KARES Web Portal User Guide and
Training Manual

Kentucky Applicant Registry (KARES) is a Web Portal that has been developed to assist DCBS and
contracting agencies to perform registry checks and process fingerprint-based background checks in an
efficient and effective manner, as required by regulation 922 KAR 1:490.

Accessing the KARES Web Portal

Kentucky Applicant Registry and Employment Screening System (KARES)
Creating a KARES User Account

Logging into KARES

Requesting Additional Agency Access

Locked Out

Help

Completing the Application

Adding a New Applicant
Required Application Forms
Out of State Registry Checks
Identity Verification
Selecting Applicant
Information
Confirm Applicant Consent Requirement

Registry Checks Completed by Records Management
Kentucky Child Abuse and Neglect Registry

Kentucky Sex Offender Registry
National Sex Offender Registry

Adam Walsh Child Background Check
Adding Research Registries Not Listed
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Making a Payment

Live Scan Fingerprinting Form

Important Email Notifications
Searching

Searching for an Individual in the KARES System
The Person Summary Applications Tab
The Person Summary Documents Tab
The Person Summary History Tab

Searching for an Applicant Not Yet Submitted

Applicant Maintenance

Check Application Status Updates

Fitness Determinations Available

Removing Affiliate --Foster Parent, Caregiver, Household Member from KARES
Update Demographics

Withdraw Application

Fingerprinting and Live Scan Location Sites

Registry Recheck Feature

Kentucky Applicant Registry and Employment Screening (KARES) Web Portal

Return to TOC

The Kentucky Office of Inspector General (OIG) has developed a web-based service that will increase the
efficiency and effectiveness of performing fingerprint-based background checks on applicants as required
in 922 KAR 1:490. The KARES Web Portal can also help providers store applicant records and forms.

The KARES web portal allows users to:

1. Enter new applicants into the system;
2. Perform registry checks more efficiently;
3. Request state and national criminal history background checks;

4. Review comments associated with criminal history background checks; and
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5. Access criminal history fitness determinations associated with applicants.

IMPORTANT INFORMATION BEFORE BEGINNING KARES:

KARES - Kentucky Applicant Registry and Employment Screening (KARES); This database will monitor foster
parents, respite, and caregivers. The KARES Web Portal will periodically recheck certain abuse registries for
new entries or updates for those individuals active in the system.

APPLICANT WAIVER AGREEMENT AND STATEMENT: DPP-162 DCBS Workers or private agencies will have
the foster parents, respite, or caregivers complete this form prior to a worker entering them (as an
applicant) in KARES. This permission form allows access of the applicants fingerprints to be shared with the
Kentucky State Police (KSP) and Federal Bureau of Investigation (FBI) for the purpose of accessing and
reviewing state and national criminal history records that may pertain to them.

DISCLOSURES TO BE PROVIDED TO AND SIGNED BY THE APPLICANT AND ADULT HOUSEHOLD MEMBERS

DPP-163 DCBS Workers or private agencies will have the foster parents, respite, or caregivers complete
this disclosure prior to entering them (as an applicant) in KARES system.

KARES APPLICANT Prescreening form KARES Applicant Pre-Screening Form This form is NOT mandatory
but will help workers complete the applicant screens while entering the KARES data.

IDENTITY VERIFICATION: DCBS Workers or private agencies will be asked to verify the applicant’s identity. A
current picture ID is required for identity verification before fingerprints can be taken. Please obtain the copy prior
(verification of a current driver’s license or state issued identification card; pursuant to 922 KAR 1:490) to entering
application.

APPLICANT: In the KARES program refers to the foster parent, respite, or caregiver

KARES HELP DESK: Help desk for users that are having difficulty with the KARES system at
kares.helpdesk@ky.gov

ADAM WALSH FORM: If the foster parent, respite, or caregiver has lived out of the state of Kentucky in the
last five years, please refer to this website https://chfs.ky.gov/agencies/dcbs/Pages/walsh.aspx and obtain
the appropriate state information as the worker will be uploading this information in the application
process.

Research Registries: DCBS workers nor private agencies will not be researching registries. Records
Management will be completing those screens and clearing the foster parent, respite provider, or caregiver
(applicant).

Fitness Determination: Is the status of the registry

Roster: Refers to your particular listing of foster parents, respite, or caregivers

Affiliate: Is the foster parents identification within the KARES system (such as DCBS, PCC)
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Creating a KARES User Account

Return to TOC

1. Before using the KARES Web Portal, a Kentucky Online Gateway (KOG) user account will be
needed. Some users may already have a KOG account, most will not. Any user who has a KY.gov
email account will need to contact the KARES Helpdesk at kares.helpdesk@ky.gov prior to creating
the KOG account. For those who do not have an email address ending in KY.gov follow the steps
below:

2. You will receive an email that is Subject: Invitation to KARES Organizer; Click on the email and follow

instructions to set up account.
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Once you click on the email link, it will bring you to this screen:
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E\J\KY FAQ ‘ Help ‘ @ English
MyKentucky.gov

Welcome to the Kentucky Online Gateway

® Are you doing business in er with the Commonwealth of Kentucky?

® Are you a citizen or resident applying for or receiving benefits?
State Employee Gateway Login
® Are you seeking government services from the Commonwealth?
Login to your State Employee account using:
If you answered "Yes” to any one of these questions, please sign into your existing

Kentucky Online Cateway account or click on the button below to create an account. EMAIL ADDRESS
SIGN IN CREATE ACCOUNT

Kentuckiy™
® Commonwealth of Kentucky. All rights reserved.
Privacy Policy | Terms Of Use +

3. It will bring you to creating a Profile; Complete the form and click sign up

f\i\ KY 7AQ | welp | @engiish v
MyKentucky.gov

Please complete your Kentucky Online Gateway Profile

@ If you already have an existing Kentucky Online Gateway (KOG) Account, please click here to reset your password OR
click on the CANCEL button below to log into your account.

Please fill out the form below and click Sign Up when finished.

All fields with * are required.

* First Name Middle Name * Last Name

* E-Mail Address * Verify E-Mail Address
* Password * Verify Password

Mobile Phone Language Preference

English

Street Address 1 Street Address 2

City State Zip Code

Kentucky

Question * Answer

In what city were you born? (Enter full name of city only)

Question * Answer

What was the name of your first pet?

