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Introduction 

This Quick Reference Guide is designed to help kynectors complete the necessary steps 
to access KYID and their kynector ID. This document also provides key information 
regarding Manual Identity Proofing for individuals unable to verify their identity through 
Experian. 
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Creating a KYID Account 

To access a variety of Commonwealth of Kentucky systems including kynect and 

MyPurpose, kynectors must create a KYID account. Follow the steps below to create a KYID 

account. 

Please note: If you have an existing KYID account for business, you should use that 
account instead of creating a new one. 

How to Create a KYID Account 

1. Navigate to the KYID home screen at https://kyid.ky.gov.

2. Select Create Account.

3. Select Get Started on the KYID homepage.

https://kyid.ky.gov/
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4. The Enter your account email is the first step of the account creation process. Enter 
your preferred email address in the Primary email* field.

5. Enter the same email id in the Confirm primary email* field.

6. Select Next to proceed.

The Verify your email popup displays. As the next step in the account creation process, you 
must verify your email. A six-digit verification code is sent to your registered email address. 
7. Enter the six-digit code in the Enter verification code* field. Note that the code expires 

after 10 minutes.

8. After entering the code, Select Verify to proceed. Upon successful verification, a 

success message is displayed.

9. Select the Resend verification code link to receive a new code in case the code 

expires after 10 minutes, or you have not received it.

10. Select the Use a different email link in case you wish to use a different email address 

to create your KYID account.
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The Provide your mobile number is the next step of the account creation process. You may 
select the Skip this step link on this screen, however, if you skip this step, then you must 
provide an alternate email as a mandatory step on the next screen. The mobile number or 
alternative email will be used for Multifactor Authentication (MFA) and/or for account 
recovery. 
11. Select the Country code drop-down arrow and select the applicable country code from

the menu.
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12. Enter your mobile number in the Mobile number field.

13. Re-enter the same mobile number in the Confirm mobile number field.

14. To verify your mobile number, select one of the following options to receive the 
verification code on your selected mobile number:

• Text message: Receive a code via SMS.

• Voice call: Receive a code through a phone call.

15. Select Next to proceed.

The Verify your mobile number popup displays. As the next step in the account creation 
process, you must verify your mobile number. A six-digit verification code is sent to the 
mobile number you provided. 

16. Enter the six-digit code in the Enter verification code* field. Note that the code expires 
after 5 minutes. You must enter the code before it expires.

17. After entering the code, select Verify to proceed. Upon successful verification, a 

success message appears.

If you need a new code sent to your mobile device: 

• Select the text message link to receive a new code via text message in case
the code expires, or you have not received it.

• Select the voice call link in case you prefer to receive the code via a voice
call.
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Please note: The retry limit is three (3), for resending verification code through 
text message or voice call; that includes one primary and two retries. If you provide 
an incorrect verification code for the third time, an error message will be displayed.  
You may select the Back link to go back to the previous screen. 

The Add an additional account recovery method is the next step in the account creation 
process. This step is optional if you have already provided your phone number. However, if 
you skipped the step to enter your phone number earlier, this step becomes mandatory. 
Confirm that your Primary email is displayed correctly on this screen. 

18. Enter your alternate email address in the Alternate email* field.

19. Re-enter the alternate email address in the Confirm Alternate email* field and confirm it 
matches the one entered above.

20. Select Next to proceed.



KYID QRG 

8 

21. The Verify your email popup displays. Enter the code sent to the alternate email, in the

Enter verification code* field, and then select Verify.

The Enter your personal information is the next step of the account creation process. This 
step enables you to add or update your personal information details like basic information, 
home details, and contact information.  
22. Under the Basic information section, enter relevant data in the following fields.

23. Select Next to proceed.
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Please note: Providing your SSN is not required but it is encouraged. If you do not 

provide your SSN and we are unable to verify your identity, you may be asked to 

verify your identity in-person with proper documentation. Your SSN will not be 

disclosed without your consent, except as required by law. 

Please note: If the system is unable to confirm your address with the USPS, you 

will encounter a pop-up alerting you to check that you entered your address 

correctly. 
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Please note: The information you provide on this screen will be used for remote 
identity verification in the following steps. Please ensure all information is accurate 
before continuing. 

The Create a password is the final step of the account creation process. Review the 
password requirements which meet the specified policy rules, which are indicated at the top 
of the form. 
24. Enter your desired password in the Password* field ensuring it meets the strength 

requirements.

25. Re-enter the password in the Confirm password* field. If the passwords do not match, 
then the Create Account button will remain disabled.

