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CEM/AEM Certification Application User Guide

Introduction

Scope and Purpose

Thank you for accessing the IAEM certification online application. To ensure you have the
best experience using the online portal, please be sure to read all instructions thoroughly.

The purpose of this user guide is to provide step-by-step instructions for completing a
Lifetime CEM application.

Process Overview

The online application has been created to allenbmission of the Lifetime CEM application
via the online portal Thisuserguide will outline howto:
1. Access the online system/Log-in
2. Complete the application
a. Upload documentation
b. Work through required sections
3. Submit application
4. Manage workflow

5. Receive results notification

1 Access Online System

1.1 CEM Lifetime Application

The IAEM website outlines the requirements for nomination of Lifetime CEM:
http://www.iaem.com /page.cfm?p=certification/application/lifetime-certification&lvi=2.

If a current CEM, who has recertified at least once, and is retiring from the Emergency
Management profession would like to be nominated for the Lifetime CEM designation, the
candidate should seek a nomination from a CEM Commissioner or Board member.

The nomination form must include a narrative stating the achievements in the field of
emergency management and two letters of recommendation from CEMs stating
achievements deserving of this honor.

Nominators can access the Lifetime CEM application via the IAEM website here:
http://www.iaem.com /page.cfm?p=certification/application/lifetime-certification&Ivi=2 .
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1.1.1 Llogin

CEM/AEM Online Application

Username

Password

Forgot your username or password?

Click here to retrieve it. Contact info@iaem.com should you have
questions.

1. Nominators (a CEM Commissioner or [IAEM Board Member) should use the same
login credentials as for the IAEM website. If the nominator forgets his/her log-in
information, click on the “forgot log in” link to be directed to the IAEM website to
retrieve user name and password.

[NOTE:IAEM members please ensure you are using the correct dogto access the
system (and not the logn for a duplicate record) If you have any questions about this,
please contact Kate McClimans EiMcClimans@iaem.cowr 703-538-1795.]

2. Once Login is complete, nominator should navigate to the Candidate Dashboard,
with instructions for starting an application.

1.1.2 Create New Application

1. Candidates should click on the “Add Application” and select the appropriate
application (Lifetime). Then hit the “Submit” button.

2. This nomination form should be completed in one sitting as there is not a way to
save the application mid-way through the form.
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Name:

APPLICATIONS ADD APPLICATION Logout| Edit Profile

Welcome!

To get started, click on the "ADD APPLICATION" tab and select the application you wish to complete. Once the application
populates on your dashboard below, the left column indicates which application you have selected. Click on the link in that
column to access the application each time you log in

As you work on completing the application, click the save button frequently. The middle column of the dashboard contains a
snapshot of your “To Do List". As you complete sections of the application, a check mark will appear next to the task. If you
feel you have completed a section of the application but a check mark does not appear on your To Do List, please double
check the requirements and ensure you have completed the necessary information.

Once you have completed all the items on the To Do List, you will have the option to submit your application. The
“Notification Letters” column will be used after your application has been reviewed.

APPLICATION TO DO LIST NOTIFICATION LETTERS Remove

DASHBOARD
N
Name: k
APPLICATIONS Logout|
_
Welcome! Please select the type of application
To get started, click on the “ADD A you wish to fill out. plication
populates on your dashboard belg Application Type: m in that
column to access the application AEM
Recertification
i Upgrade ;
As you work on completing the ap m Lo ontains a
snapshot of your “To Do List". As y o k. If you

—eeeeeeeee’
feel you have completed a section of the application but a check mark does not appear on your To Do List, please double
check the requirements and ensure you have completed the necessary information.

Once you have completed all the items on the To Do List, you will have the option to submit your application. The
“Notification Letters” column will be used after your application has been reviewed.

APPLICATION TODOLIST NOTIFICATION LETTERS

CEM Application has been Successfully Submitted
"Click on the above link to
access your application.”