CANCEL | SIGN UP _

You will then be directed to this screen, please note you have 4 hours to complete the process,
you will then refer back to your email to continue. Go to your email and validate the process in the link
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Fm \‘\u FAQ ‘ Help ‘ @ english ~
MyKentucky.gov

Please complete your Kentucky Online Gateway Profile

YOU HAVE 4 HOURS TO COMPLETE THE PROCESS

@ Your account has been requested and is pending email verification. Please check your email and click on the link provided to verify your account.
If you do not see the verification email in your inbox, please check your spam or junk folder_ If no email was received click here_

If you have already verified your account by clicking the link provided in the email, please click on SIGN IN butten to continue. JIES[&{ YR

4. Once you click on the email link, it will prompt you to this screen, click Continue to Sign In

?\ ﬁKY FAQ ‘ Help | @ English +

MyKentucky.gov

Validate New Account
© You have successfully completed Step 1 of the account creation process.

@ Please sign in to complete the remaining steps in order to gain access to the application

Continue to Sign in

5. It will direct you to this screen, complete easy password retrieval by adding your mobile number, this is
optional but will make things easier for a password reset:
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Kentucky Welcome Duane Hunt © My Account | Sign Out © Help |

Online Gateway

Providing your mobile number will allow for easy retrieval of email and password. It will also allow participating
applications to send critical communications about your account.

Register Your Mobile Number

Enter Mobile Phone | {o A i Send Passcode
ex:(555) 555-5555

Continue to application
Disclaimer :
» Standard text messaging and data rates may apply.
* The Kentucky Online Gateway will never provide your information to outside entities or sell it to marketing ]

Register your mobile number for an easier password recovery process? x
We notice that you haven't registered your mobile number with us.

Registering your mobile number will simplify the password recovery process in the event that you forget your password. It will also
allow participating applications to send critical communications about your account.

Do you want to register your mobile number?

- Yes, Register Now Remind me later

Click on phone number and it will prompt this screen and it will send you passcode, follow prompts
Kentucky Welcome Duane Hunt | My Account | Sign Out | Help

Online Gateway

Providing your mobile number will allow for easy retrieval of email and password. It will also allow participating
applications to send critical communications about your account.

Register Your Mobile Number

Enter Mobile Phone (999) 2999099 Send Passcode

ex:(555) 555-5555

Continue to application

Disclaimer :
» Standord text messaging ond data rotes may apply.
s The Kentucky Online Gateway will never provide your information to outside entities or sell it to marketing
organizations.

Validate your passcode in this screen
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K ucky Welcome Duane Hunt My Account 2

Online Gateway

1o

You have 10 minutes to the passcode

into the

Providing your mobile number will allow for easy retrieval of email and password. It will also allow participating
applications to send critical communications about your account.

Verify Your Mobile Number

Enter Mobile Phone _ Resend passcwe

ex:{353) 555-53555

Enter Passcode Validate & Verify

Didn't gat your passcode? Sometimes it can take up to 5 minutes. If it's been longer than that, try again.

Continue to application
Disclaimer :
 Standard text messaging and data rates may apply.
# The Kentucky Online Gaoteway will never provide your information to outside entities or sell it to marketing

organizations.

2013 All Rights Reserved

It will bring you to this OPTIONAL screen; register or remind me later is both an option

Welcome Duane Hunt | My Account

Kent

Online Gateway

Register as a Kentucky Organ Donor

with the passing of K¥ SB77 and in partnership with Donate Life Kentucky, the Kentucky Online Gateway has
created the below form for Kentuckians to join the Kentucky Organ Donor Registry. If you'd like to join the KYDR,
please fill out the required fields below, select the consent checkbox, and click the “Register” button. For more
information on what it means to be an organ donor, please visit https://donatelifeky.org/why-donate/.

* First Name | puane

Middle Name |

* Last Name [pume
= Address 1 |

Address 2 |

Register as a Kentucky Organ Donor ®

9 ) Would you like to register as an organ donor?

with the passing of KY SB77 and in partnership with Donate Life Kentucky, the Kentucky Online Gateway
has crested an online portal for Kentuckians to join the Kentucky Organ Donor Registry. For more
information on what it means to be an organ donor, please visit https://donatelifeky.org/why-donate/.

Yes, Register Now Remind me later
B

it
d - - =
before death, is considered legal authorization for donation and does not require the consent of another. If I am
under 18 yaars of age, | understand that consent must be obtained from my parents or legal guardian at the

time of donation.

[ 1 have read, understand, and agree to the above terms and conditions

Register

Continue to the Application

Once you have chosen the path, it will redirect you to the homepage and launch KARES:
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Welcome Duane Hunt £ | @ English | Help | Sign Out (3

M;'Kentucky.guv

KARES

(UAT) Fingerprint based background checks for
job applicants

Launch

When you launch KARES, it will land on this page and proceed to sign in

MyKentucky.gov FAQ ‘ Help ‘ @ English v

Signing Out of Kentucky Online Gateway

Please wait for this page to finish loading before closing your browser windows.

For greatest security, please close all open Interner browser windows

SIGN IN

Pick your path based on your agency and whether you are a state employee

FAQ ‘ Help ‘ @ English v

MyKentucky.gov

Welcome to the Kentucky Online Gateway

o Are you doing business in or with the Commonwealth of Kentucky?

® Are you a citizen or resident applying for or receiving benefits? )
State Employee Gateway Login
o Are you seeking government services from the Commonwealth?
Login to your State Employee account using:

If you answered “Yes” to any one of these questions, please sign into your existing Kentucky

Online Gateway account or click on the button below to create an account. EMAIL ADDRESS
SIGN IN
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Disabling Access for Employees

To disable access for an employee who is no longer with the agency and/or who no longer needs access,
email the KARES Help Desk at kares.helpdesk@ky.gov with the name of the facility/provider, the first and
last name of the employee who needs to be removed from KARES and the email associated with the
account.

Logging into KARES

Access the system at the web address: https://kog.chfs.ky.gov/home/
The user will be taken to the Kentucky Online Gateway to log on to the KARES Web Portal.

When creating the bookmark for the Kentucky Online Gateway, use this web address only. If an error
message is received while attempting to log on, check the bookmarked web address and replace with
https://kog.chfs.ky.gov/home/ if necessary.

Note: Please use Chrome browser for the KARES application. If the user has not already created a user account, the
user will need to follow the instructions found in the Creating KARES User Account section of this guide.

Requesting Additional Agency Access

Return to TOC
Certain agencies may require access to multiple locations. When this is the case, the existing account
can request access to add additional facilities to the current user account. The user may also request
access to multiple facilities at initial account creation. If you want to add an additional provider access,
please refer back to Create an Account through the KARES Help desk at kares.helpdesk@ky.gov .

