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Your microphone and 

video are disabled 

during this event as a 

courtesy to the presenters 

and other participants to 

minimize distractions and 

enhance the MS Teams 

experience for everyone.

New Provider Workshop September 2026
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Please review 

the following 

MS Teams 

points of 

etiquette as a 

participant in 

todayôs event:

If you cannot hear 

audio, click ñMoreéò 

then Settings, then 

Device Settings in the 

top navigation menu to 

adjust your audio and 

video settings.

Use the Chat 

feature to submit 

your text questions 

during the event.

Questions submitted 

here are being 

monitored.

A Q&A session 

is included at the 

end of this event 

to answer your 

questions.

You can download the slides used in todayôs event 

from the email sent out after the event.

01 02 03 04

Our event will begin shortlyé
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MS Teams Features and Functions

2

Chat

See participant list

Raise and lower hand

React

Q&A

Settingsé Device Settings

Manage audio and video settings Engage with others
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Connecticut Medical 

Assistance Program

New Provider Workshop

Presented by the Department of Social 

Services & Gainwell Technologies for Billing 

Providers

Nick Michaels and Tywan Williams

September 2026
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Training 
Topics

ü Web Account - Set Up/Capabilities

ü Demographic Maintenance - Maintain Addresses/EFT Account

ü Clerk Maintenance - Adding/Deleting Clerks, Assigning Roles

ü Eligibility Verification - Eligibility Searches - Interpreting Results

ü Prior Authorization - Pharmacy Prior Authorization

ü Claim Processing/Submission Information 

ü Web Claim Submission-Submission / Resubmission / Void /    
Adjustment / Copy

ü Web Claim Inquiry - Claim Inquiry/Search Results

ü Remittance Advice

ü Re-enrollment

ü Ordering, Prescribing & Referring (OPR) Edits

ü Documentation and Information

ü Contacts 

ü Future Trainings

ü Questions & Comments 
4



Web Account Overview
 
www.ctdssmap.com
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Public Web Welcome Page 
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Provider Secure Web Portal Account Set Up
Setting Up Your Secure Site Account

A Master User ID  carries significant authority within an organization. It enables the holder to grant others access to 
protected health information (PHI) through assigning Clerks, modify contact and claims information, and manage 
electronic funds transfer (EFT) banking details.

Because of the breadth of these privileges and the sensitive data involved, the Master User ID and its password must 
be safeguarded at all times and should never be shared .

 About Clerk Accounts
Clerk User IDs must be uniquely formatted to ensure accurate identification and prevent account conflicts. When 
attempting to add a User ID that already exists, carefully review the clerk information displayed in the system. If the 
listed clerk is not associated with your organization, you must create a different User ID for your clerk.

The Master User / local administrator is responsible for ensuring all clerk accounts comply with HIPAA privacy and 
security requirements. IDs and Passwords must never be shared.  Do not add an existing Clerk User ID unless you 
have verified that the clerk is part of your organization. 

Additionally, when a clerk is no longer affiliated with your organization, their Clerk User ID must be promptly removed 
to maintain system security and compliance.

7
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Provider Secure Web Portal Account Set Up :
   Setting Up Your Secure Site Account

Select Secure Site from either the Provider panel on the left or from the Provider drop -down menu. 

Click setup account.

8
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Provider Secure Web Portal Account Set Up :
  Setting Up Your Secure Site Account

Alternately, click on the Provider icon from the main page then click óLogging in for the first 

time?ô from the Quick Login panel on the right side of the screen.

9
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Provider Secure Web Portal Account Set Up:
   Information Required for Account Set Up

As a new provider, you will receive two separate letters: 

ÅWelcome Letter providing the AVRS ID / Initial Web User ID

ÅThe PIN Letter providing the AVRS PIN / Web PIN

***You will need to have both the Initial Web User ID and Web PIN on hand when you first 

access the Secure Site.***

Welcome Letter is generated the day after your provider enrollment is completed and mailed 

by USPS.  The PIN letter is mailed 1 to 2 days after the Welcome Letter by USPS.

