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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.

KYID \ Help Center English (English) ~ | Signin

Allyour [ . )

: H Sign In
appllcatlons' one * Indicates a required field.
secure place. emat

Through KYID, you can access all your Kentucky
applications—simply and securely.

( Create Account )

Forgot email -

3. Select Get Started on the KYID homepage.

O Iconsent to the System Notice

KYID Help Center English (English) v | signin

( Multiple KYID accounts are not allowed. If you have an KYID account, use it to sign in. Sign in now
X Dismiss
Not sure if you have an account? Forgot email

Create your KYID account

@ You'll need a KYID account to access .



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.
X Exit create an account Create an Account

Steplof5

Enter your account email

Your email will serve as your username for your
KYID account.

* Indicates a required field.

Primary email* ©

jordan.smith@mailinator.com

Confirm primary email*

[ jordan.smith@mailinator.com

< Back

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.

8.

9.

10.

Enter the six-digit code in the Enter verification code* field. Note that the code expires
after 10 minutes.

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

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.

Select the Use a different email link in case you wish to use a different email address
to create your KYID account.



Six-digit verification code was sent to jordan.smith@muailinator.com. Enter
the verification code provided to verify your email.

Verify your email

* Indicates a required field.

Enter verification code*

sl

2000

Code expires in 08:48 minutes

(o

Resend verification code

| | Use aditferent email
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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.

Ny
KYID

X Exit create an account

Create on Account

step3of 5

Help Center

Provide your mobile number

jordan.smith@mailinator.com

Providing your mobile number adds an extra layer
of security to your account. It allows us to help you
to regain access if you lose access to your email or

password.

Country code

(+1) United States

Mobile number

English (English) v | signin




12.
13.
14.

15.

KYID QRG

Enter your mobile number in the Mobile number field.
Re-enter the same mobile number in the Confirm mobile number field.
To verify your mobile number, select one of the following options to receive the
verification code on your selected mobile number:
e Text message: Receive a code via SMS.
e Voice call: Receive a code through a phone call.
Select Next to proceed.

Country code

(+1) United States v

Mobile number

(859) 555-1234

Confirm mobile number

(859) 555-1234

How would you like to receive the verification code?

Text Message (V]

E You will receive a passcode via text
message to your phone

Voice call
k You will receive a passcode via voice call
to your phone

By providing your mobile phone number you are consenting
to receive messages (Standard data rates may apply)

Skip this step

< —

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

SUCCEeSS message appears.

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

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

e Select the voice call link in case you prefer to receive the code via a voice
call.
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Verify your mobile number

six-digit verification code was sent to +1 (859) 555-1234. Enter the
verification code provided to verify your mobile number.

Indicates a required fielc

Enter verification code*

3)i2)7)(4)(e )]

Code expires in 04:31 minutes

Resend verification code byltext messagglorlvoice culll

{ Back

Please note: The retry limit is three 83), for resending verification code through | |
text message or voice call; that includes one primary-and two retries. If you provide !

I
I
I
| 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.
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X Exit create an account Create an Account
Step4of5

Add an additional account recovery method

jordan.smith@mailinator.com

We recommend that you add an additional
account recovery method.

Primary email
jordan.smith@mailinator.com

Alternate email*

jordan.smithl2@mailinator.com

Confirm alternate email*

jordan.smithl2@mailinator.com

o

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.

Verify your email

Six-digit verification code was sent to jordan.smith12@mailinator.com. Enter
the verification code provided to verify your email.

* Indicates a required field.

Enter verification code

gagoaon

Code expires in 09:22 minutes

Resend verificationcode |  Use a different email

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.



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

KYID QRG

Basic information

Plecse ensure that you have entered the foliowing information correctly to ensure o
$00MIesS ONK SECUre Process.

* Fulllegol nome

* Gender

* Date of birth

+ Current home oddress

You have higher chances of successfully completing the identity verification if you
provide sociol security number.

*INBCOtOs O roquired okl

Legal first name* Legal middie nome
Legoal lost name* Suffix
Gender Date of birth* ©

Social Security Number (SSN) / Individual
Taxpay ificati (mn)

verify your identity in-person with proper documentation. Your SSN will not be
disclosed without your consent, except as required by law.