26. Select Create account to finalize the account setup.

Please note: The new password: 

• must have at least 8 characters,

• should not contain the first name or last name,

• must have at least one lowercase letter,

• must have at least one uppercase letter,

• must have at least one numeric digit, and

• should contain special characters.
If all the above criteria for a strong password are met, then the Create Account 
button will be enabled. 

A confirmation message is displayed stating that your KYID account has been created. To 
complete your registration, sign-in to the KYID portal with the new credentials. The email ID 
is auto populated in the Email* field. 
27. Select the I consent to the System Notice checkbox.

28. Select Next to proceed.
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 Please note: Once a kynector completes creating their KYID account, they must 
inform their Organization Administrator that the account is setup and share the email 
address assigned to the KYID account with the Organization Administrator. Then, the 
Organization Administrator grants the kynector access to trainings in MyPurpose 
Learning Management System (LMS). 

 

 

 

 

 

 
 

 
 
29. After the kynector provides their Organization Administrator the email address used to 

create the KYID account, the Organization Administrator assigns the kynector the 

Assister Training role. Once completed, this action generates an email to the kynector 

from KYID.  

 



KYID QRG 

12 

30. Select Click here to complete the process.

Please note: If a kynector will be submitting applications for SNAP/CCAP to 
DCBS on behalf of Residents, the Organization Administrator assigns the Assister 
Other Programs role, Assister Training role, and kynector role once all required 
trainings have been completed. These roles can and should be added 
simultaneously. 

31. Enter the user credentials and select Sign In.
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After signing in to the KYID platform, you will be automatically directed to the My Dashboard 
screen. The dashboard offers an overview of your account through sections such as To-Do 
List, Active Enrollments, and My Apps: 

1. To-Do List: The To-Do List section displays any tasks that you have not completed or 

have chosen to postpone. For each item, you will see both the application name and 

the due date for completion. For example, if you skip the Organ Donor Registration 

when prompted, you can later access this task from the To-Do List and complete the 

registration at your convenience. Additionally, some applications in KYID may require 

prerequisite assessments or mandatory trainings before they can be accessed. These 

required tasks will also appear in the To-Do List, ensuring you can complete them 

before their respective deadlines. 

 

 

 

Please note: Initially the to-do list will be empty however, it will be populated once 
you access the applica tions in KYID. 
All the prerequisites that you skip to attempt or have been left incomplete will be 
listed as a part of the To-do list. You may visit the prerequisites at your convenience 
later, however, some of them may have a due date to complete. 
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2. Active Enrollments: The Active Enrollments section provides a summary of all

ongoing enrollments linked to your account. Within this section, you can view detailed

information about each active enrollment, cancel enrollments that you no longer wish

to pursue, or continue with your current enrollment processes. This section helps you

easily manage your ongoing activities and ensures you have full control over your

account participation.

3. My Apps: The My Apps section displays a comprehensive list of all applications you

have self-enrolled in. This area provides quick access to each application, allowing 
you to easily launch, manage, or review the apps associated with your account. By 
centralizing your enrolled applications in one place, the My Apps section helps you 
stay organized and efficiently navigate in KYID. Select the Heart icon to favorite 
applications used most frequently.
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Experian Identity Proofing Process 

KYID uses Remote Identity Proofing (RIDP) to verify the user’s identity. This is a one-time 

effort. If a user is requesting electronic access to protected information or systems, the user 

must be identity proofed to gain access. KYID uses the Experian identity verification system 

to remotely perform identity proofing.   

KYID uses this personal information only to verify the user’s identity. Experian verifies the 

information provided against their records and may present the user with questions based 

on their credit profile. KYID does not store this information. This type of inquiry, a soft 

inquiry, does not affect your credit score. 

1. Select Knowledge based questions option on the Select an option below to
verify screen, and then select Next.

2. Read the instructions on the What to expect popup, then select Next.
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3. Provide and review answers to each required question marked with an asterisk
(*). Select Next.

Please note: kynectors should use their personal information for phone number, 
home address, city, state, and postal code and not use their business information 
for these fields. 
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4. Experian verifies the information provided and may present the kynector with 
questions based on their credit profile. Provide answers to each question. 
Then, select Next. 

 

 

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 KHBE.Program@ky.gov.

 
 

Please note: If the kynector does not have a credit history or Experian cannot 
perform identity proofing online, a screen similar to the one below displays. The 
kynector will be given a reference number and will need to call the Experian Help 
Desk. When contacting Experian, please use the reference number given by 
KYID. 

mailto:KHBE.Program@ky.gov


KYID QRG 

19 

 

 

 
 

Organization Questions 

After kynectors complete the ID Proofing process, they must answer questions about their 
organizations before accessing kynect. See below the questions the kynector must answer 
about their organization then select Save: 

1. Enter the kynector’s Legal First Name. 

2. Enter the kynector’s Legal Last Name. 

3. Check only the counties to which the kynector is willing to travel in order to 
assist Individuals in the Please select the Counties you Cover section. 