10
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Provider Secure Web Portal Account Set Up

Enter the provided AVRS ID/Initial Web User ID and PIN in the appropriate fields; click 

setup account. This will allow you to create a unique user ID and password once initial set 

up is completed. The initial User ID and the PIN are case sensitive. 

11
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Provider Secure Web Portal Account Set Up
On the Account Setup screen, fill in the fields with the appropriate information.

Before clicking submit, ensure the chosen User ID, Password, and both secret questions and answers are 

securely recorded and kept in a safe location for future reference. 

*** Your User ID can NEVER be changed. It is suggested you choose a generic username related to 

your practice/agency.***
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Click ñhereò for web 

account set up 

questions.

Complete the fields, read the security agreement and click 

the ñI Agreeò  box prior to hitting the submit button. 
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Provider Secure Web Portal Account Set Up

You have successfully set up your ctdssmap.com Secure Site account.

Please Note:  Please keep an eye on your re-enrollment due date.  Re-Enrollment due date is very important because if you do

not get your re-enrollment in by the due date you will be disenrolled and you will not be able to submit claims for payment for

dates of service beyond that date.  

13
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Provider Secure Web Portal Capabilities
Accessing your Secure Site provider account allows you to:

ÅSet up clerk accounts to allow multiple users access to specified roles

ÅCheck client eligibility via the Web

ÅUse the Switch functionality when Primary Acct holder and/or staff work across accounts

ÅPerform claim and prior authorizations (PA) inquiries

ÅCreate, submit, resubmit, adjust, void, and copy claims

ÅReview claims submitted electronically:

ïProfessional

ïDental

ïInstitutional

ÅObtain your Remittance Advice (RA)

ÅUpdate your demographic information (addresses/phone numbers/bank 
accounts/organization members)

ÅVerify re-enrollment due date(s)

ÅAccess electronically delivered letters

ÅAbility to access 1099s

14
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Provider Secure Web Portal Account Security

15

As of May 13, 2026, the CMAP secure Web 

Portal requires Master Users/local 

administrators and clerks to select two (2) 

security questions from a structured drop-

down list and provide corresponding 

answers when resetting a password, 

replacing the previous free-form question 

format.

All users can update their own security 

questions and answers via Account 

Maintenance  in the secure Web Portal by 

navigating to Account Ÿ Account 

Maintenance  and selecting from the 

structured drop-down list.
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Provider Secure Web Portal Account Security
Once a password, contact information or security questions are updated a user and/or 

their Master User will receive the following message:

16
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Provider Secure Web Portal Account Security

Security Reminders: 

Every 60 days, master users/local administrators and clerks are prompted to change their 

password. Users enter their existing password, their new password, and then are asked to 

confirm this new password. If the new passwords do not match, the user is given a ñNew 

Password must be same as Confirm New Passwordò error message. Once confirmed, a new 

password is saved in the database table. Users may not re-use any of their last 6 passwords.

Password Requirements:

ÅThe Password you enter must be 15 - 30 characters  in length and cannot begin with a numeric 

value. The Password and Confirm Password fields must match exactly. The password must 

have at least 3 of the 4 -character types  ï upper case, lower case, number, special character. 

Special characters include such characters as the following: # $ % ^ @ * 

ÅBoth Secret Question and Answer fields are required. These questions and answers should not 

contain any special characters. Only upper- and lower-case alpha, 0-9 numeric characters, and 

blank spaces are permitted in both fields. A question mark (?) is permitted in the questions 

fields. The secret questions should include answers that are not easily guessed or answers that 

can be easily obtained on social media. 

17
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Provider Secure Web Portal Account Security
Password Requirements:  

Users have the ability to make 4 attempts to enter the correct ID / password or two security 

question / answer combinations before the account is locked. 

