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Agent Welcome Packet

Introduction

This Welcome Packet is designed to onboard and introduce new Agents to the Kentucky Health
Benefit Exchange's systems and programs. This document provides an overview of the
onboarding process and detailed onboarding steps. Additional Agent training materials can be
found on KHBE's website at KHBE .ky.qgov.
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1 Welcome Letter

Getting Started with the Kentucky Health Benefit Exchange

Welcome to the Kentucky Health Benefit Exchange (KHBE) Program! KHBE oversees
and manages the program, the certification/registration process, education and outreach,
and program information for the State-Based Marketplace (SBM).

Agents use the SBM to enroll individuals and businesses in healthcare through the kynect Self-
Service Portal (SSP). Agents use the SSP and Agent Portal to intake new clients, browse plans,
generate reports, create proposals, and view all incoming notifications and announcements from
Worker Portal.

KHBE coordinates and monitors the training requirements for Agents to access the SSP and
Agent Portal. This packet outlines the necessary steps and requirements Agents must complete
before they can access any KHBE trainings. As public health emergencies arise, these steps
and requirements may be modified. If this does occur, the Agent will receive communications
with specific updates and details. Agents must read the instructions carefully as they navigate
through the process and follow the steps in the order they are listed. Do not skip any steps.

KHBE Team
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2 Agent Onboarding Glossary of Terms

KHBE has put together a glossary of terms for Agents to review to help through the onboarding

process.

Term

Advance Premium Tax
Credit (APTC)

Agent Training Role

kynect

State-Based Marketplace
(SBM)

Kentucky Children's Health
Insurance Program
(KCHIP)

Definition

A tax credit Individuals can take in advance to lower their monthly
health insurance payment (or “premium”). The advanced payment is
reconciled on the year’s tax return.

Based on the payment assistance the Individual qualifies for, their tax
credit may change.

This is also referred to as “Payment Assistance”.

A role assigned to Agents in the Kentucky Online Gateway (KOG)
that grants them access to training and QHP enrollment.

A Commonwealth of Kentucky website where individuals apply for
benefit programs and resources including: Medicaid, Qualified Health
Plan (QHP), Advance Premium Tax Credit (APTC), Kentucky
Children's Health Insurance Program (KCHIP), Kentucky Integrated
Health Insurance Premium Payment (KI-HIPP) Program, Supplemental
Nutrition Assistance Program (SNAP), Kentucky Transitional
Assistance Program (KTAP), and Child Care Assistance Program
(CCAP).

There are three systems that make up kynect:
e kynect benefits
e kynect resources

e kynect health coverage

State-owned marketplace through which consumers and small
businesses can obtain health and/or dental insurance coverage.

A program that provides health coverage to children facing barriers
such as high cost and lack of access to coverage. This applies to
children under the age of 19.



Kentucky Online Gateway
(KOG)

Medicaid

MyPurpose

Qualified Health Plan
(QHP)

Please note: For an extended version of this glossary, go to the KHBE Glossary for Agents and

kynectors on KHBE.ky.gov.

For more information on the benefit programs mentioned above, go to kynect.ky.gov.
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A website, KOG.CHFS.ky.gov, that Agents visit to access the Self-
Service Portal.

A federal and state program that provides health coverage to
low-income adults, pregnant women, children, and individuals
with disabilities.

The Commonwealth of Kentucky's Learning Management System
(LMS) where Agents complete training. MyPurpose is accessed
through KOG.

An insurance plan certified by the State-Based Marketplace that
provides essential health benefits, follows established limits on cost-
sharing (like deductibles, copayments, and out-of-pocket maximum
amounts), and meets other requirements under the Affordable Care
Act.



https://ssointernal.chfs.ky.gov/adfs/ls/?wa=wsignin1.0&wtrealm=https%3A%2F%2Fkog.chfs.ky.gov%2Fhome%2F&wctx=rm%3D0%26id%3Dpassive%26ru%3D%252Fhome%252F&wct=2021-02-08T16%3A20%3A12Z
https://khbe.ky.gov/Agents-kynectors/Documents/Vocabulary-Terms-and-Acronyms.pdf
https://khbe.ky.gov/Agents-kynectors/Documents/Vocabulary-Terms-and-Acronyms.pdf
https://kynect.ky.gov/s/?language=en_US

Agent Welcome Packet

3 Creating a New Kentucky Online Gateway (KOG) Account for Agents

To access the Agent training on MyPurpose and kynect, Agents must create a Kentucky Online
Gateway (KOG) account. Follow the steps below to create a KOG account.

I
| Please note: Individuals who already have a KOG account should NOT create a new account :
| and should use their existing KOG account to access the trainings in MyPurpose. If an Agent |
: already has a KOG account, skip to Section 3 of this document. I

Please note: Once an Agent has completed onboarding in KOG, it may take up to 24-hours to :
| gain access to Agent training in MyPurpose. |

Please note: When creating a KOG account, Agents must enter their own information and create !
the account on behalf of themselves. For example, an Agent’s assistant may not create a KOG :
account for them. |

3.1 Steps to Create a New Agent KOG Account

1. Navigate to the KHBE Insurance Agents page.

2. Select Create New Account located at the bottom of the screen.

Welcome to the new Kentucky Online Gateway (KOG) sign-in page! Please login with your existing KOG account. If you run into any login issues, please refer to the new Help *
Page.

KENTUCK Y.l
OMLINE GATEWAY

Sign in with your Kentucky Online
Cateway (KOG) Account

Ernail Address

Peterd Account Verilcation Ema

Please note: Agents must use their full legal first and last name matching their Insurance License |
when creating a KOG account. Do NOT use an assistant’s name or a nickname when creating a :
KOG account. |


https://kynect.ky.gov/healthcoverage/s/agents?language=en_US
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4. Enter a valid email address into the Email Address field and the Verify Email Address
field.

| Please note: To create a KOG account, Agents must use a valid work email that has not been |
| used for a citizen KOG account.

Please note: Password must be at least 8 characters in length and contain at least one number, |
one lowercase letter, and one uppercase letter.

Please fill out the form below and click Sign Up when finished.

All fields with # are required

“ First Name Middle Name * Last Name

E-Mail Address Verify E-Mail Address

Password Verify Password

7. Enter the mobile phone number into the Mobile Phone Number field.
8. Enter a street address into the Street Address 1 field.

9. Enter a street address into the Street Address 2 field.

10. Enter a City and a Zip Code.

11. Select a Preferred Language.

12. Select a question from the Security Question drop-down box.

13. Below the previously selected security question, enter the response for the security
question in the Answer field.

14. Select a question from the second Security Question drop-down box.

15. Below the previously selected security question, enter the response for the security
question in the Answer field.

I , . . , ,
| Please note: Mandatory fields are marked with a red asterisk. All mandatory fields must be filled |
| outin order to successfully create a KOG account.
I
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16. Select the box next to I’'m not a robot.
17. Review all fields to confirm accuracy. Then, select Sign Up.

Help | @ English -

Please complete your Kentucky Online Gateway Profile

© I you already have an existing Kentucky Online Gateway (KOG) Account, please click here to reset your password OR click on the CANCEL button below to log into your account,

Please fill out the form below and click Submit when finished

Al fields with = are required

*First Name

E-Mail Address #Verify E-Mail Address

# Verify Password

Language Preference

English

Street Address 2

st

ate
Kentucky
nswer

Question * Answer

What was the name of your first pet?

