
 

DBHDS Office of Licensing | pg. 1 
 

CONNECT Provider Portal - How Do I Job Aid 

How Do I Submit a Corrective Action Plan (CAP) in CONNECT? 

 

When a licensing report is issued by the Office of Licensing following an inspection or an 

investigation, the provider’s Main Authorized Contact (MAC) will receive an email notification. 

This email will include an attached letter that contains important information for how to complete 

the Corrective Action Plan (CAP).  To respond to a licensing report, the provider will need to log 

into the provider portal and choose the Corrective Action Plans options from the Menu. All 

inspections and investigations completed for an organization will display one of the following 

statuses:  

 Status Explanation 

Complete-No 

Violations 

An inspection or investigation that did not result in citations will 
display a “No Violation” CAP and the provider does not need to 
provide a response.  Providers with this status will have a link to 
view the CAP.  

Pending The inspection or investigation is in progress. 

 

Issued An inspection or investigation has resulted in citations requiring 

a Corrective Action Plan and the provider is required to submit a 

response for each regulatory violation.  A CAP will be in this 

status if it is reissued to a provider due to being partially 

accepted or not accepted. 

 

Returned A provider’s Corrective Action Plan has been submitted to the 

department and responses will be reviewed by the licensing 

specialist to determine if the CAP is approved or not approved. 

When in this status, it can no longer be viewed by the provider. 

 

Approved Inspections or investigations that resulted in citations and have 

approved corrective action plans. Providers with this status will 

have a link to view the CAP. 

 

Note: A CAP may be partially accepted or not accepted, which will require an additional 

response from the provider. A provider will be notified if revised corrective actions 

are necessary.  

The following Job Aid provides step-by-step instructions on how to successfully submit a 
Corrective Action Plan to the Office of Licensing. 
 

Section 1:  View the CAP Correspondence Letter  
Section 2:  Request an Extension  
Section 3:  Respond to the CAP  
Section 4:  Respond to a Re-Issued CAP that was Partially Accepted or Not Accepted  
Section 5:  View an approved CAP  

  



 

DBHDS Office of Licensing | pg. 2 
 

Section 1: How Do I view the CAP Correspondence Letter in CONNECT? 

Step 1: The provider’s MAC will receive an email notification when a Licensing Report has been 

issued. This email will include an attached letter that contains important information for how to 

complete a Corrective Action Plan, including the Due Date. The provider will also receive a 

correspondence through the CONNECT Provider Portal.  

Note: The Provider will receive a Response Deadline Email three business days prior to the CAP’s 

Due Date if the Provider has not submitted their CAP. 

Step 2: From the DBHDS Office of Licensing website, click the Log into CONNECT button. 

 

 

 

 

 

 

 

 

 

 

 

Step 3: From the CONNECT Provider Portal Login page, enter the User Account Email Address 

and Password. Click the Login button. 
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Step 4: From the provider landing page, click the Dashboard button to open the Provider 

Dashboard. 

 

 

 

 

 

 

 

 

 

 

 

Step 5: Click the Correspondence Inbox link to view letters received from the Office of Licensing. 
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Step 6: Click the Open link to view the CAP issued letter. 

 

 

 

 

 

 

 

CAP Correspondence Example 

 

Step 7: When finished click Return to Dashboard. 
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Section 2: How Do I Request a CAP Extension? 

 

Step 1: From the Provider Portal Dashboard Menu, click the Corrective Action Plans link. 

 

Step 2: From the Inspections History landing page, you will be able to see completed and pending 

inspections. To request an extension, the CAP must have a status of Issued.  Click the View 

CAP link. 

Note:  You may request only one extension for the issued CAP. The Office of Licensing will review 

your request. If your request for extension is approved, a new CAP due date will be updated. 

Extensions to the 15 business day timeline for submitting a CAP may be granted to a provider 

only if requested by the provider PRIOR to the due date, and only for one additional period of up 

to 10 business days. The new due date for the CAP will be up to 10 business days from the date 

the CAP was due, and not up to 10 business days from the date the extension was requested. 
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Step 3: Click the Request Extension link. 
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Step 4: Complete the Reason for Extension response field. 

 

Note: The provider has the ability to expand the Reason for Extension field to display the 

contents in the field by clicking and dragging the lower right corner. 
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Step 5: Once complete, click the Submit Request button. 

 

 

Step 6: Click the Save and Close button.  
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Section 3: How Do I Respond to a Corrective Action Plan (CAP)? 

 

Step 1: To view Corrective Action Plans (CAP) click the Corrective Action Plans link in the 

menu. 

 

 

Step 2: All inspections completed for your organization will display on this screen with one of the 

following statuses: 

Status Explanation 

Complete-No 

Violations 

An inspection or investigation that did not result in citations will 
display a “No Violation” CAP and the provider does not need to 
provide a response.  Providers with this status will have a link to 
view the CAP.  

Pending The inspection or investigation is in progress. 