18

After four invalid password attempts, the account locks and the user must use the reset 

password button to answer security questions and unlock it; contact support if self-service 

is unavailable (Master Users call 1-800-842-8440, Drug Manufacturers email 

CTDrugRebate@gainwelltechnologies.com, Clerks contact their Master User).

Master Users can unlock clerk IDs through the portal.

Accounts are disabled after 90 days of inactivity; users should use self-service on the 

Secure Web Portal to reactivate, or contact the appropriate support if self-service is no 

longer available.

REMEMBER:  User IDs and passwords must always be safeguarded and should never 

be shared .
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Provider Secure Web Portal Account Security
Multi -Factor Authentication

19

The Connecticut Medical Assistance 

Programôs (CMAP) secure Web Portal 

introduced Multi -Factor  Authentication  

(MFA) to enhance security for Master 

Users and Clerks on June 2, 2026. As of 

August  1, 2026, MFA is no longer 

optional. All Providers, Trading Partners, 

and Drug Labelers are required  to enroll in 

MFA.

Upon login, users can enroll using an 

Authenticator App (downloaded to one 

device  of your choice) or Email 

Verification. Users may choose to enroll 

with one or both methods and select their 

preferred verification option each time they 

log in.
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Provider Secure Web Portal Account Security
Multi -Factor Authentication

You can choose one of the following verification 

methods:

Option 1: Authenticator App:  Use a free MFA app 

like Microsoft Authenticator, Google Authenticator, 

Authy or RFC 6238 compatible application on your 

mobile device.

During Setup ï after clicking Set Up button: 

ÅInstall an Authenticator App of your choice on your 

device.

ÅThe screen will display a QR code  and a manual 

entry key

ÅScan the QR code with your authenticator app

ÅDevice Name ï name your device and select which 

Authenticator App you are using. 

ÅEnter the generated 6-digit code

ÅSelect Verify & Enroll  Device 20



Gainwell Technologies    Proprietary and Confidential

Provider Secure Web Portal Account Security
Multi -Factor Authentication

21

NOTE: If a user has skipped the MFA enrollment or needs to make an 

enrollment change, they can access the enrollment screen by going on the 

Account  tab  and select MFA enrollment . 
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Provider Secure Web Portal Account Security
Multi -Factor Authentication

Once Enrolled you will be able remove a device after logging in by 

clicking on the Remove  All  button.

22
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Provider Secure Web Portal Account Security
Multi -Factor Authentication

Option  2: Email Verification

 During  Setup  ï after  clicking  Set Up button :

ÅValidate that you have a current email address 

showing on this screen. 

ÅIf the email is out of date, update your email 

under Account tab, select Account Maintenance. 

ÅA verification code will be sent to your registered 

e-mail address 

Å Enter the 6-digit  code  received via e-mail 

Å Select Verify  & Enroll  to complete the process

23
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Provider Secure Web Portal Account Security
Multi -Factor Authentication

24

Example of email sent:

Note:  The Email verification code is only valid for 10 minutes,  after that you will need to select 

Send New Verification Code  again.

Not receiving the email?  Check your spam or junk folder.  To ensure reliable delivery, add 

@gainwelltechnologies .com  to your safe senders (allowlist) in your email application.

Having trouble? If you are unable to complete verification, ask your Master User to remove your 

MFA enrollment so you can re-enroll. If you are the Master User, call the Provider Assistance 

Center at 1-800-842-8440 (MonïFri, 8:00 amï5:00 pm) to have your MFA reset.
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Provider Secure Web Portal Account Security
Multi -Factor Authentication

25

Once enrolled with MFA you will be 

required to use this authentication for 

the following actions: 

Å Logging into the portal.
Å Changing or resetting passwords.
Å Updating Electronic Funds Transfer 

(EFT) information.
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Provider Secure Web Portal Account Security
Multi -Factor Authentication

Support & Account Unlocking

Clerks:  If your account is locked and self-service does not work, Master Users have the ability 

to unlock clerk IDs through the portal .  Please contact the Master User for your organization 

first.