”~

fm ot arobot

CANCEL | SIGNUP

Help | @ English -

Please complete your Kentucky Online Gateway Profile

YOU HAVE 4 HOURS TO COMPLETE THE PROCESS

© Your account has been requested and is pending email verification. Please check your email and click on the link provided to verfy your account. i you do not see the verification emad in
vour inboo, please check your spam or junk folder. If no email was received glick hare,

if you have slready verified your account by clicking the link provided i the email, plesse click on SIGN IN button to continue. [ESTRIRIT]

: Please note: Once the automated activation email has been received, select the activation link in
| the email. The activation link must be selected within four (4) hours to complete the verification
: process or the account request is deleted, and the registration process must be completed again.
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19. Select Continue to Sign in, located in the bottom right corner of the screen.

Validate New Account

© Click on the button below to Sign in now and complete the final step of the account creation process

20. Enter Email Address and click Next.

Welcome to the new Kentucky Online Gateway (KOG) sign-in page! Please login with your existing KOG account. If you run inte any login issues, please refer to the new Help »
page.

KENTUCKY it

OMLINE OATEWAY

Sign in with your Kentucky Online
Cateway (KOG ) Account

Email Address

21. Enter Password and click Verify.

KENTUCK Y.l
CHLINE SATEWAY

Verily with your password

Pagpword

English
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22. Users are redirected to the Register as a Kentucky Organ Donor screen.

Welcome cit091622 uses01b | My Account | Sign Out | Help | [T 0T

Register as a Kentucky Organ Donor ®

? ) Would you like to register as an organ donor?
With the passing of KY SB77 and in partnership with Donate Life Kentucky, the Kentucky Online Gateway

has created an online portal for Kentuckians to join the Kentucky Organ Donor Registry. For more
information on what it means to be an organ donor, please visit|https://donatelifeky.org/why-donat

Yes, Register Now Remind me later

* Zip Code

¢ If Remind me later is selected, Users will be redirected to the KOG Dashboard
screen.

e If Yes, Register Now is selected, Users will be redirected to the Organ Donor
Registration screen. On the Organ Donor Registration screen, Users should complete
the following:

1. Enter all applicable personal information.

2. Select the | have read, understand, and agree to the above terms and
conditions checkbox.

3. Click Register.

can click the Continue to the Application link. |

I
: Please note: If at any point the user chooses to skip the organ donor registration process, they
I

10



Walkoma cROVIAZE usarlh | My Account | Sgn Out

Register as a Kentucky Organ Donor

With the passing of KY 5877 and in partnership with Donate Life Kentucky, the Kentucky Online Gateway has
created the below form for Kentuckians to join the Kentucky Organ Donor Registry. If you'd like to join the KYDR,
please fill out the required fields below, select the consent checkbox, and click the “Register” button. For more
information on what it means to be an organ donor, please visit hitps://donatelifeky.org/why-donate/.

® First Name | ndgisas
Middie Name

Last Name | ygan0id
* Address 1

Addres:

* City
* County v
* Iip Code
* Birthdate
* Driver's License or State 1D

* Gender v

By submitting this registration | affirm that | am the applicant described on this application and that the

information entered herein is true and correct to the best of my knowledge. This form will serve as donor
dacument of g 5 outlingd in the Uniform Anatomical Gift Act. A documént of gift
before death, is considered legal authoriz
under 18 years

not revoked by the donor
n for donation and does not require the consent of another. If | am

f age, | understand that consent must be obtained from my paremts or legal guardian at the

time of donation,

L i nave read, understand, and agree to the sbove terms and conditi

Register

Imﬂﬂﬂm I

Agent Welcome Packet

11



Agent Welcome Packet

23. At this point, some users may be prompted to verify their identities. In this case, the Agent
must provide answers to each required question to complete the Remote Identity Proofing
(RIDP) process. Experian verifies the information provided and may present the user with
questions based on their credit profile. Provide answers to each question.

24. Confirm that the First Name, Middle Name, and Last Name are correct. This name must
match what is listed on the Agent’s DOI insurance license.

25. Click Next.

User Verification

@ The Kentucky Online Gateway must verify your identity information by using public records and consumer credit
information. Your information may also be verified by using information contained in your Commonwealth of
Kentucky records. Please fill out the form below using your Legal Name. Fields with asterisk are required. Click
Mext when finished.

* Legal First Name Middle Name * Legal Last Name
assam koraku

Name Suffix Gender Phone Number

Birth Date Social Security Number Email

v v v

assam.korakul232dispostable.com
* Home Address * City * State

Kentucky v

* Postal Code Postal Extension Code

Identy proofg is ensbled by -1} Experian

By checking this box | am certifying that | understand the services being requested are regulated by
the Fair Credit Reporting Act and that permissible purpose is required. Any special procedures
established by my company ("Experian Subscriber”) for obtaining the consumer's authorization to
receive information from the consumer's personal credit profile from Experian have been met. | certify
that the consumer named above has initiated a transaction with my company, and that the service
being requested will be used solely to confirm the consumer's identity to avoid fraudulent transactions

in the consumer's name.

12
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User Verification

.......

e [f you do not encounter the RIDP screen please proceed to Step 25.

e If you encounter this screen, please enter information in all fieds on this screen and
enter your personal information (home address, personal phone number, etc.).

Do not enter your business address and phone nhumber.

Enter your name exactly as it appears on your Kentucky DOI license
including hyphens and extensions (Jr., Sr., lll, etc.). Any name changes that
may have occurred should be matched with the information provided to

Kentucky DOI.

e Completed the subsequent screens and follow the onscreen instructions to confirm
your identity.

Please note: This information is being used to identify you as an individual and will not be shared
or displayed in the system. If you are unsure of how DOI has your information listed you may

search for it here.

number and will need to call the Experian Help Desk.

proofing online, a screen similar to the one below displays. The user will be given a reference |
I
I

Please note: When completing the ID proofing process, the Agent should use their personal
information and not their business information.


https://insurance.ky.gov/ppc/Agent/Default.aspx

Agent Welcome Packet

User Verification

You will need to contact the Experian helpdesk before completing this process. Please call them at 1-565-578-5409@.
When calling Experian, please use the reference number including the dashes: 878b-3a-200b. Once you have verified your

identity with Experian, please close your browser before returning to the application.

If Experian is unable to complete identity proofing, there is a manual ID proofing process available. If
manual ID proofing is required, send an email to DMS.IDProofing@ky.gov.

26. After the user’s identify is verified, enter in Agent ID. Enter any remaining details that are
available on the Access Request screen. Then, Click Next.

o Your Agent ID is your Kentucky DOI number.
* Do not enter your National Producer Number (NPN).

* If you are unsure of your DOl number you may search for it here.

Access Request

The roles you have requested require the following credential details to complete the request. Click Next
when finished.

Required Credentials

DOI Agent Credential

Enter Agent 1D

Enter Date of Birth:

Enter Last 4 digits of SSN:

27. Now, the Agent is prompted to download and set-up their multi-factor authentication
(MFA). Follow the instructions in Section 4 of this document to complete this process.

