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CONNECT Provider Portal - How Do I Job Aid 

How Do I Add a Service in the CONNECT Provider Portal? 

The following guide will help providers understand how to add a service in the CONNECT Provider 
Portal. This guide will help the provider understand how to locate the Service Modification 
function, submit the required supporting documentation, and assist the provider in submitting the 
Service Modification application. Please note that there may be different requirements depending 
upon the service type.  
 
The following Job Aid provides step-by-step instructions on how to add a service in the CONNECT 
Provider Portal as follows:   
 

1. How Do I Locate the Service Modification Function in CONNECT?  
2. How Do I Submit the Service Modification Requirements?  
3. How Do I Know the Service Modification Application Has Been Successfully Submitted? 

 
 
Section 1: How Do I Locate the Service Modification Function in CONNECT? 
 

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. 

 

 

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

Dashboard.  
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Step 4: From the Provider Portal Dashboard landing page, click the Service Modification menu 

link. 
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Section 2: How Do I Submit the Service Modification Requirements? 

 

Step 1: From the Provider Portal Dashboard landing page, click the Service Modification menu 

link to begin the Service Modification application. 
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Step 2: From the DBHDS Licensing Process Overview landing page, click the Add a Service 

Modification Instructions link prior to continuing forward. 

 

 

Note: Once the Add Service Modification Instructions link is clicked, the file may be 

downloaded. It is vital to read the instructions thoroughly, as the instructions outline important 

information regarding timelines and submission requirements. 
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Step 3: After reading the Add Service Modification Instructions, click the Continue to Add 

Service Modification button. 
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Step 4: In the Select column, click the appropriate radio dial button next to the service you are 

applying for.  
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Step 5: After selecting the service in which you are applying, click the Next button. 

 

Step 6: After clicking the Next button, you will be directed to the Service Modification application 

page. Note: Prior to submission, the service type can be changed by clicking the Edit Service 

link.  
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Step 7: In the Requirements Checklist menu, the status for each requirement will be listed as 

Incomplete until requirements are entered.  
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Step 8: In the Requirements Checklist menu, click each link to enter the required information 

and/or upload required documentation.
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Step 9: Once the Requirement is met the status will be updated. Note: You will not be able to 

submit the application until all requirements are met and have a status of Pending Review or 

Completed.  
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Step 10: In the Requirements Checklist menu, proceed to the next Requirement to repeat 

this process by clicking each link to enter the required information and/or upload required 

documentation. 
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Step 11: Click the Choose File button to upload required documentation and then click the 

Save button. 

 

 

 

 

 



 

DBHDS Office of Licensing | pg. 14 

Step 12: Click Link to Document to view the document that has been uploaded.  

 

 

Step 13: Once all required documents have been uploaded, click the Next button.  
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Step 14: You will be directed back to the Service Modification application page. The Status of 

the requirement will be updated to Pending Review. Proceed to the remaining Requirements, 

until all requirements are met. Note: Requirements listed as Optional will maintain the status of 

Incomplete if no documentation is uploaded.
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Step 15: From the Requirements Checklist, click the Add Location link to add the location 

information for the new service. 

 

 

Step 16: Click the Add Location button. 
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Step 17: From the Location Search page, enter the location information, then click the Search 

button. 
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Step 18: From the Location Selection Page, select the location to be added and check the 

appropriate box if it is an administrative office. If the location is not listed or there were no 

results returned, click the Create New Record button.  
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Step 19: From the Location Information landing page, enter the location information.  

 

Step 20: Once complete, click the Next button.  
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Step 21: Click the Update link to update the required information, and then click the Next 

button.   

 

Step 22: Select the Back button to continue the application. 
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Step 23: After clicking the Back button, you will be returned to the Service Modification 

application page. Proceed to the next Requirement until all requirements have been met. Note: 

To edit the location information prior to submission, click the Edit Location Information link.
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Step 24: Once all requirements have been met, the Certificate of Application will appear, 

along with the Signature of Applicant field, Title field, Date field, and Submit Service 

Modification button. 
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Step 25: Once finished, clicked the Submit Service Modification button. 

 

 

Section 3: How Do I Know the Service Modification Application Has Been 

Successfully Submitted? 

 

Step 1: From the Provider Portal Dashboard landing page, the Pending Modifications section 

the Status column will display the updated status of the Service Modification as Submitted. 

 

 

This completes the How Do I Add a Service in the CONNECT Provider Portal? job aid. 


