
Continue 

Pre-Registration Process 

➢ Click the “Get Started” button highlighted with a
red box,  and it will bring you to the CT.gov site. 

➢ Before proceeding with registration for CT Paid 
Leave,  you MUST have a state identity with 
CT.gov.  If you do not, click “Create An Account 
with CT.GOV” to set one up.  

➢ If you already have one, proceed to sign in.

➢ At the CT.gov site,  complete the form to create an 
account. 

➢ Click “Sign Up for a CT.gov Account” button.

Disclaimer:  All references within this document to the red box are solely for the use of this document and do not reference the website.



Continue 

Pre-Registration Process 

➢ You’ll receive an on-screen confirmation that your 
CT.gov account was successfully create. 

➢ You’ll need to toggle to the email account that you 
used to set up the CT.gov account with to validate 

the email.  

➢ IMPORTANT:  Please validate your email address 
now so that you do not risk the chance of being 
locked out due to invalidation.

➢ Locate the email from do-not-reply-
account@notification.ct.gov

➢ Click on the “please verify your email” link.

Disclaimer:  All references within this document to the red box are solely for the use of this document and do not reference the website.

Dear John

➢ Using the credentials you just set up,

enter your information into the  fields:

• Username/email address

• Password

➢ Click the “Log In” button.

mailto:do-not-reply-account@notification.ct.gov


Continue to Step 1

Review the Prepare for 
Business Registration 
section (highlighted with 
a red box) to ensure the 

registration process is 
quick and easy and that 
you have everything you 
need to register.

After logging in with 
your state identity 
credentials, your name 
will appear here.

For further information 
on what information is 
needed for registration, 
review the CTPL 
Registration Checklists. 
Select the box that 
matches the affiliation 
you represent to view a 
registration checklist.  
Either:
• Sole-Proprietors and 

Self-Employed 

• Employers/Company 
Administrators

• Third-Party 
Administrators

• Apply For A Private 
Plan

For this example, we 
selected 
“Employers/Company 
Administrators”. 

Click the “Start” button 
when you are ready to 
begin the registration 

process with CTPL.



Click “Next” to 

Continue to Step 2

The First, Last and Email 
address will prefill with the 

information used when signing 
up for state credentials on 
CT.gov.

Complete all remaining 
mandatory fields:
• Business Street Address 1
• City
• State
• Postal Code
• Primary Business Contact 

Phone Number

Select the response to the 
question “I am a…”

Either:
• Employer / Company 

Administrator
• Sole Proprietor or Self-

Employed Individual
• Third Party Payroll 

Company 
• Tax Accountant
• On Behalf of a Client

This job aide will describe the 
path for an Employer / 
Company Administrator.



➢ If the search query finds the 
business associated with the FEIN 
number as already registered with 
the CTPL, the system will display 
the message that your business was 
located and registered. 

➢ You will not be able to proceed 
until you are added as a user on 
their account. 

If the search query doesn’t find the 
business associated with the FEIN 
entered, you’ll need to complete the 
mandatory fields indicated with a red 
“*”. 
• Business Name
• Business Primary Location Address 1
• Location City
• Location State
• Location Postal Code

If the “Yes” radio button is selected 
for the question “Is your business 
mailing address different from your 
business location?”, the screen will 
display additional fields allowing 
the user to enter a business mailing 
address.  If the “No” radio button is 
selected, the screen will appear as it 
does. 

Click “Next” to 

Continue to Step 3



If the option “other” 

is selected from 

the field “Business 

Type” drop down, 

a text box will 

appear asking for 

you to describe the 

other. 

Click “Next” to 

Continue to Step 4

If the option “No” is selected in the 

“Do you want to apply for an 

exemption from the program” 

section, this dropdown will appear. 



To add another person as a user:

➢ Slide the toggle for “Add 
Another Person” to the “Yes” 
position (highlighted with a red 
box), the system will allow you 
to add another user.  

➢ This can be repeated up to 3 
times. 

➢ Employers and Company Admins 
can add up to 3 additional 
authorized users to their 
account. 

➢ If additional users need to be 
added after registration was 

already completed,  it can be 
done through the “My Account” 
feature on the website. 
(Available in early December)

➢ If you select the “Yes” radio 
button to the question “Do you 
want to add additional users to 
this account now?” (highlighted 
with a red box) the system will 
provide the opportunity to add 
users. 

Click “Next” to 

Continue to Step 5



To add another person as a user, 
select the “Yes” radio button 
(highlighted with a red box to the 

left), the system will allow you to 
add another user.  This can be 
repeated up to 10 times. 

Click “Finish”



This is the email you will receive 
upon completing registration.



This is the email that will be sent to 
any users you invited in Step 4