3. The selected application will populate on the nominator’s dashboard. Nominators
can open the application by clicking on the link in the first column.
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check the requirements and ensure you |

Once you have completed all the item:
“Notification Letters” column will be u

APPLICATION TODOLIST

Application has

"Click on the above link to
access your application.”

2 Completing the Application

After opening the application, the nominator should complete all fields, including the
Lifetime CEM candidate’s name, email address, contact information and the candidate’s
retirement date.

2.1.1 Certification Dates

The nominator should leave the Original Certification Date and the Last Re-certification
Date field blank. Staff will complete these fields after the application has been submitted:

Postal/Zip:
(22046

Retirement Date:
[june 10, 2013 |

Original Certification Date (staff only):

| -

Last Re-certification Date (staff only):

[ |

Reason for Recommendation:
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2.1.2 Reason for Recommendation

The nominator should provide a narrative of why the candidate is deserving of the Lifetime
CEM designation and achievements in the field of emergency management.

N~

C  IMPORTANT: In the narrative box, the nominator must provide their name, email
address and phone number. Failure to provide this information will invalidate the CEM
Lifetime nomination and the nomination form will be deleted.

10/17/2013

serving in the role Emergency ma o of Emergency Preparedness for the City of Metropolis. In 1995, he was
selected to be the Acting Director Df the Ma\fors Ofﬁce of Emergency Management. He has served on the CEM Commission
from 2011-2014 and has widely promoted the designation. He has devoted his time to improving the emergency
management profession and supporting new individuals starting in the field.

Nominator: Clark Kent
P Email address: superman{@iaem.com

Phone Number: 998-876-5432]

Please upload two letters of recommendation from a current CEM as to why the candidate deserves this honor.
If multiple documents need to be uploaded, click the “Choose File” button and select the file to

vimlamd Thon anlamk bbha MAAd Macn Flanll hidbae ke cclosk ;e cddibinmal 8la Poedidebos cemo omlend

2.1.3 Uploading Documentation

Nominator must upload two letters of recommendation from current CEMs (on
letterhead with actual signatures) as to why the candidate deserves this honor.

a) Click the “Choose File” button

| Choose File | no file selected

Add More Files

b) For Mac users: Locate the file to upload, highlight it and then hit “Choose”
button. Proceed to step “d” below.

[NOTE:Candidates can upload documentation in any formht
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= . ] [ [ Applications

£ IAEM-GLOBAL Name +| Date Modified

a Microsoft Silverlight Jur 2o, 2013 9:35
(£ IAEM-USA B Mission Control Jun 20, 2012 5:04
(£ Global CEM Commi... T Notes Aug 3, 2013 10:5

£ cem W Photo Booth Sep 30, 2013 12
% Preview Aug 3, 2013 10:5
@ QuickTime Player Sep 30, 2013 12:
) Reminders Aug 3, 2013 10:5

REMEMB ‘-i;; Remote Desktop Connection Nov 26, 2012 3:2
: | [ Documents @ safari Dec 19, 2013 8:0,
* Altac &) skype Oct 23, 2013 11

0 Downloads - o
name . Stickies Jun 20, 2012 5:52
« Docul = Movies System Preferences Jan 9, 2013 3:04 |
ﬂ Music » [] TeamViewer 8 Dec 18, 2013 4:00
« Cnefl g Pictures -/ Textedit Jan 8, 2013 3:04 |
@ Time Machine Jun 20, 2012 5:0%

Walke

+ supp B Walker » [ utilities Dec 11, 2013 11:
[Z] Google Drive » [ Xerox Feb 15, 2013 8:3

Upload a | Cancel | | Choose

If multiple documents need to be uploaded, dick the "Choose File” button and select the file to Upload. Then
select the "Add More Files” button to select an additional file. Candidates may upload as many documents as

necessary. When finished, candidate should select the “Submit” button. Candidates should note that uploading
additional documentation to a section that has already been "submitted” will replace the original upload. When
adding another document to a section that has already been created, candidates must re-save the original

documentation and upload all documents again.

| Choase File | no file selected

Add More Files

a) For PC users, select the appropriate file on your computer and then hit the
“open” button.

