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This Quick Reference Guide is designed to help users complete the necessary steps for
Manual Identity Proofing to verify the identity of users with KOG Accounts that have
previously failed the Remote Identity Proofing process.
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Manual ID Proofing Overview

Personally Identifiable Information (PII) is extremely important. It is critical for
kynectors to verify the identity of individuals they are assisting. Individuals typically
verify their identity by completing the Experian Identity Proofing process during the
User Verification steps in KOG. If an individual is unable to verify their identity offline
through Experian, then they must go through the Manual ID Proofing process.

.\, PleaseNote: This is different than reviewing a photo ID in person which is

“\¥/)"~ for Remote Identity Proofing (RIDP). The RIDP is only done by the
Department for Community Based Services.

kynectors may use the following Manual ID Proofing steps to assist the Resident that
must go through the process.

Iltems Needed to Complete Manual ID Proofing Request
1. Obtain a copy of a photo ID or one of the acceptable forms of ID.

2. Gather Contact Information.
3. Gather KOG Account information.

4, Fax a signed written statement by a supervisor to 502-564-0039 with “Request
manual identity proofing” in the subject line.

The Department of Medicaid Services (DMS) office staff may contact the individual
and/or supervisor for additional information before approval. This process is only
available to kynectors and Certified Application Counselor agencies only. Please allow
2-3 business days for the process to be completed.

After completing the manual Identity proofing kynectors may continue with the
individual’s application. Individuals that forget their KOG username and password
may use the Forgot Username? and Forgot Password? links on the KOG Login screen

kynectors should complete the form below to complete a Manual ID Proofing Request:

Page30f8



kynect
benefits

Fax Cover Sheet

Manual ID Request

Date:

Pages (including cover):

Attention: DMS.IDProofing@ky.gov

kynector name:

kynector Phone Number:

kynector Email:

Individual ID Proof Information

Individual Name as it appears on KOG:

Individual Username as it appears on KOG:

Individual email address as it appears on KOG:

Documentation attached:

[ [
School issued Nn Permanent Resident Card (Form 1-551)
[ [
Birth Certificate Social Security Card
[ [
Canadian Driver's license State issued photo ID card (i.e. Driver's license)
[ [
Foreign Passport U.S. Citizen ID card (Form I-197)
B E B
Government issued photo ID card U.S. Military card or draft record
B [
Identification Card for Use of Resident Citizen in the United States (Form I-179) U.S. Passport or U.S. Passport Card
[ [ o
Military dependent's ID card Voter's registration card
[ []
Native American tribal document Other

Signature of kynector:
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Below are the steps to update a KOG Account to indicate that Manual ID Proofing was
completed in person.

Steps to Update a KOG Account to Indicate Manual ID Proofing
1. Loginto Kentucky Online Gateway (KOG) account and click “Launch” under the
Identity Proofing application.

Ke ntuﬁy@sv Welcome sunni borra £ | @ English + ‘ Help ‘ Logout &>

Search for Applications .... Qsearch

[ o el Tl D DTl fu s o e[l el [ o [v [wlx] -]z
DAPS IDMS EHR Incentives Program FRYSC Counts!

Allows users to scan, store, and process Application enables providers to participate in Application for tracking activities of FRYSC Enables offline remote identity proofing of

invoices. the EHR Incentive Program

..., PleaseNote: Once the user clicks on the Identity Proofing tile, then they will
“\*/)"~ beredirected to Multi-Factor Authentication page, where user will need to
= enter the Security Code. See the MFA token QRG for more details.

’,

2. Enter credentials and click “Continue” to complete the Complete the Multi-Factor
Authentication process and navigate to the In-Person Identity Proofing for KOG
Accounts” screen.

Multi-Factor Authentication

Registered Tokens
BAFA Credentisl 1D Pl A Crodential Mickmame Credlemtial Typs

Add | Remove Token

Authertication eguined
atid ah your wecuiity profils, this LOgin [Faniselicn fequses sddmonal suhentseaiisn
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3. Click “ID Proof KOG Account”.

I

In-Person Identity Proofing for KOG Accounts
Used for:

» Verifying the identity of users with KOG Accounts that have previously failed Remote Identity Proofing using
Out of Wallet Questions.

