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How do I Submit a Renewal in the CONNECT Provider Portal? 

The following job aid provides step-by-step instructions for submitting a renewal in the 

CONNECT Provider Portal. CONNECT will open a renewal window 90 days prior to the service 

license expiring. A notification is sent to the Main Authorized Contact (“MAC”) to log into the 

portal and view the renewal correspondence which identifies the license(s) ready for renewal.  

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 License Renewal from the 
menu. The menu selection moves to the active licenses on the dashboard. 
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Step 5: CONNECT displays Active Licenses that are eligible for renewal. The Renew button will 

appear next to each license eligible for renewal, including the organizational license. Select the 

Renew button.  

Note: You must have all access or renewal provider portal access to see the Renew button. 

 

 

Step 6: Select the checkbox next to each service to be renewed. Click the Next button.  

 

  



 CONNECT Provider Portal - How do I Job Aid 

 

   
DBHDS Office of Licensing 2022 

Step 7: Submit proof that your ageny’s State Corporation Commission certificate (SCC) is in 

good standing.  

Note: The State Corporation Commission (SCC) certificate authorizes organizations to conduct 
business in the Commonwealth of Virginia. Please make sure a current copy of the SCC 
certificate is saved electronically. 

Step 7.a: Click the Add/Edit Proof of SCC button. 

 

Step 7.b: Click the Upload Document link to upload the SCC document. 
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Step 7.c: Select the Choose File button and locate the copy of the SCC document. 

 

Step 7.d: Once the file is uploaded and viewable as an attachment, select the Save 

Changes button. 
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Children’s Residential Facility providers ONLY: Please complete Step 8. 

Step 8: Children’s Residential Facility providers will have to pay a renewal fee in order to 

process the renewal.  

Please complete the invoice payment steps by selecting the Pay Renewal Fees link. You will 

need to have a credit card/debit card available to complete the payment.  
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Step 9: The final step is for the applicant to enter their signature, title and date then select the 

Submit Renewal button.  

 

Step 10: Once the renewal(s) have been submitted, go to the Provider Portal Dashboard to 

view the license status and confirm that the renewal was successfully submitted. If there are any 

additional requirements, the licensing specialist will reach out through the CONNECT Provider 

Portal Message Center.  

 

This completes the How do I Submit a Renewal in the CONNECT Provider Portal Job Aid. 