Master Users:  For assistance with locked accounts where self-service is no longer available, 

please contact the Provider Assistance Center at 1 -800-842-8440 (MondayïFriday, 8:00 a.m. 

to 5:00 p.m.).

Drug Manufacturers:  Please email ctdrugrebate@gainwelltechnologies.com for assistance

For more details providers may refer to the Important Message published on September 8th, 

2026.
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mailto:ctdrugrebate@gainwelltechnologies.com
https://www.ctdssmap.com/CTPortal/Information/Get-Download-File?Filename=Security_Changes_0908026.pdf&URI=Important_Message%2fSecurity_Changes_0908026.pdf
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The www.ctdssmap.com Web site features Online Field Help to assist providers with 

accessing and submitting information.

Provider Secure  Web Account Screen Help

Placing your mouse over a data field 

name will create a small question mark 

beside the cursor.

Click the left mouse button when the 

question mark is displayed to open the 

Online Field Help window relevant to the 

selected field.
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https://www.ctdssmap.com/CTPortal/Home


Demographic Maintenance
Web Portal Overview 
 
www.ctdssmap.com

28
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Demographic Maintenance
The Demographic Maintenance section of the Secure Site 

allows the account administrator to alter and maintain 

demographic information:

ÅHome, Mail to, Pay to, Service Location, Alternate Service 

Locations and Enrollment addresses

ÅEFT (Electronic Funds Transfer) Account (account that receives 

all CMAP related reimbursements)

ÅMaintain Organization Members

ÅAdd/Update Vehicle Registration Information (Ambulance 

Providers)

Access this section by selecting Demographic Maintenance from 

either the Account submenu or the Account drop-down menu.

Please remember: It is the responsibility of a provider to update 

any demographics changes in a timely manner. Failure to do so 

might result in denied claims or delayed reimbursement. 
29
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The Demographic Maintenance 

page displays the provider 

information panel as well as a 

submenu. 

ÅClicking the submenu options will 

open a panel with related 

information:

ïBase Information Service Location 

ïLocation Name Address

ïEFT Account

ïService Language 

ïMaintain Organization Members

ïAdd/Update Vehicle Registration 

Information 

30

Demographic Maintenance
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Demographic Maintenance ï Location Name Address
Specify different mailing, payment, service location, home office and enrollment addresses

31
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Demographic Maintenance ï Location Name Address cont.

To update address information, simply select the applicable row from the provided list 

(Alternate Service Location, Enrollment Address, Home Office, Mail to, Pay to, or Service 

Location); then click ómaintain addressô

Select/fill in the appropriate information (address, phone number, etc.); click ósaveô

Please Note: It is extremely important to make sure that all contact information (names,address,phoneand email,etc.) is always updated.

If there are any discrepancies in your Enrollment/Re-enrollment information, please be sure that the information in the demographic

maintenance panel reflects such updates/changes. If your demographic information is not accurate, this can delay you from getting

important information from DSS and Gainwell Technologies.

Alternate Service Location cannot be changed on the Web portal, contact the Provider Assistance Center and they can assist with this

change.
32
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Web Account Capabilities

The EFT Account panel allows you to add and maintain bank accounts into which 

reimbursements from CMAP will be electronically deposited.
** If you change bank accounts, your EFT Account information should be updated to prevent  

deposit discrepancies.**

Click óaddô; enter the appropriate information, and click ósaveô

When EFT information is updated, you will receive a confirmation letter in the mail notifying your office of the 

change. 33
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The Maintain Organization Members panel allows the local administrator to:

ÅSearch current or historical members using the search button

ÅAdd new members by entering their Organization Member ID (NPI) as well as Effective Date

ÅTerminate member affiliation by selecting their line and entering an End Date

ÅñView re-enrollment due dates of membersò

34



Clerk Maintenance
Web Portal Overview 
 
www.ctdssmap.com

35



Gainwell Technologies    Proprietary and Confidential

The main account administrator or master user is responsible for maintaining clerk accounts 

within their organization. This includes adding clerks, changing the role(s) for clerks, 

removing clerks, and resetting passwords.

