
Page 1 of 13 
 

Continued Next Page 

How to Log in and Complete CLA Licensing Fast Track Renewal 
 

• Fast Track Renewal allows access to the online renewal function only and applies to current 
renewal. You will receive a new PIN# for each renewal via email 

• We recommend use of a desktop or laptop computer to renew; webpages may not display 
properly on a tablet or mobile device. 

https://www.elicense.ct.gov/login.aspx (This link will take you immediately to the log in page) 
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How to complete a Renewal 
1. Click on the gray Fast Track Renewal tab 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

https://www.elicense.ct.gov/login.aspx
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2. Enter the PIN# (refer to your renewal notice email) 
3. Enter the license number (refer to your renewal notice email)  
4. Click the Log In button. 

 
 

 
5. Select the license you wish to renew. Click the Start button 
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6. You will be taken to the Welcome to Community Living Arrangement (CLA) Licensing Renewal screen. 
In the bottom left of the screen - Click the Next button. 

 
 

7. Review Emergency Contact Information - Make any necessary changes. Then Click “Next”. 
Fields marked with an asterisk * are required. 
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8. Review the CLA’s address – Click “Next”. 

 
 
9. Review the CLA’s capacity. If changes are needed, please contact the DDS QSI Licensing Unit. Click 

“Next”. 
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10. Verify or select if the facility has Unionized or Non-Unionized staff,  
11. Verify or select if the home is DDS-owned (Yes or No), 
12. Verify or select if this home is an ICF Home or Not ICF 
13. Verify or select if this home has 24hr Nursing or No Nursing 
14. Verify or select the level of 3rd shift staffing provided at this home 
15.  then Click “Next”.  
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16. Click on the radio but for “Yes” or “No”, if the home had renovations requiring Certificate of Occupancy. 

Then Click the Next button.  

 
If you Select “Yes” the Renewal will take you to the next question. 
 
If you Select “No” please complete the following steps: 

a. Click the Choose File button. Navigate to saved file on your computer 
b. Click the Upload Document button. 

Repeat a & b until all documents are uploaded. 
c. Once all documents have been uploaded click the Next button. 

 
 

17. Select the water supply type (private well, public well, public water). Then click the Next button. 

 
If you Select Public Water or Public Well the Renewal will take you to the next question. 
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Step 17 Continued: 
If you Select Private Well please complete the following steps: 

a. Click the Choose File button. Navigate to saved file on your computer 
b. Click the Upload Document button. 

Repeat a & b until all documents are uploaded. 
c. Once all documents have been uploaded click the Next button. 

 
 

18. Click on the radio button for “Yes” or “No” to answer if the home has a Septic System. Click the Next 
button. 

 
If you Select “No” the Renewal will take you to the next question. 
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Step 18 Continued: 
If you Select “Yes” please complete the following steps: 

a. Enter the date of the Septic Servicing. 
b. Click the Choose File button. Navigate to saved file on your computer 
c. Click the Upload Document button. 

Repeat a & b until all documents are uploaded. 
d. Once all documents have been uploaded click the Next button. 

 
 

19. Click the radio button for “Yes” or “No” if the home has 3 or more individuals or located in building with 
2 or more units. Then Click the Next button. 

 
If you Select “No” the Renewal will take you to the next question. 
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Step 19 Continued: 
If you Select “Yes” please complete the following steps: 

a. Click the Choose File button. Navigate to saved file on your computer 
b. Click the Upload Document button. 

Repeat a & b until all documents are uploaded. 
c. Then click the Next button. 

 
 
Upload the current Staffing Schedule following these steps: 
20. Click the Choose File button 
21. Click the Upload Document 

Repeat steps 21 & 22 until all documents have been uploaded.  
22. Then click Next button. 
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23. Click on the radio button for “Yes” or “No” if the Agency’s board of directors changed. Then Click Next 

button. 

 
If you Select “No” the Renewal will take you to the next question. 
 
If you Select “Yes” please complete the following steps: 

a. Click the Choose File button. Navigate to saved file on your computer 
b. Click the Upload Document button. 

Repeat a & b until all documents are uploaded. 
c. Then click the Next button. 
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24. Click “Yes” or “No” to attest to the accuracy of information provided. 
25. Type the name of the person completing the Renewal application. 
26. Then click the Next button. 

 
 

27. In the next screen scroll to review the Renewal application. If everything is correct click the Finish button. 
Note: If you do not click the finish button the renewal has not been submitted. 
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Once you have completed the renewal application the below screen will be displayed. 
You can click “Print Receipt” to print the completed renewal application. You will also receive an email 
receipt. 

 
 
 
 
 
 

*****You have completed your CLA renewal application process. ***** 
 
 
 

How to upload a Document: 
• To upload a document – click the “Choose File” button. This will allow you to browse your computer 

files.  

• **Please be aware of the type of document you are uploading as the system will only accept those 
listed above the “Upload Document” button** 

• Once you have selected your document you will then  

• click the “Upload Document” button. You MUST click the Upload Document button for the document 
to be uploaded into eLicense. 

• You will be able to see that your document has uploaded. Above the upload box, you will see the file: 
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How to Continue a Renewal after Close and Save 
Note: If at any time while completing the application you need to stop - just click the red “Close and Save” 
button on the bottom right of the screen. When you log back you will click the Continue button. 
 

At any time during this process, you can Close and Save the renewal. Please keep in mind that if you do not return 
to the renewal in more than 15 days the eLicense system will delete the renewal and you will be required to start 
again. 

 
 
You will be brought back to the welcome page. Click the “Next” button until you come to the page where you 
left off. 
 