Locked Out

Return to TOC

If the password is entered incorrectly three times, the system will automatically lock the user account.
The user will not be able to log into the system for a period of 30 minutes. After the 30 minutes has
lapsed the user will be able to attempt another log on.

If the password is forgotten, the process for resetting it can be started by clicking the Forgot Password
link and submitting the password reset form. This process will send an email link to the user for
validating the account by answering security questions and then allowing the user to reset the
password.
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If the user has problems with resetting the password, the user will need to contact the Commonwealth
Services Desk at (502) 564-7576 or toll-free at (800) 372-7434.

Help

Return to TOC

The KARES User Guide and training videos can be found by clicking the Help link, located at the top right
corner of the KARES Web Portal. The user will be redirected to the Help page and the KARES User Guide
will open in a separate PDF document once the link is clicked on the KARES Help page.

qn“[‘u&}ﬁ;‘ il | My Accourt

Applications Employees Search Reports

Welcome to KARES - UATI

The Kentucky Applicant Registry and Employment Screening (KARES) system will be used to manage the screening process for
long term care warkers who have direct patient access. The system will quide the user through entering an apolicant,
conducting automated checks of public registries and initiating fingerpring based criminal history checks

At a Glance Important Messages

Home Applications Employees Search Reports

Help

Kares Help Documentation

~Help Files

Clicking a link for a Help File will open that file in a new browser window

res Hel mnz

Page 11 of 42
KARES Web Portal User Guide Revised January 2023



Required Application Forms

Return to TOC

Prior to submitting an application for fingerprint background check, the user is required to complete to
mandatory forms. These forms are to be stored in the applicant’s records and/ or uploaded in the KARES
web portal.

Users are able to access required forms needed to complete the National Background Check process by
going to the Applications Tab and clicking on the Application Forms link. On the Application Form page,
the user will find the Applicant Self Disclosure Form DPP-163, and Waiver Agreement Statement Form
DPP-162. Clicking on the form link, will open the form. The applicant should complete the Self Disclosure
and Consent forms prior to submission of the application.

Adding a New Applicant

Return to TOC

1. The two required background check forms are located under the Applications tab in the top
navigation bar. Click Applications > Application Forms to access the (DPP 162 and DPP-163
Disclosure Form). Please them completed prior to entering the new applicant.

2. To create a new application, click Applications > Add New on the navigation bar and the
system will direct the user to the Search screen.

Applications Search Reports

Add New
Not Yet Submitted

Determination In-Process

P iavAvel i nd Employment Screening (KARES) system can be used to manage the screening process for

direct patient access. The system will guide the user through entering an applicant,
8 ublic registries and initiating fingerprint based criminal history checks.

Batch Payments

3. Atany time during the application process, clicking Save and Close will pause the
application process and the user can access pending applications from the Not Yet
Submitted section of their system.

4. Search for Existing Profile: The first step of the Add New Applicant process is to ensure
that the person does not already exist in the system. The user will be automatically prompted
to search for an applicant after selecting the Add New link.

Page 12 of 42
KARES Web Portal User Guide Revised January 2023



—

Kmtu(:kj;\\\ Help | My Account

UNBRIDLED SFIRIT

Home Applications Determinations Appeals Affiliates Search Reports Reference Admin

Add New | Not Yet Submitted | Flagged For Review | Determination In-Process | Determination Available | Rapback Determination Available | Criminal History Appeals |
Registry Appeals | Pending Payments | Payment Search | Application Forms | Registry Recheck | Registry Recheck Log | Recent Documents

Add New
Search for Existing Profile

Enter Search Criteria

If using the Name field, be sure to type the LAST name as it appears on the applicant's driver's license or valid government issued ID. This cannot be changed

once you start the application.

An Individual Taxpayer Identification Number (ITIN) is a tax processing number issued by the Internal Revenue Service. The ITIN should be used as a
substitute for the SSN only if the applicant does not have a Social Security Number issued by the Social Security Administration (SSA).

* SSN /ITIN: Last Name: Date of Birth:

AND OR

Search for the person using his or her Social Security number (SSN) and Last Name or Date of
Birth. The SSN and at least one of the identifiers are required. If not entered properly the user

will receive a warning message.

warnings:

SSH Is required.
Last Name or Date of Birth must be specified

If the SSN is already in the KARES Web Portal with a different name, the user will get a
warning screen. Verify that the SSN has been entered correctly. If that doesn’t resolve the
issue, check the spelling or use the Date of Birth. Remember that applicants may have
changed their name in reference to marriage, divorce, etc. If the person is already in the
system, it is important not to enter them twice and create a duplicate profile.

To update existing KARES applicant:
If an individual in the KARES system has a change in name, address, etc. the application

should be updated to reflect the change(s). To update the existing application:
A. From the home screen select a person search

B. Select the individual

C. Click the edit button on the bottom right of the screen

D. Make the necessary changes and save.

If a match is not found, the system will display a not found message. Click the Add New Applicant button
create a new Person Summary entry.
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Add New
Search for Existing Profile

Enter Search Criteria
If using the Name field, be sure to type the LAST name as it appears on the applicant's driver's license or valid government issued ID. This cannot be changed
once you start the application.

An Individual Taxpayer Identification Number (ITIN) is a tax processing number issued by the Internal Revenue Service. The ITIN should be used as a
substitute for the SSN only if the applicant does not have a Social Security Number issued by the Social Security Administration (SSA).

* SSN /ITIN: Last Name: Date of Birth:
T Anvo - (I OR R
Results

This individual was not found in KARES.

Add New Applicant

If a match is found, the Person Summary profile will display. Verify the information matches the

applicant before continuing with the application process.

a. Ifthe information provided does not match, click the Edit button, located at
the bottom of the Person Summary section to update the information. Once

updated, click Next.

b. To create an application from an existing profile, click the Add New Application button
located at the top of the Person Summary screen.

Continue with the process to create a profile or edit the existing profile. Required fields are marked with an
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Personal and Demographic Information

* Required
* First Name: SSN:
B s is on ITIN: o

Middle Name: * Confirm SSN:
Last Name: Date of Birth:
John [
Suffix: * Race:

v -
Permanent/Physical Address * Gender:
* Address Line 1: hd

* Eye Color:

Address Line 2:
* Hair Color:

* City: A
* Height:
* State A
Kentucky ~ * Weight:
* Zip Code
* US Citizen:
County: ™
w * Place Of Birth:

Mailing Address
f3same as Permanent Address * Email: @

You may enter the applicant’s email or worker’s email. An email will be sent to the email address provided with a
hyperlink to schedule fingerprint appointment. The user can enter multiple Aliases and multiple Prior addresses for
the applicant.

