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KOG AND GENTRACK APPLICATION REQUESTS
For new coordinators and district contacts:  Download the KOG account request information at http://chfs.ky.gov/dfrcvs/frysc/forms.htm (right-hand column under Green System) to request a KOG account.

After the KOG account is set up, request access to the GenTrack application, then the appropriate FRYSC Region # Center Information tracking item.  District Contacts should also request access to FRYSC District Information.

RESETTING YOUR PASSWORD

1.) If you have a KOG account and have logged in to KOG before, click the FORGOT PASSWORD link, completing the requested information.  This will send a password reset link to your inbox.  
2.) Respond as follows to the security questions if you have not set them yet:  for the city question, respond “City” . . . for the pet question, respond “Pet”.  This will allow you to reset your password.
3.) If you are unable to reset your password, email tonya.cookendorfer@ky.gov for assistance. You may also contact the Commonwealth Service desk at 800-372-7434 as a secondary option. 
____________________________________________
 
NAVIGATION
1.)           Sign in.
2.)           Once in GenTrack, click Region # Center Information (or FRYSC District Information) in left-hand column
3.)           Click View Entry by CENTER Information (under ENTRY)
4.)           Search for your school district (example:  Somerset or “somer”, Bullitt or “bul”).  
5.)           Click the Item # corresponding to your center
6.)       Update any outdated information and click SAVE at the bottom.
7.)       To upload documents, scroll to the bottom of the appropriate center information page, click View/Upload Documents.  Choose the file you would like to upload, and give it a description.  Note:  descriptions should be very specific and descriptive of what is contained in the document (examples:  “FY 16 CPP Action Component Spreadsheet Revision #2”, “FY 16 Request Form for purchase of office furniture”)
 
If you would like to see the previously uploaded documents associated with your center:
 
1.)           Scroll to the bottom of the screen and click VIEW/UPLOAD DOCUMENT.
2.)           Sort in chronological order by clicking the DATE UPLOADED column heading.

Common Problems and Solutions
Issues experienced following the KOG (Kentucky Online Gateway) transfer:

1.) Your email is attached to someone else’s name.  You or someone else used your work email address for another application within KOG.  For example, to sign up for health insurance, child support, or various assistance programs.  If this is the case, we will need an alternate email address for that person so you can use yours.  Contact tonya.cookendorfer@ky.gov for further instructions, and you will need to sign up for a new KOG account after the email address is changed.

2.) User does not see the tracking items (Region Center Information or District Information)     Information:   After the account is approved, your permissions have to be set.  If you can log in but do not see tracking items, it is because you logged in before your permissions were set. 
Related to this:  Users whose permissions have not been set sometimes see a link for SNAP when they log in.  In this case, you will need to click the link to request additional tracking items, select GenTrack, then choose FRYSC Region # Center Information.  (District Contacts should also select District Information.)  The Cabinet will approve this request, after which you will have full access.
 3.) Your email address has changed since you originally signed up for a green system account. Contact tonya.cookendorfer@ky.gov for further instructions.
4.)  Your password is not current. See page 1.  Reminder:  passwords expire after 3 months.

5.)  You are using the wrong username.  Your username will typically be firstname.lastname or the last part of the old CIT\ login or if you have a new account, you may have chosen the username yourself.  

Other Common Questions
6.) Problem:  Scanned file won't upload.
 
    Information:  Almost CERTAINLY, the file was scanned at too high a resolution and the file size is too large (over 4MB).
 
    Solution:  Re-scan at a lower resolution.  If you don't see a setting that mentions "resolution", look for "dpi" (dots per inch), and choose a lower number.


7.) Problem:  User reports not having access to the Delete button.

      Information:  Only those with administrative rights for the system have access to the delete button.   This is to maintain a secure historical record of center documentation.

      Solution:  You may contact your regional program manager to have a file deleted.
 
8.) Problem:  User reports not being able to find his/her center on the search screen.
     Information:  This occurs when what is typed on the search screen does not match the center information exactly.
     Solution:  Type as little as possible into the search.  For example, under School District, you can type “Pulaski” or even “Pul”, for example, leaving the center field blank, and click SEARCH.  This will yield a list of centers within the district, and you can click the number corresponding to your center.   

Please report any other issues to Tonya Cookendorfer, tonya.cookendorfer@ky.gov.  