_____________________________________________ .
: Please note: For more KOG information and troubleshooting please refer to the KOG Quick |
| Reference Guide on the KHBE Website: KHBE_ ky.gov :
| 1

14
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4 Agents who Already Have KOG Accounts

Individuals who already have a KOG account should NOT create a new account and should use
their existing KOG account to access the trainings in MyPurpose. The high-level process an
Agent with an existing KOG account must complete is as follows:

1.

Day #1: Obtaining the Agent Training Role in KOG - Navigate to KHBE Insurance
Agents page and select Let’s Get Started, and log into existing KOG account. Enter
Agent information, navigate to KOG homepage, and click Launch next to Agent
Training tile in KOG.

Day #2: Accessing MyPurpose and Completing Trainings - It may take up to 24
hours for the Agent to access training after clicking Launch next to the Agent Training
tile in KOG. After 24 hours have passed, log into KOG and launch MyPurpose. Then,
search for and complete the training.

Day #3: Accessing AgentPortal - After the Agent completes the State-Based
Marketplace Training on MyPurpose and passes the assessment, it may take up to 24
hours for the Agent to gain access to kynect health coverage and AgentPortal.

4.1 Obtaining the Agent Training Role in KOG

1.
2.
3.

Navigate to KHBE Insurance Agents page and click Let’s Get Started.

Log into existing KOG account.

At this point, some users may be prompted to verify their identities. In this case, the Agent
must provide answers to each required question to complete the Remote Identity Proofing
(RIDP) process.

User Verification

line Gateway must verify your identity information by using public records and con

sing information contained in your Commaonwea
our Legal Name. Fields with asterisk are required. Click

o be verified

r information may a
5. Please fill out the

* Legal First Name Middle Name * Legal Last Name

assam Koraku
Name Suffix Gender Phone Number

N v
Birth Date Social Security Number Email
v v v assam.koraku 12 3@dispostable.com
* Home Address * City * State
Kentucky W

* Postal Code Postal Extension Code

Identity procfing is embled by *§. 2 Experian

By checking this box | am certifying that | understand the services being requested are regulated by
the Fair Credit Reporting Act and that permissible purpose is required. Any special procedures
established by my company ("Experian Subscriber”) for obtaining the consumer's authorization to
receive information from the consumer's personal credit profile from Experian have been met. | certify
that the consumer named above has initiated a transaction with my company, and that the service
being requested will be used solely to confirm the consumer’s identity to avoid fraudulent transactions
in the consumer's name.

15


https://kynect.ky.gov/healthcoverage/s/agents?language=en_US
https://kynect.ky.gov/healthcoverage/s/agents?language=en_US
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e If you do not encounter the RIDP screen please proceed to Step 4.

e If you encounter this screen, please enter information in all fieds on this screen and
enter your personal information (home address, personal phone number, etc.).

* Do not enter your business address and phone number.

* Enter your name exactly as it appears on your Kentucky DOI license
including hyphens and extensions (Jr., Sr., lll, etc.). Any name changes that
may have occurred should be matched with the information provided to
Kentucky DOI.

o Completed the subsequent screens and follow the onscreen instructions to confirm
your identity.

Please note: This information is being used to identify you as an individual and will not be shared
or displayed in the system. If you are unsure of how DOI has your information listed you may
search for it here.

4. Enter in Agent ID. Enter any remaining details that are available and make sure all
information is accurately entered on the Access Request screen. Then, click Next.

o Your Agent ID is your Kentucky DOI number.
* Do not enter your National Producer Number (NPN).

* If you are unsure of your DOI number you may search for it here.

Access Request

The roles you have requested require the following credential details to complete the request. Click Next
when finished.

Required Credentials

DOI Agent Credential

Enter Agent ID

Enter Date of Birth:

Enter Last 4 digits of 55N:

5.  Now, the Agent is prompted to download and set-up their multi-factor authentication
(MFA). Follow the instructions in Section 4 of this document to complete this process.


https://insurance.ky.gov/ppc/Agent/Default.aspx
https://insurance.ky.gov/ppc/Agent/Default.aspx
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6. After completing the MFA download steps in Section 4.1 of this document, navigate to the
KOG Homepage.

7. Log into KOG using Agent KOG credentials.
8. Navigate to the Agent Training tile from the KOG dashboard.
9. Click Launch from the Agent Training tile.

Qsearch

Organization Agent Training Self Service Portal
Management

The Organization Management Application e Allows Kentucky's families to easily access
enables external busingss partar pablic assistance benefitsiSHAR, TANF
arganizatians to onboard and administer MEDICAID, CHILD CARE) and infarmation 24/7
BCcess 10 users within therr organizations fram through an arline application and account.

& centrafized management tool

Please note: It may take up to 24 hours for MyPurpose to establish the user’s profile. Once the I
profile is established the agent is able to access and complete the training. :

4.2 Accessing MyPurpose and Completing Trainings

1. 24 hours after the Agent completes the steps in Section 3.1, navigate to the KOG
Homepage.

2. Log into KOG using Agent KOG credentials.
3. Navigate to the Agent Training tile from the KOG dashboard.

17
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4. Click Launch from the Agent Training tile.

Qsearch

! S
Rl elelrfelrial elslcl e clulafelelalnle] cfuleel o] 7] e]

Organization Agent Training Self Service Portal
Management

The Deganization Management Application MyPurpose Learning Management Allows Kentucky's families to easily access

enables extemal business parmer system for kynectors public avsistance benefirs{SNAR, TANF,
organizations to onboard and administer MEDICAID, CHILD CARE) and information 24/7

Becess 10 users within their arganizations from through an anline application and account.

& cantralized managem ent ool

Please note: You may be prompted to sign in again but should not have to re-enter your |
| credentials. :

5. Navigate to the MyPurpose homepage.

i

r
i

%?gPURPOSE Grow. Learn. Lead. Serve.

Home Need Assistance? Profle Connest Leaming Cavtfication Cortert ar Open Dpportenities Reports Admin

KNoWLEDGE EXPRENCE

Siys ABILITY

o SMPETENCE

. Té&nm& Grlowlit

Be the BEST Version of Yourself!

’W MyPROFILE MEBMMUNITY

6. Follow the steps in Section 5.1 of this document to complete the required trainings in
MyPurpose.

| Please note: Allow 24 hours to gain access to Agent Portal after completing the required
trainings and passing the Assessment in MyPurpose.

18
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5 Multi-Factor Authentication

Multi-Factor Authentication (MFA) is an authentication method that requires Agents to provide two or
more verification factors to gain access to MyPurpose and kynect. Users may be presented with
different security methods to complete MFA.

-
| Please note: If users are presented with multiple security methods set up options, KOG highly |
| recommends that users choose to set up Okta Verify as their security method to complete MFA.

5.1 Set up MFA: Okta Verify (Computer Browser)

When logging into KOG for the first time, if the email address and password entered on the new KOG
login screen are correct, users will navigate to the Set up security methods screen. Follow the steps
below to set up Okta Verify using a computer browser.

