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1.   Accessing BSAS eLicensing 
 

Log in to the Virtual Gateway. If you do not have an account, contact Alex Kearns, 
Special Projects Coordinator for the Bureau of Substance Addiction Services at 
alex.kearns@mass.gov for instructions on how to create a Virtual Gateway 
account.  
 

     Go to BSAS eLicensing 
 

To proceed to the BSAS eLicensing system, click on the BSAS eLicensing Link 
shown in the figure below: 
 

 
 

      Managing your Virtual Gateway Account 
Once you log in to the Virtual Gateway you can manage your account using the link 
on the right side of the page under the Manage My Account section as shown below. 
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            Virtual Gateway Account Secret Questions 
 

If you have not done so you should provide answers to your secret questions by 
clicking the Answer My Secret Questions link. Please note that you will not be 
able to use the Forgot Password feature if you have not provided answers to 
your secret questions.  
You will be asked to provide answers to five out of seven secret questions. Once 
you have provided the answers click on the Submit button. 
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              Update Virtual Gateway Account Email 
 

If your email address has changed make sure to update it by clicking on the 
Update My Personal Information link. It is important to update your email if it has 
changed so you will still be able to receive temporary password emails when you 
use the Forgot Password feature on your account. 
Update your email address and click Submit. 
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2. Program View  
 

Login to VG using your ‘BSAS_Program’ credentials. Inside the Program Menu, 
there is a separate menu card for Waivers. Click on Select to View all your Waiver 
requests or Create a new Waiver Request.  
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3. Previous Waiver Requests/New Waiver Requests 
 

You may view all the previous waiver requests and their status, start date, end date, 
citation, and type for the program. Users can also start a new waiver request by 
clicking “Start New Waiver Request”, the form is displayed on the next page of this 
document. 
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4. Waiver Request Form 
 

To start a new waiver request fill in mandatory fields in requester information and 
enter grounds for the waiver by responding to questions. After entering responses 
you may either ‘Save’ responses or ‘Submit’ the waiver request by checking off the 
attestations and clicking the ‘Submit Waiver Request’ button.  
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5. Edit Waiver Request Form  
 

Users can update the waiver record if the waiver status is ‘New’, users can update 
the waiver information by clicking the ‘Update’ button.  
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6. Submitted Waiver Form  
 
Users can view the waiver requests by clicking the “View Waiver” link as shown 
in the screenshot in Section 3 of this document.  
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7. Upload Document 
 

Users can upload documents to the waiver record if the status of the waiver is 
‘New’ or ‘Reopen’. 
 

 
 