O 1dont have o home oddress

Address 1 Address 2
City* State*
Kentucky
Zip/postal code® Zip/postal code extension
Country* County
United States - -

Identity verification is limited to US oddresses and US territories only.

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

correctly.

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

Passwords must meet the following:
Have at least 8 characters
Should not contain the first name or last name
Have at least one lowercase letter
Have at least one uppercase letter
Have at least one numeric digit

Should contain special characters

* Indicates a required field

Primary email
jordan.smith@mailinator.com

Password*®

Very Strong

............ b & ]
-

Please note: The new password:
e 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 | consent to the System Notice checkbox.

28. Select Next to proceed.

10
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KYID E Help Center English (English) v

Your KYID account has
been created!

Sign in to complete your access enroliment for

©

Signin
* Indicates a required field.

Email*

jordan.smith@mailinator.com

| I consent to the System Notice I

Forgot email

e — — — — — — — — — — — — — — — — — — — — — — — — — — — — — — — — — — — — — — — —

: 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 |
I Organization Administrator grants the kynector access to trainings in MyPurpose I
: 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.

KEUPS UAT Mall <KEUPS_DoNotReply_keupsuat.chfs@ky.gov>
9/23/2025, 6:53:45 PM
ORG ADMIN INVITE - UAT
&
john doe,
UAT Deloitte has granted you access to the following roles to participate as an Organization admin- Assi Org test Salesforce 1
Application Name: MyPURPOSE CSOD Pilot
Role Name: Assister Training
Application Name: Organization Management
Role Name: Org Manager
Please follow the below instructions to gain access as an administrator for this organization. This invitation link would expire and is valid
only for a one-time use.
Click here to complete the process
If you need any assistance further, please contact the Kentucky Online Gateway HelpDesk.
Kentucky Online Gateway
Kentucky Online Gateway HelpDesk
NOTE: Do not reply to this email. This email account is only used to send messages.
Privacy Notice: This email message is only for the person it was addressed to. It may contain restricted and private information. You are
forbidden to use, tell, show, or send this information without permission. If you are not the person who was supposed to get this message,
please destroy all copies. =

11



KYID QRG

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.

B= An offical websita of of Kentucky. How you know

KYID Help Center English (English) ~ | signin

All your [ . )

. . Signin
appllcatlons' one * Indicates a required field.
secure place.

jordan.smith@mailinator.com
Through KYID, you can access all your Kentucky ! o

applications—simply and securely.

| consent to the System Notice

Create Account
Next

12



KYID QRG

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.

.
My dashboard App library Help Genter English (English) v | (&) Jordansmith ~
KYID>

Welcome to your KYID dashboard

Manhage your applications, review your to-do list, and more.

To-do list (3) ~

Task Application Name Due Date
KYID Organ Donor EN
D Account Scnings Review EN

User Profile Review EN

Active enroliments (11)

To view, cancel, or continue, click “Go to enroliment” below.

My apps () -

Q
g
<

S S S —

: 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. :

— e — — — — — — — — — — e e e

13
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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 enroliments 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.

Active enrollments (11)

To view, cancel, or continue, click “Go to enrollment” below.

C Refresh ~

Application name Role

K KPC (Test) KPC Health Kentucky Worker

H HBE2 Agent

A APSCPS_Active_Report_Worker_Search i-Twist - CIT Active Report Worker Search

Action

Gotoenroliment =

Go to enroliment =

Go to enroliment -

Viewall (11} +

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.

My apps (16) oD ~
Search my apps
Type app name or keyword > Sortby | Date added: Newest v showing | All v C Refresh
o A < K © R \ K
Account Management Kentucky Physicians Care Request KHBE Self Service Portal DEV2
5 K 2 K 2 A % A
KHBE Worker Portal DEV2 KHBE Self Service Portal DEVS Abortion Prescription Portal ABC _External
viewall (16) v

14
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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.

P
KYID My dashboard App library Help Center english (English) v | (2) Jordansmith v

e

Steplof3
X Exitio opplication enroliment

Select an option below to verify

Remote identify verification
Varity user idantity using one of the following methods.