Get Started:

This tool is used to update a user's Kentucky Online Gateway account to indicate that 1D Proofing has been

performed manually. Do not use this tool to verify the identity of a user who failed ID proofing over the
telephone.

ID Proof KOG Account

4, The system navigates to the Manual ID Proof page. Search for the user with First
Name, Last Name, Username, or Email.

5. Click “Select” to pick a user.

Manual ID Proof:

Enter the user's first name, last name, username, or email address and click Search.
Searchfor & User: | yanuallD Proot Search | Retum

Results 1-10f1
UPN Last Name First Name Email
manualid.proof@externalide.idecit.ide Proof ~ ManuallD ManuaIID.Proof@keups.net
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6. Once a user is selected, there is a list of options below. Complete each of the
following sections.

e User being Proofed

e First and Last name of person who verified user’s identity

e Authorized By

e Application (drop down feature)

Manual ID Proof: sunny.borra@cit.ky.gov

* User being Proofed sunny.borra@cit.ky.gov
First and Last name of person who verified users identity sunny Borra

* Authorized By |sunni_b0rra@ky.gov v|
* Application [ Self Service Portal |
* Select the Prerequiste Evidence method used for Proofing

Wl u.5. Passport or U.S. Passport Card [ military dependent’s ID card

[J permanent Resident Card (Form 1-551) [] native American tribal document

[JForeign Passport [[J canadian Driver's license

[ state issued photo 1D card (i.e. Driver's [Ju.s. citizen ID card (Form I-197)

license)

[] Government issued photo ID card [ 1dentification Card for Use of Resident Citizen in the United States (Form

1-179)

[ school issued photo ID card [ social Security Card

[ woter's registration card W1 Birth Certificate

[ wu.s. Military card or draft record O other

7. Once all the information is entered, then select the “Prerequisite Evidence
method used for Proofing” from available options.

_‘@’_ Please Note: Prerequisite evidence methods are driven from the application

=/ that was selected and it can be configured.

8. Click “Submit” after verifying the documents that were provided. At this
movement, there is success message that appears to verify that the user has
successfully ID Proofed.
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Next Steps

After successfully ID Proofed, the user needs to go back to the invitation that they
received initially to complete the onboarding process and click the same link and login
to KOG to get the role.

KEUPS_DoNotRepl...@ky.gov Fri,May 15, 10:39AM ¥ @
1o Clinical.Admin ~

Clinical Admin,
worker portal has granted you access to the following roles to participate as a user in an Organization - Laura’s Sandbox

Application Name: Kentucky Level Of Care System (KLOCS) STU3
Role Name: PRO Staff

Please follow the below instructions to gain access as a user for this organization. This invitation link would expire and is valid only for a one-time use.
Click here to complete the process
If you need any assistance further, please contact the Kentucky Online Gateway HelpDesk.

Kentucky Online Gateway
Kentucky Online Gateway HelpDesk

NOTE: Do not reply to this email. This email account is only used to send messages.

Privacy Notice: This email message is only for the person it was addressed to. It may contain restricted and private information. You are forbidden to use, tell, show, or send this information without
permission. If you are not the person who was supposed to get this message, please destroy all copies.

4, Reply = Reply all m» Forward

@ Citizen (or) Business Partner Sign In WARNING

This website is the property of the Commonwealth of
Kentucky. This is to notify you that you are only authorized to
use this site, or any information accessed through this site, for
its intended purpose. Unauthorized access or disclosure of
personal and confidential information may be punishable by
2 Email Address fines under state and federal law. Unauthorized access to this
website or access in excess of your authorization may also be
criminally punishable. The Commonwealth of Kentucky follows
applicable federal and state guidelines to protect the
information from misuse or unauthorized access

SIGN IN Don't already have a Kentucky Online Gateway Citizen Account?
Create An Account

Click here to select user account type

Sign in with your Kentucky Online Gateway Account.

Login.User@keups.net

@ Password

Resend Account Verification Email

Individuals that forget their KOG username and password may use the Forgot
Username? and Forgot Password? links on the KOG Login screen.
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