How to upload a Document into eLicense- for Providers

Steps 1 & 2

CONNECTICUT DEPARTMENT OF DEVELOPMENTAL SERVICES
Quality and Systems Improvement Division

Upload copy of final POC
Dear DEER RUN TRAIL

Logon to the following eLicensg provided information, then go to Online Services, then Upload Requested Document and follow the instructions

https://iwww.elicense.ct.gov
User ID: 1779342 2. Use the Username and password
1 received in the eLicense notification
Password.
Step 3
Login Register

Cfg[]u | STATE OF CONNECTICUT

& Access Your Account

Account

User ID

1779342 3. Enter username

here

Password

4. Enter password
here

5. Click Log In button

Don't have an account? Register
Forgot Password? Forgot User ID?

Continued Next page.



Step6 &7

DEER RUNTRAIL  Logout

ﬂﬁgnu | STATE OF CONNECTICUT 6. Click here to access
ONLINE SERVICES ~

Document upload

Activities Continuing Education License Lookup & Download
Initial Application Class Search Lookup a License

License Stalus Generate Roster(s)

File a Complaint Public Reporis

Account Document Upload
Account Details [ Upload Requested Document

7. Click the Upload Requested
Document link

B . e T e T e .

More Online Services

Activities Continuing Education License Lookup & Download
Initial Application Class Search Lookup a License

License Status Generate Roster(s)

File a Complaint Public Reports

Account Document Upload Or Scroll down the page to access
Upload Requested Document Document Upload then Click Upload
Requested Document

Account Details

Step 8

EE[]I]U | sTATE OF coNNECTICUT

Document Upload

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

[tem

License

8. Click Start to being the

Start document upload DSLA.0C =

Continued Next page.



Document Upload Inspection
Document

Upload
Inspection

Fields marked with an asterisk * are required.

Use the following upload tool to attach a copy of your final Plan of Correction (POC).
This POC will be reviewed by DD$S staff and you will be notified of acceptance or revisions request as necessary.

Step 10

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

[ - 10. Click the Choose File button
| Choose File [ to start navigating to documents
File types accepted: bmp¥i m, |peg, |pg, mht, mov, msg, pdf, png, rtf, tif, tiff, txt, vsd, xlIs, xlsx, xml, zip

I Upload Document ]

Continued Next page.



Steps 11-13

Edit Anytime Document Upload - Insnartinn
» Open
Please upload the required document s v 1 B « elice.. » elicense training-t..

Upload Document(s
i (=) Organize ~ New folder = -

No document(s) uploaded for this q " This PC Name < Date modified

Select a document to upload # 3D Objects

B DSIP - docs

5 Desktop W AnyHome POC (McCarvillL y
11. Nagavate to the location you i W& AnvH POC 12. Select the file(s) you would
saved your documents. B Documents 2| S like to upload to eLicense

W BSP 1

WH BSP 2

WR Capadity to Respond Policy
WE Cert of Health (McCarvillL v1)
\ﬁ Cert of Health

e Windows (C) &8 CIP Policy

Downloads

Music
B= Pictures

& Videos

= McCarvilll (H:) wh College Degree
= CO Group Drive( %k COOP Policy

= NNS-Cammann(l

File name: | AnyHome POC v | |All files

13. Click the Open button Open

Step 14

Edit Anytime Document Upload - Inspection

Please upload the required document related to your inspection.

Upload Document(s) Note:

Repeat steps 10 through 13 until all
documents have been uploaded

No document(s) uploaded for this question.

Select a document to upload:

I Choose File ]AnyHome POC.docx
File types accepted: bmp,

mov, msg, pdf, png, rtf, tif, tiff, txt, vsd, xls, xIsx, xml, zip

[ Upload Document 14. Click the Upload Document
button to upload Document

Continued Next page.



Step 15

Edit Anytime Document Upload - Inspection

Please upload the required document related to your inspection.

Upload Document(s)

You will see document(s) that

[ AnyHome POC.docx el

Select a document to uploat

I Choose File | No file chosen

File types accepted: bmp, doc, docx, fsd, htm, jpeg, jpg, mht, mov, msg, pdf, png, rtf, tif, tiff, txt, vsd, xIs, xlsx, xml, zip

I Upload Document l
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Step 16

Fs
Document Upload Inspection
Document

Upload

Inspection Fields marked with an asterisk * are required.

Use the following upload tool to attach a copy of your final Plan of Correction (POC).
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.

Action Case Number Description Upload Document(s)

* All uploaded documents will be
578 X2023-217 3 Request POC Upload AnyHome POC.docx listed in the Upload Document(s).

Note:

You NOT done yet.

Previous Next 16. Click the Next button

Continued Next page.



Step 17

DSLA.002708

A_

Document Upload Inspection

Use the following upload tool to attach a copy of your final Plan of Correction (POC).

Review 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 Upload Document(s)

X2023-217 3 Reguest POC Upload
AnyHome POC.docx

Previous Finish

Step 18

Cﬁ]UU | STATE OF CONNECTICUT
HOME

Document Upload

Process Completed Sucessfully.

Note:
Even though there is still an Item that says start, you
have completed this upload.

Please select which license you wish to work on from the following list. The below Item will remain open until QS| completes

their review of your POC and other documentation and
Item does not require any other documents to be uploaded.
If QS| Inspector needs further documents you will
begin these instructions again.

License

Start DSLA.002708

***pOC document upload completed***



