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A)  CEM Hub Registration 
 

1) Go to the CEM Hub main page: bchydro.com/cemhub.  

 

- If you have already registered for the Self-serve Incentive Program (SIP) and you are logging 

into the new CEM Hub for the first time, you may use your existing SIP login. 

 
 

- If you are new to SIP and the CEM Hub, enter your BC Hydro account number in the 

highlighted area below and click “Start registration”. 
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2) Once you have entered your account number, the system will inform you as to the type of 

facility you have and whether you have a Key Account Manager or would be eligible to work 

with a Regional Energy Manager. Click on the link to register.  

 

 

*Your Key Account Manager (KAM) or Regional Energy Manager (REM) will be able to assist you 
with your projects. We highly recommend you take advantage of this free service. If you are 
unsure if you have a KAM or eligible for an REM, please contact the Business Helpdesk.  
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3) After you click on the registration link, your company information will automatically populate.  

 

*If you receive an error message, a message indicating you have already registered, or get 
prompted to an unfamiliar screen, please call the Business Helpdesk for assistance. 
 

 
 

 
- Verify that your company name and 

account number is correct and enter 
the necessary address information in 
the empty fields. 
 

- If there are any issues with the 
information that is pre-populated on 
this page, please contact 
SIP.Operations@bchydro.com.  
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- Enter your contact information. This 

will be the individual overseeing your 
company’s CEM Hub registration and 
the signing authority for any BC 
Hydro incentive agreements. 
  

- You will be able to add additional 
contacts later when you start a 
specific project. 
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- Click “Submit registration” to complete your registration.  

*Your password will now be emailed to the “User ID Email” address entered. 

 

B)  Starting a new SIP project 
 

1) Login at the CEM Hub main page: bchydro.com/cemhub.  
 

 
 

 
- Enter your user profile. This will be 

the email from the primary user.  
 

- This email will become your User ID 
for login.  
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2) Once logged in, you will see your company name. If there are other sub-companies listed under 

your company, those will also be visible.  

 
 

- If you click on the company name, you will be able to access company information and 
annual energy consumption. 
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- To start a SIP project, scroll down to “Strategic Actions” and click on “Start a project / view 

sites”.  

 

 

 

3) You will now be directed to your company’s site(s) page. This will list all registered sites under 

that specific company name.  

 
- Find the site where you want to start your project and click “Start project”. 
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4) Incentive application page: 

 
- The project contact will default to the “Signatory contact” you originally entered during your 

registration. 

- You may add additional contacts as needed by clicking on “Add New”. 

- Click “Next” once complete. 

*Please note your unique SIP project file number next to the Project ID 
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5) Confirm your project type and BC Hydro Alliance vendor ID. 

 

- Whether you are completing a lighting or air compressor project, you must work with a 

vendor who is part of the BC Hydro Alliance of Energy Professionals with a unique 4-digit ID.  

 

- This 4-digit ID will be provided by your vendor and is specific to BC Hydro Alliance vendors 

who are eligible to complete Self-serve Incentive Program applications. 

 
 

- Enter your vendor’s 4-digit ID, click “Verify”.  Your vendor’s information will automatically 

appear.  

*Only under special circumstances will you be able to use the “In House” option. Please contact 

your Key Account Manager or Regional Energy Manager for more details.  
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- If you are working with a Regional Energy Manager, please select the appropriate individual 

in the dropdown menu. 

 
 

- Once you have completed each section, click “Next” to finish the first stage of your 
application. 

 

 
 

- Once you click “Next”, your vendor will be notified by email and they will be responsible for 
entering your project information from their end.  

 

 
 

 
*Please note that there is nothing more you need to do at this point while your vendor enters the project 
information. Once your vendor has entered the required project information, you will receive an email to 
review your project information and you may proceed to Step 6 below.   
 

- Click “Continue” and you will be prompted back to your project page.  
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6) Review your project details and estimated incentive. 
 

- In the previous step, your vendor was notified by email that the project has been assigned 

to them and they have been instructed to enter the project details on their end. 
 

- Once that is complete, you will receive an email notification indicating the project is ready 

for your review.  
 

- Log into the CEM Hub, go to “View project status” and click on the specific SIP project file 

number to review your project. You will be prompted to the “Project Scope” tab of your 

application. 
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- Your vendor will have entered the project details along with the expected completion date 

for your project. You may adjust this date if needed. 

