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Request an account by clicking “Want to sign up for account?”  You will receive an email with your username within 2 weeks, then you can begin using the system.

Update District Information as needed

1.) Sign in (usually CIT\firstname.lastname or including a middle initial)

2.) Click District Information in left-hand column

3.) Click View Entry by School District (under ENTRY)

4.) Search for your school district (example:  Somerset or “somer”, Bullitt or “bul”)

5.) Make any necessary changes and click SAVE.

Upload documents to District Page

1) Click District Information in left-hand column

2) Click View Entry by School District (under ENTRY)

3) Search for your school district (example:  Somerset or “somer”, Bullitt or “bul”).  

4) Scroll to the bottom of the screen and click UPLOAD DOCUMENT.

5) Search for your file and add a detailed description.  Click Upload.
View documents uploaded by coordinators

1.) Sign in (CIT\firstname.lastname)

2.) Click Region # 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 the center you would like to view.

6.) Scroll to the bottom of the screen and click VIEW/UPLOAD DOCUMENT.

7.) Sort in chronological order by clicking the DATE UPLOADED column heading.
RESET PASSWORD
Passwords expire after 30 days.  If you remember your PIN and secret question/answer, you can reset it yourself by clicking FORGOT PASSWORD.  If you do not remember this information, you may call the help desk 502-564-7576 or toll-free 800-372-7434, or by email at CommonwealthServiceDesk@ky.gov (note that this contact information has changed as of Aug. 1, 2014) to request a password reset.  Provide your username, and let them know you are requesting a password reset for the GenTrackEX portal (what we call the Green System).   In either case, a new password will arrive in your email inbox.  COPY/PASTE into your password field, as it will be complex.

Tonya Cookendorfer
(859) 654-1289
tonya.cookendorfer@ky.gov
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