4. Check whether the kynector assists with Individual, Small Market, or both to 
indicate if the kynector may assist with the individual market application, the SHOP 
application, or both. 

• Individual Market Type – Agents and kynectors can help consumers to 
determine their eligibility for insurance affordability program, including 
advance payments of the premium tax credit and cost-sharing reductions, 
and enroll them in qualified health plans (QHPs). 

• Small Market – Agents and kynectors can help employers understand their 
options for enrolling in SHOP (Small Business Health Options Program) 
coverage and assist them and their employees through the SHOP 
application and enrollment process on the Insurer’s website. 

 

 

 

 

Please note: Contracted kynectors (Navigators) are expected to assist with both the 
Individual and Small Market. 

5. Enter the kynector’s Primary Phone Number. 

6. Select whether your Primary Phone Type is Cell, Home, Work or Other. 

7. Enter the kynector’s Secondary Phone Number (optional). 

8. Select whether your Secondary Phone Type is Cell, Home, Work, or Other 
(optional). 

9. Enter the kynector’s mailing address in the corresponding fields: Mailing Address-
Line 1, Mailing Address-Line 2, Mailing Address-City, Mailing Address-State, 
and Mailing Address- ZIP. 

10. Select Preferred Method of Contact. 

11. Select Preferred Time of Contact. 

12. Select whether you are a public or private kynector in the Do you only assist 
consumers within your medical facility/clinic/office/organization? field. 

13. Enter the kynector’s Primary Email. 
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KYID Password Reset 

After creating a KYID account, a kynector may reset their password if necessary. 

Resetting a KYID Password 

If kynectors want to sign into their KYID account but cannot remember their KYID 
Password, follow the steps below: 

1. Navigate to the KYID home page using Google Chrome at https://kyid.ky.gov.

2. Enter your Email address, check I consent to the System Notice, and 
select Next.

3. Select the Forgot link.

https://kyid.ky.gov/
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4. Confirm your primary email address and select Next.

There are three options to set a new KYID password. These options are depending if you 
have provided a mobile phone and/or an alternative email while creating an account: 

• Send verification code to mobile phone,

• Send verification code to my primary email and alternative email, or

• Verification by remote identity proofing.
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If “Send verification code to mobile phone” is selected, follow the steps below: 

1. Select which mobile number you would like to use.
2. Select the method how you want KYID to send the verification code.
3. Select Next.

4. Enter the verification code sent to your mobile number and select Verify.
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5. Enter the new password and confirm the password.
6. Select Reset Password.

If “Send verification code to my primary email and alternative email” is selected, 

follow the steps below: 

1. Enter the verification code KYID sent to your primary email address and click
Verify.
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2. Enter the verification code KYID sent to your alternative email address and click
Verify.

3. Enter the new password and confirm the password.
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If “Verification by remote identity proofing” is selected, follow the steps below: 

1. Provide and review answers to each required question marked with an asterisk
(*). Select Next.
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2. Experian verifies the information provided and may present the kynector with
questions based on their credit profile. Provide answers to each question.
Then, select Next.

3. Enter the new password and confirm the password.

4. Select Reset Password.
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Forgot/Change KYID Email Address 

The steps a kynector takes to change their KYID Email depends on if they remember and 
have access to their email account. 

Forgot email 

If a kynector has forgotten their email address or no longer has access to their email 
address, they should follow the steps below: 

1. Select Forgot email.

There are four ways to recover a kynector’s email address: 

• Verification code on mobile number

• Verification code to alternate email

• Verification by remote identity proofing

• Call the KYID help desk
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If “Verification code on mobile number” is selected, follow the steps below: 

1. Provide the mobile number connected to your account.

2. Select the option how you would like to receive the verification code and 
select Next.

3. Enter the verification code and select Verify.
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4. Email addresses associated to your mobile number display showing the first
character, the last 2 characters, and the domain. Select Sign in. If you are 
still unable to recover the email address, contact the KYID Helpdesk at 
502-564-0104, option 2.

If “Verification code to alternate email” is selected, follow the steps below: 

1. Provide the alternate email and select Next.
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2. Enter the verification code sent to your alternate email.

3. Email addresses associated to your alternate email displays showing the first
character, the last 2 characters, and the domain. Select Sign in. If you are 
still unable to recover the email address, contact the KYID Helpdesk at 
502-564-0104, option 2.
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If “Verification by remote identity proofing” is selected, follow the steps below: 

1. Provide and review answers to each required question marked with an asterisk
(*). Select Next.
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2. Experian verifies the information provided and may present the kynector with
questions based on their credit profile. Provide answers to each question.
Then, select Next.

