded the AEM certification. 

 

 

The applicant can then begin completing the associated application requirements by clicking the 

Application Sections page in the navigation menu.  

 

NOTE: The certification portal may not immediately show the requirements under the Applications Sections. Please 

give the portal up to an hour to populate the required application sections. Once an applicant completes a section, it 

automatically moves that section to the COMPLETED APPLICATION SECTIONS tab. 

 

Application Sections 
 

In the MY APPLICATION SECTIONS tab, applicants must complete the sections assigned to 

the Upgrade Application.  

IMPORTANT: The applicant will see the requirements for their AEM recertification along 

with the sections for the upgrade application. The applicant should NOT complete any 
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Application Sections associated with their recertification application when completing their 

upgrade application. (Recertification sections will have “x Year” in the title of the section.) 

 

Required sections for the upgrade application include: 

1. Applicant Guidebook Acknowledgement 

2. IAEM Code of Ethics and Certification Professional Ethics and Conduct 

3. Disclaimer and Indemnification.  

Once these sections have been completed, the rest of the requirements will appear under the MY 

APPLICATION SECTIONS tab.  

Note: The portal may not instantly show the next requirements. If the requirements do not appear, please try 

refreshing the application.  

Required sections for the upgrade application (cont.): 

4. Work History   

5. Experience 

6. Education 

7. Professional Contributions 

 

Refer to the instructions above for completing the required Education, Experience, Work 

History, and Contribution sections of the Upgrade application. 

Detailed guidance for submitting Work History is provided on page 9, Experience on page 10, 

Education on page 11, and Contributions on page 15. 

 

 

Completing the Re-certification Application 
 

Unlike the AEM, CEM, Upgrade, and Lifetime application process, the re-certification 
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requirements are automatically assigned and will become available based on the applicant's 5-

year recertification window. To view the applicant's 5-year window, click on Certifications > My 

Certifications. The applicant can view their recertification timeframe in the box shown below. 

The recertification application should be submitted and approved by the “Next Recertifies” date:  

 

 

 

Applicants should click on Application Sections in the navigation menu to view the 

requirements for their recertification. 

 

The applicant can then begin completing the associated application requirements displayed in the 

Application Sections Page in the navigation menu. 

 

 

Refer to the instructions above for completing the required Training Hours and Contribution 

sections of the recertification application. 

Detailed guidance for submitting Training Hours is provided on page 13, and instructions for 

submitting Contributions are located on page 15. 

 

Completing the Lifetime Application  
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The IAEM website outlines the requirements for nomination of Lifetime CEM: 

https://www.iaem.org/get-certified/Requirements/Lifetime-CEM-Certification 

 

If a current CEM, who has recertified at least once, and is retiring from the Emergency 

Management Profession would like to achieve the Lifetime CEM designation, they will need to 

create their own application with documentation from a current CEM familiar with the applicant. 

The Lifetime process is a collaboration of both the nominator and the nominee. 

 

The application must include a narrative stating the applicant's achievements in the field of 

emergency management created by the nominator, two signed letters of recommendation from 

current CEMs stating achievements deserving this honor, and a letter of interest (including the 

retirement date) from the nominee.  
 

Create a New Application 

Applicants should click on Certifications in the navigation menu to find the Lifetime application 

they are eligible to submit. 

 

The applicant should click the GET STARTED button located beneath the Lifetime 

Certification. 

 
 

The applicant will be presented with the Lifetime Application section on the MY 

APPLICATION SECTIONS tab. This is the only required section for the Lifetime application. 

Applicants may ignore the application sections for the next recertification application when 

submitting a Lifetime application.  

https://www.iaem.org/get-certified/Requirements/Lifetime-CEM-Certification
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NOTE: The certification portal may not immediately show the requirements under the Applications Sections. Please 

give the portal up to an hour to populate the required application sections. Once an applicant completes a section, it 

automatically moves that section to the COMPLETED APPLICATION SECTIONS tab. 
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