Knowledge based questions (]
=¥1  This mothod uses usor's personal information quostions to
confirm user's identity

< Back

2. Read the instructions on the What to expect popup, then select Next.

Identity Verification
What to expect

To complete this request, itis important to note that we leverage o trusted
and reliable agent thot needs to collect details about you.

Plagee ansure that you have antarad the following inforrmation carrectly to
ensure a seamless and secura process.

= Full legal name
+ Gender
+ Date-of-birth
s Curreant home oddrass
+ Your parsonal primary phong number
+ ‘Your parsonal e-mail address

You have higher chances of successfully completing the identity
varification if you provide social security number.

wdentity verification is limited to US addresses and US territories only, i you
have a foreign address please call your [ @help desk name | to further

assistonce.

15
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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. |
e ]

Chance of verification:

Basic information
“Indicates a req
The following information reflects your personal profile as maintained in our system. Any
changes made below will be reflected in your personal profile once verification is successful
Legal first name* Legal middle name

Michael
Legal last name* Suffix

smith
Gender* Date of birth* ©

Male - August, 17,1995 o]
social security number Language Preference*

® English

16
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Home address

| don't have a home address

Address 1 Address 2
City* State®
Louisville Kentucky -
Zip/postal code Zip/postal code extension
County Country
Contact
Primary email* Mobile Number

By checking this box, | certify that | understand that, in requesting these services, my identity
may be verified through other sources. Any information collected by the Cabinet for Health and
Family Services (CHFS) may be used to verify my identity in accordance with 15 US.C. § 1681b{a)
(3)(D). 1 understand that my information will be used solely to verify my identity and to prevent
fraudulent transactions in connection with my request to create an account to access public
services or benefits.

To prevent fraud and verify my identity or my wireless device, | authorize my wireless carrier to
use or disclose information about my account and wireless device, if available, to CHFS or its
service provider for the duration of my business relationship. See the CHFS Privacy Policy for
details on how your data is treated.

O 1 have read, understand, and agree to the above terms and conditions

< Back Next

17



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.

KYID QRG

4. Experian verifies the information provided and may present the kynector with
guestions based on their credit profile. Provide answers to each question.

Then, select Next.

B= Anafficios wensTe of Thi COMMONWECS of Kantuney. How you Enow? v

KYID\

My dashboard App library Help Center
Step3of3
Answer a few questions

Your information will be used for verification
purposes only.

What model car de you drive?
QO Ford

O Chewy

() Henda

O Toyota

() Mene of the above
What is the year of your vehicle?
® 2003

O 2008

O z008

O 203

() Mone of the above

What iz the name of the city where you previously
lived?

@® Richmond

Little Rock

Seattle

O
O spokans
O
O

None of the above

¢« st

English (English} ~ | (&) Jordan Smith ~

18

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@Xky.gov.

— — — — — ]
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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.

1
| Please note: Contracted kynectors (Navigators) are expected to assist with both the |
| Individual and Small Market. |
Enter the kynector’'s Primary Phone Number.

Select whether your Primary Phone Type is Cell, Home, Work or Other.
Enter the kynector's Secondary Phone Number (optional).

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.

19



Gustom

steplof1

KHBE Assisters

Legal First Narme: *
Legal Last Name: *

Please select the Counties you Cover: *

[0 OUTOFSTATE (] Adair  [J Allen
Anderson  [] Ballard (] Barren
Bath [J Bell [J Boone
Bourbon [J Boyd [J Boyle
Bracken [ Breathitt
Breckinridge  [J Bulitt  [] Butler
Caldwell [J Calloway [J Campbell
Carlise (] Carroll (] Carter
Casey [J christion [J Clark
Clay [J clinton [] Crittenden
Cumberland (] Daviess
Edmonson (] Eliott  [J Estill
Fayette [J Fleming [J Floyd
Frankin (] Fulten  [J Gallatin
Garard (] Grant [J Graves
Grayson  [J Green [J Greenup
Hancock [J Hardin  [J Harlan
Hamison [ Hart  [J Henderson
Henry (] Hickman [ Hopkins
Jackson  [J Jefferson [ Jessamine