3. Email addresses associated to your KYID account display showing the first
character, the last 2 characters, and the domain. Select Sign in. If you are 
still unable to recover the email address, contact the KYID Helpdesk at 
502-564-0104, option 2.
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Changing a Known KYID Email Address 

If a kynector knows their email address and can access it but wants to change it, they 
should follow the steps below: 

1. Log in to their KYID Account.
2. Select their name in the top right of the KYID Dashboard and select My 

account.

3. Authenticate their identity through one of the options they have enabled on their 
KYID account.

4. Select Login and Security.

5. Select Update on their Primary email field.
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6. Enter the new email address and confirm the new the email address. Select
Continue.

7. Enter the verification code sent to the new email address and select Verify.
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kynector ID in kynect 

The kynector Dashboard in kynect helps kynectors to search and find cases for their 
associated Residents. kynectors must have an active KYID account to access their 
dashboard. 

Locating the kynector Dashboard 

1. Select Sign In on the kynect benefits homepage.

2. Log in to KYID.
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3. Once the kynector logs into kynect benefits, select the Dashboard link to be 
brought to the kynector dashboard. 

 

 

kynector Dashboard Details 

The top of the kynector dashboard includes the details below: 

• ID Number 

• Organization 

• Coverage Area 

• Public or Private Status 

• Number of associated Resident cases 
 

 

 

 
 

Please note: The screenshot above displays the kynector ID number. kynectors 
use the kynector ID when they call the Professional Services Line. 
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Manual ID Proofing 

Please note: This is different than Remote Identity Proofing (RIDP) for phone  
applications. RIDP is only done by the Department for Community Based Services 
(DCBS). 

Personally Identifiable Information (PII) is extremely important. kynectors must verify the 
identity of individuals they are assisting. Individuals typically verify their identity by 
completing the Experian Identity Proofing Process during the User Verification steps in 
KYID. If an individual cannot verify their identity offline through Experian, they must go 
through the Manual ID Proofing Process. 

kynectors may use the following Manual ID Proofing steps to assist the Resident with 
the process. 

Manual ID Proofing Request Process 

1. Obtain a copy of a photo ID or one of the acceptable forms of ID.

2. Gather Contact Information, including the email address.

3. Email documents to DMS and attach the ID Proofing Cover Letter. The
DMS email address for ID Proofing is .DMS.IDProofing@ky.gov

The Department of Medicaid Services (DMS) office staff may contact the individual 
and/or supervisor for additional information before approval. This process is only 
available to kynectors, Certified Application Counselor agencies, and DCBS Staff. 
Please allow 2-3 business days for the process to be completed. 

After completing the Manual Identity Proofing, kynectors may continue with the 
individual’s application. Individuals that forget their KYID username and password 
may use the Forgot Email? and Forgot Password? links on the KYID Login 
screen. 

kynectors should complete and submit the form below to complete a Manual ID Proofing 
Request. 

For more information, please reference the Manual ID Proofing and Next Steps QRG. 

mailto:DMS.IDProofing@ky.gov
https://chfs.ky.gov/agencies/dms/kynect/kbQRGManualIDProofingandNextSteps.pdf
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	Creating a KYID Account 
	To access a variety of Commonwealth of Kentucky systems including kynect and MyPurpose, kynectors must create a KYID account. Follow the steps below to create a KYID account. 
	Please note: If you have an existing KYID account for business, you should use that account instead of creating a new one. 
	Please note: If you have an existing KYID account for business, you should use that account instead of creating a new one. 
	 

	 
	 
	 
	 
	How to Create a KYID Account 
	1.
	1.
	1.
	 Navigate to the KYID home screen at . 
	https://kyid.ky.gov
	https://kyid.ky.gov



	2.
	2.
	 Select Create Account. 
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	3.
	3.
	3.
	 Click Get Started on the KYID homepage. 
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	4.
	4.
	4.
	 The Enter your account email is the first step of the account creation process. Enter your preferred email address in the Primary email* field.  

	5.
	5.
	 Enter the same email id in the Confirm primary email* field. 

	6.
	6.
	 Click Next to proceed. 
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	The Verify your email popup displays. As the next step in the account creation process, you must verify your email. A six-digit verification code is sent to your registered email address. 
	7.
	7.
	7.
	 Enter the six-digit code in the Enter verification code* field. Note that the code expires after 10 minutes. 

	8.
	8.
	 After entering the code, click Verify to proceed. Upon successful verification, a success message is displayed. 

	9.
	9.
	 Click the Resend verification code link to receive a new code in case the code expires after 10 minutes, or you have not received it. 