1. On the Set up security methods screen, click Set Up under Okta Verify.
b o

Set up security methods

Recommended
Click here Sot up

o SymantecVIP

19
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2.  Once on the Set up Okta Verify screen, users should download the Okta Verify application
to their mobile device or tablet/iPad from the App Store (iPhone and iPad) or Google Play
(Android devices).

Please note: There are two different Okta applications in the App Store (iPhone and iPad)
or Google Play (Android devices). Users should only download Okta Verify.

KENTUCKY.f
ONLINE GATEWAY

Set up Okta Verify

® cit060822.userozb@keups.net

Need Assistance?

1. On your mobile device, download the Okta Verify app from the App Store
(iPhone and iPad) or Google Play (Android devices).

2. Open the app and follow the instructions to add your account

3. When prompted, tap Scan a QR code, then scan the QR code below:

Can't scan?

20
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3. Users should follow the screenshots below to download, install and open the Okta Verify
application on their mobile device or tablet/iPad.

Please note: The app may prompt you to enable certain features on your device (camera, Face |
ID, or Touch ID, push notifications, etc.) that will assist in completing the MFA enroliment. Please :
I

|
|
: allow these features.

3:339 o T -

Q okta verify

1Password - Passwor...
@ Generate & autofill passwor. OPEN

1Password remembers all your passwords for you, and
keeps them safe and secure behind the one password

)

Okta Verify
Business 1 GET
KkeRkktr

Okta Mobile
Business GET
L2 2 3 e

oday

Today Games. Apps Arcade Search

Okta Verify

Ways to verify

‘When signing in, enter a code from this app,
tap Yes on a push notification, or tap the
"Sign in using Okta Verify on this device"

button.

o Add Account

3:379 w! T -

Welcome to Okta Verify

Securely sign in to your organization's apps.

Add Account

toadd

Organization
Work, school, company

Other
Facebook, Google, etc

6

3:379

When you access your organization’s apps,
use Okta Verify to confirm your identity.

Choose Account Type

Choose the type of account you would like

v

How it works

21
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4. When prompted, select Yes, Ready to Scan to open the device camera.

Okta Verify

Do You Have Your
QR Code?

Ei

Before you continue, make sure your QR
code is shown on another device, such as a
laptop

Where do | get my QR code?

0 Yes, Ready to Scan

[ No, Sign In Instead }

5. Use the camera feature to position the QR code within the highlighted box to be scanned.

Scan QR Code

Center QR Code within the Frame

Enter Key Manually

22
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6. If the user’s device successfully scans the QR code, KOG will recognize that the Okta Verify
MFA enrollment is complete. If no other authentication factors are available to enroll, users
will be redirected to their application.

e Phone: SMS Text Message

e Phone: Voice Call

e Symantec VIP Access Token

KENTUCKY. il
ONLINE GATEWAY

Set up security methods

(Q) cit0B0822.user0Zb@keups.net
Meed Assistance?

Security methods help protect your account
by ensuring only you have access

You have successfully set up the required
security method. We recommend that you
also set up at least one of the below
mentioned optional security method

Set up optional

\. Phone

Verify with a code sent to your phone

Used for access or recovery

Set up

& SymantecViP

Verify by entering a temporary code
from the Symantec VIP app.

Used for access

Set up

Set up later

Back to sign in

English Help
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5.2 Set up MFA: Okta Verify (Mobile Device or Tablet/iPad Browser)

When logging into KOG for the first time, if the email address and password entered on the new KOG
login screen are correct, users will navigate to the Set up security methods screen. Follow the steps
below to set up Okta Verify using a Mobile Device or Tablet/iPad browser.

1.

2.

On the Set up security methods screen, click Set Up under Okta Verify.

TE5 ol T -

e & ssoi.dev.kog.ky.gov

KENTUCKY.
GNLINE GATEWAY

Set up security methods

¢

Select Can’t scan?, located below the QR code.

KENTUCKY.
ONLINE GATEWAY

©

Set up Okta Verify

24



3.

Agent Welcome Packet

Select Text me a setup link if you prefer to have the setup link texted to you using SMS,

then select Next.

Please note: Select Email me a setup link if you prefer to have the setup link emailed to you.
Skip the steps below and proceed to Step 7.

8:00 -

AA T & ssoi.dev.kog.ky.gov

KENTUCKY sl

ONLINE GATEWAY

o

Set up Okta Verify

®) cit060822.user03b@keups.net

Need Assistance?

Which option do you want to try?

) Email me a setup link

(® Text me a setup link

o
5
<
Q
2

1

Return to authenticator list

Back to signin

< h m
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4.

5.

8:01v Wl T -

AA = & ssoi.dev.kog.ky.gov &

KENTUCKY,

ONLINE GATEWAY

Set up Okta Verify via SMS

®) cit060822.user03b@keups.net

Need Assistance?

Country

United States

Phone number

. Enter phone 0

Make sure you can access the text on
your mobile device.

Send me the setup link

The onscreen message notifies users to Check their text messages.

8:029 wl T -

& ssoi.dev.kog.ky.gov

KENTUCKY.

ONLINE GATEWAY

o

Check your text messages

® cito60822.usero3b@keups.net
Need Assistance?

We sent an SMS to_wim
an Okta Verify setup link. To continue,
open the link on your mobile device.

Or try a different way to set up Okta
Verify.
Return to authenticator list

Back to sign in

English & Help

WARNING

This website is the property of the
Commonwealth of Kentucky. This is to
notify you that you are only authorized to
use this site, or any information accessed
through this STEE=REFITSSRERERRC DUrDOSE.

26

Agent Welcome Packet

After selecting Text me a setup link, users should enter the 10-digit phone number
associated with their mobile device into the Phone number field and select Send me the
setup link. *Standard mobile messaging rates may apply from your mobile carrier.*



6.

Agent Welcome Packet

Users receive a SMS text message to their mobile device containing a link. Select the link

and proceed to Step 10.

1M:17 7

< Chrome

Click here to enroll Okta
Verify :

0518709

O® -~ 0o @D %

If users would prefer to have the setup link emailed, select Email me a setup link and

click Next.

& ssoi.dev.kog.ky.gov

KENTUCKY,
ONLINE GATEWAY

O

Set up Okta Verify

®) cit060822.user03b@keups.net

Need Assistance?

Which option do you want to try?

Email me a setup link

Text me a setup link

P —
Next < Tap here { | 2
Nm——

Return to authenticator list

Cre

° Taph

Back to sign in
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8. Users should enter their email address into the Email field and click Send me the setup
link.

& ssoi.dev.kog.ky.gov

KENTUCK Y.

ONLINE GATEWAY

“Send me the setup link

Or try a different way to set up Okta
Verify.

Return to authenticator list

9. Users should log into their email account on their mobile device or tablet/iPad and retrieve
an email titled as “Push Verify Activation Email”. Click Activate Okta Verify Push.

KENTUCKY. il
ONLINE GATEWAY

Kentucky Online Gateway
- Okta Verify Push
Registration

Hi cit060822 user03b,

Kentucky Online Gateway uses Okta
Verify Push for multi factor
authentication.

Click the following link from your mobile
device to activate Okta Verify Push for
your account,
cit060822.user03b@keups.net:

e
Tap here > Activate Okta Verify Push
. o

This link expires in 5 minutes
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10. If users have not yet downloaded Okta Verify app to their mobile device or tablet/iPad,
continue to the step below (STEP 10A). If users have already downloaded Okta Verify app
to their mobile device or tablet/iPad, skip STEP 10A, go to STEP 10B.

