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I. Registration/Login Screen 
The DPH Submissions System is the main page used by facilities to report cases to the DPH electronic 
reporting system.  It is located at https://dphsubmissions.ct.gov/. The login page is divided into two 
main sections: “No Login Required” and “Login Required”. The login page also is where a facility 
administrator or supervisor registers for an account and where users can reset their password. 

The school-based Asthma Surveillance System (SBASS) is an application that requires login credentials.  

 

 

 

 

 

 

 

 

 

 

 

Users with an assigned account can click 
on the School Submissions button to 
login and start a SBASS session. 

 

School nurse supervisors seeking to register for an account must 
click on the  button and follow steps of the 
school nurse supervisor account registration process. 

For password reset click on button  
   and follow the 

instructions on the screen (see Forgot 
Password section).  

 

https://dphsubmissions.ct.gov/
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II. Account Registration 
The Connecticut Department of Public Health (DPH) Submission System, an electronic reporting 
web-based platform, uses a two-step account registration and verification system to process 
facility administrator account requests. In turn, administrators can setup additional user accounts 
for their corresponding facility. This process is applicable to any facility that is required to submit 
required reports to the DPH using its electronic submissions system.  Following the registration 
process setup by the system and for purposes of the School-based Asthma Reporting System 
(SBASS), school district nurse supervisors and school nurse from private schools are considered as 
administrators and will be granted Supervisor accounts. 

In collaboration with the State Department of Education, DPH is streamlining the verification 
process for school district nurse supervisors and school nurses from private schools requesting an 
account in the submission system (see School District Nurse Supervisor Account Registration 
section). A DPH staff member will verify registrations and grant access rights with a supervisor 
account type. In turn, supervisor account holders will setup school nurse accounts (see School 
Nurse Account Registration section) for each school within their corresponding school district. 
School district nurse supervisors, school nurses from private schools and their type of account will 
be referred as ‘supervisor’ throughout the rest of this document. 

A. Account Types & Roles 
Each SBASS account is granted access rights for a specific ‘type’ of account. The type of account 
provides roles a user will be exercising. In addition to the features a school nurse account can 
exercise, supervisor accounts have features related to users, schools and district reporting 
management.  

1. School Nurse  
One the Home tab, individual asthma cases can be reported and edited, and school(s) 
reporting progress can be monitored and updated.  

2. School Nurse Supervisor 
This type of account exercises the role of supervisor, with access to all public schools and 
records for the corresponding district the account is assigned to. In addition to the tab 
and activities of a school nurse account, a supervisor account has access to the 
Maintenance tab. The maintenance tab enables managing activities, such as creating and 
editing user accounts, editing school record information, monitoring and updating school 
reporting progress and approving school reporting completion for schools under the 
district. 

B. School District Nurse Supervisor Account Registration 
The following are steps describing how to request a Supervisor account type. This type of account 
is applicable to School District Nurse Supervisors or School District Health Service Directors. 

From the main page of CT DPH Submissions System https://dphsubmissions.ct.gov/ 

https://dphsubmissions.ct.gov/
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Click on the “Register 
as Submission User” 
button  

 

 

 

 Fill out all 
applicable fields 

 

 

Select School 
Submission under 
Application Name 

 

 

 

 

Click on Register 

 

 

 

System will generate a 
confirmation page that the 
request has been submitted 
for approval. 

 

 

 

 

A DPH staff will verify account request.  
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When an account is 
activated, the system will 
generate an e-mail 
notifying user that the 
account is active. It is 
important that email 
address entered in the 
registration form is the 
correct one. 

 

For technical support, contact the SBASS application administrator at 
DPH.AsthmaProgram@ct.gov or submit a HelpDesk ticket (see page 22 for instructions). 

 

 

C. School Nurse Account Registration 
A supervisor can setup additional supervisor and school nurse accounts. It is suggested that each 
school district has at least two supervisor accounts to help manage school reporting progress 
and as a backup to the person primarily responsible for verifying reporting completion. The 
steps to create additional supervisor and school nurse accounts are essentially the same; the 
difference being the “User Type” with which the account will be associated. 

The process of creating additional accounts, supervisor or nurse, is presented in the steps 
below. The form does not collect password information. Password is user-established by 
following the link embedded in an email message the user will receive after the account is 
created by the supervisor.  

 

Hover mouse over 
Maintenance from 
the menu bar  

Select User 

Click on  
Add New User  

mailto:DPH.AsthmaProgram@ct.gov
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Enter information info fields and assign a user name.  

