


REGISTRATION

· To obtain access to the GenTrack Application, you must first register as a KOG user.  This is a one-time registration process and EACH USER MUST HAVE A UNIQUE EMAIL ADDRESS.

Set Up an Account

· Go to URL https://kog.chfs.ky.gov/home/  (for LIVE-DATA “PRODUCTION”).  

· Click Create an Account.
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· Complete the fields on the User Profile Form.  Required fields are marked with an asterisk (*).

NOTE: Username you choose is the name that will be shown in the GenTrack Application history whenever you create, edit or submit a record.
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* First Name
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* password
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* Emall Address gentrack user @keups net

* Verify E-Mail Address gentrack user@keups net
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· Select two security questions from the drop down box, and enter the answer to each question.
· Click the Submit button.
· The confirmation screen shown below will be displayed.
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· An email will immediately be sent to the email address shown on the User Profile form.  Click the link shown in the email.  
NOTE: You must click on the link shown on the Email with in four hours, OR your account will be deleted 
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· The screen shown below will be displayed.  Enter the answers to the two security questions, exactly as the answers were entered on the User Profile Form, and then click the Verify Account button.
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· The screen shown below will be displayed.

· The next step is to request access to specific roles and Application.  Click the click here to access KEUPS button (as shown above), and you will be taken to the KEUPS login screen shown below.
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Congratulations!  You are now a registered KOG user!!  
Access to GenTrack Application
· Click the Sign In button.
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· The screen shown below will be displayed.  Enter your username and password, and then click the Log In button.
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· The screen shown below will be displayed.  Click the Request button.
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· The screen shown below will be displayed.  Click select button beside GenTrack Application 
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· The following screen will be displayed.
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· Select the Role and Click Next Button; it will redirect you to Confirm Request Page. Where you need to confirm your application and role details and click on Submit Request Button.
[image: image12.png]Request Application Access

Select An Application Select Roles Role Prerequisites

Confirm Request

Requested Application Requested Business/Facility  Requested Role

GenTrack o General

Confirm Changes

Add to Role

Submit Request





· Once you click on Submit Request Button, Request will be generated and User will have access to GenTrack Application 
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