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Create Account 
If you are a new user 

to the system, please 

follow the steps below 

to create a new 

account and begin 

your application 

process. 

1. To create a new 

account, select the 

Create Account 

button on the login 

screen. 

 

 

 

 

 

 

2. Fill out all required information (indicated by a 

red asterisk) on the Create Account screen. 

- Preferred Language will display your application 

in either the selected language. 

- If want to appear in the online New Mexico 

Registry of Community Health Workers, select the 

checkbox, the select the County that you are 

currently working in. 

 

3. Once completed, click Save Information. 

- The window will close, and your account will be 

created. At this point you can now login to the 

system.  

 

 

 

 



Forgot Password 
If you forgot your password for your Community 

Health Workers account, you can use the Forgot 

Password link on the homepage to setup a new 

one. 

1. To do this, enter the email address, associated 

with your account, in the Email field, then click 

Forgot Password. This will send an email to the 

email you specified with a link to reset your 

password. 

 

2. Check your email for the Password reset email. 

Once you have received the email, click the link. 

This will direct you to the Community Health 

Workers login page with a reset password 

window. 

 

 

 

3. To finish the process, enter 

your new password in the two fields 

(shown to the left) and click Submit. The 

window will close, and you will now be 

able to login to your Community Health 

Workers account. 

 

 

 

 

 

 

 

 

 



Completing a new application 
If you are a new applicant, you will need to start by creating a new application. There are two different 

types of applications you can submit, Core Competency Training Application or Grandfathering 

Application. 

1. After logging in to the 

Community Health 

Workers application, 

click the New 

Application button on 

the upper right side 

of the screen to begin your application. 

 

2. Once the New Application button is clicked, a window will appear with information on applying. To 

select a specific application, click New Application. 

 
 

3. The window will display the requirements 

for the Core Competency Training 

application and the Grandfathering 

Process application (see screenshot to the 

right). After reviewing the requirements, 

select the application that is appropriate 

for you. 

 

 

 

 

 



4. After selecting one of the application types, you will be directed 

to the application itself. It has a navigation pane on the left side of the 

page with links to the different subsections of the application. See 

screenshot to the left. Please note if you selected Core Competency, 

you will see a tab for Core Competency Training instead of Verification 

of Proficiency in the Core Competencies. 

 

 

 

 

 

 

 

 

 

 

 

 

The first page you will be 

directed to first will be the 

Application Requirements, 

which will give you a more 

in-depth explanation of 

the requirements for the 

application you selected. 

 

To complete your 

application, navigate 

through each of the 

subsections, listed in the 

left navigation, and enter 

all required information 

for each page. The required fields will be marked with a red asterisk.  

  



 

At the end of each subsection, there will be a checkbox to 

verify that this subsection is complete. After filling out a 

subsection, selecting the checkbox, and clicking Save, the 

yellow exclamation point for that subsection, in the left 

navigation, will change to a green checkmark. This indicates 

that this subsection is completed and ready to submit.  

 

 

If you select the checkbox, without all the required fields filled out, an alert message will appear, 

informing you that all fields are required. A subsection in your application can be saved at any time, 

however once you are ready to submit, all required fields must be completed. 

 

 

 

5. Once all subsections are completed, indicated by the green checkmarks 

(see screenshot to the left), you will be able to click Submit Application. This 

will direct you to the Submit Application and Payment Summary screen. 

 

 



This page will display the cost of your application, factoring in any additional Specialist fees, and where 

to send your payment.  

- There is a notes 

field, that is not 

required, but can 

used to add any 

remaining 

information for the 

Department of 

Health – Community 

Health Workers 

team.  

- There is also a 

button, Print 

Application 

Summary, that will 

generate the summary of your application. The Application Summary needs to be mailed, along 

with a check to the address specified on the screen. 

 

6. To submit your application, click the Lock Application and Submit button. Once completed, your 

application will be sent to the Department of Health – Community Health Workers team for review. 

At this point, no further changes can be made to your application. 

 

General Notes 
- You can monitor the status of your application, at any time, by checking on your Dashboard.  

- You can start an application and return to complete it at any time.  

o Once you start an application, it will appear on your Dashboard with the status Pending. 

 

 

 

 

 

 

 

 

 



Core Competency Application 
The Core Competency Application has one subsection that is unique between the two application types 

– Core Competency Training. This subsection is where you will select the Core Competency Training that 

you completed for your training. 

 

1. Select the Training Program dropdown to see the full list of Training Programs that are available. If 

you do not see your Training Program in the list, please 

contact the Office of the Community Health Workers. 

 

2. Fill out all additional required fields, as indicated by the 

red asterisks, and complete this subsection. 

 

 

 

 

 

 

 

 

 

 



Grandfathering Application 
The Grandfathering Application has one subsection that is unique between the two application types – 

Verification of Proficiency in the Core Competencies.  

1. This page requires you to print a signature page, which will need to be signed by your supervisor. You 

can print as 

many 

signature 

pages as 

needed. 

