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How do I Manage Authorized Contacts and Password Resets 

in the CONNECT Provider Portal? 

The following guide will help providers understand the function of the MAC and provide step-by-

step instructions for the MAC in order to Manage Authorized Contacts and Reset Passwords in 

the CONNECT Provider Portal. 

Each provider in the CONNECT Provider Portal is assigned one Main Authorized Contact 

(*MAC*). The MAC has a designated role as outlined below: 

1. Receives email notification(s) from the Office of Licensing when a correspondence is posted 

for review in the portal.  

2. Attests that they will monitor CONNECT Portal users; add new users, update user contact 

information and remove/inactivate users as appropriate. 

3. Determine and edit portal access. 

4. Reset passwords when authorized users cannot reset their own password. 

Note: For existing providers, the name of the Main Authorized Contact (MAC) for each provider 

was confirmed during the implementation of the system. Since that time, the MAC may have left 

the organization or changed roles. In order to reassign the role of the MAC, it is necessary for 

the provider to submit to the Office of Licensing, an Information Modification, identifying the 

transfer of MAC responsibilities from previous MAC to the new MAC. Please provide both 

names in the Information Modification and allow time for the Office of Licensing to process your 

application before removing the current MAC assigned. 

The MAC’s role is to support their provider organization CONNECT Users.  The Office of 

Licensing recommendeds the MAC designates a backup CONNECT User with All Access to the 

CONNECT Provider Portal. Any CONNECT User with All Access to the portal can perform the 

functions described below from the Manage Authorized Contacts menu. 

The following job aid provides step-by-step instructions for each function the MAC can perform 

in the CONNECT Provider Portal, to Manage Authorized Contacts and Reset Passwords: 

A. Add New Contact  

B. Edit Contact Information 

C. Edit Access Levels and Reset Passwords 

D. Remove Contacts 
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Step 1: From the DBHDS Office of Licensing website, click the Log into CONNECT button. 

 

 

Step 2: From the CONNECT Provider Portal Login page, enter the User Account Email 

Address and Password. 
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Step 3: From the provider landing page, click the Dashboard button to open the Provider 

Dashboard.  

 

Step 4: From the Provider Portal Dashboard, the provider will select Manage Authorized 
Contact from the menu.  

 

 

 

 

 

 

 



 CONNECT Provider Portal - How do I Job Aid 

 

   
DBHDS Office of Licensing 2022 

 

The Manage Authorized Contact Displays. From this menu, the MAC and any user with 

ALL ACCESS, can perform the following functions: 

A. Add New Contact 

B. Edit Contact Information 

C. Edit Access and Reset Password 

D. Remove Contact 

Note: Contacts identified as owners of the provider organization cannot be deleted from the 

CONNECT Provider Portal without a change of ownership application. 

 

A. Add New Contact:  

Step 1: From the Manage Authorized Contacts menu, select the Add New Contact 

button. 
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Step 2: Enter the contact’s primary information. Note each user account must have a 

unique email address. 

 

Step 3: Click the Save button. 

Step 4: The User is now added. The next step is to go to step C. Edit Access to give the 

user access to the provider portal based on role. 

 

B. Edit Contact Information: 

Step 1: Click the Edit Contact Information Button from the Manage Contacts Menu. 

 



 CONNECT Provider Portal - How do I Job Aid 

 

   
DBHDS Office of Licensing 2022 

Step 2: The Contact Information page displays, requiring the MAC to enter all required 

fields that include any updates to the user account.  

 

 

Step 3: Click the Save botton to save the changes. 

 

C. Edit Access and Reset Passwords 

Step 1: Click the Edit Access Button for the user requiring update. 
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Step 2: Select the checkbox for All Access or indicate the specific Access Level by clicking 

one or multiple checkboxes.  

 

Note: From this menu,  a Temporary Password can be sent for users who need password 

reset help. 

Step 3: Click the Save button. 
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D. Remove Contacts 
 

Please remove contacts who are no longer employed by the organization within 24 hours of 
the last hour worked. 
 
Step 1: Click the Edit Contact Information Button for the user requiring the update.  
 
 

 
 

This completes the How do I Manage Authorized Contacts and Password Resets in the 

CONNECT Provider Portal Job Aid. 

 

 