A. STEP 10A: To open the emailed or texted link, users will need to download Okta
Verify to their mobile device or tablet/iPad. Select OK on the pop-up message and
then select Download OKTA Verify. After users download the Okta Verify Application
and see the “Welcome to Okta Verify” message, go back to the email or SMS Text
message and re-select Activate Okta Verify Push.

 79% Wl i T-Mobile T 8:09 P < 78% .

4 Messages ul T

Okta Verify

Open the Okta Verify app to complete enroliment.

Safari cannot open the page because the
address is invalid. If Okta Verify is not installed on your device, it can

be downloaded from the App Store.
y
ap Okta Verify

B. STEP 10B: If users have previously downloaded Okta Verify to their mobile device or
tablet/iPad, their device browser will ask if they would like to open the page in Okta
Verify. Click Open.

& ssoi.dev.kog.ky.gov

Open this page in “Okta Verify"?

29
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12.

Agent Welcome Packet

Click Get Started.

M7 9

< safari

&

Welcome to Okta Verify

You're about to set up an account for
ssoi.dev.kog.ky.gov to securely sign in to
your organization’s apps.

Get Started

Choose Enable to enable Okta Verify to use Face ID or Not Now to move to the next
step.
11:18 7

<« Safari

0
)
Enable Face ID

This allows you to use Okta Verify with Face
ID to access apps.

Enable

Not Now

30
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13. Click Set as Default to set this KOG account as the default account in Okta Verify or click
Skip.

118 7

« Safari

Set as Default Okta
FastPass Account?

) net

You have more than 1 ssoi.dev.kog.ky.gov
account that has Okta FastPass enabled. Set
this account as your default to use it for Okta
FastPass verification for ssoi.dev.kog.ky.gov.

You can change your default account at any
time in your account details.

Set as Default

14. Click Done.

118 94

< Safari

Account Added

Cit060822.us ps.net

You can now securely sign in to your
organization's apps.

Return to your organization's instructions to
continue.

Important: Keep this app installed on your
device. You'll need it to sign in.
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15. Navigate back to your KOG login browser where you initially began the setup process.
16. After completing this process, the Okta Verify MFA enrollment is complete. If no other
authentication factors are available to enroll, users will be redirected to their application.

e Phone: SMS Text Message

e Phone: Voice Call

¢ Symantec VIP Access Token

KENTUCKY. =il
OMNLINE GATEWAY

Set up security methods

(B cito60822.user0zb@keups.net
Need Assistance?

Security methods help protect your account
by ensuring enly you have access.
You have successfully set up the required
security method. We recommend that you

also set up at least one of the below
mentioned opticnal security method

Set up optional

\. Phone
Verify with a code sent to your phone
Used for access or recovery
Setup

«f  SymantecVIP

Verify by entering a temporary code
from the Symantec VIP app.

Used for access

Setup

Set up later

Back to sign in

English Help
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5.3 Set up MFA: SMS Text Message

When logging into KOG for the first time, if the email address and password entered on the new KOG
login screen are correct, users will navigate to the Set up security methods screen. Follow the steps
below to complete MFA through SMS text message using a cell phone.

1. On the Set up security methods screen, click Set Up under Phone.

KENTUCKY.fl

ONLINE GATEWAY

Set up security methods

@ cit060822 user02b@keups net

Need Assistance?

Security methods help protect your account
by ensuring only you have access.

Set up required

@ Okeverty

Okta Verify is an authenticator app,
installed on your phone, used to
prove your identity
Recommended

Set up

\. Phone

Verify with a code sent to your phone

Setup Click here 7

~

& SymantecViP
4
= Verify by entering a temporary code
from the Symantec VIP app.

Setup

Back to sign in

English [¥| Help

2. Users should click SMS and enter the 10-digit phone number for their mobile device into
the Phone number field and click Receive a code via SMS. *Standard mobile messaging
rates may apply from your mobile carrier. *

KENTUCK Y.

ONLINE GATEWAY

4\/\.\\

\ 4

Set up phone authentication

® citos0822.use cupsnet
Need As:

Enter your phone number to receive a

verification code via SMS.
NET © <s

) Voice call

Country

United States

Phone number

Enter phone number _RSICEES-RELEE |

-
Receive a code via SMS Click here
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3. Users will receive a SMS text message to their mobile device containing a 6-digit code.
Users should return to the KOG screen and enter the 6-digit code they received into the

Enter Code field and click Verify.

KENTUCK Y.ails
ONLINE GATEWAY

/e S\
S~

Set up phone authentication

® cito60822 user02b@keups e

Need As

A code was sent to your phone. Enter the
code below to verify.
Carrier messaging charges may apply

Enter Code

1l Enter code 82996
, A

Click here 2
—

English v Help

WARNING

4. If the code was entered correctly, KOG will recognize that the SMS text message-based
Phone MFA enroliment is complete. If no other authentication factors are available to

enroll, users will be redirected to their application.

e Okta Verify: Computer Browser
e Okta Verify: Mobile Device or Tablet/iPad Browser

e Symantec VIP Access Token

Please note: KOG recommends that users also set up at least one of the other security methods:

KENTUCK Y.l

OMNLINE GATEWAY

Set up security methods
@ cito60B22 userD2b@keups.net

Need Assistance?

Security methods help protect your account
by ensuring only you have access

You have successfully set up the required
security method. We recommend that you
also set up at least one of the below
mentioned optional security method

Set up optional

e Okta Verify
Okta Verify is an authenticator app.
installed on your phone, used to
prove your identity

Recommended

Setup

&  SymantecVip
" Verify by entering a temporary code
from the Symantec VIP app.
tor

Setup

Back to sign in

English (V] Help
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5.4 Set up MFA: Voice Call

Agent Welcome Packet

When logging into KOG for the first time, if the email address and password entered on the new KOG
login screen are correct, users will navigate to the Set up security methods screen. Follow the steps

below to complete MFA through Voice Call using a cell phone.

1. On the Set up security methods screen, click Set Up under Phone.

KENTUCKY sl
ONLINE GATEWAY

Set up security methods

@ cit060822 user02b@keups net

Need Assistance?

Security methods help protect your account

by ensuring only you have access

Set up required

(<]

Okta Verify

Okta Verify is an authenticator app,
installed on your phone, used to
prove your identity
Recommended

Setup

Phone
Verify with a code sent to your phone

Setup & Click here 7

Symantec VIP
Verify by entering a temporary code
from the Symantec VIP app.

Setup

Back to sign in

English [¥| Help

2. Users should click Voice call and enter their 10-digit phone number into the Phone
number field (and extension into the Extension field if applicable) and click Receive a
code via voice call.

Enter phone number A

KENTUCKY.auils
ONLINE GATEWAY

Set up phone authentication

® cit060822.user02b@keups.net

Enter your phone number to receive a
verification code via voice call

QO sms

. ® Voice call

Country

United States

Phone number Extension
5555555555
Receive a code via voice call Click here
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3. Users will receive a phone call and the voice on the line will read off a 5-digit code. Return
to the KOG screen and enter the 5-digit code into the Enter Code field and click Verify.