EMBER:
« Attach to this form a college or FEMAl
OR other acceptable documentation

2 Choose File to Upload

(@J®/E » Computer » LocalDisk (@) » W seorch LocatDisk (c)

« Documentation must show the numbff| ~ Organize ¥ New folder =~ 0 @

@ GoogleDrive  »  Name Date modified Type

= One full day of training receives 6-ho E
B 4e141083¢5e405e5d543f87302bcea 4/14/20119:05PM  File folder
@/ 112e06cc0abBleesIcca 1711/2012812AM  File folder
1. Intel 6/9/2010707AM File folder
Upload a File: i e i e 3/31/20121250PM  File folder

; 1. PerfLogs 7/13/200910:20PM  File folder
If multiple documents need to be up > B Videos 1. Program Files 7/20/2013848 PM  File folder

Then select the "Add More Files” b 3 1 Program Files (:86) 12/16/20139:05AM  File folder
| » +& Homegroup

« Supporting documentation should bef| 4 (5 Libraries
b [ Documents
b & Music

documents as necessary. When fini 4 temp 6/9/20107:21 AM File folder
Ji Users 8/21/20106:20 AM  File folder

1. Windows 6/7/20137:42 PM File folder

|| FaceProv 12/18/20107:06 PM  Text Document

L foo 9/24/20105:13AM  Text Document ~
+ <[ | »

note that uploading additional docul 4% Computer

the original upload. When adding ano \ > &l Local Disk (C) |
» =g LENOVO (D)

must re-save the original documentati

File name: - | Al Files ) -

1:34PM
1/10/2014

IAEM - 201 Park Washington Court - Falls Church, VA, 22046 - info@iaem.com 8



CEM/AEM Certification Application User Guide

b) Ifadditional documents need to be uploaded, click on the blue button “Add
More Files” and select the file to upload. Candidates may do this as many
times as necessary.

documents again.

Uploaded:

| Choose File | no file selected

Add More Files ‘\

c) Then hit the blue submit button to complete the application and send it to
IAEM HQ.

[NOTE: ploading additional docunentation to a section that haalready been

"submitted" will replace the original upload. When adding another document to a section
that has already been created, candidates musts@ve the original documentation and
upload all documents agaiih.

d) You will receive a message stating that the application was submitted:

‘our Request was successfully submitted.
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When nominators navigate back to their Candidate Dashboard, they will see the Lifetime
Application and a message that it has been successfully submitted:

Name: Iy uavisson

APPLICATIONS ADD APPLICATION Logout | Edit Profile

Welcome!

To get started, click on the “ADD APPLICATION" tab and select the application you wish to complete. Once the application
populates on your dashboard below, the left column indicates which application you have selected. Click on the link in that
column to access the application each time you log in.

As you work on completing the application, click the save button frequently. The middle column of the dashboard contains a
snapshot of your “To Do List". As you complete sections of the application, a check mark will appear next to the task. If you
feel you have completed a section of the application but a check mark does not appear on your To Do List, please double
check the requirements and ensure you have completed the necessary information.

Once you have completed all the items on the To Do List, you will have the option to submit your application. The
“Notification Letters” column will be used after your application has been reviewed.

APPLICATION TO DO LIST NOTIFICATION LETTERS Remove

Lifetime Application has been Successfully Submitted
"Click on the above link to
access your application.”

If you encounter issues not addressed by this User Guide, please contact CEM
Administrator Kate McClimans (KMcClimans@iaem.com) for addition al assistance.

IAEM - 201 Park Washington Court - Falls Church, VA, 22046 - info@iaem.com 10


mailto:KMcClimans@iaem.com