ÅAccess the Clerk Maintenance section of the Secure Site by selecting clerk 

maintenance from either the Account submenu or the Account drop-down menu

36

Clerk Maintenance 
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ÅTo create a new clerk account

ÅClick óadd clerkô

ÅFill in the required fields, click 

ósubmitô

The clerk roles that can be assigned 

are: 

ÅClaim Inquiry/ Submission/ 

Adjustment

ÅPA Inquiry/ Submission

ÅClient Eligibility Verification

ÅSubmit Applications

ÅTrade Files E-Delivery Only

ÅTrade Files Includes E-Delivery

37

Clerk Maintenance 
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Clerk Maintenance 
Clerk roles can perform the following functions: 

Å Claim  Inquiry/  Submission/  Adjustment  ï Allows clerks to inquire on claims, 

submit claims, and adjust claims through the Secure Web site. This role cannot be 

limited to only claims inquiry or only claims submission

Å PA Inquiry/  Submission  -  Allows clerks to inquire on PAs through the Secure Web 

site

Å Client  Eligibility  Verification  ï Allows clerks to verify a client's eligibility

Å Submit Applications ïAllows clerks to submit applications to add an alternate

service location address(es)

Å  Trade Files  Includes  E-Delivery  ï Allows clerks to Upload claims and retrieve claim   

file responses (999ôs), X12N transactions, retrieve electronically delivered letters, 

1099s and to download Remittance Advices (RAs) 

Å Trade Files E -Delivery Only - Allows a clerk to access electronically delivered 

letters only, and does not provide access to trade file functions such as downloading 

Remittance Advices (RAs)

***A clerk cannot be assigned both the ñTrade Files Includes E-Deliveryò and the ñTrade 

Files E-Delivery Onlyò roles ***

38
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Clerk Maintenance 

Return to the Clerk Maintenance menu to add additional clerks, reset an existing clerkôs 

password, or to alter clerksô Assigned Roles.

39
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Clerk Maintenance 

When a new clerk logs into the Secure Site for the first time, they will be required to change their 

password from the one created by the account administrator.

Fill  in  the fields  with  the appropriate  information ; click  change  password

The clerk is now ready to perform the job duties allowed under the Assigned Roles chosen by the 

account administrator.

Once a clerk is signed in, they can update their information by selecting Account Maintenance 

from either the Account submenu or the Account drop-down menu.

40
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Clerk Maintenance 
For larger  organizations  with  multiple  AVRS IDs we have switch  provider  capability . Once a clerk  ID is  

created  by the local  administrator,  that  same clerk  ID can be used  to setup  clerk  access  to  additional  

AVRS IDs, this  will  allow  the clerk  the ability  to  switch  back  and forth  between  submitting  online  

transactions  for  each of  those  providerôs AVRS ID accounts .

Å Select switch provider from either the Account submenu or the Account drop-down menu

1234567890

1234567890

123456

1234567890            123456

1122334450             111222

Å Select the appropriate 

provider; click switch to. A 

window will appear asking you 

to verify the switch; click OK

Å The clerk will be able to move 

between accounts by selecting 

Switch Provider

41
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Clerk Maintenance 

Enhanced Secure Web Site Features
Self-service functionality for master users 
(providers and trading partners) and their clerks 
has been enhanced to allow users to:

o Reset  their password by responding to 
the updated questions and answers 
supplied through the one-time set up 
process

o Unlock  their account in instances where 
their account has been locked due to 
entering an incorrect password more 
than six (6) times, by responding to their 
updated security questions and answers 
supplied through the one-time process

o Reactivate  their account in the instance 
where they have not accessed their 
account within the last sixty (60) days by 
responding to the updated security 
questions and answers supplied through 
the one-time process