KENTUCKY,aslls

ONLINE GATEWAY

Calling your phone. Enter the code below to
verify.
Carrier messaging charges may apply

Enter Code

ECE - |
Click here {

Return to authenticator list

Back to sign in

English v

4. If the code was entered correctly, KOG will recognize that the Voice Call-based Phone
MFA enrollment is complete. If no other authentication factors are available to enroll, users
will be redirected to their application.

: Please note: KOG recommends that users also set up at least one of the other security methods: -i
: e Okta Verify: Computer Browser :
: e Okta Verify: Mobile Device or Tablet/iPad Browser I
: e Symantec VIP Access Token J:

KENTUCK Y.l
ONLINE GATEWAY

Set up security methods

@ cit060822 user02b@keups.net
Need Assistance?

Security methods help protect your account
by ensuring only you have access
You have successfully set up the required
security method. We recommend that you
also set up at least one of the below
mentioned optional security method

Set up optional

o Okta Verify
Okta Verify is an authenticator app.
installed on your phone. used to
prove your identity

Recommended
Setup
& Symantecvip

Verify by entering a temporary code
from the Symantec VIP app.

Set up

Back to sign in

English [¥| Help
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5.5 Re-Register MFA: Symantec VIP Access Token

KOG continues to offer Symantec VIP as a security method for MFA. If users previously used
Symantec VIP to log into KOG supported applications, users will need to re-enroll into Symantec VIP
as a one-time activity.

=
| Please note: Users who downloaded the Symantec VIP application previously, DO NOT need to |
| re-install the app. |

When logging into KOG for the first time, if the email address and password entered on the new KOG
login screen are correct, users will navigate to the Set up security methods screen. Follow the steps
below to complete MFA through Symantec VIP.

1. On the Set up security methods screen, click Set Up under Symantec VIP.

KENTUCKY. i

ONLINE GATEWAY

Set up security methods

® cit060822.user0zb@keups.net

Need Assistance?

Security methods help protect your account
by ensuring only you have access.

Set up required

0 Okta Verify
Okta Verify is an authenticator app.
installed on your phone. used to
prove your identity

Used for access or recovery

Recommended

Set up

Symantec VIP
Verify by entering a temporary code
from mantec VIP app.

/ Set up

Click here

: Please note: If users have not installed the Symantec VIP Access Token on their machine or
| device, reference the Install Symantec VIP Access Token section. |
I
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After opening the Symantec VIP app on your device, you will see a Credential ID and a
Security Code in a small black box. To copy the Credential ID from Symantec VIP app,
click the button next to the Credential ID (that looks like two sheets of paper). Return to the

KOG screen and either paste or manually enter the 12-digit Credential ID into the
Credential ID field.

KENTUCKY. il

ONLINE GATEWAY

Set up Symantec VIP

®) cit060822.user0zb@keups.net

Need Assistance?

From the Symantec VIP app. enter your
credential ID and two consecutive generated
codes

Enter credential ID

/ VSST36895167

Security code 1

Security code 2

Security Code

@1
341315/°
@

Enroll

Copy the Security Code from the Symantec VIP app. To copy the Security Code, click the
button next to the Security Code (that looks like two sheets of paper). Return to the KOG

screen and either paste or manually enter the 6-digit Security Code into the Security code
1 field.

KENTUCKY. il

ONLINE GATEWAY

Set up Symantec VIP

®) cit060822.user0zb@keups.net

Need Assistance?

From the Symantec VIP app. enter your
credential ID and two consecutive generated
codes

Enter credential ID

VSST36895167

Security code 1

Security code 2

Security Code |

950799 °

Enroll

(O
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4. Wait until a new Security Code appears in Symantec VIP app and copy the newly
generated Security Code. Return to the KOG screen and either paste or manually enter
the newly generated 6-digit Security Code into the Security code 2 field, then click Enroll.

_____________________________________________ -
: Please note: The Security Code refreshes every thirty (30) seconds. If the 2" code expires |
| before users click the Enroll button, enrollment will fail, and users will need to return to the VIP :
| Access application to receive two new valid Security Codes. |
- . 1

KENTUCKY.i

ONLINE GATEWAY
=

(&)
=/

Set up Symantec VIP

® cit060822 user02b@keups.net

Need Assistance?

From the Symantec VIP app, enter your
credential ID and two consecutive generated
codes

Enter credential ID

VSST36895167

Security code 1

950799

Security code 2

2 m/ 271858

571858 ¢

Click here ¢ (¥} @
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5. If the Credential ID and Security Codes were entered correctly, KOG will recognize that
the Symantec VIP MFA enroliment is complete. If no other authentication factors are
available to enroll, users will be redirected to their application.

Please note: KOG recommends that users also set up at least one of the other security methods:
Okta Verify: Computer Browser

I
I
|
|
e Okta Verify: Mobile Device or Tablet/iPad Browser |
I
I
I
|

e Phone: SMS Text Message

e Phone: Voice Call

KENTUCKY =il
ONLINE GATEWAY

Set up security methods

Security methods help pratect your account
by ensuring anly you have access
¥ou have successfully set up the required
security method, We recommend that you
also set up at least one of the below
mentioned optional security method

Set up optional

<]

Okta Verify

Okta Ve

I= an authenticator app.

phone, used o

Recommended

Setup

'.‘ Phone

Verify with a code sent to your phone
Setup

Back to sign in

English [V Help
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5.6 Install Symantec VIP Access Token

If Agents decide to use Symantec VIP Access Token to access MyPurpose or kynect and do not have
Symantec VIP on their machine or device, Agents should follow the steps below.

: Please note: Users who previously used Symantec VIP to complete MFA will need to re-
| enroll into Symantec VIP as a one-time activity to continue using this MFA security
| method. However, users DO NOT need to re-install the app.

1. Go to https://idprotect.vip.symantec.com/mainmenu.v and click Download.

Please note: The software is available for desktop and mobile. Please download the :
required type. To download for a desktop, use the link above and follow the steps below. |
To download for mobile, download the app from the app store or Google Play on your |
mobile device. I

Secure Authentication

SYMCB8187 4897
Anywhere

Your key to one swipe two-step authentication.

T ) (S

645943

: Please note: In some instances, a System Administrator from your Agency may be
| required to download this software on your behalf. |

41
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2. To download the Symantec VIP token, choose of the options:

° To download for Windows-based machine, click Windows.
° To download for Mac, click Mac.

Choose your options

VIP Access for Mobile VIP Access for Computer

)

3. Click Run to set up VIP Access.

Choose your options

VIP Access for Mobile VIP Access for Computer

’

[ ot

i0s Mae Windows
Mac 08 X 1012 or higher Windows™ 7 EP1, Windows® 8, 8.1
amd 10 (zasive daskzop mode only)

Do you want to run or save VIPAccessSetup.exe (12.1 MB) from s3-us-east-2.amazonaws.com?

@ This type of file could harm your computer. Run Save |T Cane
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4. Click Next.