	10.
	10.
	 Click the Use a different email link in case you wish to use a different email address to create your KYID account. 
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	The Provide your mobile number is the next step of the account creation process. You may select the Skip this step link on this screen, however, if you skip this step, then you must provide an alternate email as a mandatory step on the next screen. The mobile number or alternative email will be used for Multifactor Authentication (MFA) and/or for account recovery. 
	11.
	11.
	11.
	 Click the Country code drop-down arrow and select the applicable country code from the menu.  
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	12.
	12.
	12.
	 Enter your mobile number in the Mobile number field. 

	13.
	13.
	 Re-enter the same mobile number in the Confirm mobile number field. 

	14.
	14.
	 To verify your mobile number, select one of the following options to receive the verification code on your selected mobile number: 

	•
	•
	 Text message: Receive a code via SMS. 

	•
	•
	 Voice call: Receive a code through a phone call. 

	15.
	15.
	 Click Next to proceed. 


	 
	Figure
	 
	The Verify your mobile number popup displays. As the next step in the account creation process, you must verify your mobile number. A six-digit verification code is sent to the mobile number you provided. 
	16.
	16.
	16.
	 Enter the six-digit code in the Enter verification code* field. Note that the code expires after 5 minutes. You must enter the code before it expires. 

	17.
	17.
	 After entering the code, click Verify to proceed. Upon successful verification, a success message appears. 


	If you need a new code sent to your mobile device: 
	•
	•
	•
	 Select the text message link to receive a new code via text message in case the code expires, or you have not received it. 

	•
	•
	 Select the voice call link in case you prefer to receive the code via a voice call. 


	 
	Figure
	 
	Please note: The retry limit is three (3), for resending verification code through text message or voice call; that includes one primary and two retries. If you provide an incorrect verification code for the third time, an error message will be displayed.  
	Please note: The retry limit is three (3), for resending verification code through text message or voice call; that includes one primary and two retries. If you provide an incorrect verification code for the third time, an error message will be displayed.  
	You may click the Back link to go back to the previous screen. 
	 

	 
	 
	 
	 
	 
	The Add an additional account recovery method is the next step in the account creation process. This step is optional if you have already provided your phone number. However, if you skipped the step to enter your phone number earlier, this step becomes mandatory. Confirm that your Primary email is displayed correctly on this screen. 
	18.
	18.
	18.
	 Enter your alternate email address in the Alternate email* field.  

	19.
	19.
	 Re-enter the alternate email address in the Confirm Alternate email* field and confirm it matches the one entered above. 

	20.
	20.
	 Click Next to proceed. 
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	21.
	21.
	21.
	 The Verify your email popup displays. Enter the code sent to the alternate email, in the Enter verification code* field, and then click Verify. 


	 
	 
	Figure
	 
	 
	The Enter your personal information is the next step of the account creation process. This step enables you to add or update your personal information details like basic information, home details, and contact information.  
	22.
	22.
	22.
	 Under the Basic information section, enter relevant data in the following fields.  

	23.
	23.
	 Click Next to proceed. 
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	Please note: The information you provide on this screen will be used for remote identity verification in the following steps. Please ensure all information is accurate before continuing. 
	Please note: The information you provide on this screen will be used for remote identity verification in the following steps. Please ensure all information is accurate before continuing. 

	 
	 
	 
	 
	 
	 
	The Create a password is the final step of the account creation process. Review the password requirements which meet the specified policy rules, which are indicated at the top of the form. 
	24.
	24.
	24.
	 Enter your desired password in the Password* field ensuring it meets the strength requirements. 

	25.
	25.
	 Re-enter the password in the Confirm password* field. If the passwords do not match, then the Create Account button will remain disabled. 

	26.
	26.
	 Click Create account to finalize the account setup. 


	Please note: The new password: 
	Please note: The new password: 
	•
	•
	•
	 must have at least 8 characters, 

	•
	•
	 should not contain the first name or last name, 

	•
	•
	 must have at least one lowercase letter, 

	•
	•
	 must have at least one uppercase letter, 

	•
	•
	 must have at least one numeric digit, and 

	•
	•
	 should contain special characters. 


	If all the above criteria for a strong password are met, then the Create Account button will be enabled. 
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	A confirmation message is displayed stating that your KYID account has been created. To complete your registration, sign-in to the KYID portal with the new credentials. The email ID is auto populated in the Email* field. 
	27.
	27.
	27.
	 Select the I consent to the System Notice checkbox. 

	28.
	28.
	 Click Next to proceed. 


