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This Quick Reference Guide is designed to help kynectors and Authorized
Representatives complete the necessary steps to navigate their dashboard.
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kynector/Authorized Representative Dashboard Overview

The kynector/Authorized Representative Dashboard helps kynectors and Authorized
Representatives search and find the cases for their associated Residents. kynectors and
Authorized Representatives must have an active Kentucky Online Gateway (KOG) account to
access their dashboard.

kynector/Authorized Representative Dashboard Details
The top half of the kynector/Authorized Representative dashboard includes the details
below.

» ID Number
Organization

Coverage Area

Public or Private Status

Number of associated Resident cases

YV V VYV V

Program Access

—
kynect Dashboard  Programs Reps, kynectors,éAgents  Child Care Provider Search
benets

elcome, TOBIAS

Program Accass
Modicaid/APTC/QHP, SNAP,
CCAP

Counties: Adair -~
Zip codos: 40010 £ 3

o A I’ i between I 1t you lived or worked in any of the mentioned counties between 51/2022 and
5/31/20: i i PMET. If i i i period, 5/1f:

pply 9
5/31/2022. then you will gil benefits.

Stort Application

e

o

v~ Please Note: The screenshot above displays the kynectors/Authorized
e = Representative ID number. kynectors use the kynector ID when they call the
= = Professional Services Line.
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1. Click “View More” to reveal Contact Information and Organization Information.

Dashboord  Progroms ~  Reps, kynectors, & Agents  Child Care Provider Soarch. Help & FAQa

Overvicn | Welcome, TOBIAS

Profile:  kynect Start Benefits Application
rofile: or ;
Program s

Medicaid/APTC/QHP, SNAP,
CCAP

Your D

5845

Coverngs Area Publc

Contact Infermation

Nome

Phaona Number

Tobias Iris uat_l4@dispostablocom 555-555-5895

hone Type Secandary Phone Numbes Mailing Addrees
141 Street Frankfort KY 40601

aferred Method Of Contact Proferred Time &f Gontaot Clents

7 Export Cliont List

Organization Information

Organization Name o crganization physicol address
Assistor Inc 733 Lox KY 40801

hione Nurnber Email organization mailing oddraes
55776r857959779 utdtud lec KY 40801
e

2. Click “View Less” to hide the information.

View Message Center

1. Click the Message Center icon to view Announcements, Messages, and Notifications for

the cases for Residents. Accessibility to Notifications and To-Do’s depend on the role and
associated programs.

2. Click “Dashboard” on the top menu to return to the kynector/Authorized Representative
dashboard.

—
ky nect Dashboard  Programs v  Reps,kynectors, &Agents  Help &FAQ's 9 lain Q

()

Languages: engheh (engiisn) -

Overview

Message Center

Notices (720) Messages (17)

Q search

Details puepate ()

ANNOUNCEMENT
Now Test Announcement
Date Message Received: 9/1/2020

Update Contact Info
Reminder to update your contact information as needed. If you have no updates
take action.

Date Message Receivect: 12/8/2020

or changes that need to bs made. you do not noed to

Authorized Representative Access Approval
Your request to serve as an Authorized Representative for Michael Vonn has been approved
Date Message Receivect: 10/17/2020
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Start Benefits Application
1. Click “Start Benefits Application” to begin the process of completing a benefits
application on behalf of a Resident.

~  Rops,kynectors, £ Agents  Child Care Provider Search

Help & FAGs

2 TR
Start Benefits Application
-

Grganization Program Access
Assister Inc Medicaid/APTC/QHP, SHAP.

CCAP

Coveraga Area

Migw Morg

==

“»~ Please Note: The following screen appears if an Authorized Representative
@ tries to complete a benefits application for themselves:

Are you applying for yourself?

Please read this carefully. It looks like you entered your own name as a
Household Member. Authorized Representatives cannot apply for
themselves and are meant to put in the details of the applicant they
are representing. If you would like to apply for yourself, please make a

new citizen account.

« .+ Please Note: If another user is currently completing an application for the
-@- Individual, then the following message displays: “You cannot access this
= * Application since another user is currently editing this application.” If the user
already in the application is inactive for 10 minutes or longer, then they are
kicked out of the system.
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, Please Note: If a kynector is associated with more than one organization, they
- will receive the following screen after clicking “Start Benefits Application.”

