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Self Service Portal Inquiry Eligibility and Benefit User Quick Reference Guide


This Quick Reference Guide is designed to help you understand the Inquiry function to search for people and cases in Self Service Portal (SSP), outlining the Eligibility and Benefit – Individual Dashboard.
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[bookmark: _Toc446491400]Self Service Portal (SSP) Overview

The Kentucky Self Service Portal now allows individuals to apply for Qualified Health Plans (QHP), Modified Adjusted Gross Income (MAGI) and non-MAGI Medicaid, Employer Sponsored Insurance, Supplemental Nutritional Assistance Program (SNAP), Kentucky Transitional Assistance Program (KTAP), State Supplementation, and Child Care via the benefind system.

The Self Service Portal consists of two systems – kynect and benefind. While client’s can complete applications on either system, benefind is used for residents applying for KTAP, SNAP, non-MAGI Medicaid, State Supplementation, and Child Care, which are benefits that you will be using SSP to inquire on. This Quick Reference Guide will teach you how to use the Inquiry function in SSP to search for people and determine if they are receiving benefits. The Inquiry function means that you have view-only access to information in SSP. In this QRG, an Eligibility and Benefit User is defined as a user with Inquiry, or view-only, access to SSP with a need to determine an individual’s current benefits including what benefits they are eligible for, enrolled in, and their monthly benefit amount.

Note: Many new users will have access to SSP. An individual may not have access to all the information included in this QRG depending on the configuration of their organization.
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Eligibility and Benefit users will use the dashboard to search for Users in SSP. The dashboard is available to users on the homepage after logging in.

1. From the dashboard, enter all of the details you have under the User Search section and click Search to view results. 

If no individual is found matching a, No results found. Please modify your search query and try again. message displays. Verify the client’s information, including the spelling of their name, and try your search again.
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If you still cannot find the individual:
· Try searching the first few letters of a client’s name, instead of their entire name
· Try searching different variations of the First Name
· Try removing the SSN criteria, in case it was not provided during application intake


2. After clicking Search, the results are populated below the User Search section. Select the
application from the search results by clicking on the Customer Name link. You are directed to your Role-Based Dashboard to review the individual’s benefit information.



[bookmark: _GoBack]The resulting benefit information available to review will be different depending on your role. You can only see results for people and cases that are a part of your organization.
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As an Eligibility and Benefit user, you need SSP to determine an individual’s SNAP and KTAP case information. The information you are able to view for an individual is outlined below:



· Individual Information, including the name, SSN, Gender, and Date of Birth (DOB) of the individual receiving benefits
· Current benefits, including the Case number, Benefit type, Next Recertification Date, and the Monthly Benefit Amount for the current month

Note that other household members are not visible on this screen, only the individual that was searched for and their individual benefits.
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€ Individual Information

[ Name ____Issv_______JGendr ____[D0B_____|

George Cast 123-45-6789 Male 04/15/1976

€ Current Benefits

Family Assistance Case Number: 98372612
Benefit Next Recerti Included Indi als Monthly Benefit

Date Amount for 014
KTAP 10/30/2015 George Cast $123.43

SNAP 09/30/2015 George Cast $295.00