Choose your options

VIP Access for Computer
Welcome to the VIP Access Setup Wizard

A
Use this wizard to instal Validation and ID Protection Service (VIP) '
Access,
Mac Windows
Jac O3 X 10.12 or higher Windows® 7 5P1, Windows* 8, 8.1
o 1) eive dislecp mode cnly)

Symantec.

WARNING: This computer program is protected by copyright law
and international treaties. Unauthorized duplication or distribution off
this program, or any partion of it, may result in severe dvil or
criminal penalties, and will be prosecuted to the masximum extent
possible under the law.

5. Check | accept the terms in the license agreement (if the terms are accepted) and click
Next.

8

Li it Syma
icense Agreemen Symantec.

1D Protaction
Review the license agreement before instaling VIP Access.

VIP Access for Computer
Protection Services (“Services”). “Licensed Software” means the

Symantec software program, in object code form, accompanying this

License Agreement, including any associated program documentation

included in, or provided for use with, such software.

License Restrictions and Obligations. You may not, without U
Symantec’s prior written consent, conduct, cause or permit the: (i) '
use, copying, modification, rental, lease, sublease, sublicense, or Mae Windows
transfer of the Licensed Software except as expressly provided in this M 05 X 10.12 or bisker Windows® 7 5D1, Windows? 8,81
License Agreement; (ii) creation of any derivative works based on the o ) amd 10 fzzsive deskiop mode oaly)

(® 1 accept the terms in the license agreement:
(O1do not accept the terms in the license agreement

InstallShield

st [_ren ]|
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6. Select Install Location and click Next.

ﬂ VIP Access

mantec.
\‘?;Idltiw &

Select Install Location ‘/
1D Protection

This wizard will install VIP Access in the location shown below. To install VIP Access in a different
location, select Browse.

Select Next to start the installation process.

Folder:

D C:\Program Files (x86)\Symantec\VIP Access Client| * Browse...

7. Click Install to begin the Installation.

1 VIP Access X

mantec.
\slxiidllioll &

Ready to Install the Program J
1D Protection

Select Install to begin the installation.

If you want to review or change any of your installation settings, select Back. Select Cancel
to exit the wizard,

InstallShield

44

VIP Access for Computer

Mac Windows
Mac 05 X 10.12 or higher Windows™ 7 8P1, Windows" 8, 8.1
i 10 v Giesknp mode o)

VIP Access for Computer

’

Mac Windows.
Mac OF X 10.12 or higher Windows* 7 5P1, Windows® 8, 8.1
e 10 (mztive dskaoy mode only)

Agent Welcome Packet
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8. Click Finish. The VIP Access is installed successfully.

Choose your options

InstallShield Wizard Completed

VIP Access for Computer

j VIP Access installed successfully.
[ |

Mac Windows
Dac 03 X 10.12 or higher Windows* 7 SP1, Windows™ 3, 8.1

Symantec. e a——

Note: Go to All Programs from the Start menu to launch VIP
Access.

e bk

9. The user has successfully registered MFA on their computer. Click on the VIP Access icon. In
the bottom right on the screen, the VIP Access Credential ID, and Security Code display.

= VIP Access

["credentialip

V55T69894784 o

@i
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5.7 Add/Remove MFA Security Methods
Users should follow the steps below to add a new security method or remove an existing security

method.
Welcome cit060822 user02b & ‘ @english~ | Help ‘ Sign Out G

1. After logging into KOG, click on the Account Name at the top of the screen.

KENTUCKY ..
ONLINE GATEWAY
All Apps

Search for Applications .... Qsearch
- lelcfofelefelel i fi]cfifulnfolrlafe]s]

CSWS (DEV)

Business Connect Test App CP Application
Internet Exolorer Onlv
«
Allows public to create, update and view

Account Management
This application is for Understanding of
their accounts

Chrome Browser Recommended
This widget is for testing Business Connect
Functionality only.

Enables user's to manage accounts via self-

service. application integration with KOG and is used
for test purposes only.

Enroll

Enroll CP Access

MutuallyExclusiveByRoleExc
B

Enroll

Identity Proofing KARES DISPLAY Mutual Exclusive New Level
Explore New Level of Mutually Exclusivity for MutuallyExclusiveByRaleExclusion

Fingerprint based background checks for job

Enables offline remote identity proofing of

N
ONLINE GATEWAY
My Info My Credentials My Agreements Change P: d MFA M ment  Training Modules
5
Organ Donor Registration 2
B gl ‘\0\ ’/\
&
&/ fcat
LM Back To Application

Account Home

Good Afternoon cit060822 user02b.
Please select a button above to view or edit your account.
Password Last Modified: — 6/8/2022

Password will expire in 55 days.
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3. Scroll down the page to the Security Methods section to add or remove different security
methods.

KENTUCKY. il I Q_ fssarch your apps I cit060822

ONLINE GATEWAY Kentucky Online Gate...

ﬂ My A = An uppercase letter
ly Apps .
* A number
First name Cr060822
= Does not Include your first name
A Notifications » Does not Include your last name
Last name user03b
« Your pa: :annot be any of your last 24 passw
Okta username C060822 user03b@keups.net
. . _ Current password
Primary email C060822 user03b@keups.net

New password
Mobile phone:

Confirm new password
Display name user03b, cit060822

Change Passw
isplay Language Edit
v Security Methods
Language English
fault language has been automatically set Security methods help your account security when signing In to Okta and other
To change your language applications

ediit and save your desired display language:

Click "Set up" or "Set

Okta Verify up another” to Add setup

Phone Setup another
—————

Symantec VIP Set up

Last sign in: a few seconds ago

Privacy

4. Follow the onscreen instructions to add or remove a security method.
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6 Login Instructions

Agents should proceed with the following steps to log into the system:
1. Navigate to https://kog.chfs.ky.gov.

2. Enter Email Address and click Next.

Welcome to the new Kentucky Online Gateway (KOG) sign-in page! Please login with your existing KOG account. If you run into any login issues, please refer to the new Help x
page.

KENTUCKY. s
ONLINE GATEWAY

Sign in with your Kentucky Online

Gateway (KOG) Account
Email Address

cit060822 user03b@keups net|

Create New Account

3. Enter Password and click Verify.

KENTUCK Y. il
ONLINE GATEWAY

—
( |
\ ek |
\

\\. .r/

Verify with your password

(@ citDB0822 user03bEkeups net

Forgot password?

Back to sign in

English v

. Please note: If any application within KOG requires Multi-Factor Authentication (MFA), users |
. are prompted to complete MFA when logging into KOG, rather than when accessing the !
. specific application. !
1

4. The system redirects the user to complete Multi-Factor Authentication, through Okta Verify,
Symantec VIP, or phone, depending on the MFA the user has enrolled in. Complete the
required steps for MFA.
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7 Complete the SBM Registration Training and KHBE Trainings

Once the Agent has the MyPurpose tile on their Kentucky Online Gateway home page, they

should complete the required trainings. All trainings required for Agents are provided through

KHBE’s Learning Management System, MyPurpose. Agents should follow the steps below to
complete the trainings.

| Please note: Agents who previously participated on the Federally Facilitated Marketplace (FFM) |
: can still expect to receive communications from the FFM regarding PY2022 Training and |
| Registration. Agents should complete the trainings required for certification in the states in which :
| they are licensed. If a Kentucky licensed Agent plans to operate only in Kentucky, they only need
: to complete the State-Based Marketplace (SBM) Certification/Registration Training. |

7.1 Steps to Complete KHBE’s Trainings

1. Navigate to the KOG Homepage.

Log into KOG using Agent KOG credentials.
Navigate to the Agent Training tile from the KOG dashboard.

