=== | CONNECT Provider Portal - How Do | Job Aid
How Do | Reset My Password in CONNECT When It Is Expiring or Has Expired?

The following guide will help CONNECT authorized users understand how to recognize when
their password is expiring and provides step-by-step instructions to reset their password. This
guide will also help authorized users to reset their password after the password has expired and
will help the authorized user understand the function of the Change Login Information link within
the CONNECT Provider Portal.

When the authorized user’s password is expiring, the authorized user can reset their password
prior to expiration within the CONNECT Provider Portal using the Change Login Information menu
link. When the authorized user’s password has expired, the authorized user will receive an
expiration notification on the screen when attempting to access CONNECT.

The following Job Aid provides step-by-step instructions to authorized users on how to reset a
password in CONNECT when it is expiring or has expired as follows:

1. How Do | Know the Password Is Expiring?

2. How Do | Reset the Password Prior to Expiration?
3. How Do | Reset the Password After the Password Has Expired?

Section 1: How Do | Know a Password Is Expiring?

Step 1: From the DBHDS Office of Licensing website, click the Log into CONNECT button.
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Step 2: From the CONNECT Provider Portal Login page, enter the User Account Email Address
and Password. Click the Login button.

An Agency of the Commonwealth of Virginia
 Virginia Department of
L Benavioral Health &
Devlopmert Survices

Virginia D¢ of i Health and D Services
CONNECT Provider Portal Login

Welcome to the Virginia Department of Behavioral Health and Developmental Services CONNEGT Provider Portal system

The Provider Portal Dashboard provides access to applicant and licensed provider information online and allows direct communication with the Office of Licensing. Only authorized users can complete
licensing tasks online including submitting applications, renewals and modifications, as well as Corrective Action Plan management

If you are already registered and know your login information, please enter your email address and password, then click the “Login” button. You are required to reset your password every 90 days. If you
wish to reset your password, enter your email address and password; select the "Dashboard" option for your provider on the Provider Selection page: and then on the Dashboard select the "Change
Login Information". If your password has expired, click the "Forgot Password?" link below.

If you are a member of a licensed provider organization and do not have login information, please select the "Request Login - Existing Licensed Providers” button. Once approved as an authorized
user for the CONNECT Provider Portal by your organization, you will receive a temporary password.

If you are a new applicant and you would like to begin the initial application or change of ownership application process, click the "Register - Initial Applicants" button. Please Note: You will need to go
through a security check before you are given access to the Provider Portal Dashboard. This may take 1-2 business days once the request has been processed

View Application Wait List
Email Address

. Forgot Email Address?

Password

Eorgot Password?

Request Login - Existing Licensed Providers

“Indicates a required field

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

An Agency of the Commonwealth of Virginia

Virginia Department of
k Behavioral Health &

Develprientsl Servces
Provider Selection

In order to complete an nitial provider application, ranew a licanse, submit a modifcation, manage contacts, print ficanses, or access the communication center please select the Providzr Portal Dashboard you would like to
aceass. Ifthe Provider Portal Dashboard is showing Access Pending, your aceass is panding approval. You will be able to select the dashboard once the requast for accass has been approved

IMPORTANT: If you are applying for a change in ownership, you must submit the application under the new provider organization record that the licanse(s) will be issued to after the change in ownership takes place. If you see
the provider organization with & Panding — Change of Ownership fisted below, click the Dashboard ik for that organization. Othenvise, click the "Change of Qwnership Application” bution below the table

Provider Name Provider Number Status  Select

Acive | Dashboard h

Logout
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Step 4: On the Provider Portal Dashboard landing page there will be an expiration naotification.
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Section 2: How Do | Reset the Password Prior to Expiration?

Step 1: From the DBHDS Office of Licensing website, click the Log into CONNECT button.
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Step 2: From the CONNECT Provider Portal Login page, enter the User Account Email Address
and Password. Click the Login button.

An Agency of the Commonwealth of Virginia
1 Virgin Deparsmentof

ll BermionlHeh &
DeveopmertaSarvces

Virginia Department of Behavioral Health and Developmental Services
CONNECT Provider Portal Login

Welcome to the Virginia Department of Behavioral Health and Developmental Services CONNECT Provider Portal system

The Provider Portal Dashboard provides access to applicant and licensed provider information online and allows direct communication with the Office of Licensing. Only authorized users can complete
licensing tasks online including submitting applications, renewals and modifications, as well as Corrective Action Plan management.

If you are already registered and know your login information, please enter your email address and password, then click the “Login” button. You are required to reset your password every 90 days. If you
wish 10 reset your password, enter your email address and password; select the "Dashboard" option for your provider on the Provider Selection page; and then on the Dashboard select the "Change
Login Information". If your password has expired, click the "Forgot Password?" link below.

