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Step 1: Accept the Invitation 
 

1a. Locate the email 
invitation from Microsoft 
Invitations on behalf of 
Commonwealth of 
Kentucky. 

 
1b. Click ‘Accept Invitation’ 

 
  

1c. Enter the email address 
that was used to create your 
account and select Next: 
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1d. Microsoft will email your 
account verification code to 
you. Sample email shown to 
the right. 

 
  
1e. Enter your verification 
code and select Sign in: 
 

 
 

1f. On the Permissions 
Requested screen, select 
Accept: 

 



kAART Onboarding Quick Reference Guide 

4 
 

Step 2: Begin Authentication Setup 
 

2a. The More Information 
Required screen begins the 
Multifactor Authentication 
(MFA) registration process. 
Select Next on this screen:
  

 
 
 

Step 3: Set Up Multi-Factor Authentication (MFA) Method 
 

3a. Select the I want to set 
up a different method 
option 
3b. Select Phone. 
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3c. After you select the 
Phone option, you will be 
prompted to enter your 
phone number and choose 
if you prefer to receive a 
phone call or a text 
message to complete MFA 
requests: 
(Text is recommended.) 

 
 

3d. If you select the call 
me option, Microsoft will 
call you (automated call) 
whenever MFA verification 
is needed. If you select the 
Receive a code option, 
Microsoft will text a 
verification code to your 
mobile device. Simply 
enter the verification code 
and select Next.  

 
3e. You will see a 
'Verification Complete' 
screen, click 'Next'. 
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Step 4: Complete Setup 
 

4a. The final step is to 
sign into your Guest 
User account using the 
MFA method that you 
selected. 
 

4b. Here is an example 
of account verification 
process using the text 
code option. Once you 
try to access resources 
or links in the 
Commonwealth’s M365 
tenant, you will be 
prompted to sign in 
using a verification code. 
Select Send code to 
receive a text message 
with the verification 
code. 

 

4c. Check your email for 
a new verification code, 
enter the code, then 
select Sign in: 
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4d. You will then be 
prompted to verify your 
identity. Select the text 
option to receive your 
authentication code. 

 
 

4e. Check your mobile 
device for a new text 
message with the code. 
Enter the code and 
select Verify: 

 
 

4f. Once your code has 
been verified, you will see 
the Apps dashboard 
landing page: 
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4g. Congratulations! 
You have successfully 
completed the 
onboarding process. 
 
4h. Use the link 
provided by KHBE to 
access the kAART 
application. 
Please note: Only use 
the link that 
corresponds with your 
kynector Organization. 

CAK: https://kymsoffice.sharepoint.com/sites/chfsext-
DMS-kynectreporting/CAK/ 

KIPDA: https://kymsoffice.sharepoint.com/sites/chfsext-
DMS-kynectreporting/KIPDA 

 
KPCA: https://kymsoffice.sharepoint.com/sites/chfsext-DMS-
kynectreporting/KPCA 
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