 

 

 

 

2. Once you have your supervisors’ signature, upload the signed documents by selecting Upload 

Signature Documents and complete this subsection. 

 

 

  



Recertification Process 
When you need to renew your certification, you will need to submit a recertification application. This 

application will become available after your new application has been submitted and approved. 

1. To start the recertification process, click New Application, then click Recertification Process. 

 

2. After selecting the application, you will be directed to the application details. Like the New 

Application, the Recertification Application has a navigation pane on the left side of the page with 

links to the different subsections of the application. 

  

3. To complete your application, navigate through each of these subsections, listed in the left 

navigation, and enter all required information for each subsection. The required fields, on each page, 

will be marked with a red asterisk. Some of the sections will already populated from information you 

entered in your new application.  

 

- At the end of each subsection, there is a checkbox to verify that this subsection is complete. 

After filling out a subsection, selecting the checkbox, and clicking Save, the yellow exclamation 

point will change into a green checkmark. This indicates that this subsection is completed and 

ready to submit.  

 

 

 

 

 

 

 

 



An application that is not ready to submit, indicated by the yellow exclamation points, will look like 

screenshot 1 below. 

 
Screenshot 1: 

This application that is not ready to submit. 

 
Screenshot 2: 

This application is ready to submit. 
 

 

4. Once each subsection is complete, see screenshot 2 above, you will be able to click Submit 

Application. This will direct you to the Submit Application and Payment Summary screen. 

 



This page will display the cost of your application, factoring in any additional Specialist fees, and where 

to send your payment.  

- There is a notes field, that is not required, but can used to add any remaining information for 

the Department of Health – Community Health Workers team.  

- There is also a button, Print Application Summary, that will generate the summary of your 

application. The Application Summary needs to be mailed, along with a check to the address 

specified on the screen. 

 

5. To submit your application, click the Lock Application and Submit button. Once completed, your 

application will be sent to the Department of Health – Community Health Workers team for review. 

At this point, no further changes can be made to your application. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Specialty Application 
The Specialty Application allows you to add a specialty to your existing certificate. This application will 

become available after your new application has been submitted and approved. 

- A specialty also be added when your first submit a new application or when you are 

recertifying.  

 

1. To start a Specialty Application, click New Application, then click Specialty Application. 

 

 

 

 

 

 

 

 

 

2. After selecting the application, you will be directed to the application details. Like the other 

applications, the Specialty Application has a navigation pane on the left side of the page with links to 

the different subsections of the application. 

 

3. To complete your application, navigate through each of these subsections, listed in the left 

navigation, and enter all required information for each subsection. The required fields, on each page, 

will be marked with a red asterisk. 

  

- At the end of each subsection will be a checkbox indicating that the subsection is complete. 

After filling out a subsection, selecting the checkbox, and clicking Save, the yellow 

exclamation point will change into a green checkmark. This indicates that this subsection is 

completed and ready to submit. 

 

 

 

 

 

 



An application that is not ready to submit, indicated by the yellow exclamation points, will look like 

screenshot 1 below. 

 
Screenshot 1: 

This application that is not ready to submit. 

 
Screenshot 2: 

This application is ready to submit. 
 

4. Once each 

subsection is 

complete, see 

screenshot 2 

above, you 

will be able to 

click Submit 

Application. 

This will direct 

you to the 

Submit 

Application 

and Payment 

Summary 

screen. 

 

This page will display the cost of your application, factoring in any additional Specialist fees, and where 

to send your payment.  



- There is a notes field, that is not required, but can used to add any remaining information for 

the Department of Health – Community Health Workers team.  

- There is also a button, Print Application Summary, that will generate the summary of your 

application. The Application Summary needs to be mailed, along with a check to the address 

specified on the screen. 

 

5. To submit your application, click the Lock Application and Submit button. Once completed, your 

application will be sent to the Department of Health – Community Health Workers team for review. 

At this point, no further changes can be made to your application. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Account Info 
If you need to update any general information regarding your account (email address, password), the 

Account Information is where these changes are made. 

Updating your account information 
1. To access the Account Information screen, click the Account Info button on the upper right side of 

the screen.  

 

The Account Information screen will display information you entered when you created your account. 

Additionally, if you are already certified, your certificate number, certificate date, and expiration date 

will also display. Please note – this information cannot be updated and is set when your certification is 

approved. 

 

2. To change the information above, 

simply edit the information in the 

corresponding field and click Save.  

- Email – If you update your email 

address, this will be the new email you will 

use when you log into the system. 

- Preferred Language – If you update 

your preferred language, your application will 

display in the selected language. 

- Registry – If you would like to appear in 

the online public registry, select the 

checkbook, then pick the county that you are 

currently working in. 

 

 

 

 

 

Updating your password 
1. To change your password, click the Update Password link, just below the Save button, on this page. A 

new window with fields to enter your old password, new password, and confirm your new password. 

After entering your password information, click Save to save your new password. If you do not know 

your old password, you will not be able to reset your password from this screen. 



 

Once your password has 

been changed, you will no 

longer be able to login to 

the system with your 

previous password. 