Johnson  [J kenton [J Knott

[m]

[m]

(w]

[m]

[m]

[m]

[m]

(w]

[m]

[m]

[m]

(w]

[m]

[m]

[m]

(w]

(w]

[m]

[m]

(w]

O knox [ tarve [J Laurel
O tawrence [ lee [ Leslie

O tetcher [ lewis ([J lincoln

O uvingsten [J togan [J Lyon

O McCracken  [J McCreary [J Mclean
O Madison  [J Magoffin [ Marion
O Mersnall  [J Martin  [] Mason

O Meade [J Menitee [] Mercer

O Metcalfe  [J Monroe

O Montgomery  [J Morgan

O Muhlenberg [ Nelson  [J Nicholas
O ohio [ Cldham  [J Owen

O owsley [J Pendieton [J Perry

O rike [ Powell [J Pulaski

[ Robertson [ Rockcastie (] Rowan
O Russel  [J Scott  [J Shelby

O simpson [ Spencer [ Taylor

O todd [J Trigg [ Trimble

O union  [J warren  [J Washington
O wayne [J Webster [J Whitley

[m]

Wolfe  [J Woodford  [J CO

My dashboard

20
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Please select your Market Type: *

O Individual  [J Small Market

Primary Phone Number *

Primary Phone Type: *

O cel O Home (O Work (O Other

Secondary Phone Number

Secondary Phone Type:

O cel (O Home (O work (O Other

Mailing Address - Line 1: *

Mailing Address - Line 2:

Mailing Address - City: *

Mailing Address - State: *

Mailing Address - ZIP: *

Preferred Method of Contact *

-

(O HomePhone (O Waork Phone
O cellPhone (O E-mail () Fox
O Postal Mail

Preferred Time of Contact *

-

(O Mornings (O Daytime (O Evening
(O Weekends

Preferred Language: *

O English (O Spanish

Do you only assist patients/consumers in your
medical facility/clinic/office/organization? *

Primary Email: *

{ Back Submit

21
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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 | consent to the System Notice, and
select Next.

&= An official ite of the C of Kentucl ky. How you know? v

KYID & Help Center English (English) v | signin

All your g . |
. o Sign In
applications, one

* Indicates a required field.

secure place.

jordan.smith@mailinator.com

Through KYID, you can access all your Kentucky
applications—simply and securely.

| consent to the System Notice

Next

Forgot email

3. Select the Forgot link.

Allyour 4 . A
o o SignIn
applications, one

* Indicates a required field.

secure place.

jordan.smith@mailinator.com
Through KYID, you can access all your Kentucky
applications—simply and securely.

N
( ............ [OK}
( Create Account ) J

The email or password you entered is
invalid. Please check and try again.

Password*

Sign In

< Back

Forgot Password
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4. Confirm your primary email address and select Next.

' official webste of e Commonwooth of Kertucky. Ha you koai? <

KYID > Help Center English (English) v |  signin

re—
X Exitforgot password Steplof3

Enter your primary email

your account.
* Indicates a required fiokd.

Email

jordan.smith22@yopmail.com

Forgot email

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:

e Send verification code to mobile phone,
¢ Send verification code to my primary email and alternative email, or
¢ Verification by remote identity proofing.

5 Anoficic et of e Cormrmorects o Kertucky. Mo ¥t <
EKYID > Help Center English (english) v | signin

X Exitforgot password

Select a method to authenticate

jordan.smith22@yopmail.com

5 send verification code to mobile phone (o)

primary (e]

B ermative eman

Verification by remote identity proofing

< Back
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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.

W5 A offcial webisto of the Commormeath of Kentucky. Hat yeu K0aw? +

Help Center englisn (English) v | signin

KviD}

Select a mobile number and
method

Which mobile number would you like to use?

How would you like to receive the code?*

Text Message o
[=). You il recewe a veriication code via text message to
your phone

Voice call
R Youwillreceive a veritication code via voice call to your

4. Enter the verification code sent to your mobile number and select Verify.

Verify your mobile number
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5. Enter the new password and confirm the password.
6. Select Reset Password.

