
 

The Commonwealth of Kentucky 

 

 

Quick Reference Guide 
Application Intake 

 
 

 

 

 

 

 

 

 

 

 

  

 



 

Page 2 of 24 

This Quick Reference Guide is designed to help users complete the necessary steps to 
submit a benefits application in kynect benefits.  
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Benefits Application Overview 
 

 

kynect benefits makes it easy for Residents, kynectors, and additional users to apply 
for benefit programs. With kynect benefits, Residents can apply for the following 
benefit programs: 

 Food Assistance - Supplemental Nutrition Assistance Program (SNAP) 

 Financial Assistance - Kentucky Transitional Assistance Program (KTAP) 

 Healthcare Coverage Assistance - Medicaid/Kentucky Children’s Health 
Insurance Program (KCHIP) 

 Premium Assistance - Kentucky Integrated Health Insurance Premium Payment 
(KI-HIPP) Program  

 Child Care Assistance - Child Care Assistance Program (CCAP)   

 

The Application Intake process can be defined by the two stages below: 

 Application Intake  

 Next Steps 

 

Users must have a Kentucky Online Gateway (KOG) account to access kynect benefits.  

 

 

 

 

 

 

Please Note:  Reference the Kentucky Online Gateway Account 
Quick Reference Guide for step by step instructions to create an 
account.  

Please Note:  The Prescreening Tool can be used before a benefits 
application is submitted to determine a household’s potential 
eligibility. Reference the Prescreening Tool Quick Reference Guide 
for more details. 
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Starting a Benefits Application 
 

 

Residents access kynect benefits through the Kentucky Online Gateway (KOG).   
Residents should log into the Kentucky Online Gateway each time they access kynect 
benefits. This keeps the Kentucky Online Gateway dashboard up to date. 

Below are the steps to apply for benefits in kynect benefits. 

Steps to Start Applying for Benefits  
1. Click “Sign In” on the kynect benefits home page. 

 

 

 

 

 

Please Note:  If the Resident is new to kynect benefits, they should 
click the “Sign Up” link or the “Apply for Benefits” button on the 
home page to be taken through the steps to create a KOG account. 
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2. Enter “Email Address” and “Password” under Citizen or Business Partner Sign In 
to navigate to the Dashboard. 

 

3. Click “Apply for Benefits” at the bottom of the Dashboard.  

 

 

Please Note:  The “Add Other Benefits” button appears near the top 
of the Resident Dashboard if the Resident has already submitted 
an application. 
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4. Read the Get Started screen. Click “Start Benefits Application." 

 

5. Read the “Information for All Who Apply” pop-up and click “I Agree”. 
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6. Select a Benefit Program. 

7. Click “Next” to go to the Application Summary screen. 

 

 

 

 

 

 

Please Note:  kynect benefits allows the user to select more than 
one program at a time. Residents are encouraged to contact a 
kynector if they need help with the Medicaid/KCHIP or KI-HIPP 
application. Refer to the Adding and Removing kynectors and 
Insurance Agents Quick Reference  Guide for more details. 
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Completing a Benefits Application 
 
 
The Benefits Application is divided into sections for the user to complete. When filling 
out an application, Residents should enter all information if they have it. If a Resident 
does not fill out a field that is mandatory, the system does not let the Resident move 
forward to the next page of the application. 

kynect benefits returns the user back to the Application Summary screen after each 
section of the benefits application is completed. The Application Summary screen 
includes the Progress Bar that updates automatically after each section is completed.  

 

 

 

Please Note:  The sections that appear in the Application Summary 
screen depend on the programs that were selected. Click “Edit” on 
a section to edit the information before the application is 
submitted. Residents must complete the  “Report a Change” 
process to submit a change after the application is submitted. 
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Below are the steps to complete the benefits application from the Application Summary 
screen. 

Steps to Complete the Benefits Application 

1. Click “Start” on the Household Members tile . 

2. Click “Start” to add the details for the Head of Household. 

 

3. Click “Edit” to edit Head of Household information if necessary. 

4. Click “Add Member” to add Household Member(s).  
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5. Enter the Household Member’s First Name and Last Name. 

 

6. Enter Gender.  

7. Enter Date of Birth. 

8. Enter and Select the additional required personal and demographic 
information. 

 

 

 

 

Please Note: Generally, a Household Member is someone who has 
the same address as the Head of Household. The exact definition of 
Household Member may vary according to the benefit program.  

Please Note:  It is required that Residents either enter in a middle 
initial or check the box saying they do not have a middle initial. 
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9. Select a Benefit Program. 

10. Click “Save.” These steps should be completed for each Household Member 
that is added. 

 

11. Click “Start” on the Contact Information section. This section needs to be 
completed for each Household Member. 
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12. Enter the Household Member’s Email and Primary Phone Number. 

13. Select Primary Phone Type. 

14. Select Preferred Method of Contact. 

15. Select the Preferred Spoken and Written Languages.  

16. Click “Next”. 
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17. Select “Yes or No” for “Does the Resident have a physical address”. Enter an 
address, if applicable. 