 

 

 

 

 

Select the type of account for the new user  

 

Click on Create  

 

 

 

After an account has been created, whether it is a supervisor or school nurse account, it needs 
to be associated with school(s) in the district. Follow School-Account Linkage instructions to 
complete account setting. 

D. School-Account Linkage 
Each account needs to be associated with the school(s) for which the account will be in charge 
of reporting or managing. 

Click on 
Maintenance, 
Users. 

Locate the 
new user 
account and 
click on Edit. 
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Click on the Public 
School Name field, type 
or select the school 
name(s) this account will 
be accountable for 
reporting/managing.  

 

Verify User Type is 
PublicSchoolNurse or 
SchoolNursingSupervisor 
and the checkbox for “Is 
Active?” is selected. 

Click Save, system will display the user’s page. 

When setting up additional supervisor accounts, type/select all schools under the Public School 
Name field, select “SchoolNursingSupervisor” under User Type field, select the “Is Active?” 
checkbox and save. 

III. Forgot Password 
Account holders can reset their own their password. 

From the Submissions 
System main page, click 
on “Forgot your 
password?” button  

 

Enter your username and click the 
“Submit” button  

 

 

 

The system will generate an e-mail 
message with a link to reset password. 
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IV. Definitions of Key Terms 
Term Definition Page/Tab Visible by 

account type(s) 
 
Reporting 
Status 

 
Refers to the level of progress on asthma 
reporting for the school. The available options are: 

• Not Started – No records have been reported 
for the school. 

• In Progress – Some but not all reports have 
been entered. 

• Completed – School has completed reporting 
for the year.  This includes schools reporting 
no asthma cases. 

 

 
Home 

 
School nurse  
 
Supervisor  

 
Approval 
Status 

 
Refers to school’s reporting completion and 
verification by supervisor. A supervisor can manage 
or take action accordingly. The calculated options 
are: 

• Not Ready – school reporting progress is 
either ‘Not Started’ or ‘In Progress’, thus is not 
ready for supervisor’s approval of reporting 
completion. 

• Pending – school has completed asthma 
reporting. School is pending supervisor’s 
approval of reporting completion. 

• Approved – school has completed asthma 
reporting and school nurse supervisor has 
approved school reporting completion. 

 

 
Maintenance/ 
Progress 
Dashboard 

 
 
Supervisor 

 
Is Active 

 
Refers to the account approval status by 
supervisor. The options are: 

•  – Account is not active. Supervisor can 
manage (add/delete) school(s) and approve 
the account. Account is restricted and user 
cannot log in. 

• –  Account has been approved. Account can 
access assigned school(s) and is active. 
Account user can log in and perform all tasks 
given by the account type. 

 

 
Maintenance/ 
User 

 
 
Supervisor 
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V. Managing Asthma Records 
Managing asthma records includes adding, viewing and editing a record. This feature is available 
for both school nurse and supervisor accounts. 

Appendix A shows the Health Assessment Record (HAR-3 rev 7/2018) with highlighted fields 
where the corresponding information can be extracted for SBASS reporting purposes. 

A. Adding an Asthma Record 
 

From the Home screen, select the school for which you are entering a record, and click on ‘Add 
or View Records’. 

 

Once the school-specific screen opens, click on ‘Add New Record’.  

 

 

 



9 | P a g e  
 

Complete all fields in the case report. Lettered comments are hyperlinks to the HAR field form 
where information can be found. 

 

Click the Save button to record the case  

 

Select grade (required 
field) from the drop-down 
list. 

 

Select student birth sex 
from HAR demographic 
section. 

 
Check all race options applicable to 
student, from the HAR demographic 
section. 

 Select ethnicity from the 
HAR demographic 
section. 

 

Select all asthma documentation 
options as applicable. 

 

Select asthma severity, 
from HAR-Part2 Chronic 
Disease Assesment 
section. 

 

Table from HAR - Part 1, 
third column bottom right. 

 

Hopewell School, South Glastonbury 
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The school note field is a free text field that is visible only to school nurse and supervisor 
accounts. This field is not utilized by DPH; rather it can be used by schools to make record 
notations that can help track reported students and prevent double reporting or some other 
remarks.  

 

 

After clicking on the Submit button, a 
screen will display a confirmation that 
record is saved.  

 

 

B. View and Edit Records 
 

From the Home tab click the ‘Add or View’ button of the corresponding school  

 

Screen will display all records that have been recorded for the school. 

Select a record to view/modify by clicking on the corresponding Edit button 
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Screen will open the selected record for viewing/editing. Make any changes to the record and 
Click the Save button. If no changes, click on Close button.  

 

After clicking on the Save button, screen will 
display a confirmation that record is saved.  