[ T T
D elp Cantar tngsh (engish) v | Sigain
KVLD/\ 3 al 0! | sige

X itforget passmord Step3ot3

Create a password

Password must meet the following:

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.

Stoplof2

Verify your primary email

Primary email: jordan.smith22@yopmail.com

Enter your verification code *

naasen

Resend veriication cade.
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2. Enter the verification code KYID sent to your alternative email address and click
Verify.

Step2of2

Verify your alternate email

six-digit

3. Enter the new password and confirm the password.

e
KYID e gl el v ] ey
KYID

X DL rget sustwert Sp 3oty

Create a password

POsSword Must et the following
Ve o€ wost § Charocters

1OV G W (e KowerCNe M

AR N o boerst e o Bn Sk st
hwacirs #g-_§-7

ot
Jonsan aman2) @ popmol com
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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.

Personal information

Chance of Verification based on profile completion Profile pro:

The more information you provide us with, the higher your chances will
ba for s ul verification.
Chance of verification:

Basic information
The g information reflects your personal profile as maintained in our system. Any
changes made below will be reflected in your personal profile once verification is successful
Legal first name* Legal middle name
Michael
Legal last name* suffix
Smith -
Gender* Date of birth* ©
Male - August, 17,1995 o]
Social security number Language Preference®
® English -
Home address
| don't have a home address
Address 1 Address 2
City* State*
Louisville Kentucky -
Zip/postal code Zip/postal code extension
County Country
Contact
Primary email* Mobile Number

By cneckmg this box, | certify that | understand that, in requesting these services, my identity
may be verified through other sources. Any information collected by the Cabinet for Health and
Family Services (CHFS) may be used to verify my identity in accordance with 15 US.C. § 1681b{a)
(3)(D). 1 understand that my information will be used solely to verify my identity and to prevent
fraudulent transactions in connection with my request to create an account to access publie
services or benefits.

To prevent fraud and verify my identity or my wireless device, | authorize my wireless carrier to
use or disclose information about my account and wireless device, if available, to CHFS or its
service provider for the duration of my business relationship. See the CHES Privacy Policy for
details on how your data is treated

O 1 have read, understand, and ogree to the above terms and conditions

< Back | Next |
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2. Experian verifies the information provided and may present the kynector with
qguestions based on their credit profile. Provide answers to each question.
Then, select Next.

R ———

KYID } My dashboard App library Help Center english (English) v | (2) Jordan Smith +
Stepaofa
. .
.
Answer d few questlons

Your information will be used for verification
purposes only.

What model cor do you drive?
QO Ford

QO chevy

QO Henda

QO Toyota

() Noneof the above

What is the ysar of your vshicle?
® 2003

O 2008

Q 2009

QO 203

O Nene of the above

Whertis the name of the city where you previously
lived?

@ Richmond
O Little Rock
() Spokane

O seatls

(O None of the above

-

3. Enter the new password and confirm the password.
4. Select Reset Password.

Wb & s see # e Gt Sy e s A <
KYID . otp Contor trghn (Ingtan) v | Higain

borint e

X D terget sunemerd Sp 3oty

Create a password

POSSwOrd Must et the following
Ve o€ ost § Charocters
10w OF o (e owerCNe Meeter
e T
W o Mot v e it

AR Nerve o beaast e of e Aobimir) spaet
sy #g-_K-7

ot
Jondon aman2l grpopeman com
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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.

- -~
EKYID 5 Help Center English (English) v | signin
r—
All your .
I. t. Signin

dappilications, one - nctee a requive

secure place. o

Through KYID, you can access all your Kentucky

applications—simply and securely.

O 1consent to the System Notice

There are four ways to recover a kynector’'s email address:
e Verification code on mobile number
e Verification code to alternate email
o Verification by remote identity proofing
e Call the KYID help desk

D L e ———

Melp Center English (English) v signin
(KviD) S——

[r——

X sitforgot emal Steplof3

To recover your primary email, we
need to verify your identity

How would you like to verily your identity?*

Verification code to alternate email
Vou il racsive a verlfication code via smal

Verification by remote identity proofing
ET1 ouwi go through identiy veritcation by
answering knowledige questions

Call the KYID help desk
R4 it you cannot verity any of the recovery methods,
piease call the KYID Helpdesk

< Bock Next
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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.

