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How Log in and Complete an CLA Licensing Initial Application Online 
 

You must contact DDS Licensing Unit prior to completing this application at DDS.QSI@ct.gov.  
• We recommend use of a desktop or laptop computer to renew; webpages may not display 

properly on a tablet or mobile device. 
• At any point while completing the initial application you may click on the Close and Save 

button on the bottom right of the page to save but you MUST return to complete the 
application within 15 days or the eLicense system will delete it.  

https://www.elicense.ct.gov/login.aspx (This link will take you directly to the log in page) 
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How to Log In: 
1. An email will be received that will look like below. 
2. To obtain and password you will need to click on the Password Recovery link 

 
3. Enter your Online UserID into the box. 
4. Then click Next. 

 
You will see the below screen: 
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5. You will receive an email that will look similar to below. If you do not see it in your inbox, please check any 
spam/junk mailboxes. This email box uses dark mode – the background will be white. 

 
 
 

6. Once you open the email, Click on the Click Here link. 

 
 

7. Enter your password twice. Once in the first box following the password requirements then again in the 
second box.  

8. Once the page displays the green “Password meets complexity requirements” then Click the Finish button. 

 
 

The below page will display. Click on the Return to Main Page to log in with your username and password. 

 
***You have successfully obtained a Password*** 
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How to Resolve First Time Log in Issues 
(You will only be required to complete these instructions once for each license.) 

1. You must verify the email address by clicking on the Generate E-mail button. This will send an email to the 
account associated. 

 
 

2. You will receive an email that will look like this in your email box. 

  
When you open the email, click on the “Click here” link to continue to the online renewal page. If you do 
not see an email similar to the above, please check any junk mailbox folders. 
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3. You will be taken back to your account.  
4. If your account still shows an issue, Click the Change Password link. 

 
 

5. Enter your current password in the first box.  
6. Enter your new password in the second box.  

Note: A popup will display to Password Requirements. 
7. Enter your new password again in the third box. 
8. Click the Save button. 

 
 You will see this screen: 

 
 

 
***You have successfully resolved all account issues*** 
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How to complete the Initial Application 
1. Once you have handled the log in process. Click on the Dashboard Link  

 
 

2. In your Dashboard, Click on the Initial Application tile. 

 
 

3. In the screen, scroll down to Developmental Services. Click on Developmental Services to 
expand. 
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4. Click the Start button under Community Living Arrangement 

 
 
 
 

5. You will be taken to the Welcome to Community Living Arrangement (CLA) Licensing Initial Application 
screen. In the bottom left of the screen - Click the Next button. 
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6. Enter or verify all emails and phone numbers. Then Click the Next button. 
Fields marked with an asterisk * are required. 
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7. Verify or make changes to the CLA’s addresses. Then Click the Next button. 

 
 

8. Enter or Verify Corporate Name and Address. Then Click the Next button. 

 
 



Page 10 of 20 
 

Continued Next Page 

9. Enter or Verify Management Information if applicable then click the Next button. 

 
 

 
10. Select if there is 
Unionized staff or non-
unionized staff. 
11. Select if the home is 
DDS owned Yes or No. 
12. Select if the home 
has 24hr Nursing or no 
nursing. 
13. Select if the home is 
an ICF home of Not ICF. 
14. Select the 3rd shirt 
staffing level/type. 
15. Click the next 
button. 
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16. Water supply – Select the home’s water supply type from the drop-down menu then click. Then 
the Next button. 

 
If Public Well or Public Water Selected, you will go to the next question. 

 
If Private Well Selected, follow the instructions below. 

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

NOTE: You MUST click to upload button, or the document will not be saved to eLicense 
Repeat a & b until all documents have been uploaded. 

c. Click the Next button. 
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17. Click the radio button next to “Yes” or “No” if the home has a Septic System. Then Click the Next button. 

 
If No, you will go to the next question. 

 
If Yes, follow the instructions below. 

1. Enter the Date of the Septic Servicing. 
2. Click the Choose File button to navigate to the file saved on your computer. 
3. Click the Upload Document button  

NOTE: You MUST click to upload button, or the document will not be saved to eLicense 
Repeat a & b until all documents have been uploaded. 

4. Click the Next button. 
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18.  Click the radio button next to “Yes” or “No”, if the home has had structural changes requiring a Certificate 
of Occupancy. 

 

If No, you will go to the next question. 
 

If Yes, follow the instructions below. 
a. Click the Choose File button to navigate to the file saved on your computer. 
b. Click the Upload Document button  

NOTE: You MUST click to upload button, or the document will not be saved to eLicense 
Repeat a & b until all documents have been uploaded. 

c. Click the Next button. 
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19. Click the radio button next to “Yes” or “No”, if there are more than 3 individuals living in the home or there 
are more than 2 living units. Then click the Next button. 

 

If No, you will go to the next question. 
 

If Yes, follow the instructions below. 
a. Click the Choose File button to navigate to the file saved on your computer. 
b. Click the Upload Document button  

NOTE: You MUST click to upload button, or the document will not be saved to eLicense 
Repeat a & b until all documents have been uploaded. 

c. Click the Next button. 
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20. Board of Directors - follow the provided Document upload instructions to upload the Board of Directors 
document. Then Click the Next button.
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21. Click on the radio button next to “Yes” or “No”, if the home has had a Financial Audit not submitted to 
DDS. Then Click the Next button. 

 

If No, you will go to the next question. 
 

If Yes, follow the instructions below. 
a. Click the Choose File button to navigate to the file saved on your computer. 
b. Click the Upload Document button  

NOTE: You MUST click to upload button, or the document will not be saved to eLicense 
Repeat a & b until all documents have been uploaded. 

c. Click the Next button. 
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22. In the Next Screen you will need to upload documents for Insurance and Staffing schedule using the 2 
document tools. 

a. Insurance document upload 
b. Staffing Schedule document upload 
c. Once the required documents have been uploaded, Click the Next button. 
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23. Click the radio button next to “Yes” or “No”, to attest that accuracy of the information provided in 
the application. 

24. Enter the full name of the person completing the application. 
25. Click the Next button. 

 

26. Scroll down to review you completed application. If the information is complete and accurate then 
Click the Finish button. 
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Once you click the finish button you will see the below screen. 
You can click the Print Receipt button to print this. You will also receive an email receipt. 
You may now Logout. 

 

 

****You have completed the CLA Initial Application****  

 

 

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

computer files.  
b. Once you have selected your document you MUST then click the “Upload Document” button 

 
Note: Repeat the above steps for each needed document.  
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How to Return to Application 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 .  
***It is important to note that the incomplete application will be stored in for only 15days in eLicense. If 
you do not go back and complete the application prior to the 15days go by, it will be deleted. Requiring 
you to start the application from the beginning. 
 
Log into eLicense. In you Dashboard, Click on Initial Application tile in Activities. 
You will be taken back to the list of applications. At the top of the list, you will see the below, then click 
on Developmental Services [In Progress] to expand menu. 

 
Then click the Continue button. 

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

 