,

Select kynector Organization

Select the organization you would like to create the application on behalf of

Westchester Hospital

Eastchester Clinic

Cancel

Please Note: If a partial match occurs when the Individual information
entered matches with an exisitng Individual on kynect, a notification is sent to
+ the Message Center in Agent Portal for agents, and the Message Center in kynect

@" for kynectors, with the following message displayed: “The application you have
submitted for <Name> with <ApplicationID> has resulted in a Partial Match
and requires additional verification from our end. Our team has begun
investigating the Partial Match Task and is working to find a solution. We'll keep
you updated on the outcome of the Partial Match Task within 2-3 business days.
We appreciate your patience while we wait, and we advise against submitting
multiple applications. If you have any inquiries regarding this, please contact the
professional services line at 1-855-326-4650.”
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Navigating to the Personal Dashboard

1. Click “Go to Personal Dashboard” to navigate to the other dashboards. If the user has a
Resident role, they are taken to the Personal dashboard where they apply for benefits or
manage benefits information.

Help £FAQ's

g—
kynect Dashboord  Progroms ~  Rops,kynestors, & Agents

benetity

Overviow

vour K iz Pubiic
40860 Rikzl 0 Ageinf I\
i

Search

s~ Please Note: If the user has additional roles, this option may read differently. An
- @ = example would be “Go to the Authorized Representative Dashboard.”

2. Click “Return to kynector Dashboard” or “Return to Individual Authorized
Representative Dashboard” to return to the kynector or Authorized Representative
Dashboard.

Porsonal Dashbodand

kynect Doshboord  Progroms - Reps kynoctors,£ Agents  Molp £ FAG's G M"i‘

Denedn

Longutges:  irgin (irgla)

Overview

Benofits

Documants

Claims & Payments

Hearings

Benefits -+ Message Center -
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Viewing Associated Resident Dashboard and Adding Case Notes

After a Resident has added the kynector or Authorized Representative to their kynect benefits
account, the Resident’s case will appear under Clients. The Clients section includes the following
details:

» Resident Details (Name, Gender, Age, as or Case Number)
Case Status

>
» Submitted Date
>

Search
Programs Appicabie
oo
st Name Lost Name
Caga Mumber Application Number
Sociol Sacurity Mumbsr (2 digits) Dats of Birth
mmydefyyyy &
cirese
e freset m o —
7 Clients Found
Client Details () CaseStatus (3) SubmittedDate () Lost Updated (3)
DENNIS WRIGHT
M1 Age Unsubmittex 2
spplicatior 0618
MARY BAIN
| Age 36 Unsubmittsr 21
pplication #
DARLENE HUDSON
1 4 12022 2
1EZ98ETH
REBABATT
Iage 32 Unsubmit 2
pplication #

Please Note: If a Resident has multiple cases, the most recent one appears under last
‘7~ updated. Click “Export to Excel” to export a list of Resident cases and details. The

@ export includes a list of Requests for Information for the Residents. kynectors can only
<  export after searching.
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Searching for Resident Cases
The Search tool is useful for kynectors and Authorized Representatives who have multiple
clients. The Search tool also allows kynectors to distinguish between searches for Medicaid
clients and SNAP/CCAP clients if they have multiple roles. The Search tool only returns
results for associated Residents. The Search tool allows users to search by First Name, Last

Name, Case Number, Application Number, Social Security Number, Date of Birth, and
Address.

1. First, kynectors with multiple roles should toggle between “Medicaid” and “SNAP/CCAP”
depending on the type of search.

.+ , Please Note: The Search tool’s toggle between Medicaid and SNAP/CCAP is only
_@_ available for kynectors. The program toggle feature does not appear on the Search
A=/ tool for Authorized Representatives.

2. kynectors and Authorized Representatives can click “Search” to get a full list of Resident
cases to which they are associated.

Search

Progrome Applicable

s

First Name Last Name

Cosa Number Applicotion Number

Social Sacurity Mumiber (8 digits) Donte of Birth

mmy/ddfyyyy

Address Line |

S e
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3. Search by First Name, Last Name, Case Number, Application Number, Social Security

Number, Date of Birth, and Address for all cases. kynectors search for SNAP/CCAP
clients, the “M.1.”, “Suffix”, and “Sex” fields also appear.