W A1 ool wabata of the Commormisath of Kentucky. A G0 +

~
KYID )Y Help Center €nglish (English) v | Signin
[
X Bt forgot email Step20f3

Provide your mobile number

Country code*

(+1) United States

‘Mobile number*

Text Message
[=1 vouwitraceive o verification code via text
message to your phone

Voice call
R4 Youwilireceive o veriication code via volce call
o

3. Enter the verification code and select Verify.

Verify your mobile number

six-digit verification code was sent to +1 (502) 314-3161. Enter the.
Yy

Enter verification code*

aan

Verity

Resend verification code by text message or voice call

< Back
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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.

- An ool ‘How vouknow? -

N
EKYID > Help Center English (English) v | signin

forgot email
X Exit forgot emall Step3of3

We found these accounts

the phone number you entered.

K****78@gmall.com

i***th@yopmoilcom

j**+22@yopmail.com

Try a different verification method |  Forgot password

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

1.  Provide the alternate email and select Next.

EKVIDS Help Center English (ngiish) v | signin

forgot emot
X Exitforgot emal step2ot3
—

Enter your alternate email

Alternate email*

jordan.smith23@yopmail.com

- =
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2. Enter the verification code sent to your alternate email.

Verify your email

sent

Enter verification code*

Resend verificationcode | Use a different 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.

I An official welbite of the Commeonweath of Kentucky. t5m you ko’ ©

Help Center english (English) v | signin

LY

Forgot email

X Eaitforgot email Step30f3

We found your account

with y

|****22@yopmall.com

Forgot 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.

Personal information

Chance of Verification ba n profile comple

The more information you provide us with, the higher your cha
ul verification.

Chance of verification:

Basic information
“Indic .
The following information reflects your personal profile as maintained in our system. Any
changes made below will be reflected in your personal profile once verification is successful
Legal first name* Legal middle name

Michael
Legal last name* Suffix

Smith -
Gender* Date of birth* @

Male - August, 17,1995 o]
Social security number Language Preference*

& English -

Home address
| don't have a heme address
Address 1 Address 2
City* State*
Louisville Kentucky .
zip/postal code Zip/postal code extension
County Country
Contact
Primary email* Mobile Number

By checking this box, | certify that | understand that, in requesting these services, my identity
may be verified through other sources. Any information collected by the Cabinet for Health and
Family Services (CHFS) may be used to verify my identity in accordance with 15 US.C. § 1881b(a)
(3)(D). 1 understand that my information will be used solely to verify my identity and to prevent
fraudulent transactions in connection with my request to create an account to access public
services or benefits.

To prevent fraud and verify my identity or my wireless device, | authorize my wireless carrier to
use or disclose information about my account and wireless device, if available, to CHFS or its
service provider for the duration of my business relationship. See the CHFS Privacy Policy for
details on how your data is treated

O 1 have read, understand, and agree to the above terms and conditions

< Back | 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.

U A oot webata ot the Commmenectty
T _
Kv'n/l My dashboard App library Help center English (Englisn} » | (Z) Jordan smith ~
step3ofa
it to application snrollment
.
Answer a few questions
Youri ion will be used for

purposes only.

‘What model car do you drive?
Q Ford

O Chewy

O Honda

Q Toyora

() MNone of the above
What is the year of your vehicle?
® 2003

O 2008

O 2008

Q 208

(O none of the above

What is the name of the city where you proviously
lived?