 

Issued An inspection or investigation has resulted in citations requiring 

a Corrective Action Plan and the provider is required to submit a 

response for each regulatory violation.  A CAP will be in this 

status if it is reissued to a provider due to being partially 

accepted or not accepted. 

 

Returned A provider’s Corrective Action Plan has been submitted to the 

department and responses will be reviewed by the licensing 

specialist to determine if the CAP is approved or not approved. 

When in this status, it can no longer be viewed by the provider. 
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Approved Inspections or investigations that resulted in citations and have 

approved corrective action plans. Providers with this status will 

have a link to view the CAP. 

 

 

Note: Only inspections that are in the status of “Issued” or those with a status of “Complete-No 

Violations” or “Approved” will have the link to View CAP. 

Step 3: An inspection with an “Issued” status requires a response.  Click the View CAP link to 

begin the response process. 

 

Step 4: The CAP page will open with key information about the CAP including the date of the 

inspection, standards cited with the description of non-compliance and the CAP due date. Click 

the View ID HIPAA Form and View Medication HIPAA Form links to obtain additional 

information related to the inspection. 
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Note: The HIPAA forms are important to reference when reviewing the description of non-

compliance and entering the actions to be taken. Please use the identifiers for staff, individuals, 

and medications from the HIPAA forms when responding to the citations. If any HIPAA information 

is included in any actions to be taken, the CAP will not be accepted, and you will be required to 

edit and remove the HIPAA data. 

 

Step 5: Click the Enter Response link next to the citation. 
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Step 6: On the response screen you must include the Final Planned Completion Date for your 

actions.  

 

Note: If the actions include multiple completion dates, provide the completion date for each step 

within the Actions to be Taken response field for each standard cited. A final completion date 

for all actions relevant to the citation will need to be entered in the Final Planned Completion 

Date field.  

Step 7: Enter the response in the Actions to be Taken field.  
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Step 8: Click the Upload Documents button to upload any supporting documents with your 

response (if applicable). 

 

 

Step 9: Enter the description of the document in the Document Description field. 
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Step 10: Click the Choose File button to select the document from your computer to upload. 
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Step 11: Click the Save Changes button when finished uploading documents.  

 

Note: Multiple documents may be uploaded by repeating these steps. 

Step 12: Once the Actions to be Taken section is complete, click the Save Response button. 

 

Note: Continue this process for each standard cited. The Provider will not be able to submit 

the CAP until all citations associated with the licensing report have a response entered in 

the Actions to be Taken section. Responses will be saved, and the CAP can continue to be 

edited as needed until the CAP is complete and submitted. 



 

DBHDS Office of Licensing | pg. 16 
 

Step 13: To submit the completed CAP to the Office of Licensing, click the Submit CAP button. 

Note: You will not be able to see the Submit CAP button until all citations have a response 

entered. You will not be able to edit responses once you submit the CAP.  If there is a need to 

stop entering responses and return to the document later, the provider will need to click the Save 

and Close button. 

 

Step 14: The CAP will now show a Status of Returned and cannot be viewed again until the 

Office of Licensing completes their review of the provider’s responses and re-issues to the 

provider. The Office of Licensing will review to determine if CAP responses are Accepted, Partially 

Accepted or Not Accepted. If a CAP is Partially Accepted or Not Accepted, it will be re-issued to 

the provider. 

  



 

DBHDS Office of Licensing | pg. 17 
 

Section 4: How Do I Respond to a Re-Issued CAP that was Partially Accepted or Not 

Accepted? 

CAP responses are reviewed by the licensing specialist to determine if the CAP is Approved, 

Partially Accepted or Not Accepted. If one or more responses are Partially Accepted or Not 

Accepted, the CAP will be re-issued, and the CAP response process begins again. The Provider 

will be notified through email that the CAP has been issued requiring revisions as indicated by 

the Office of License.  

Step 1: To respond to the Corrective Action Plan (CAP) click the Corrective Action Plans link in 

the menu. 

 

 

Step 2:  From the Inspections History landing page, you will see completed and pending 

inspections.  Click the View CAP link for those with a status of Issued. 
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Step 3: The provider will need to submit additional information to the Office of Licensing for CAPs 

that were Partially Accepted or Not Accepted. Click the Enter Response link to enter the required 

response. 

 

 

 

Step 4: Repeat the steps in Section 3,” How Do I Respond to a Corrective Action Plan 

(CAP)?”, starting at Step 3 to respond to the re-issued CAP. 
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Section 5: How Do I View an Approved CAP? 

 

Step 1: From the Provider Portal Dashboard, click the Corrective Action Plans link in the menu. 

 

Step 2: Click the View CAP link to view the approved CAP. 
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Step 3: The approved CAP will have an updated status of “Accepted” for each citation. 

 

Step 4:  Click the Save and Close button once you have finished reviewing the Approved CAP. 

This completes the How Do I Respond to My Corrective Action Plan (CAP) in CONNECT? job 

aid. 