 

- The project cost below was also entered by your vendor. You may enter a different project 

cost and click “Calculate Incentive” to see how this affects your incentive. However, please 

do not change this number and submit your application without confirming with your 

vendor first. 

 

- Review the incentive and final project cost.  

*Please note that the below example is just for demonstration and is not an actual calculation.  
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- If you intend on attaining financing for your project, there is an option to generate a 

financial estimate. If not applicable, please skip this step. 

 

- Your vendor will have also uploaded documents regarding your project under section 3F. 

This will be a lighting calculator for a lighting project and a compressor report for an air 

compressor project. Uploaded files are not required for you to go to the next step. 

 

- Click “Next” to go to the final step of your application 

 

7) Submit your project for BC Hydro review 

 

- Once you click “Next”, you will be prompted to the project summary page.  You will not be 

able to change any values on this page. 

 

- If you are happy with the project details and the estimated incentive amount, scroll to the 

bottom of the page. Here, you will formally submit your application by agreeing to the 

project details and the Terms and Conditions, and then clicking “Submit”. 
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- If you would like to adjust your project scope, click the “Return” button and your project will 

be returned to your vendor for adjustment. Please work with you vendor to make the 

necessary changes. Once your vendor has updated the project information, you will need to 

repeat Steps 6 and 7. 

 

-  Once you click “Submit”, your project will be submitted to BC Hydro for review.  
-   

 

*Please wait for your project approval (incentive agreement) email before starting your project. 

- Your application review may take 6-8+ weeks from your submission date.  This will depend 

on the complexity of your project and any potential questions/clarifications we may have 

about the information entered in your application. 
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- Once the review is complete, you will receive notification via email that your project is 

approved (incentive agreement). You may start your project once this project approval 

email is received. 

 

- You may also verify your project status by logging in and clicking into your project 

application. Once your project approval email is sent, your status will show “Approved” 

 
 

*Please note that you must not order equipment or start your project until this project 

approval email (incentive agreement) has been sent to you. Any project which is 

started prior to the date of this project approval email will be ineligible for incentives. 

 

 

Once your project is complete, you may proceed to the final section below 
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C) Declaring your SIP project complete 

Your project has been completed and is fully installed and running. You are now ready to claim your incentive .  

1) Gather the necessary information for your project completion declaration. This includes digital 

copies of paid invoices, images of installed equipment, and/or screenshots of system operations 

software. 

- If your project has completed as planned, the sum of your invoices (incl. labour costs and all 

other associated costs) should be aligned with the estimated project costs originally entered 

for your project application. Please make sure that you are including all information and/or 

invoices for the relevant costs associated with your project.  

- Have your electronic fund transfer (EFT) form filled out and ready. This form would have 

been attached via your original SIP approval email. If you don’t have the form, you may 

download it when you are logged into your project, as seen under step 4) below. 

 

2) Log into the CEM Hub: bchydro.com/cemhub and go to your SIP project file  
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3) You will be directed to your “Submission Summary” page.  

- You may review your original project scope to compare any differences with your final 

completed project.  

- Click on “Request Payment” on the top bar.  

 

4) Once you are on the “Request Payment” page, fill out your final project information 
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*If needed, you may download and complete the electronic funds transfer form on this page as shown below. A 

completed EFT form will expedite your payment. 

 

- Your completion date should fall within the “Expected Completion Date” range. The system 

will allow that you enter a date outside of this range, but your project will be flagged for 

special review. 

 

- Your invoice and labour dates must occur after your project approval date*. 

  

*BC Hydro’s incentive eligibility requires that you do not order or start your project until your SIP 

application is approved. Projects started or completed before the SIP approval date will be ineligible for 

an incentive. 
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- The system will add up your actual project costs to compare with your total proposed 

project cost. If the project was completed as planned, then these costs should be the same 

or very similar.  

*More than 10% variance between the actual and proposed costs may affect your final incentive. 
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- Upload all of your invoices, EFT form, photos of installed equipment, and/or screenshots of 

your system operations software under the “Documents” section.  

If you are unable to upload these documents, you may email them directly to sip.operations@bchydro.com. Please 

be sure to include your SIP file number in the subject heading. 

 

 

- Review your final project information to ensure it is correct.  
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- If everything is correct and you are ready to submit your request for payment, sign off on 

your project by entering your name/title and clicking “Submit” 

 

 

- Your request for payment will now be submitted to BC Hydro for review. If everything is in 

order, your payment will be processed once the final review is complete. 
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