Physical address: Would be physical address in Kentucky where the applicant lives. In some instances, families have
residences in different states and/or driver’s license. For purposes of checks, the address in Kentucky would be
entered here.

Out of State Registry Checks:

Enter ALL addresses within the past 5 years, clicking the Add New button and entering previous out of state
addresses and in state addresses. You will enter all addresses_in state and out of state. This screen will be
corrected in future to include all addresses language in out of state box.

Prior Names and Aliases Prior Addresses
* mrhe individual reports that they have not been known by any other * [JThe individual reports that they have not lived out of state
names during the specified time frame
Aliases/Prior Names {Includes all names by which an applicant is currently Enter Out of State Addresses Within Past 5 Years

known or has been identified as)
This individual does not have any prior addresses entered.

Add Prior Address

This individual does not have any aliases entered.
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Enter Out of State Addresses Within Past 5 Years

At least one field must be entered

First Name:

Years Streetlinel Streetline? City Stateor Country Zip
Middle Name: Province Code
Dec, 2010
Last Name: - Dec, ét23 Jefferson Franklin Tennessee gpa”égg Delete
2021
( SSN: y
| Add Prior Address
Date of Birth:
‘ Next

During the application process, when the user has entered information into all required profile fields, click the NEXT
button to continue to the next step. Likewise, to go back, the Back button in the lower part of the screen. Do not use
the browser back button at the top of thescreen.

Affiliation Information
You will then be directed to Affiliation Information screen.

I Affiliation Information I
Micky i

* Required

* Provider:

* Request Type:

* Position Category:

* Position:

Save and Close

I kristin.breeden KARES-BcsDev - Version: 20220430 I

You must enter the information in the drop-down boxes in the order in which they are listed:

Provider: The provider drop down will show the following: DCBS foster and adopt, DCBS relative and fictive and the
name of all the private agencies. The agency will need to scroll down and find their agency. PCP agencies can type
the first few letters to filter the listing. There will not be an option for PCP foster and adopt only the agency name.

Request Type: *automatically populated

Position Category: *automatically populated; and

Position: select the appropriate position category
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sennifertest (N

¥ Required
¥ Provider:
DCBS Foster Adopt Provider L
# Reguest Type:
General -
¥ Position Category:
Genaral _PC w

¥ Position:

KARES-BosDev - Version: 20220430 I

A PCP screen may look like this:

* Required
* Provider:
A ~]
* Request Type: /_\
Private Fostar Adopt v

# Position Category:
Foster Adoptive PCP b
* Position:

Child Placing Agency — Foster/Adoptive Parent or Appl v

[osoc | e

Select all of the appropriate drop-down boxes, then click the green “Next” button in bottom right corner.

Identity Verification

After the Affiliation page is completed, the user will be asked to verify the applicant’s identity. A current
picture ID is required for identity verification before fingerprints can be taken. Preferred verification is a
current driver’s license or state issued identification card; pursuant to 922 KAR 1:490 a current, correct
address is required. A scanned copy of the form of identification can be uploaded into the KARES Web
Portal.
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Verify Identity
micky (N - o/ic2ton #: 3792

Select document and enter additional information. * Please scan and upload a copy of the photo identification document here.

he Upload Document

* Document:

Description:

* Issuing State / Authority:

#* Document Number:

* Expiration Date:

Save and Close
kristin.breeden KARES-BcsDev - Version: 20220430

1) Select the appropriate type of identification used from the drop-down list
2) Enter the Issuing State or Agency

a. Example, Kentucky or state issuing driver’s license or ID card; or issuing

agency of passport

3) Enter the Document Number

a. Example, driver’s license or ID card number; or passport number
4) Enter the expiration date of the identification. If the applicant’s identification is expired, the

applicant will need to resolve this before moving forward with fingerprinting.

Confirm Applicant Consent
You will be directed to this screen:

Confirm Applicant Consent |

vicky + Y o c=ticn #: 3792

* Required

* [ As a representative of this provider, by submitting this application electronically, I certify that as of the date of this application:

1. I have authority to submit this application.

2. The named applicant has signed the required Applicant Waiver Agreement (DPP162) and Disclosure document (DPP163) and these will be retained by this
provider. Click here to download DPP162 and 163.

* [ As a representative of this provider, by submitting this application electronically, I certify that as of the date of this application:

1. I have authority to submit this application.

2. The named applicant has signed the required Disclosure (DPP163) and Waiver Agreement and Statement (DPP162) and these will be retained by this
provider.

Uploading a Consent document is required to proceed.

il Upload Document

e
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This screen is asking you to confirm the applicant has given consent to have a background check completed and has
been made aware of the process and terms. The DPP 162 (Waiver and Agreement form) and DPP 163 (Disclosure form)
as mentioned above fulfill this requirement. Placing a checkmark in both boxes is required along with uploading the
documents (DPP 162 & DPP 163) before moving on with the application process.

If your applicant has lived out of state. You must add the Adam Walsh out of state form in
this upload with the DPP 162 & DPP 163. Even if you have to mail original signatures for
Adam Walsh documents, upload the copy here and mail original requests to: Records
Management: 275 E. Main Street 3E-G, Frankfort, KY 40621. YOU MUST UPLOAD ALL
FORMS.

Click on the Upload document at the bottom of this screen. This is very important that the 162, 163, or any Adam
Walsh documents are all uploaded.

| Upload File

! * Required

Ni
Upload Consent Document

* File Name:
Select file...

* Document Name:

ENTER ADAM WALSH HERE

You will then be directed to:

Research Registries
DCBS staff will see this screen:

Research Registries
Mjcky—4444, - Application #: 3792

No recorded aliases.

Required Registries
There are no required registries.

Optional Registries
There are no optional registries.

Qut of State Registries
There are no out of state registries.

Research Registries Not Listed —

Note: 'Back’ and "Save and Close’ actions do not save changes you make to the Registry Determination statuses.

kristin.breeden KARES-BcsDev - Version: 20220430
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Please Note: The individual completing the application WILL NOT research the
registries. Records Management will be completing this section.

PCP’s will see this screen:

PCP’s will upload the AOC on this screen. It will not let the user hit next until the AOC has been uploaded.

"_@\1 Feedbac My Account
entucky™ E o
LINERIDLED SPRT

Home Applications Determinations Appeals Affiliations Search Reports Reference Admin

L a;n._l‘

Add Hew | Mot
Criminal Histo 3

Upload AOC Document
Expiringdeterm ..} Application #: 1742463

Here are the instructions fer the ACC Upload page.