	Please note: Once a kynector completes creating their KYID account, they must inform their Organization Administrator that the account is setup and share the email address assigned to the KYID account with the Organization Administrator. Then, the Organization Administrator grants the kynector access to trainings in MyPurpose Learning Management System (LMS). 
	Please note: Once a kynector completes creating their KYID account, they must inform their Organization Administrator that the account is setup and share the email address assigned to the KYID account with the Organization Administrator. Then, the Organization Administrator grants the kynector access to trainings in MyPurpose Learning Management System (LMS). 
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	29.
	29.
	29.
	 After the kynector provides their Organization Administrator the email address used to create the KYID account, the Organization Administrator assigns the kynector the Assister Training role. Once completed, this action generates an email to the kynector from KYID.  


	 
	Figure
	 
	30.
	30.
	30.
	 Select Click here to complete the process.  


	 
	Please note: If a kynector will be submitting applications for SNAP/CCAP to DCBS on behalf of Residents, the Organization Administrator assigns the Assister Other Programs role, Assister Training role, and kynector role once all required trainings have been completed. These roles can and should be added simultaneously. 
	Please note: If a kynector will be submitting applications for SNAP/CCAP to DCBS on behalf of Residents, the Organization Administrator assigns the Assister Other Programs role, Assister Training role, and kynector role once all required trainings have been completed. These roles can and should be added simultaneously. 
	 

	 
	 
	 
	 
	 
	 
	 
	31.
	31.
	31.
	 Enter the user credentials and click Sign In. 
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	After signing in to the KYID platform, you will be automatically directed to the My Dashboard screen. The dashboard offers an overview of your account through sections such as To-Do List, Active Enrollments, and My Apps: 
	After signing in to the KYID platform, you will be automatically directed to the My Dashboard screen. The dashboard offers an overview of your account through sections such as To-Do List, Active Enrollments, and My Apps: 

	1.
	1.
	1.
	 To-Do List: The To-Do List section displays any tasks that you have not completed or have chosen to postpone. For each item, you will see both the application name and the due date for completion. For example, if you skip the Organ Donor Registration when prompted, you can later access this task from the To-Do List and complete the registration at your convenience. Additionally, some applications in KYID may require prerequisite assessments or mandatory trainings before they can be accessed. These required
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	Please note: Initially the to-do list will be empty however, it will be populated once you access the applications in KYID. 
	Please note: Initially the to-do list will be empty however, it will be populated once you access the applications in KYID. 
	All the prerequisites that you skip to attempt or have been left incomplete will be listed as a part of the To-do list. You may visit the prerequisites at your convenience later, however, some of them may have a due date to complete. 

	 
	  
	2.
	2.
	2.
	 Active Enrollments: The Active Enrollments section provides a summary of all ongoing enrollments linked to your account. Within this section, you can view detailed information about each active enrollment, cancel enrollments that you no longer wish to pursue, or continue with your current enrollment processes. This section helps you easily manage your ongoing activities and ensures you have full control over your account participation. 


	 
	Figure
	3.
	3.
	3.
	 My Apps: The My Apps section displays a comprehensive list of all applications you have self-enrolled in. This area provides quick access to each application, allowing you to easily launch, manage, or review the apps associated with your account. By centralizing your enrolled applications in one place, the My Apps section helps you stay organized and efficiently navigate in KYID. Click the Heart icon to favorite applications used most frequently. 


	 
	Figure
	Experian Identity Proofing Process 
	KYID uses Remote Identity Proofing (RIDP) to verify the user’s identity. This is a one-time effort. If a user is requesting electronic access to protected information or systems, the user must be identity proofed to gain access. KYID uses the Experian identity verification system to remotely perform identity proofing.   
	KYID uses this personal information only to verify the user’s identity. Experian verifies the information provided against their records and may present the user with questions based on their credit profile. KYID does not store this information. This type of inquiry, a soft inquiry, does not affect your credit score. 
	1.
	1.
	1.
	 Click Knowledge based questions option on the Select an option below to verify screen, and then click Next. 
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	2.
	2.
	2.
	 Read the instructions on the What to expect popup, then click Next. 
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	3.
	3.
	3.
	 Provide and review answers to each required question marked with an asterisk (*). Click Next. 
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	4.
	4.
	4.
	 Experian verifies the information provided and may present the kynector with questions based on their credit profile. Provide answers to each question. Then, select Next. 
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	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 . 
	KHBE.Program@ky.gov
	KHBE.Program@ky.gov


	 
	 
	Organization Questions 
	After kynectors complete the ID Proofing process, they must answer questions about their organizations before accessing kynect. See below the questions the kynector must answer about their organization then select Save: 
	1.
	1.
	1.
	 Enter the kynector’s Legal First Name. 

	2.
	2.
	 Enter the kynector’s Legal Last Name. 

