How to upload a POC to eLicense

1. You will receive an email to upload your POC to elicense:

a. If you do not remember your password. Click on this link to recover your password.

2. Using the link provided in the email navigate to the elicense log in page.

CONNECTICUT DEPARTMENT OF DEVELOPMENTAL SERVICES
Quality and Systems Improvement Division

Upload copy of final POC
Dear HARRISON ROAD

As a result of your last inspection, a of cil

ciencies has been sent to you for a Plan of Corrections (POC) response. This notification provides you with the logon information necessary to upload your revised POC document.

**Reminder: Please have all required g documents ready to upload with your revised POC document**

Logon to the following eLicense, ovided information, then go to Online Services, then Upload Requested Document and follow the instructions
https://www.elicense.ct.gov

User ID: 1779677 l -
Enter Password: If you Forgot Password select linki Password Recovery

Sincerely,

3. Click on the Sign In link or the Sign In tile.

_ ‘ Sign In & RegiSter
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Sign In
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4. Enter the provided username and password. Click Log In button.

Dashboard > Login

& Access Your Account

Account | il B e

pser ID

Password

Don't have an account? Register
Forgot Password? Forgot User ID?
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**Note: First Time users - you MUST resolve all the issues for your account. (verify your
email address and change your password). If you do not correct these issues, you cannot
access the link to upload your POC. **

5. Scroll down to Document Upload section then Click on the Upload Requested Documents tile.

Activities
Initial Application License Review Status File a Complaint/Claim

Account Information and Updates
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Document Upload

Upload Requested
Document

6. Click Start to go to the upload page. Please be sure the credential is correct.

Dashboard > Document Upload

Please select which license you wish to work on from the following list.

Iltem
Make sure you are
working with the
License correct credential.
DSLA.002850

License This is the DDS
DSES.002850 Escore credential. If
you home doesn't
require an Escore
you will not see this
credential
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***1f you click on the wrong credential click the close and save button, then you MUST click
the delete button BEFORE clicking the Start button for the correct credential ***

Please select which license you wish to work on from the following list.

Item [In Progress] If you click on the wrong
credential, you MUST click the
Delete button before clicking the

start button for the correct
Board License credential.
Quality and Sygtems Improvement Division DSES.002850

If you click the start button for
the wrong credential, Click the

Delete button.

7. Check the Case Number to ensure you are uploading for the correct Inspection. In this
example the Case Number is X2026-318 — The number after the “X” is the year of the
inspections.

Check the Year of the inspection to ensure you upload to the correct inspection.

8. Click on the Edit button.

Use the following upload tool to attach a copy of your final Plan of Correction (POC) and a copy of your verification documents. Verification documents must be a separate file from the POC.

IF THERE ARE 2 UPLOAD TOOLS SHOWN:
To ensure that you upload your POC and any additional documents in the correct Inspection Upload tool, please make note that the inspection year is included in the Inspection

Number immediately after the letter X. (ex. X2020.356 means this was an inspection completed in 2020).

This POC will be reviewed by DDS staff and you will be notified of acceptance or revisions request as necessary.

1. Please upload the required document related to your inspection.

Case Number Description
X2026-318 7. 3 Request POC Upload

Upload Document(s)

(ol o
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9. Click the Choose file button and navigate to the document saved on your computer.

10. Click the “Upload Document” button.
NOTE: repeat steps 9 and 10 until all required documents are uploaded.

11. Once all documents have been uploaded, Click the OK button.

Edit Anytime Document Upload - Inspection

Please upload the required document related to your inspection.

Upload Document(s)

No document(s) uploaded for this question.

Select a document to upload:

Choose File | No file chosen |
ile types accepted: bmp, doc, docx, eml, fsd, htm, img, jpeg, jpg, mht, mov, msg, pdf, png, rtf, tif, tiff, txt, vsd, wav, xls, xlsx, xml,

zip
NQOTE: the document is not uploaded
LleE (0EE 200 10. unless you click the Upload document
button.
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12. The uploaded document (s) will be listed in the Upload Document(s) column.
If you see a document name in the Upload Document(s) you have uploaded correctly.

13. Click the Next button to go to the Review page.

This POC will be reviewed by DDS staff and you will be notified of acceptance or revisions request as necessary.

1. Please upload the required document related to your inspection.

Case Number Description
X2026-22 3 Request POC Upload

Upload Document(s)
, AnyHome POC.docx, Fire Marshal

Certificate.docx

If you forgot documents
or uploaded the incorrect

ones click edit to add or
delete documents

Previous Next “
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14. Click Finish on the Review page.
1. Please upload the required document related to your inspection.

Case Number Description
X2026-22 3 Request POC Upload

Upload Document(s)
, AnyHome POC.docx, Fire Marshal
Certificate.docx

Previous Finish

**If you do not click the finish button the document has NOT been
uploaded/Posted to eLicense**

You will see the below notification after clicking the finish button.

y 3

Click Logout

=) Logout

Dashboard > Document Upload mePOC up!
S5

snows 9
wes succ®

Process Completed Sucessfully.

Please select which license you wish to work on from the following list.

Item ~

License
You may now log out

***You have successfully uploaded your POC and any other required documents to eLicense***
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