* Reguired

Upload AQC Dacument

Bl Upload Document

oo L e

Feedback | My Account

Appeals Affiliations Search Refarence

Add New | N it S it W Rewvi Wication In Process | Determination In Process | Determination Availabl 1}
Criminal Hisk : : | Payme ch | Application Forms | R Recher

Research Registries

N - ication #: 1742463

MNe recarded aliases.

Required Regjstries
There are no required reglstries.

Cptlonal Reglstries

There are no opticnal registries,

Out of State Reqistries
There are ne out of state registries.

Research Registries Mot Listed

Nete: 'Back' and "Save and Close' actions do not save changes you make to the Registry Determination statuses.

withdraw @ Save and Clase m
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Please Note: The individual completing the application WILL NOT research the
registries. PCP’s will only be uploading the AOC in the previous screen. Records
Management will be completing the research registries.

Both DCBS and PCP’s will click NEXT to proceed and you will be directed to:

Payment Screen
There will be two different payment screens, one is for PCP, and one is for DCBS Payment Screens based on
the path chosen.

For DCBS your screen will look like this, and you choose Payment Bypass, hit Save and CIose

K Chickuticta ,W

Home 2 g Detesminations Appeals Affilintes Search Reports Reference Adrnim

Add Hewr i mikted | Cxferminabion ImProcess | Doterminabion svallable Rapback Dotormination Avaliablc Applcation Forms

Praymenl

M refunds green, charge will shaw en eredit card as Kenbocky Interactiee

Backyraurd Chiesck Faw

Ep¢ment Bypass T ERE)
iFr

r-\. =

Save and Cloge Back

Kristin.breeden PROD - Ve sion: 20220450

This will take you to another screen. Click confirm. This takes you to another screen, click submit.

Payment for PCP

Add New | Not Yet Submitted | Determination In-Process | Determination Available | Rapback Determination Available

Payment

T 4 p pication #: 231762

Mo refunds given, charge will show on credit card as Kentucky Interactive

Background Check Fee

Payment Method Amount
Credit card $63.25]

Save and Close

kyleigh.gibson PROD - Version: 20220430

Credit Card will highlight in this section. This will then direct you to other screen to complete credit card
information. * Refer to making a payment section of the manual for credit card screens.
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Once payment has been processed, you will receive a receipt email and be directed to:

Application Submitted Confirmation
DCBS will see this screen example:

Coommann ]
ricky (N - -t #: 3792

Application Submitted Confirmation

Application Status

Your application was successfully submitted and the background study subject has been added to your roster.

This background study subject has not been determined eligible for affiliation and fingerprints must be received by 8/16/2022.

The status of the application can be tracked by clicking the Determination In-Process link above.

Uploaded Documents

Document Name Upload Date Uploaded By
drivers | 05/18/2022 kristin.breeden
Micky 162 and 163 05/18/2022 kristin.breeden

PCP’s will see this screen example:

Expiringdeterm [, - /(<= tion #: 1742463
Application Submitted Confirmation
Application Status

Your application was successfully submittad and the background study subject has been added to your roster.

This background study subject has not been determined eligible for afflliation and fingerprints must be received by 9/1

. Fellowing fingerprinting, this
background study subject can be hired using the Determination In-Process link above,

The status of the application can be tracked by clicking the Determination In-Process link above.

Application Forms Upleaded Documents
Elral Reglstry Raesults
CONSEnt 0&/03/2022 KyfapBran
AQC Do 06/03/2022 KyfapBrant
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Records Management Part Completes Registry Checks

Return to TOC

Records Management will complete and/or clear Kentucky Child Abuse and Neglect Registry,
Kentucky Sex Offender Registry, and AOC check.

Workers will need to periodically check where the application is in process and when records
management has completed the registry checks. Please refer to the Fitness Determination Section of
this Manual.

Using the Auto-Match Feature

The KARES Web Portal will run an Auto-Match check against all registries eligible for automatic query;
the other searchable registries will be linked for easy access. The Auto-Match feature will run and
complete before the Research Registries page loads. Once loaded, the user will see 0 Matches if no
matches were found on the registries or # of Matches for the any possible matches found on the abuse
registries.

1. Any Auto-Matches found on the KARES registry checks indicates that data matched closely
enough to require a review of the matched information; an Auto-Match indicator is not a
definitive registry match. For individuals that do have an automatic match, the KARES Web
Portal will indicate the number of Auto-Matches in the Research Registries section. If there are
matches found the user must review them by selecting the link associated with the matches.

Page 23 of 42
KARES Web Portal User Guide Revised January 2023




Making a Payment

Return to TOC

The Cabinet for Health and Family Services (CHFS) is authorized to establish fees for the use of a
database where certain providers and contractors may conduct fingerprint background checks. CHFS
is also authorized to collect fees that will be transferred to the Kentucky State Police to reimburse its
costs in conducting the federal background checks. DCBS will not be making payment screens and will
only pick the cash option. PCP’s will complete the payment screens.

The payment method must be selected, and payment completed online before the application will
be completed. If payment is not ready to be issued at the time of application, the application may be
submitted into Saved and Closed or Withdrawn.

Note: Withdrawing an application will close the application process. Any further actions on an applicant
that has been withdrawn will require a new application.

Below is a sample of the payment selection screen (actual amounts may be different than the example
provided):

Home Applications Employees Search Reports

Add New | Hot Yet Submitted | Determination In-Process | Determination Available Baich Payments

Applicants: Add New

Payment

No refunds given, charge will show on credit card as Kentucky Interactive
Background Check Fee

Amount

Credit Card

m Save and Close
KYProvider DEV - Version: 20131028

1) Upon selecting the Credit Card payment option, There is no change in fees to pay
individually by credit card.