	3.
	3.
	 Check only the counties to which the kynector is willing to travel in order to assist Individuals in the Please select the Counties you Cover section. 

	4.
	4.
	 Check whether the kynector assists with Individual, Small Market, or both to indicate if the kynector may assist with the individual market application, the SHOP application, or both. 
	•
	•
	•
	 Individual Market Type – Agents and kynectors can help consumers to determine their eligibility for insurance affordability program, including advance payments of the premium tax credit and cost-sharing reductions, and enroll them in qualified health plans (QHPs). 

	•
	•
	 Small Market – Agents and kynectors can help employers understand their options for enrolling in SHOP (Small Business Health Options Program) coverage and assist them and their employees through the SHOP application and enrollment process on the Insurer’s website. 





	 
	 
	 
	 
	5.
	5.
	5.
	 Enter the kynector’s Primary Phone Number. 

	6.
	6.
	 Select whether your Primary Phone Type is Cell, Home, Work or Other. 

	7.
	7.
	 Enter the kynector’s Secondary Phone Number (optional). 

	8.
	8.
	 Select whether your Secondary Phone Type is Cell, Home, Work, or Other (optional). 

	9.
	9.
	 Enter the kynector’s mailing address in the corresponding fields: Mailing Address-Line 1, Mailing Address-Line 2, Mailing Address-City, Mailing Address-State, and Mailing Address- ZIP. 

	10.
	10.
	 Select Preferred Method of Contact. 

	11.
	11.
	 Select Preferred Time of Contact. 

	12.
	12.
	 Select whether you are a public or private kynector in the Do you only assist consumers within your medical facility/clinic/office/organization? field. 

	13.
	13.
	 Enter the kynector’s Primary Email. 
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	KYID Password Reset 
	After creating a KYID account, a kynector may reset their password if necessary. 
	 
	Resetting a KYID Password 
	If kynectors want to sign into their KYID account but cannot remember their KYID Password, follow the steps below: 
	 
	1.
	1.
	1.
	 Navigate to the KYID home page using Google Chrome at . 
	https://kyid.ky.gov
	https://kyid.ky.gov

	Figure


	2.
	2.
	 Enter your Email address, check I consent to the System Notice, and click Next. 
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	3.
	3.
	3.
	 Select the Forgot link. 
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	4.
	4.
	4.
	 Confirm your primary email address and click Next. 
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	There are three options to set a new KYID password. These options are depending if you have provided a mobile phone and/or an alternative email while creating an account: 
	•
	•
	•
	 Send verification code to mobile phone, 

	•
	•
	 Send verification code to my primary email and alternative email, or 

	•
	•
	 Verification by remote identity proofing. 
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	If “Send verification code to mobile phone” is selected, follow the steps below: 
	1.
	1.
	1.
	 Select which mobile number you would like to use. 

	2.
	2.
	 Select the method how you want KYID to send the verification code. 

	3.
	3.
	 Click Next. 
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	4.
	4.
	4.
	 Enter the verification code sent to your mobile number and click Verify. 


	 
	 
	Figure
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	5.
	5.
	5.
	 Enter the new password and confirm the password. 

	6.
	6.
	 Click Reset Password. 
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	If “Send verification code to my primary email and alternative email” is selected, follow the steps below: 
	 
	1.
	1.
	1.
	 Enter the verification code KYID sent to your primary email address and click Verify. 
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	2.
	2.
	2.
	 Enter the verification code KYID sent to your alternative email address and click Verify. 


	‘ 
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	3.
	3.
	3.
	 Enter the new password and confirm the password. 
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	If “Verification by remote identity proofing” is selected, follow the steps below: 
	 
	1.
	1.
	1.
	 Provide and review answers to each required question marked with an asterisk (*). Click Next. 
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	2.
	2.
	2.
	 Experian verifies the information provided and may present the kynector with questions based on their credit profile. Provide answers to each question. Then, select Next. 
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	3.
	3.
	3.
	 Enter the new password and confirm the password. 

	4.
	4.
	 Click Reset Password. 
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	Forgot/Change KYID Email Address 
	The steps a kynector takes to change their KYID Email depends on if they remember and have access to their email account. 
	 
	Forgot email 
	If a kynector has forgotten their email address or no longer has access to their email address, they should follow the steps below: 
	 
	1.
	1.
	1.
	 Click Forgot email. 
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	There are four ways to recover a kynector’s email address: 
	•
	•
	•
	 Verification code on mobile number 

	•
	•
	 Verification code to alternate email 

	•
	•
	 Verification by remote identity proofing 

	•
	•
	 Call the KYID help desk 
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	If “Verification code on mobile number” is selected, follow the steps below: 
	1.
	1.
	1.
	 Provide the mobile number connected to your account. 