W N

Click Launch from the Agent Training tile.

SEare s

Organization Agent Training Self Service Portal
Management

The Organization Management Application e Allows Kentucky's families to easily access
enables externad basiness partner public assistance benefits{SNAP, TANF,
arganizatians to onboard and administer MEDICAID, CHILD CARE) and information 24/7
BCess 10 users within thew organizations from through an anline application and account.

& oentralized managem ent 1ol

: Please note: You may be prompted to sign in again but should not have to re-enter your
| credentials.

49


https://kog.chfs.ky.gov/home

Agent Welcome Packet

5. Navigate to the MyPurpose homepage.

s

/7MPURPOSE =
L . . » - pFa
(7 - ) | * rY <

™ oo Fans Connest  Leam ing  Cevshicabon ran e Dpparn po

*EOPLETOPURPOSE

Be the BEST Version of Yourself!

LEARNING DEEFHI MyPROFILE MEBMMUNITY

6. Type KHBE in the search bar at the top right of the MyPurpose screen.

)
777PURPOSE
— I I o
Home Need Assistance? Profile Connect Leamning Performance Open Opportunities
e

KlowWlEDGE

ABIL
§~,£.0H‘PETENCE = s

GROWTH

Té.\imua

PEOPLETOPURPOSE

TEAMKENTUCKY
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7. Look for the training Plan Year 2022 State-Based Marketplace Registration
Training for Agents in the Global search results.

8. Click the title for the training to enter the Training Details screen.

74PURPOSE 7

......

Global Search

:

KHBE Benefind 5S¢ Policy and System Training
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9. Click Request to register for the training.

PWPURPOSE  _ . €}

L v
Chaar

Home Need Assistance? Profile Connect Learning Performance Cpen Opportunities
-

M Search  Traming Details

Training Details

i KHBE 5tate Based Exchange Training for Agents

Cabinet for Health & Family Services . 1haur

Avallable Languages
English {US)

Version

Subjects

Employee Development

Curriculum

10. Navigate back to the MyPurpose homepage.
11. Scroll down and locate the My Training box.

12. Click on My Training at the top of the My Training box to go to the Transcript screen.

_ it

) ~ Due Date Action
View transcript
{0 approved training selection(s))
(Registered for 4 trai lechi )
flegistered for 3 wainig selection(s)) KHBE State Based Exchange Training for Agents October 2021 o

MyCAREER FAQs

MyLEARNING FAQs

MyPERFORMANCE FAQs

MyPROFILE FAQs For Training: Please make sure you are using Internet Explorer 11 with the pop up blocker turned

MyCOMMUNITY FAQs off. If you do not have Internet Explorer 11 you will need to use Google Chrome with the pop up
blocker turned off and the flash player enabled.

Accessibility Assistance FAQs
System Requirements & Miscellaneous _
Sl here T yau have qUESTIOHS ORI asSIsAneE H Accessibility Focus Group - Elizabeth Cram has received a reply to the discussion:

| loved seeing this good news regarding accessibility in Kentucky. Tha
3/26/2020 8.56 AM - T Comments - Connect

Y Accessibility Focus Group - Neil Popplewell has received a reply fo the discussion:
L Future Accessibility Guidelines—for People Who Can't Wait to Read Them
e 3/5/2020 5:17 PM - T Comments - Connect

Please note: Completed trainings may take up to 24 hours to appear on the Agent’s MyLearning
page.
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13. Click Open Curriculum next to the relevant training.

; Justin Mullins Bio ~ Feedback Transeript Actions ~ Snapshot

faY > Justin Mublins > Transcript Justin Mullins

Transcript: Justin Mullins [i=

Use the transcript to manage ining. ***Please make sure you are using Internat Explorer 11 with the pop up blocker turned off

urned off and the flash player enabled. ***

. 1f you do not have Internet Explorer 11 you will need to
use Google Chrome with the pc

Active® | By Date Added ™ | | All Types™

Search Results (2)

Based

i Exchange Training for Agents Open Curriculum =
Status: Ragisterad

14. Click Activate from the training details screen and the Activate button will switch to
Launch.

77PURPOSE

Home Need Aszisance? Frafile Connest

Lsarning Parformance Opan Opponunities
i
A 1 |-HIPP P ”
KHBE State Based Exchange Training for Agents Options ¥
0,
0%
CURRICLALUM PROGRESS
Mod 1 | Activate -
- Statug: Not Actvated  Duwe: No Dye Dats

fornerstone
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15. Click Launch next to launch the training.

"wPURPOSE

MesdAsusunce?  Profie  Connect  Leaming  Performance  Opan Oppormnities

KHBE State Based Exchange Training for Agents

0%

fornerstone

16. Click Accept from the Training Agreement page.

Extensive Content. Countless learning opportunities.
Free to you. Wherever you go. That's CommonweathU!

Ready to dive in? A few quick things..

To view courses during regularly scheduled working hours,
seek approval from your supervisor before taking the course,

You're free to take courses at home, any time of day, without
approval! Please be aware, however, that you will not be
compensated for training completed outside of your regularly
scheduled working hours without advance approval of your
supervisor.

Have FUN! CommonwealthU has THOUSANDS of courses that
are free for you. You'll find many courses from third-party
vendors. Please remember that if a course conflicts with
Kentucky and/or federal law, Kentucky and/or federal lav will
control.

System Requirements:

==*You must allow pop-ups on this site,” ™~

Supported Browsers:

Microsoft Internet Explorer 11 or Edge, Google Chrome,
Safari 8 or higher, Firefox 4 or higher, Opera 27 or higher,
Mobile devices running i0S @ or higher or Android 5 or higher

17. Begin and complete the training.

18. Complete all modules of the Plan Year 2022 State-Based Marketplace
Registration Training for Agents.

19. After completing all modules of the training, take the corresponding Assessment.

Please note: Agents are allowed 3 attempts to complete the assessment and must obtain a
passing score of 80% or greater. It is recommended that any Agent who has been unsuccessful
in their 2nd attempt of training assessment contact the KHBE Program Inbox at KHBE.ky.gov
prior to beginning their third attempt. This permits KHBE to provide some additional support to
the Agent. If a passing score is not achieved within the 3 attempts, registration as an Agent will
be deferred for 1 year, as he or she will be considered out of compliance with KHBE policy and
state regulation.
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8 After Completing the KHBE Training

After completing the trainings, the Agent has access to the Agent Portal in KOG. To access
Agent Portal, click the SSP tile on the Agent’s KOG dashboard.

| Please note: The KHBE Program may require Agents to complete additional training to continue |
: to improve the service provided for Kentuckians. For further questions, please contact the KHBE :
I I

Program email inbox at KHBE.Program@ky.gov.

Please note: Allow 24 hours to gain access to Agent Portal after completing the required |
trainings and passing the Assessment in MyPurpose. Agents must complete required trainings in |
MyPurpose before gaining access to Agent Portal. :
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