4. Used the advanced search to search with additional fields if necessary.

s~ Please Note: If a kynector or Authorized Representative does not have a

A Medicaid or Other Program Assister role, the below message appears in lieu of the
- Search tool.

—
kynect Dashboard  Programs v  Reps, kynectors,& Agents  Help & FAQs © xousc §)

benefits

Languages: English (English)

. 4

Overview

ks

Your ID Organization Coverage Area Private Program Access

4130 Kynector Group

View More §

You are not yet configured with any program access, please reach out to your manager to ensure your profile is
fully set-up before logging back into kynect benefits.
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Steps to Accessing a Client’s Resident Dashboard
1. Click on a Client’s Name to be taken to the client’s Resident Dashboard.

Show Advanced Search Reset m Export to Excal

3 Clients Found

Client Details @ Case Status @ Submitted Date @ Last Updated @

MICHAEL DOE

- Approved 12/20/2020 12/20/2020
Case #112254198
MICHAEL DOE
M| Age 26 Approved 12/20/2020 1013/2020
Case #N12264199
MICHAEL DOE
M| Age 25 Approved 10/08/2020 10/08/2020

Case #112254185

2. View the Resident Dashboard in “Client View”.

«<Ratum to kynootor Doshboard Client view: MICHAEL S DOE

—
kynect Dashboard  Programs v~  Reps,kynectors, 8 Agents  Help&FAQ's o -0

benefits

Longuages: e (nghat)

Overview

lcome, MICHAEL DOE

ation

@ wewrTestannouncement

Benefits

Documents

Hearings

Client Case Notes
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3. From the Client View, kynectors and Authorized Representatives may complete the
processes below on behalf of the Resident while in Client View:

» View active Benefit Programs
» Start a Benefits Application by clicking “Add Other Benefits”

Report a change in Resident information by clicking “Report a Change”

A\

View Resident To-Do’s, Notifications, and Announcements in the Message Center

A\

Request a Medicaid Card

Y

Use the Prescreening Tool

Please Note: The actions that are available is dependent on the benefit programs
and the permissions granted by the Resident.

Please Note: If a Resident is a dependent, a banner displays at the top of the
Resident Dashboard which indicates that the Resident is not the Head of Household
and tells the kynector or Authorized Representative who is.
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Below are the steps for kynectors and agency administrators to add Client Case Notes.

Steps to Add Client Case Notes
1. Click “Client Case Notes” on the side menu on a computer or the menu icon on a
mobile device.

Client view: MICHAEL S DOE

pashboard  Programs -  Rops kynectors, & Agents  Help&FAQ's uyn@

[Ier T ———

Overview
Bonatits ‘ elcome, MICHAEL DOE
rmation
Documents. |
—
Hearings b -
—
@ vowTest Announcement
Client Case Notes
= - , :
View details an your benefits application, cases, and benefit View your to- do list and messoges.
Einihnarn
Case#:112254198 o Active sk Unrsad

2. Click “Add New Note”.
3. Type the Case note in the note field.
4. Click “Save”.

M 10 kynector Doghboord Cilent viow: MICHAEL § DOE

—
kyl‘lec[ Dashboard ~ Progroms -  Reps kynectors £ Agents  Help £FAQ's
benefits

g
o ClientCase Notes
Benefits
Documents

om0 i) @
Hearings
Client Case Notes I

Type your note here.
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5. View the Case Note in the Client Case Notes page.

«Return to kynector Dashboard Client view: MICHAEL S DOE

p—
kynect Dashboard  Programs ~  Reps,kynectors,&Agents  Help&FAQ's O -0
benefits

tanguages: English (Englien)

overview Client Case Notes

Benefits 5
View and manage your personal notes for this case

Case#: 112254198 (Active) @ Add New Note

Client Case Notes I IreviewedtheR... 10/12/20 03:07PM @

Documents

Hearings

reviewed the Resident's case today.

s~ Please Note: Accessibility to see Case Notes depends on the user’s role and the

“\¥)" associated benefit programs. DCBS staff will not be able to view the notes entered
=  through kynect benefits.

6. Click “Return to kynector Dashboard” in the top left corner of the page to return to the
kynector Dashboard.

7. Click “Yes, Exit” to confirm the exit back to the kynector dashboard.
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