18. Select “Yes or No” for “Does the Resident have a different mailing address?”. 
Enter the address, if applicable. 

19. Select “Yes or No” to “Does everyone in the household have the same 
information?”. 

20. Click “Next.” 

 

21. Click “Start” on the Reps, kynectors, & Agents section. 
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22. From the Reps, kynectors, & Agents section, Residents can: 

• Search for and designate Authorized Representatives 

• Search for and add kynectors (program specific) 

• Search for and add Insurance Agents (program specific) 

 

23. Click “Next” to return to the Application Screen. 

 

 

Please Note:  Reference the Adding and Removing kynectors and 
Insurance Agents and the Add, Edit, and Remove an Individual 
Authorized Representative Quick Reference Guides for more 
details. 
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Below are the general steps to continue completing a benefits application. 

24. Click “Start” by a Resident in the Relationship & Tax Filing section. This 
section is completed for each Household Member.  

 

 

 

 

 

 

 

Please Note:  The remaining tiles and screens in the Application 
Summary are program specific. For example, the Healthcare 
Coverage section only appears if the user is applying for 
Medicaid/KCHIP. Additionally, some application questions may 
vary based on the answers provided. 
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25. Select an option from the “Relationships” dropdown to identify the 
relationship of the new Household Member to the Resident. 

26. Click “Next.” 

 

27. Select “Tax Filing” (only for Medicaid/KCHIP applications).  

28. Click “Next” to return to the Application Summary screen. 
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29. Click “Start” in the Household Information section to answer questions about 
the household’s health, circumstances, income, and expenses, and resources. 

 

30. Enter the Health Information. Health Information questions may include: 

• Is anyone in this household blind? 

• Does anyone in this household have a disability? 

• Is anyone in this household pregnant or was pregnant in the last three 
months? 

 

31. Click “Next.” 

Please Note:  Additional questions may appear based on the 
answers that are selected. 
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32. Enter Household Circumstances. Household Circumstances may include: 

• Is anyone in this household waiting for Supplemental Security Income 
(SSI) benefits? 

• Is anyone in this household eligible for entitled income, such as Social 
Security Income, unemployment income, Black Lung, or VA pension? 

• Is anyone in this household currently enrolled in school?  
 

 

 
33. Click “Next”. 

 
 
 
 
 
 
 

 
 

 
 
 
 

Please Note:  Additional questions may appear based on the 
answers that are selected. 
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34. Enter Resources. Resources questions may include: 

• Does anyone in this household have a checking account, savings account, 
certificate of deposit, individual retirement account (IRA) or nursing 
facility resident account? 

• Does anyone in this household have investments such as stocks or bonds? 
• Does anyone in this household have other liquid/spendable resources 

such as cash, direct express card, or reloadable money card? 
 

 
 

35. Click “Next” to return to the Application Summary Screen. 
 

 
 

36. Click “Income & Subsidies Information”.  

 
 

 
 

Please Note:  Additional questions may appear based on the 
answers that are selected. 

Please Note:  The  Income & Subsidies Information and Expenses 
Information subsection only appears under the Member Details 
section if the user indicated they have income and expenses. The 
Financial Wizard guides Residents through entering their 
income and expenses information. 
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37. Click “Start” to begin the Financial Wizard. The Financial Wizard guides the 
Resident through answering the Income and Expense questions. 

38. Click “Next” to return to the Application Summary screen.  

 
 

39. The Healthcare Coverage section only appears if Residents are applying for 
Medicaid/KCHIP or KI-HIPP. Click “Start” to begin the section. 
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40. Select “Yes or No” for “Are any household members currently enrolled in 
healthcare coverage?”. 

41. Select “Yes or “No” for “Does anyone in the household have any employer that 
offers healthcare coverage but has not enrolled?”. 

42. Click “Next” to return to the Application Summary screen. 
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Submitting the Benefits Application and Next Steps 
 
 
Once each section of the Benefits Application has been completed, the Resident can 
proceed to sign and submit their application.  
 
Below are steps to submit an application that has each section completed. 
 

1. Click “Start” to Sign & Submit.  

 
2. Read and agree to the Terms of Agreement Summary on the Signature Page. 

 
 
3. Answer the final Benefits Application questions. 
4. Enter First Name, Last Name, and Date to sign the application. 
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5. Select “Yes” or “No” for “Would you like to register to vote?” 
6. Click “Submit Benefits Application”. 

 
 

7. View the eligibility results from the Eligibility Results screen. 
8. Click “Next Steps” to view the Next Steps for the benefits application.  

 

Please Note:  The signature must match the individual’s name in 
kynect benefits, or the Resident will not be able to submit. 
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9. View the Next Steps to complete the benefits application process. Next Steps 
give directions to Residents on the necessary actions to complete their 
application. Next Steps will vary depending on what is needed from the user. 
Some next steps may include: 

o Upload Verification Documents 
o Complete an Interview 
o Apply for a Medicaid Waiver 
o Visit HealthCare.gov 

 
10.  A link to “Go to Document Center” appears if there is a request for 

information that requires the Resident to upload a form of proof. 
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