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How Do I Register for the CONNECT Provider Portal to Begin the 
Initial Application Process? 
The following job aid provides step-by-step instructions for registering in the CONNECT 
Provider Portal so that you can reach the CONNECT dashboard to begin an Initial Provider 
Application or a Children’s Residential Provider Application.  

Step 1: Navigate to the DBHDS Office of Licensing website. 

Note: There is an “Initial Applicants” section on the DBHDS website to learn more about the 
requirements to submit an Initial Application. 

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

 

 

 

 

 

 

 

 

 

https://dbhds.virginia.gov/quality-management/office-of-licensing/
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Step 3: From the CONNECT Provider Portal Login page, click the Register – Initial Applicants 
button. 

Note: The Registration is to be used only once for the applicant/owner of the application. Please 
do not register your provider organization more than one time. 

 

Step 4: From the Registration for Orientation and Training page, enter the applicant 
identification information for CONNECT to conduct a database search.  

Note: If you have previously registered, you are currently employed by a licensed provider, or 
your email account is already in the DBHDS licensing system for any other reason, please use 
the exact email used previously so CONNECT can find the record to associate with your 
registration. During the registration process, you will have an opportunity to update your email to 
your current account. 
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Step 5: The following steps vary based on whether you have a previous account on file in the 
CONNECT database: 

Complete 5A – Find and update record already in the CONNECT database. 

Complete 5B & 5C – If no record is found, create a new record. 

5A) If a previous record is found, CONNECT will display the Contact Information record 
found. Update the account information if applicable and/or click the Next button.  
 

 

 

5B) If no record is found, CONNECT will display the Create New Record page. Enter the 
applicant information to Create New Record. Click the Next button. 
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5C) Enter your contact identification information. 

 

 

Step 6: Enter your Provider Organization Information. Enter the Provider Name, Organization 
Type, and For Profit status. 

 

Note: The name of your provider organization must match the name found on the State 
Corporation Commission (SCC) Certificate that authorizes you to conduct business in the 
Commonwealth of Virginia.  
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Step 7: Enter the provider organization contact information. 

 

 

Step 8: Enter “Yes” if applying for a change of ownership. If not, select “No” for your answers. 
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Step 9: Enter your relationship to the organization (e.g., owner, executive director, etc.). 

 

 

Step 10: The Orientation and Training page displays. You must take the CONNECT Provider 
Portal Training to become a CONNECT Portal User. Please follow the instructions on this page 
to download only the required videos as indicated by an asterisk (*). After viewing, you must 
attest you have viewed the training videos before continuing. 

 

 



 CONNECT Provider Portal - How Do I Job Aid 
 

 DBHDS Office of Licensing 7 
 

Step 11: The “Process Complete” confirmation page appears, which indicates you have 
successfully completed the registration process.  

As the instructions indicate, a temporary password to log into CONNECT will be sent to your 
email used for registration. Look for the temporary password email within an hour of registration.  

Click the Return to Login Page button. 

 

Now that you have completed your CONNECT Provider Portal registration, you can set up your 
permanent login password credentials. 

Step 12: Locate the temporary password sent to the email you used to register your account. 
Note: The temporary password expires within 48 hours. You may need to look in your SPAM 
folder for your email to locate the temporary password email from smtprelay@glsolution.com.  

Now log into the CONNECT Provider Portal by entering your Email Account and the Temporary 
Password found in the email sent. 
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Step 13: CONNECT will ask you to set up your Login Account (email), Password, and Security 
Questions.  

Note: The login account should be the email account you used to register. Please remember 
your security question answers to enable you to request password resets in the future. 

  

 

Step 14: When you log into CONNECT after registering in the CONNECT Portal, on the landing 
page you will note your Provider Name, Provider Number, Status and your Select access will be 
pending during a security review of your account to access a DBHDS system. This security 
check can take 24-48 hours. Please check back in the next couple of days. 
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Step 15: After your account is validated through the security review, there will be a Dashboard 
link available from the landing page. Click the Dashboard link to get to the CONNECT 
Dashboard. 

 

Step 16: The CONNECT Portal Dashboard now displays.  

From the dashboard, you can begin the Initial Provider Application or Children’s Residential 
Initial Application by selecting the menu. 

From the dashboard, you can also send a message to the Office of Licensing to receive support 
as you begin your initial application submission process. 
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Step 17: You are now ready to begin the initial application process. If you scroll to the bottom of 
your dashboard, you will find training videos. We recommend that you view How to Submit an 
Initial Application training before you get started so you can understand what you must do to 
participate and complete the initial application process.  

 

 

This completes the “How Do I Register for the CONNECT Provider Portal to Begin the Initial 
Application Process?” job aid.  