If you are a member of a licensed provider organization and do not have login information, please select the "Request Login - Existing Licensed Providers” button. Once approved as an authorized
user for the CONNECT Provider Portal by your organization, you will receive a temporary password.

If you are a new applicant and you would like to begin the initial application or change of ownership application process, click the “Register - Initial Applicants" button. Please Note: You will need to go
through a security check before you are given access to the Provider Portal Dashboard. This may take 1-2 business days once the request has been processed

View Application Wit List
Email Address

I Forgot Email Address?

Password

Forgot Passuiord?

Back
Login

*Indicates a required field

Step 3. From the provider landing page, click the Dashboard button to open the Provider
Dashboard.

AnAgency of the Commonwealth of Virginia

Virginia Department of
l Behwioral Health &

Develprientsl Servces
Provider Selection

In order to complete an nitial provider application, renew a license, submit a modification, manage contacts, print icanses, or access the communicafion center please select the Provider Portal Dashboard you would like to
access. [fthe Provider Portal Dashboard is showing Access Pending, your access is pending approval. You wil be able to select the dashboard once the request for access has been approved.

IMPQRTANT: If you are applying for a change in ownership, you must submit the application under the new provider organization record that the license(s) will be issued fo after the change in ownership takes place. If you see
the provider organization with & Pending - Change of Ownership listed below, click the Dashboard link for that organization. Otherwise, click the "Change of Ownership Application” button below the table.

Provider Name Provider Number Status  Select

Active | Dashboard h

Logout
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Step 4: Click the Change Login Information link to update the login information.

Provider Portal Dashboard

Welcome to the Virginia Department of Behavioral Health and Developmental Services Provider Portal

If your organization will be undergoing a change in ownership, please click here to submit a notification to the Office of Licensing. Note: this is not the change of ownership application, it is an alert to the Office of
Licensing so they know of the upcoming change

Communication Cent

The communication center allows you to cerrespond with the DBHDS Office of Licensing and manage your organization’s contacts and access to this Provider Portal
Correspondence Inbox @@

Messaging @@

Login Request 2@
Menu:

‘You may choose from the various options below to submit applications and modifications. as well as to manage organization contacts and respond to corrective action plans.

If a menu option is greyed out, then you may not have security access to the process, or the process is not available to the Provider Organization at th
menu option for more details.

time — Please hover over the question mark next to each

The Manage Authorized Contacts menu option below allows authorized contacts with “All Access” to submit requests to grant access to the Provider Portal. Once the request is approved, the user can access the
Provider Portal. Please contact the organization’s Main Authorized Contact to make changes to your access level

NOTE: Licenses on a License Status Letter or a Conditional License Type are not eligible for modifications. If an emergency change is required, please send a message to your Licensing Specialist
using the Message Center above.

When navigating between screens on the CONNECT Provider Portal, always use the Back and Next buttons on the screen. Do not use the back button on the browser.

If you need assistance navigating the processes available to you or the organization, please contact the organization’s primary contact before contacting the DBHDS Office of Licensing for assistance.
= WManage Authorized Contacts@

= Initial Provider Application@

> Children’s Residential Provider Application@

= Background Checks@

= Service Modification@

= Location Modification@
= Information Modification @

= Information ification — Children’s R

= License Renewal@

> Corrective Action Plans@

> Print License @

> Return to Provider Selection Page

Step 5: The Provider will be prompted to make updates on the Change Login Information
landing page.

An Agency of the Commonwealth of Virginia
Vigina Departmen of
Behwonl Health &
L_ Dermlopmantal Sarices

Change Login Information

Please enter or update the following information for your login information

Email Address:
Email

Confirm Email

Password:

NOTE: Password must be at least & characters long and contain one special character(ex I @, #5), one upper case letter, one lower case lefter, and one number.
Password

Confirm Password

Security Questions:
Security Question 1

Answer

Security Question 2

Answer

Security Question 3
vE

Answer

*Indicates required field

I=Sii=)
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Step 6: Enter the email address in the Email Address field. Then enter the email address again
to confirm that the email addresses match.

An Agency of the Commonwealth of Virginia

Virginia Deprtment of
k Bebwiion Heath §
Developmental Services

Change Login Information

Please enter or update the following information for your login information

Email Address:

ﬁ Emai

Canfirm Email

Password:
NOTE: Password must be at least & characters long and contain one special character(ex. |, @, #5), one upper case letter, one lower case lefter, and ane number.
Password

Confirm Password

Security Questions:
Security Question 1

Answer

Security Question 2

Answer

Security Quastion 3

Answer

#Indicates required field

BE
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Step 7: Create a new password and enter it in the Password field. Then enter the password
again to confirm that the passwords match.

