	
	
	




Follow these steps to complete your initial Agency Provider application online with a User ID and Password


Follow these steps to renew your CLA license online with a User ID and Password

Follow these steps to renew your CLA license online with a User ID and Password





· We recommend use of a desktop or laptop computer to apply; webpages may not display properly on a tablet or mobile device.
· Open Google Chrome or Microsoft Edge and go to: https://www.elicense.ct.gov/login.aspx
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[bookmark: _Toc110239331]Step 1: Login to existing Account

Enter User ID and Password and click “Log In” button.
[image: ]
[bookmark: _Toc110239332]Step 2: Select Add or Remove Services (Classifications)
1) There are 2 options for this next step you can: 
a. Click on “Online Services” then click on “Classifications” from Activities in the dropdown menu 
[image: ]

b. or you can scroll down on the page to “More Online Services” and click on “Classifications” under “Activities”.
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2) Click on “Start” next to “Developmental Services Agency Provider”.
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3) You will be taken to the Welcome Page. Please review this page thoroughly. There are instructions and links to checklists that provide information about the types of documents that will be required to be uploaded during the application. If adding services, it is recommended you prepare and gather any needed documents prior to continuing the application; click “Next”.

4) Note that, at any time, the application can be Saved and Closed by clicking on the “Close and Save” button located in the lower right-hand section of the form.
[image: ]
Note: The saved application can be continued by logging back into the system and choosing the in-process application.
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5) Add/Remove Services Menu – 
a. If you are requesting to ADD any services, choose “Add Services Type(s)” from the drop down; click “Next”; proceed to Step 3: Add Services.
b. If you are requesting to ONLY Remove services, choose, “Remove Service Types(s)”; click “Next”; proceed to Step 4: Remove Services.
[image: ]
[bookmark: _Toc110239333]Step 3: Add Services 


1) For each Service Category, indicate if the Provider wants to add services; click “Next”.
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2) For each Service Category that an agency is including in its application, 
a. Click the Add button and pick a service the agency is applying to provide; click “OK”.
[image: ]
b. To add additional Services, repeat step 3.

c. Review each Policy link and attest that the agency will follow the Policies listed.
[image: ]
d. Click and download any listed policy templates and additional documents. Update the downloaded documents and then follow the instructions to upload the required documents; click “Next”.
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3) Required Attachments – upload all documents listed on this page; click “Next”.
[image: ]
[bookmark: _Toc110239334]Step 4: Remove Services 
1) To skip this step, select “No” and click “Next” and proceed to Step 5: Complete Application.
2) To remove a service, review the current Services Types associated with the Provider.
3) To remove a service, click the Add/Edit button to choose a service the provider wants to remove.


[image: ]
4) Select a  service by clicking under the “Available” column and then the “>” button to move the service over to the “Selected” column; Click “OK” when complete.
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NOTE: if a service was incorrectly moved to the “Selected” pane on right, click on the Service Type, and then click the “<” button to move it back to the “Available” pane.
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5) Confirm list of services to be removed and click, “Next”.
[image: ]
Step 5: Complete Application

Review the entire application and click “Finish” if completed. The application can also be closed and saved to be completed later.  Do not click “Finish” button if you have not uploaded ALL required documents.  YOU WILL NOT BE ABLE TO UPLOAD ADDITIONAL DOCUMENTS ONCE THE “FINISH” BUTTON IS CLICKED.
[image: ]
[bookmark: _Toc110239335]Step 6: Upload Any Additional Requested Documents 
1) [bookmark: _GoBack]After the add/remove services application is submitted, DDS will proceed with the review process. During this process, applicants may receive email notifications to upload additional requested documents. If an email notification is received, log into the eLicense system at: eLicense Online (ct.gov) and log into the system with the UserID and Password that setup when the account was originally registered.[image: ]

2) Once logged in, select ‘Upload Requested Documents’ under ‘Document Upload’.
    To upload a document:
            Have the document scanned and stored on your device
Select the 'Upload Requested Documents' link.

3. Select the “Start” link and then complete the upload. 
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1) Once the applicant has clicked “Finish”, a confirmation screen will display, and a Print Receipt button is available.
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Payment Receipt

Print Receipt
State of Connecticut
Invoice Transaction Summary
Online Licensing, Credentials, and Certfications
Date: 1111912021
JDL Support Services
Transaction Complete.
Please print a copy for your records from the button above.
Description Amount

Application - Developmental Services Agency Provider

5000
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Welcome to the State of Connecticut's eLicense Website

VERIFY A LICENSE & ROSTER:
- Select ONLINE SERVICES for a list of available services.
NOTE: All data contained within License Lookup is maintained
by the state of Connecticut, updated instantly and is considered
primary source verfication

LICENSE RENEWAL:
« To access your account, enter your User ID and Password

- First time users MUST validate an active email address.
« DO NOT REGISTER ANEW ACCOUNT TO RENEW.

FAST TRACK RENEWAL:
= Check your renewal notification for availabilty.
« Toaccess, click the gray Fast Track Renewal tab

- Allows access to online renewal only.

INITIAL APPLICATION:
- All applicants MUST register if
this is a first time application
- Selectthe link and
create a new account

FILING A COMPLAINT:
- Logging in is optional, but
allows you to save your
complaint
- Selectthe
link

QUESTION:
« For all inguiries. please email
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Please select which credential you wish to work on from the following list.
Item

Board License

Start Developmental Services Provider DSAP.0000069
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Please select which credential you wish to work on from the following list

Item [In Progress]
/B«am License

Delete Continue Developmental Services Provider DSAP.0000069
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Fields marked with an asterisk * are required.