@ Richmond
O Little Rock
O spokane
O seattle

Q) None of the above

< Back Neat

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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Forget email

X Exitforgot email Step3of3

We found these accounts

We have i with
the account you entered.
i*++sch@maildrop.cc
i**+*17@maildrop.cc

k****de@gmail.com

k***de@gmail.com

R****dp@maildrop.cc

A*+*+08@maildrop.cc

[****ii@maildrop.cc
I***13@maildrop.cc
i****27@maildrop.cc

i****30@maidrop.cc

Iry a different verification method |  Forgot password
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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. Login to their KYID Account.
2. Select their name in the top right of the KYID Dashboard and select My

account.
== An official website of the Commonwealth of Kentucky. How you know? ¥
D}
KYID ) My dashboard App library Help Center English (English) v | @ Jordan Smith v
'/

Welcome to your KYID dashboard (@) Jordan Smith v

Manage your applications, review your to-do list, and more. My account

Sign out

3. Authenticate their identity through one of the options they have enabled on their
KYID account.
4. Select Login and Security.

L'KVIFD‘- My dashboard App library Help Center English (English) v | () Jordan Smith
My Account
( L
Account Activity
ccccccc
5. Select Update on their Primary email field.
ngv"b S My dashboard App library Help Center english (english) v | (&) JordanSmith v

My dashboard > Myaccount > Login & Security

Login & Security

Login details

Primary email @ jordan.smith22@yopmail.com
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6. Enterthe new email address and confirm the new the email address. Select
Continue.

5 A offcial webisto of the Commermmealth of Kentucky. How s K0t +

KYID\ My dashboard App library Help Center english (English) v | (&) Jordan smith v

Update your primary email

Thisis

Name

Current primary email ©

‘New primary email® ©

Jordan.smith2a@yopmail.com

["Confirm new primary emai

Jordan.smith24@yopmoilcom

7. Enter the verification code sent to the new email address and select Verify.

Verify your email

sentto
Pr Yy

* Indicates o required

Enter ver n code*

(L]

‘Code expires in 09:54 minutes
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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.

kynect ore

o

Welcome to
kynect benefits

This website usos cookies. Read more with the Privacy Policy here,

2. Loginto KYID.

W1 A ofices wobata of the Commermveatth o Kantucky

KWD) Help Center english (english) v | signin

All your _ 1‘
. . Signin
applications, one D

secure place.

Through KYID, you can access all your Kentucky ‘
applications—simply and securely.
[ 1 consent tothe System Notice

( Create Account )

- Forgot email -
i
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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

—_—
kynect Dobeard  Pregrmms < Bep bynestor, € Agerns  Malp £ 1AQ'

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

I o e — — — — — — — — — — — — e e e e et
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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.

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

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.
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https://chfs.ky.gov/agencies/dms/kynect/kbQRGManualIDProofingandNextSteps.pdf

",
kynect

Cover Sheet

Manual ID Request

Date:

KYID QRG

Pages (including cover):

Email: DMS.IDProofing@ky.gov

Attention: Rebecca Hayden

kynector/DCBS Staff Name:
kynector/DCBS Staff Phone Number:

kynector/DCBS Staff Email:

Individual ID Proof Information

Individual Name as it appears in KOG:

Individual Username as it appears in KOG:

Individual Email as it appears in KOG:

Documentation attached:

State School lissued ID Card

Birth Certificate

Canadian Driver's license

Foreign Passport

Government issued photo ID card

Identification Card for Use of Resident Citizen in the United States (Form 1-179)

Military dependent’s ID Card

O0DO0DDODODODOaAO

Native American Tribal Document

Signature of kynector/DCBS Staff:

OOO0DDODODOOOO

Permanent Resident Card (Form 1-551)

Soclal Security Card

State Issued Photo ID Card (iLe. Driver’s license)
U.S, Citizen ID card (Form I-197)

U.S. Military card or draft record

U.S. Passport or U.S. Passport Card

Voter's Registration Card

Other
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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. 


	 
	Figure
	3.
	3.
	3.
	 Click Get Started on the KYID homepage. 


	 
	Figure
	 
	 
	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. 


	 
	Figure
	 
	 
	 
	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. 


	 
	 
	Figure
	 
	 
	 
	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.  


	 
	Figure
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	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.  
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	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


	 
	Figure
	 
	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. 
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	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. 
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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.
	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. 
	Figure



	 
	 
	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. 
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	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. 
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	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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	Figure
	 
	 
	 
	 
	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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