 

 

VI. Managing School Reporting Status 
This feature is available for both school nurse and supervisor accounts. The Reporting Status 
column provides information on the school reporting progress. Refer to the Definition of Key 
Terms section to note the reporting status. 

Once a school has deemed that all required reports have been entered into the system, or that 
there are no cases to report, a user can set the reporting status to “complete”.  

Click on the Complete button for the corresponding school 
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Screen will display a confirmation page. Click Completed to confirm reporting completion. Note 
that schools with a reporting status of Complete cannot add additional records. However, if 
additional records need to be reported, contact your supervisor to request school reporting 
status change.  Once Completed is checked off, click Save. 

 

 

After submitting confirmation, the system will display school with updated values for Reporting 
Status and Approval Status columns.  A Pending Approval Status indicates that school is ready 
for final approval by supervisor of having completed reporting.
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VII. Managing Users 
This feature is available for supervisor accounts. It allows supervisors to edit accounts, update 
user information, add/remove schools from a user account, deactivate and delete accounts. 

Click on the Maintenance tab and select User.  

Screen will display all user accounts setup by supervisor and associated with the school district.  

 

 

Click on the Edit button of corresponding user account 

 

Screen will display user 
account information 
where changes can be 
made.  To add school to 
the account place cursor 
on the Public School 
Name field and 
select/type school name. 
To delete schools from the 
account click on the ‘x’ 
next to the school name. 
To deactivate account 
unselect ‘Is Active?’ 
checkbox. Click on Save to 
submit changes.  
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System will display the User screen and any changes made to the user account will be reflected.  

 

 

VIII. Managing Schools 
This feature is available for supervisor accounts. It allows supervisors to update limited school 
information.  

Select Maintenance, select schools 
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Click on the Edit button corresponding to the school to update information  

 

 

 

 

 

 

 

Update fields that require 
changes and click save. 

 

 

 

 

 

 

 

 

 

Screen will display School Maintenance page with updated fields. 
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IX. Managing School Progress 
This feature is available for supervisor accounts. It allows supervisor to approve schools that 
have completed reporting. In the event that the school needs to be unlocked to report 
additional cases, Supervisors can reverse reporting status to ‘In Progress’. If school needs to be 
unlocked after it has been Approved by a supervisor, contact the SBASS application 
administrator via email at DPH.AsthmaProgram@ct.gov, or submit a HelpDesk ticket (see page 
22 for instructions). 

 

 

To edit Reporting Status or 
Supervisor Approval Status, click on 
the Maintenance tab and select 
Progress Dashboard 

 

 

 

Screen will display all schools for the district. Only schools that have Reporting Status 
‘Completed’ and Supervisor Approval Status ‘Pending’ are subject to supervisor approval.  

Click on the corresponding Edit button of the school ready for supervisor approval  

 

 

Schools with Reporting Status 
‘Completed’ have the 
Completed checkbox already 
selected.  
To approve the reporting 
completion, select the 
Approved checkbox and click 
Save. 
 

 

Screen will now show that the school’s reporting has been approved. 

mailto:DPH.AsthmaProgram@ct.gov


17 | P a g e  
 

 

 

 

Once a school with a Reporting Status of ‘Completed’ has a Supervisor Approval Status of 
Approved, the school is not subject to any modifications and the Edit button becomes 
unavailable. If a school needs to be unlocked at this point, contact the DPH SBASS application 
administrator. 

 

In the event a school needs to be unlocked to report additional cases after it has been deemed 
as ‘Completed’, the school can be unlocked to reverse reporting status to ‘In Progress’. 

To unlock schools with 
Reporting Status 
‘Completed’, deselect the 
Completed checkbox and 
click Save. 

 

 
 

 
 

For technical support, contact the SBASS application administrator at 
DPH.AsthmaProgram@ct.gov or submit a HelpDesk ticket (see page 22 for instructions). 

 

mailto:DPH.AsthmaProgram@ct.gov
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APPENDIX A. Health Assessment Record  
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APPENDIX B. Submitting a HelpDesk Ticket 
Helpdesk tickets may be submitted when assistance is needed with password resets or for any 
technical issues or questions. From the DPH Submissions System main page, scroll down to the 
bottom of the page to find the link for submitting a ticket. 

 

 

After clicking on the link, you will arrive at the ‘Create a ticket’ screen.  Complete all fields.  Note 
that the top two fields should be set to ‘School Submissions’ and ‘Asthma Submission’ 
respectively. 

 

 

Once all fields are completed, attach screen shots as needed to describe the issue.  Click Submit. 

 

 

A DPH staff member will review the ticket and assist with resolving the issue.  
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