For more information, please see Provider 
Bulletin 2018-34 ñ Enhanced Secure Web Site 
Features for Password Resets, Locked 
Accounts, and Disabled Accountsò.

https://www.ctdssmap.com/CTPortal/Information/Get-Download-File?Filename=PB18_34.pdf&URI=Bulletins/PB18_34.pdf
https://www.ctdssmap.com/CTPortal/Information/Get-Download-File?Filename=PB18_34.pdf&URI=Bulletins/PB18_34.pdf
https://www.ctdssmap.com/CTPortal/Information/Get-Download-File?Filename=PB18_34.pdf&URI=Bulletins/PB18_34.pdf
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Clerk Maintenance 

To delete a clerk account ï select that account 

from the list of existing clerks and click on 

remove clerk. 

A window will appear asking you to verify that 

you want to mark that clerk account for 

deletion; click OK.

The D indicates that the clerk has been 

marked for deletion.

Click Submit to finalize the clerk account 

removal.

43



Eligibility Verification
Web Portal Overview 
 
www.ctdssmap.com

44
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Eligibility Verification

DSS recommends that providers verify a clientôs eligibility on the date of service prior 

to performing the said service and at regular intervals

ÅEligibility can change at any time

Verifying a clientôs eligibility:

ÅSecure Web portal account at www.ctdssmap.com

ÅAutomated Voice Response System (AVRS)

ÅProvider Electronic Solutions (PES) software

ÅPoint of Sale (POS) Device

ïProviders interested in using a POS device must contact a third-party vendor to obtain the 

device

ÅVendor software utilizing the ASC X12N 270/271 Health Care Eligibility/Benefit Inquiry and 

Information Response transaction

ÅVia e-Prescribing using SureScripts and the ASC X12N 270/271 transaction
45

https://www.ctdssmap.com/CTPortal/Home
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Eligibility Verification 

To verify a CMAP clientôs eligibility 

through the Secure Site ï click on the 

Eligibility tab on the main menu.

You must satisfy one of the search 

combinations prior to selecting submit. 

46
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Eligibility Verification
Service Codes

1 ï Medical 54 ï Long Term Care AD ï Occupational Therapy

4 ï Diagnostic X-Ray 56 ï Medical Related Transportation AF ï Speech Therapy

5 ï Diagnostic Lab 75 ï Prosthetic Device AL ï Vision (Optometry)

33 ï Chiropractic 82 ï Family Planning DM ï Durable Medical Equipment

35 ï Dental 86 ï Emergency Services MH ï Mental Health

42 ï Home Health Care 88 ï Pharmacy PT ï Physical Therapy

45 ï Hospice 93 ï Podiatry RT ï Residential Physical Treatment

47 ï Hospital 98 ï Professional (Physician) Office Visit UC ï Urgent Care

47
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Eligibility Verification
The Eligibility Verification Response window provides the search results

ÅIn this example ï the clientôs eligibility cannot be verified for the requested dates (May 1 ï May 

31, 2021) eligibility verification can only look back one year.

ÅChanging the dates of the eligibility request to within the allowable one-year window creates a 

different result. 

48
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Eligibility Verification 

Eligibility searches cannot span 

multiple months

Å02/01/24 - 03/05/24 is not valid.  

ÅDoing a search for 02/01/24 - 

02/29/24 and then another search 

for 03/01/24 - 03/05/24 are valid 

ÅSubmitting a request that spans 

multiple months will result in an 

error message.

49
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Eligibility Verification 

Positive eligibility responses 

provide detailed information. 

Eligibility Verification Response

ÅProvides a verification number that 

should be kept on record in case 

the clientôs coverage is retroactively 

changed at a later date

ÅReports clientôs eligibility status for 

the requested date(s) of service

50
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Eligibility Verification 

51


