CONNECT Provider Portal - How Do | Job Aid
How Do | Manage My Background Check Contacts?

The following job aid will help providers understand how to set up and manage their Background Check
Contacts in the CONNECT Provider Portal. Once Background Check Contacts are set up and the
provider organization has registered with Fieldprint, the organization is responsible for receiving and
reviewing fingerprint information. CONNECT will send background check results to the portal
associated with individuals. The background check results remain on the portal for six (6) months.

Requirements to setup to receive Background Check results in the CONNECT Provider Portal:

e Register your provider with DBHDS Background Investigations Unit which will identify your
organization with Fieldprint.

e Reqister in the CONNECT Provider Portal and ensure all those who will be receiving
Background Check results have security access to Background Checks (only those with all
access or Background Check access can see results in the Connect Provider Portal)

e Setup CONNECT Users as a Background Check Contact by following the steps outlined in the
job aid.

A Backaroun heck n in th NNECT Provider Portal

Step 1: Log into CONNECT and navigate to the CONNECT Provider Dashboard by clicking the
Dashboard link.

order to complete an Initial provider application, renew a license, submit a modification, manage contacts, print

enses, or access the communication center please select the Provider Portal Dashboard you would like to access. If

e Provider Portal Dashboard is showing Access Pending, your access is pending approval. You will be able to select the
ashboard once the request for access has been approved.

IPORTANT: If you are applying for a change in ownership, you must submit the application under the new provider
ganization record that the license(s) will be issued to after the change in ownership takes place. If you see the provider
'ganization with a Pending — Change of Ownership listed below, click the Dashboard link for that organization

therwise, click the "Change of Ownership Application” button below the table

*rovider Name Provider Status Select
Number
517 Active D@sh.')oalc«
supportive Services
Change of Ownership Application
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Step 2: From the Provider Portal Dashboard landing page, click the Background Checks menu link.

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.

It @ menu optian Is greyed oul, then you may not have securlty access to the process, o the process is not available to the Provider Organization at this tin
- Piease hover over the question mark next o each menu option for more details,

The Manage Authorized Contacts menu option below allows authorized contacts with "All Access™ to submil requests to grant access to the Provider Portal
Once the request Is approved, the user can access the Provider Portal. Piease contact the arganization's Main Authorized Contact to make changes to you
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,
pleasa 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 avallable to you of the organization, please contact the organization's primary contact before contacting tt
DBHDS Office of Licensi ssistance.

> Manage Authorized Cs
rovider Application@

idren's Residential Provider Application@

ckground Checks@ ﬁ—

> Senvice Modificalion@

> Location Modification@

= Information Modification@

> Information Modification = Children’s Residential@
~ License Renewal@

> Gorreclive Action Plans@

> Print License@

Step 3: The Background Check Status page displays all individuals who have submitted fingerprints to
Fieldprint in the last six months for your provider organization. It will include information for the status of
the background decision as well as a link to the decision letter once it is issued. To set up a background
check contact, click the Manage Background Check Contacts button.

| veoucemsadions  —
Background Check Status
The status of submitted background check results are listed below. Once a decision letter is sent to the specified contact, the status below will show as complete

and the decision will be dispiayed. Compieted background checks will remain in this summary for 6 months. If any fingerprints are rejected, the Background
Investigations Unit will send an email to the specified contact informing them of that status.

To view and edit the contacts on flie, please click the “Manage Background Check Contacts™ button.

T

For technical assistance or questions, please send an email to the Background Unit at malinda @ virginia.gov.

Step 4: From the Background Checks page any Background Check Contacts will display on this page.
Contacts can be edited or removed. You can add a Background Check Contact. However, this does not
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grant access to the CONNECT Provider Portal. Click the Add New Contact button.

L Oreprene S [—

ackground Checks

und Check Contact, select the Remove link next to that
on file for a contact list ct the Edit link next 1o that

hen you add a new Background Check Contact, the system will automatical Number. You may reassign Contact ID N

ers on this
n and click “Save" at the bottom of the page.

virginia.gov.

Vame  Address Phone  Emall Contact For org ContactiD
Number Number

T -—
a

Step 5: The Background Check Contact — Search page requires you to enter the name and email of
the contact. This is a search page to find the CONNECT User Account of the contact. Enter the First
and Last Name along with their email address. Click the Search button.

-‘w pavioral Heath &
k Developmental Services -
Background Check Contact - Search

Please search the Office of Licensing database for an existing record for the contact. If a record is not found, you will be able to create one. For best results,
enter as much information as possible.

First Name:

Last Name: l

Email Address:

DED

Step 6: If the name is found, select the name. Remember, the Background Check Contact must also
have a CONNECT User Account. If no name is returned from the result, click Create New Record to
setup a CONNECT User Account by selecting Manage Contacts from the dashboard menu after the
Background Check Contact has been added.

A. If a name is returned, Select the Radio Button next to the contact and click the Next button.
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Background Check Contact - Search Results
If the record for the contact that you searched for is found, please select their record then click “"Next" to continue. If the contact record you searched for is not
listed, or if no results were returned, click "Create New Record" to create a new record for the contact.

NOTE: If you are unsure that a record listed in the results is the correct record or not, create a new record by selecting "Create New Record" below. Do not
select the record unless you are sure it is the correct contact.

Name Mailing Address Email Address Select

Robyn Maitland h

Create New Record
£ ¢

B. If no name is returned. Click Create New Record and enter the new record contact information.
Continue through each screen until all information has been entered.

Background Check Contact - Search Results

If the record for the contact that you searched for is found, please select their record then click “Next™ to continue. If the contact record you searched for is not listed, or if no results
were returned, click "Create New Record" to create a new record for the contact.

NOTE: If you are unsure that a record listed in the results is the correct record or not, create a new record by selecting “Create New Record" below. Do not select the record unless
you are sure it is the correct contact.

\ If/nosresults return, click:

Create/New/Record

Step 7: A Contact ID is automatically assigned and identifies who should get decision letters. Providers
should only have one Background Check Contact per Contact ID. Click the Finish button.

Note: The Background Checks — Completion page will display as shown below whether you have
selected a user from the background check search or created a new record.
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Background Checks - Completion

You have successfully added the Background Check Contact. Please note the Organization Number and Contact ID below. The Organization Number and
Contact ID must be provided to Fieldprint when an applicant is registering for an appointment. This is to ensure that the eligibility ruling is sent to the appropriate
contact for the organization.

Contact Name: Robyn Maitland
Organization Number: 5589
Contact ID: 002

0 —

Step 8: The Background Check Contact is now set up and will receive status of individual background
checks and be able to view decision letters for six months following the Fieldprint data sent to
CONNECT. Click the Save and Return to Dashboard button.

Background Checks

Please review the Background Check Contacts for the organization. To remove a contact as a Background Check Contact, select the Remove link next to that
contact. To add a contact to the organization, select the “Add Contact” button. To edit the information on file for a contact listed, select the Edit link next to that
contact.

When you add a new Background Check Contact, the system will automatically assign the Contact ID Number. You may reassign Contact ID Numbers on this
page once they are added. To reassign Contact ID numbers, update the value in the Contact ID column and click “Save” at the bottom of the page.

NOTE: You cannot assign the same Contact ID Number to more than one Background Check Contact.

For technical assistance or questions, please send an email to the Background Investigation Unit at malinda.roberts@dbhds.virginia.gov.

Name Address Phone Email Contact For Org ContactiD
Number Number
001 dit Remove
002 Edit Remove

Add New Contact

This completes the job aid for How Do | Manage Background Check Contacts in the CONNECT
Provider Portal?
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