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RE: Interim Revenue Retention Process 
 
Recently, the DDS Revenue Retention System experienced technical difficulties resulting in 
data loss. While the issue is being resolved, all revenue retention requests and amendments 
will be submitted through an interim process outside the DDS Gateway.  
 
What data was affected? 
An error caused some revenue retention requests to be lost. Most lost requests appear to 
have been newly entered requests that were deleted. However, some older requests appear 
to have been affected as well.  
 
What steps should providers take to confirm that their data is accurate? 
All providers who have submitted revenue retention requests should immediately run the 
report of their previously submitted revenue retention requests on the DDS Gateway. Please 
note that the report titled “8. DDS Save Revenue Retention” is not currently available on the 
gateway, and providers will need to download the excel file for each fiscal year. Instructions 
for running the excel file report of submitted requests “9. Provider Revenue Retention Data” 
can be found at the end of this memo. Please review immediately to ensure that all of your 
submitted requests still appear on the DDS Gateway. If you have difficulty, please reach out 
to sarah.ullom-minnich@ct.gov.  
 
How can providers submit new requests, or modify old requests? 
All submissions and modifications to revenue retention requests will now take place in this 
form. Once reviewed, requests will be uploaded to the DDS Gateway. You will be able to view 
decisions in the Gateway using the excel report as soon as they are posted. You will have 
the option when you complete the form to print your response to keep as a copy of your 
submitted request.  
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Link to interim revenue retention form: https://forms.cloud.microsoft/g/ySg0hyHM4n 
 
 
How will providers see approvals and denials? 
Approvals and denials for requests in FY27 forward will still be uploaded to the gateway as 
usual. Providers should continue to check the gateway excel report to confirm their revenue 
retention request status. For FY26 use, decisions will also be uploaded to the gateway. To 
facilitate timely review, some communications may also be sent via email using a contact 
email indicated by the provider during the interim submission process.  
 
What does this mean for FY26 use requests and the August 31 deadline? 
DDS recognizes that some providers may have lost requests that were submitted timely for 
use in FY26. Amendments to denied requests, and re-entry of deleted requests, will be 
permitted through EOD Wednesday, September 9. After September 9, only requests for 
expenditure in FY27 forward will be accepted through the form.  
 
Instructions for accessing your revenue retention requests 
 
Log into DDS Gateway and select “Provider Reporting” under IP6 Payments: 
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Select “Reports” from the top menu: 

 
 
Select “9. Provider Revenue Retention Data” 

  
 
To view Provider Revenue Retention Data, type “2025” in the fiscal year box and click on 
“View Report” 
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An Excel file will open with your agency’s Revenue Retention Data, with one of 3 approval 
statuses – Approved, Denied or Pending. (Rows without an Approved or Denied indication 
are in Pending status).   
 
 

 
 
 
 
If you submit a request with an error and need to edit it, return to the 8. DDS Save Revenue 
Retention page and follow the steps below: 
 

 
 
If you need a request to be deleted entirely, please email sarah.ullom-minnich@ct.gov 
 
 

mailto:sarah.ullom-minnich@ct.gov