An Agency of the Commonwealth of Virginia
Virginia Department of
Behwvionl Hesth &
L_ Derelopmertal Senices
Change Login Information

Please enter or update the following informatien fer your login information

Email Address:
Email

name@dbhds virgini.gov |+

Confirm Email

name@dbhds.virgini.gov |+

Password:
ﬁ NOTE: Password must be at least 8 characters long and contain one special character(ex. I, @, #8), one upper case letier, one lower case letter, and one number.
'assvior

Cenfirm Password

Security Questions:
Security Question 1
\ v}

Answer

Security Question 2
v}

Answer

Security Question 3
v}

Answer

*Indicates required field.

E=

Note: If the Provider does not enter the new password according to the criteria noted, the
Provider may receive an error message.

For example, if the Provider enters a previously used password, the following error message will
appear:

Password:
NOTE: Password must be at least 8 characters long and contain one special character(ex. |, @, #5), ane upper case letter, one lower case letter, and one number.

Password
* The password you entered matches one of your last 24 passwords, please enter a new password. _

Confirm Password
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Step 8: Select a Security Question from the dropdown menu. Then enter the answer in the
Answer field. Repeat this step for each Security Question.

An Agency of the Commonwealth of Virginia

o

Change Login Information

Virginia Department of
Benmvionl Heath &
Developmental Services

Please enter or update the following information for your login information

Email Address:

Email

PameE T g

Confirm Email

[name @b vigin gov -

Passwi H

NOTE: Password must be at least 8 characters long and contain one special character(ex. I, @, #5), one upper case letter, one lower case letter, and one number.
Password

Confirm Password
Security Questions:
Security Question 1

<

Answer

Security Question 2
v}

Answer

Security Question 3

<

Answer

“indicates required fiald

O

Step 9: Click the Save button to complete the process. The Provider will be taken to the Provider
Portal Dashboard landing page once complete.

An Agency of the Commonwealth of Virginia

Virginia Department of
Behwvion Heaith &
Dereopmental Sevices

Change Login Information

Please enter or update the following information for your login information

mm
2 3
£8-%

>
=
=
2
&
1

name@dbhds.virgini.gov |+
Confirm Email
name@dbhds.virgini.gov |+

Password:
NOTE: Password must be at least 6 characters long and contain one special character(x. |, @, #5), one upper case letter, one lower case letter, and one numbsr.
Passwaor

Confirm Password

w
&
8
=

=

=
=
@
Z
3
El
*

Security Question 1
[What school did you atiend for sixth grade? v}
Answer

chool

i

Security Question 2
[What was your childhood phone numher (including the area code e.g. xoox-ox-oae)? vl
Answer

00-000-0000

Security Question 3
[Whatis the name of the first company you worked for? v
Answer

BHDS

i

Hindiicates required field

S |

o
a
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Section 3: How Do | Reset the Password After the Password Has Expired?

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

I Offce of Licensing - Virginia Der x| +

D
< > O ps://dbhds.virginia.gov/quality-management/office-of-licensing, A @ a w o=

EMERGENCY ALERTS
PR, e v oves m
[

Office of Licensing

CONNECT Provider Portal Resources and Information

ek b o e ueng the CONNECT Prvidr Bors ot rert 2 e
'CONNECT Help Desk
CONNECT User Resources Initial Applicants

ﬁ Log Into CONNECT

Licensed Provider Search Subscribe to the Email List
Senices  Snuptoge:
s 4

Wiaitlist

Step 2: After entering the User Account Email Address and Password on the CONNECT
Provider Portal Login page, the password will disappear if it has expired.
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The Provider Portal Dashboard provides access to ) applicant and censed provider information onllne and allows direct communication with the Office of Licensing. Only authorized users can complete kicensing tasks
onfine including as well as Corrective Action P

Virginia Departme: i Health and D Services
CONNECT Provlder Ponal Login
Welcome to the Virginia Department of Health and D: CONNECT Provider Portal system

If you are already registered and know your login information, please enter your email address and password, then click the "Login” button. You are required to reset your password every 90 days. If you wish to reset
your password, enter your email address and password. select the "Dashboard™ option for your provider on the Provider Selection page. and then on the Dashboard select the "Change Login Information™. If your
password has expired, click the "Forgot Password?" link below.