1. Select to Add or Remove Service Types:

(If you would like to Add AND Remove Services choose "Add Services”)
5 'Add Services Type(s)
‘Add Services Type(s)

Remove Service Type(s)




image8.png
Family Supports 1 -Add Services

Fields marked with an asterisk * are required.

2. Does the Provider want to add any of the following Family Support services?
« Blended Supports
« Companion Supports.
« Individualized Day Support
« Personal Supports
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25. Click each Policy link to review the policy.

AntiDiscrimination P

Back Up Staffing

Funds Management

Criminal Background Check

DDS Abuse/Neglect Registry

Drug Free Workplace

HIPAA

Incident Reporting

Knowledge of approved and prohibited physical management techniques
Motor Vehicle License Check

Observing, Reporting and Responding to Changes that affect individuals
Person.Centered Planning (Individual Plan)

Prevention of Abuse/Neglect

Safety Alert for Bathing and Personal Care

Sexual Offender Registry Check

Smoking

Supervision of Staff

Training of direct service staff

Transporting Individuals

Use of Video and Audio Technology
Water Safety
By checking " W that the Provider Agency will follow the

a OvYes ONo
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Click and download the following policy templates and additional documents required for a policy.

Capacity to respond to emergency situations - Policy Template
Continuity of Operations Planning (COOP) - Policy Template

Quality Improvement Planning - Policy Template

Continuous Improvement Plan - Attachment for Quality Improvement Planning policy
SelfAssessment - Attachment for Quality Improvement Planning policy

Update the downloaded documents. Save each document with the Name of your Agency and the policy name,

26. Please upload all of the documents (Word or PDF) that were downloaded and updated in prior step.

To upload documents:

No document(s) uploaded foaghis question.

Select a documeffifupload
Choose File | No file chosen

2 File types accepted: doc, docx, pdf

Upload Document

Previous N





image12.png
Required Attachments

Fields marked with an asterisk * are required.

61. Please submit the following documents (Word or PDF):
PLEASE INCLUDE YOUR BUSINESS NAME AND DOCUMENT NAME IN THE FILE NAME
1. Allitems listed in the Agency Qualified Provider Checklist
2. Resumes (see: Provider Minimum Qualifications)
3. applying for Clinical Behavioral Supports or Healthcare Coordination, submit the documents in the Agency Qualified Provider Checklist
4. For Peer Support, see detailed service definition and checklist of required documents listed on the Waiver Services page.
5. For Subcontracting for Nursing Supports, refer to: Subcontracting for Nursing Supports Checklist

To upload documents:
1. Click the "Choose File” button.
2.1n the "Choose File to Upload” window, select the document and click the "Open” button.
3. Click "Upload Document” button to attach to your document.
4. Repeat steps to upload multiple documents.

No document(s) uploaded g this question.

Select a documefi® upload:
Choose File | No file chosen
B File types accepted: doc, docx., pdf

L 2 RSV ¥ g

o

Previous | Next
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41, Review the current Service Types associated with this credential:

Description Date Active

Behavioral Support Services - Positive Behavior Supports  07/22/2022

Healthcare Coordination 0712272022
Group Day Services (DSO) 0712272022
Customized Employment Supports 0712272022
‘Senior Supports 0712272022
Personal Support 0712272022
Continuous Residential Service 0712272022

42 Select the Service types that your agency will no longer be providing.
(If Not Applicable click "Next")

i
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42 Select the Service types that your agency will no longer be providing.
(If Not Applicable click "Next")

Move Items from one List to the other
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Blended Supports

|Camp

|Community Companion Home (CCH)

|Community Living Arangement (CLA)

|Companion Supports
|Continuous Residential Service

[Adult Day Health

|Customized Employment Supports
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42 Select the Service types that your agency will no longer be providing.
(If Not Applicable click "Next")

Move Items from one List to the other
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42 Select the Service types that your agency will no longer be providing.

(If Not Applicable click "Next")
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Welcome Page - Add/Remove Services.

‘Welcome to the Department of Developmental Services online application system to AMEND SERVICES for Qualified Providers.

Existing providers must submit documentation/resume only for those programs considered in a higher or more comprehensive category, i.e. D

Itis recommended that you have downloaded all of the required paperwork, completed and saved to your computer prior to starting the online
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2.1f applying for Cli
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LICENSE RENEWAL: FILING A COMPLAINT:
= To access your account, enter your User ID and Password - Logging in is optional, but

allows you to save your

- First time users MUST validate an active email address complaint

« DO NOT REGISTER ANEW ACCOUNT TO RENEW. - Selectthe
link

Don'thave an account? FAST TRACK RENEWAL:
= Check your renewal notification for availabilty. QUESTION:

« Toaccess, click the gray Fast Track Renewal tab « Forallinquiries. please email
the appropriate agency listed

- Allows access to online renewal only. below
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Developmental Services Agency Provider
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47 1. Prior to applying, all applicants must review the following document on the DDS website to ensure the services they provide match one or more of the waiver service descriptions.

HCBS Waiver Manual

PREPW o™ 0 i U ol PN gt 4 o O st il A s BV ol it s e Poa e

sy

Specialized nter:
Services-
Camp, 6. Please enter the following infogmation for the Principal of the Entity of the Provider Agency:
Parenting
Support 1 s 6 Biah D, o Conen
™

Previous | Finish