When making a payment the following screens will appear:
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KY KARES

Select Payment Type Summary ~
Background Check Fee $63.25
Item Price: $63.25
Quantity: 1
CREDIT CARD Sub Total Lr $63.25
Total sl
s
Card Details
Card Number (required) Expiration Date irequired) Security Code (required) &=
] 08 v 208 ~ [ ==
@ Help
VISA
Cardholder Details
After payment information has been entered, select Next to review the entry.
VISA
Cardholder Details
Name (required) Country (required)
- United States v
Address Line 1 (required) Address Line 2
[
City (required) State (required) Zip Code (required)
—) () -
NEXT
Cancel and return to KY KARES Got a Kentucky.gov eWallet? Log_in and pay!
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KY KARES

Visa Card Details EDIT Summary ~
Background Check Fee $63.25
Card Number ######massseg5] § Expiration Date 8/2024 Itern Price: $63.25
Quantity: 1
Cardholder Details EDIT Sub Total $63.25
Total $63.25
Y
Cancel and return to KY KARES Got a Kentucky.gov eWallet? Log in and pay!
If entry is correct, select Pay Now.
Thank you for your payment!
Your transaction has been submitted! Please print or e-mail a copy of this receipt for your records.
Summary = PRINT - =5 EMAIL
Confirmation Number - Account Holder Details
Payment Made: 09/16/2022 02:05 PM EDT
Payment Methad: Visa Credit Ending With - I
Cart Items
Description Price Quantity Extended Total
Background Check Fee $63.25 1 $63.25
Total $63.25

After payment is complete, select Submit. The email will be sent to address provided in the application in order to
have fingerprints collected. The email will provide the information for the closest three fingerprint sites.

IdentoGo Service Confirmation - KY CHFS DCBS Foster Adoptive and Kin

; PR P N
nobody@uemail identogo com J Regly 2 Reply Al Forward
o @ Kyleigh R. Gibsan Fri 971672022 2:07 PM

Service Details:

Date: 9/16/2022 @ 06:07 PM (UTC) 1
Customer: - TYANN B DOBBS

UE ID: UZKY-4B5H4S

Services

ZTGJGF - KY CHFS DCBS Foster Adoptive and Kin §0.00

Total: $0.00

We aceept the following metheds of payment:
Autherization Cede, Business Cheek, Money Order, Credit Card
Parsonal checks and cash will not be aceepted

Status as of 09/16/22

Pre-Enrolled
Seuhava haan nracanrlled by vour anancuinmanization. Plaass
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Instructions if an email is not received from Identogo:
If an email is not received or it's deleted by the applicant or agency the following steps need to
take place.
e Search the person
e Click on their name and under application you will find the UEID
e Once the UEID number has been identified the provider/applicant can access the
Identogo site by entering https://uenroll.identogo.com/status-check
e Select the UEID / Date of Birth option and enter the information required
e Select Next and the site will confirm that the applicant is either pre-enrolled or being
processed
e |If the applicant is pre-enrolled scroll to the bottom of the page and select “schedule
appointment”.

Note: If you are scheduling an appointment for the applicant you will need to
know what city they were born in.

Resume Adding an Application in Process

Return to TOC

The Resume Application feature allows a user to pick up their saved application where it was left off
without losing data. To use this feature, the user would have first needed to have saved the application
using the Save and Close button on any step of the Add Application wizard. The application can be
resumed at any time by going to Applications> Not Yet Submitted and clicking the Resume link.

1. Click on Applicants > Not Yet Submitted. A list of pending applications will appear.
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https://uenroll.identogo.com/status-check

Home Applications Determinations Appeals Affiliates Search Reports Reference Admin

Add New | Mot Yet Submitted | Determination In-Process | Determination Available | Rapback Determination Available | Criminal History Appeals | Registry Appeals |
Application Forms

Applications: Applications Not Yet Submitted

Filter Options

Application #: Provider:

v
First Name: Position Category:

v
Last Name: Position:

v
SSN:

Date Saved From:

Date Saved To:

Results
Locked Application # - Provider Last Name First Name Position Date Saved Actions
Type
c atars - DCBS Foster Adoptive - @
3810 DCBS Foster/Adopt Provider Karstest Parent or Applicant -9876 06/08/2022 m
Child Placing Agency -
3808 PCP PCP Foster/Adoptive Parent  -9875 06/03/2022 m
or Applicant m

DCBS Foster Adoptive / M
Prent or Anmlicant -7898 05/26/2022 | eopmrmrsmem

(=]
o

3797 Relative/Fictive Provider P

2. Click on Resume to reopen the pending application.

3. The user will be taken to the profile screen so the applicant’s information can be reviewed. Any
new information should be entered, or any corrections should be made before continuing.
Please refer to Adding a New Applicant section for assistance with completing the application

process.
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Important Email Notifications

Return to TOC

After an applicant has been fingerprinted, at an authorized fingerprinting location, the agency user will
receive one of two types of email messages, notifying them what action is necessary.

Fingerprints Rejected

When fingerprints are rejected, the applicant will be contacted to reschedule for another fingerprinting. If the
fingerprints are not good a second time the application will be moved into a name-based check.

It is possible the FBI will reject fingerprints due to illegible prints or errors in the printing process.
Agency users will be notified through email if fingerprints are rejected by the FBI. Rejected fingerprints
will need to be remade at an authorized location.
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Searching for an Individual in the KARES Web Portal

Return to TOC

In some instances, it will be necessary to search for a person when not entering an application or
necessary to search for a profile prior to entering an application. For these situations, there is a Person
Search option. The person search will work to pull up the profile of any existing individual in the KARES
Web Portal and must have two identifiers to work.

It is recommended that all users search applicants by person search option before attempting to enter a
new application as there is an option to add an application for any profiles found.

Remember: in some cases where a last name may have changed, or the last name may have been
spelled incorrectly, try using the SSN and Date of Birth to pull up the profile.

1. Under the Search tab, click on Person Search.

2. Search for the person using his or her Social Security number (SSN) and Last Name or Date of
Birth. The SSN and at least one of the other two fields are required. If not entered properly a
warning message will be received.

Home Applications Determinations Appeals Affiliates Search Reports Reference Admin

Person Search | Application Search | TCN Search

Person Search

Enter Search Criteria

First Name/Alias: Backaround Check #:
Middle Name/Alias: SiD:

Last Name:

Date of Birth/Alias:

SSN/Alias:

e

3. If the individual has a profile in the KARES Web Portal and the applicant data is entered
correctly, the individual’s profile screen will appear.

4. If no profile has been previously entered a message will appear stating, no profile found
and the user will see the “Add New Application” button on that screen.

5. Verify this is the correct applicant and if entering a new application at this time, click the Add
New Application button.

6. A user may also just Edit the profile or view an applicants’ personnel information.
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The Person Summary Applications Tab under Person Summary enables a user to view the
history of applications made within a user’s agency or agency group.

The Person Summary Documents Tab — will house all documents that have been generated by the

KARES Web Portal and any documents the user chooses to upload into the KARES.