	2.
	2.
	 Select the option how you would like to receive the verification code and click Next. 


	 
	Figure
	3.
	3.
	3.
	 Enter the verification code and click Verify. 
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	4.
	4.
	4.
	 Email addresses associated to your mobile number display showing the first character, the last 2 characters, and the domain. Click Sign in. If you are still unable to recover the email address, contact the KYID Helpdesk at 502-564-0104, option 2. 
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	If “Verification code to alternate email” is selected, follow the steps below: 
	1.
	1.
	1.
	 Provide the alternate email and click Next. 
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	2.
	2.
	2.
	 Enter the verification code sent to your alternate email. 
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	3.
	3.
	3.
	 Email addresses associated to your alternate email displays showing the first character, the last 2 characters, and the domain. Click Sign in. If you are still unable to recover the email address, contact the KYID Helpdesk at 502-564-0104, option 2. 
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	If “Verification by remote identity proofing” is selected, follow the steps below: 
	1.
	1.
	1.
	 Provide and review answers to each required question marked with an asterisk (*). Click Next. 
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	2.
	2.
	2.
	 Experian verifies the information provided and may present the kynector with questions based on their credit profile. Provide answers to each question. Then, select Next. 
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	3.
	3.
	3.
	 Email addresses associated to your KYID account display showing the first character, the last 2 characters, and the domain. Click Sign in. If you are still unable to recover the email address, contact the KYID Helpdesk at 502-564-0104, option 2. 
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	Changing a Known KYID Email Address 
	If a kynector knows their email address and can access it but wants to change it, they should follow the steps below: 
	 
	1.
	1.
	1.
	 Log in to their KYID Account. 

	2.
	2.
	 Select their name in the top right of the KYID Dashboard and click My account. 
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	3.
	3.
	3.
	 Authenticate their identity through one of the options they have enabled on their KYID account. 

	4.
	4.
	 Click Login and Security. 
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	5.
	5.
	5.
	 Click Update on their Primary email field. 
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	6.
	6.
	6.
	 Enter the new email address and confirm the new the email address. Click Continue. 
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	7.
	7.
	7.
	 Enter the verification code sent to the new email address and click Verify. 
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	kynector ID in kynect 
	The kynector Dashboard in kynect helps kynectors to search and find cases for their associated Residents. kynectors must have an active KYID account to access their dashboard. 
	 
	Locating the kynector Dashboard 
	 
	1.
	1.
	1.
	 Click Sign In on the kynect benefits homepage. 
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	2.
	2.
	2.
	 Log in to KYID. 
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	3.
	3.
	3.
	 Once the kynector logs into kynect benefits, select the Dashboard link to be brought to the kynector dashboard. 
	•
	•
	•
	 ID Number 

	•
	•
	 Organization 

	•
	•
	 Coverage Area 

	•
	•
	 Public or Private Status 

	•
	•
	 Number of associated Resident cases 





	 
	kynector Dashboard Details 
	The top of the kynector dashboard includes the details below: 
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	Manual ID Proofing 
	Personally Identifiable Information (PII) is extremely important. kynectors must verify the identity of individuals they are assisting. Individuals typically verify their identity by completing the Experian Identity Proofing Process during the User Verification steps in KYID. If an individual cannot verify their identity offline through Experian, they must go through the Manual ID Proofing Process. 
	 
	 
	 
	 
	 
	kynectors may use the following Manual ID Proofing steps to assist the Resident with the process. 
	 
	Manual ID Proofing Request Process 
	 
	1.
	1.
	1.
	 Obtain a copy of a photo ID or one of the acceptable forms of ID. 


	 
	2.
	2.
	2.
	 Gather Contact Information, including the email address. 


	 
	3.
	3.
	3.
	 Email documents to DMS and attach the ID Proofing Cover Letter. The DMS email address for ID Proofing is . 
	DMS.IDProofing@ky.gov
	DMS.IDProofing@ky.gov




	 
	The Department of Medicaid Services (DMS) office staff may contact the individual and/or supervisor for additional information before approval. This process is only available to kynectors, Certified Application Counselor agencies, and DCBS Staff. Please allow 2-3 business days for the process to be completed. 
	 
	After completing the Manual Identity Proofing, kynectors may continue with the individual’s application. Individuals that forget their KYID username and password may use the Forgot Email? and Forgot Password? links on the KYID Login screen. 
	kynectors should complete and submit the form below to complete a Manual ID Proofing Request. 
	For more information, please reference the . 
	Manual ID Proofing and Next Steps QRG
	Manual ID Proofing and Next Steps QRG
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