If you are a member of a licensed provider organization and do not have login information, please select the "Request Login - Existing Licensed iders” button. Once app: asan ized user for the
CONNECT Provider Portal by your organization, you will receive a temporary password

If you are a new applicant and you would like to begin the initial or change of jon process. click the “Register - Initial Applicants” button. Please Note: You will need to go through a
security check before you are given access to the Provider Portal Dashboard. This m.y take 1-2 business days once the request has been processed

View Application Wait

Email Address
|Stafi@dbhds.virginia gov

Eorgor Eman Agdress?
Password

Eorgol Password?

Your password s expired. Please click “Forgot Password ™ above £ request a new temporary password

Request Login - Existing Licensed Providers

Step 3: A password expiration notification will appear on the screen instructing the Provider to
Click the Forgot Password link.

View AppBcation Wait List

Email Address
[Staﬁ@dbhds virginia.gov ]
Forgot Emal Address™

Password

(—
L]

Forgol Password?

Your password is expeed. Please click "Forgot Password 7 above o reguest a new termporary password.

.

Reguest Login - Existing Licensed Providers

Regsier - Indtzal Applcants

Irﬂ
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Step 4: Click the Forgot Password link.

Virgeia Onparimant of
Betwviorsd Hewth L
L Dembcpmarts Sarvces

Virginia Department of Behavioral Health and Developmental Services
CONNECT Provider Portal Login

Nelcome to the Virginia Department of Behavioral Health and Devel | Services CONNECT Provider Portal system

The Provider Portal Dashboard provides access to applicant and ficensed provider information online and allows direct communication with the Office of Licensing. Only authorized users can complete licensing tasks
online including submitting applications, renewals and modifications, as well as Comrective Action Plan management

If you are already registered and know your login information, please enter your email address and password, then click the "Login” button. You are required to reset your password every 90 days. If you wish to reset
your password. enter your email address and password. select the "Dashboard” option for your provider on the Provider Selection page. and then on the Dashboard select the "Change Login Information®. If your
password has expired, click the "Forgot Password?" link below.

If you are @ member of a licensed provider organization and do not have login information, please select the "Request Login - Existing Licensed Providers” button. Once approved as an authorized user for the
CONNECT Provider Portal by your organization, you will receive a temporary password

If you are a new applicant and you would like to begin the initial ication or change of ion process, click the "Register - Initial Applicants” button. Please Note: You will need to go through a
security check before you are given access to the Provider Portal Dashboard. This may take 1-2 busmess days once the request has been processed

Email Address
Stafi@dbhds.virginia.gov
Forgot Email Address?

Password

Your password Is expired Please chick !wpcl Password™ above 10 request a new temporary password

Request Login - Existing Licensed Providers

Register - Intial Applicants

“indicates 2 required fiskd

Step 5: Enter the User Account Email Address and DBHDS Licensed Provider Number.

Forgot Password?

To reset your password, enter your email and the provider organization number, Upon clicking the * Submit’ button, you will be prompted o enter tha ansmers to security questions previously submitted

mecaTanT i you have not 2t up security questions and nesd 1o reset your password, please cick “Back and return 1o the Login sereen, then sizet Request Login 1o have your request for @ new temporary passwerd
processsd

Email Address «

ﬁ Provider Humbsr -
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Step 6: Click the Submit button.

Forgot Password?

T reset your password, eater your smail and the providsr organization number. Upan cicking the *Submil” button, you will be prompled to emter the answers iy security quastions previoushy submitied
mroranT: i you have nat sed up securty questions and nead 1o resed your passwoed, please diick "Back” and retum ko the: Lagin scraen, then seleet Request Login to have your requast for a new temporary passwnrd

processed

Email Address «
Stafidbhds virginia gov
Provider Kumber -

L

D | g
]

Step 7: Enter the response to the Security Questions and click the Submit button.

An Agancy of the Commenwealth of Virginia

Security Questions

Enbet your respanzs ta the questions balow. Upon dicking the “Submit’ busen, an email wil be sent 1o the email address wa have on fie for your sccount containing a temparary passwond. Llsa this temporary password
telog in to your account

MPORTANT. Ifyou have nat set up security quastions and nead Lo resel your passwand, plase click “Back” and retum 1o the Lagin screen, then select Request Login bo have your request for a new lamparary
password processed
e

Security Question 1:
‘hat wa: 2

Security Question 2:

What is your nl\:‘e-stsibinﬁ's riddle name?
FEWETS

Security Question 3:
What iz your favorite movia®
Knswer:

oo
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*IMPORTANT: If you have not set up security questions and need to reset your password, please
click “Back” and return to the Login screen, then select Request Login to have your request for a
new temporary password processed.

This completes the How Do | Reset My Password in CONNECT When It Is Expiring or Has
Expired? job aid.
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