K y lelp | My Account
u.\.m'u_ra SRR

Home Applications: Determmnetions Appealks Affiliates Search Reports Reference Admin

Person Sumimany

Current Fitness Determination: Eligible
Current Afflllatlon Status: Mot Affillated

Cdit 510 @ Croployment Authonzation fom @ Add Mow Application

e Applications m EmPlvmEE EOCHmEnES _

Parsonal and Demographic Information

Flrst Nanue S55M:

iz Iz 3n TTIN: Mo

Middle Hame: Contirm S5H:
Last Mama: Date of Birth
Suffix: b
. LW,
Permanenl/Physical Address
Country: Gender:
ted Shabes Femas
Adalrass Ling 1: Cyve Cotor:
123 Main Strast 2L
Address Line 2: Ll
Bald
City:
Heights
o .

The Person Summary History Tab — will display the history of the application process,
including comments related to the background check itself.
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Person Summary

Current Fitness Determination: In Pracess
Current Affiliation Status: Affiliated

Edit SID @ Add Rap Back Event l Employment Authorization Form Add MNew Application Case Notes

Praofile Applications Employment Documents
Background Check #: -

Application 1742463 started on 05/29/2022 10:43:54 by KYFAPIG,

Application 1742463 release of information was received on 05/29/2022 10:44:25 by KYFARIG.

Application 1742463 was permanently hired on 06/03/2022 by KyfapBrent.

Application 1742463 has a Cash payment in the amount of $63.25 confirmed on DE/05/2022 15:15:20 by KyfapBrent.
Application 1742463 submitbed on 06/03/2022 15:15:22 by KyfapBrent.

Application 1742463 employment was verified on 06/03/2022,

Application 1742463 generaterd ketter Final Registry Resolts, pdil on 08/03/2022 15:15:29 by KylapBrent,

Background Check 3255963 State Checked Registry Research started on 05/03/2022,

Background Check Detail

Application #: 1742463 - Private Foster Adop Provider

Application 1742463 started on 05/29/2022 10:43:54 by KYFAPIG.

Application 1742463 release of information was received on 05/29/2022 10:44:25 by KYFAPIG.

Application 1742463 was permanenthy hired on 060372022 by KyfapBrent.

Application 1742463 has a Cash payment in the amount of $63.25 confirmed on 06/03/2022 15:15:20 by KyfapBrent.
Application 1742463 submitted on D6/03,/2027 15:15:22 by KyfapBrent.

Application 1742463 employment was verified on 06/03/2022.

Application 1742463 generated letter Final Registry Results. pdf on 08/03/2022 15:15:29 by KyfapBrent.
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Searching for Applicant Not Yet Submitted

Return to TOC

Any applications that have been Saved and Closed will be filed under the Not Yet Submitted tab in the
Applications tab. To retrieve these applications, complete these steps:

1. Click on Applications>Not Yet Submitted link found under Applications.

2. The list may be limited to a smaller group of individuals by adding search criteria. The
Provider list is limited to the providers to which the user has access. An applicant’s name or a
range of dates may be used to limit the list.

3. If no search criteria are entered a listing of all applicants that have not yet been submitted for
the agency will display in the Results section.

Home Applications Determinations Appeals Affiliates Search Reports Reference Admin

Add New | Not Yet Submitted | Determination In-Process | Determination Available | Rapback Determination Available | Criminal History Appeals | Registry Appeals |
Application Forms

Applications: Applications Not Yet Submitted

Filter Options

Application #: Provider:

v
First Name: Position Category:

v
Last Name: Position:

v
SSN:

Date Saved From:

Date Saved To:

Results

Locked Application # - Provider Last Name First Name Position Date Saved Actions

Type

c - i - DCBS Foster Adoptive - @
3810 DCBS Foster/Adopt Provider Karetest Bob parent or Applicant -9876 08/08/2022 m
Child Placing Agency -
3808 PCP PCP AOC Foster/Adoptive Parent  -9875 06/03/2022 m
or Applicant  withdraw

DCBS Foster Adoptive 7806 05/26/2022 @

AOCtest Parant or Annlicant ErET——

(=]
o

3797 Relative/Fictive Provider P

4. Click on Resume to go to the applicant’s profile screen.

5. Click on Withdraw to close the application completely and cancel the application process for
the applicant.

6. This list can also be accessed by the Not Yet Submitted selection from the At aGlance
dashboard.

7. Once on the applicant’s Person Summary, review the profile page and make any updates, if
necessary. The application process can be found in the Adding a New Application section of
this document.
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Check Applicant Status Updates

Return to TOC

From the KARES web interface, users will be able to check the status of submitted applications. Once
submitted, users will be able to see when the applicant has submitted to fingerprinting, if there have
been any updates to the fingerprinting process, and when determinations are available.

Workers can check the status by these steps:

You will have to go into KARES to check if you have determinations available. At this time, you will not be notified once
a determination is made (eligible OR ineligible)

From the KARES home page go to the tab Applications -> Determination Available

Kenttuckiy™

1 kame NS &pmieaks Affiltos Srsrch Hreports Ikeforoner: Barnin

A Fea T Fapbarck Deberminatinn &wmiabls | Crminal History dppeals | Regetry appeals |
iyl i

Applics

Fozition &S5 | Disferrmirabion Detsrmination Days

Ihabn Nsrainiog

ta &ppeal
=
5 Fosbar
“ EET _ P Pt il Provsidies - "m""':"‘"'_"' -rene Mol Flinikls  nsgssmes
T i sl ks apghcant

Find or search the individual’s last name and click the individual’'s name
OR

From the KARES home page go to the tab Search -> Person Search -> enter first and last name or social security
number -> click person’s name
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Home Applications Determinations Appeals Affiliates Search Reports Reference Admin

Person Search | Application Search | TCN Search

Person Search

Enter Search Criteria

First Name/Alias: Background Check #:
Middle Name/Alias: SID:
Last Mame:

Date of Birth/Alias:

SSN/Alias:

P

e This will take you to the individual's screens

e Applications tab: will show eligible under Fitness Determination

Reztucky™ o

liome applcnhons Irtermuinatinns = affiltos Sranch lpoets leferanee: Adran

Persan Summary

Current Fitnass Detarmination: Eligible _

Current Affiliation Status: Affiliated

I mplymacat Authonzanon lom @ Add New Applhcabon

m fewlitans el s i m_

Background Check & -
Generzted forms. Letters, and Reports
Thenre are po Gereraled Doconmenls

Uploaded Documenks

Applcation *  Comment Type Provdder Doument Kame User Types  FlieSkze  Uplcaded By Upkaded 0n
_ PRI et Al Prireide (] Peasichsn, Slale A kiidlin drmstlen BHS AR 2217 A

