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Adding a program administrator, licensee designee, or central administrator 

1. Log into CCHIRP  

2. Click on facility details tab in CCHIRP and select My Facilities

 



3. Click on Add/Modify within the facility that you would like to make the change

 
 

 

4. Click on add a new center employee and the next button and then on the next screen click add.  

 



5. Fill out all the required information and click next 

 

  



Uploading documents to an existing contact 

1. Log into CCHIRP 

2. Click on facility details and click on my facilities 

 
 

 

3. Click on the Add/Modify button

 



4. Click on modify an existing center employee 

5. Select the contact you would like to upload documents for 

6. If you receive this message, contact your consultant and ask them to update the document 

checklist for you 

7. Select the contact you would like to upload files for 



8. Click up upload button and select upload file

 

9. Once your file is uploaded, click the X button 

 

 



10. Click the next button when you are finished uploading items 

 

11. You will then receive a message saying your record was updated successfully 

  



Removing a program administrator, licensee designee, or central administrator 

1. Log into CCHIRP 

2. Click on facility details tab in CCHIRP and select My Facilities 

 
 

3. Click on the facility name to open and see the facilities details  

 

  



4. Click on the related tab to see related contacts 

 

5. Click on the drop-down box and select edit relationship

 



 
 

6. Select the active box so that the blue checkmark goes away and enter in the end date for that 

employee and click save. 

  