L il e e krisdin. b mstlen Bt AN 21 A -
i

Par=san File=
Theers are: ra Perzan Diles

Uplozd Al

£

e Documents tab: there will be a final document (KYFAP Final Results.pdf)-> click the final document and your form
will be pulled up. Print/Save the Final Results Document

e History tab shows the history of when the application was submitted through approval
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LR R L L
LREMOLED &SunT

llome Applcahons Drtermuinatinns ks affilae S Wpoets = Adrnin

b FE‘I*I Surnmary

Conald Edward duck, —

Current Fitness Determination: Eligible
Current Affiliation Status: Mot AfSliated

Ldir 510 | mplwymacat Authenzanon lom @ Sdd New Applcaban

i _

Background Chede #2 103728

Ecplcation 3749 started on 05Y13/202] 12:13:27 by kristin breeden
fizn 1740 rmlspms nd ninemetnr J
ol ek cdpansd B Sas Carsdie Higialie on o400 2001 138

Applicatien 3740 ckared Mational Sax Sfandaer Public ‘website on 00133021 12:31: 34 by kdstinbreodan.

Acpleatien 2749 has a Lot payment In the amounk of £37.00 confirmad cn OVLEHZ0EL 12:27:04 by kristorceden
Agplcation 3749 susmitbed on 05 1H 2031 122709 by bristie. braedes

Eppivaticn 1748 nensrstsl stisr Finsl Bs a.redl i 08/ 17713 by kst hreealen,

Brackground Chuck LU alate duter mination of shyi:le . 1O AT 14260210 By avesthavangala.

SBackqround Creck 103727 Tedersl detarmination of digibis was oo ad on OBFLE2022 1AL 20 by swethavangala.

Background Creck LO3727 tnal detorminztion of clgiblkc was completod on 0971372020 1431 120 by swethacvang:la.

Sackqround Crack L0327 Determinaticn Vak Reason waes cranged to 2ppileart on DS 13020EL 1S41: 13 by user ssek=a,vangaa,
3 - DCES Fosteryadapt Pravider

Applcation 3749 relcase of IMformation &as roce od on 007372021 L2: 19006 by kristn brooden.

.\'-:pl-::rl-:n 3?'1'.'! I:lc:l‘ﬁd Mz tlt- al Sz Ohtareder Fuslic ‘Webshe on 0 A0EL 12:21:34 by kristinbreeden

b oF $37 .00 confirmad on D3 L2021 12:2 7046 by krinti= brestan
Apyilit 1wl & 1N i by britie Lmsadue

Agplicatien 3740 panerabad (etbar Final Aagisiry Fasulis. pdf on 080802001 13 2713 by kriskin . braeden.

Once you have viewed/saved the Final Results document you will close the application:

From the KARES home page go to the Applications tab -> Determination available -> find/search individual -> in
the last column (Actions) click “close”

Kenttucky™

llame  App L Dretemunatinns Appraks aff Adrnin

add Hew ey

Haphark Nebariminatin
rriminal Hidvery Appeak
Aagiatiy Appaals

LI

Lockesd &pp & - Prigaticher Typss Proyider E Fosition G5 | Diefermimabicn Detsrmination L dActinns
Typ (EL

T ] LCBS Fostorissors Proviier _ Saptieg 7E54 | Elgible B/E202E s
1.‘! Fcant
EEE.‘:.FFy;-r
RELHY _ NS FstendSchept Provsidie - m m' 1 -rasg Ml §linikds nefsianE
L oo D —

fpplcant

Once the application is closed, you can still access the documents by searching the individual, clicking on their name
and viewing the documents tab.
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Go to Applications, click on Determination In-Process.

Once the application is successfully submitted the Determination In-Process page will show the Status in

the Status column and update the date of the status change in the Status Date column. The initial status

change will appear as Background Check Started when the application is first submitted. Once the

applicant’s demographic information has been received by the Kentucky State Police system, it will stay

there until the applicant submits to fingerprinting or until the 90-day time limit has lapsed. Once

Kentucky State Police has the applicant’s demographic information, the status message will read

Applicant Data Sent.

Home Applications Employees Search

Add Now Not el Submithed

Applications: Determination In-Process

Reports

Determination In-Process | Datermination Avalable Balch Payments

Application #:

Last Name:

Results

Enter Filter Options

| Provider:

Provider

ACTIVE DAY OF BARDSTOWN 44 ADC

ACTIVE DAY OF BARDSTOWN 44 ADC

ACTIVE DAY OF BOWLING GREEN ADC

- All - =l

Last First S5N
Background Check
Started

Background Check
Started
Background Check
Started
Background Check
Started

Employment
T

03062013

071122013

03/14/2013

1002372013

Action

When the applicant has been submitted to fingerprinting at any authorized fingerprinting stations, the

status will change to Fingerprints Taken. Once the Fingerprints Taken message appears.
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Fitness Determinations Available

Once the Records Management Branch has made their determinations stating that the application is
ready for the user’s next step. The worker will need to periodically check the status:

the user will still need to close the open application from the Determination Available section of KARES.

To get to the Determinations go to Applications Tab, click on Determinations Available.
Once you have viewed/saved the Final Results document you will close the application:

From the KARES home page go to the Applications tab -> Determination available -> find/search individual -> in
the last column (Actions) click “close”

Kentuckiy™

Hhame A Defermunatinns Apnenks affiltes Searh He:prats leefrnener: Bdirnin

il B | n In-Process | Destermainstion Availshles | Rapback Cebsrmination avalable | Cominal History appeals | Registry dppeals |
pplation|

Applicy Mot vat Submittes

itk e
rriminal Hisery

Aagiatry Appaals

Prowider Type S5H | Detmrmination Determination

& DB Fogler /Ao Provkier T 7354 | Eligible OEE/20ZE =
oolicant
[CBE Fosher
AR T3NS Poster Bchapd Prersidie "w".":"‘": orese Med Flinikle 08 EonE
ﬁ..mm digilant

Once the application is closed, you can still access the documents by searching the individual, clicking on their name
and viewing the documents tab.

Click Close Application to close the application and it will be removed from the pending application

queue.
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Removing An Applicant from KARES

Return to TOC

1. To indicate that an applicant has been separated from service, Affiliates Search, then Click Roster
Click on Search, Person Search

2. Then it WI|| brmg you to this page, use the filter criteria for to the applicant and hit search

Filber Critena

Brovide AHilakion Siatu

3. Click Edit to open. Under Affiliation Status, please use drop down to change the status from Permanent
~ to Separated; You can also change request type in this section.

Fi
_ g bom Lupirstion  Action
guired

1723600 | Tesf Feoiny DT 22 s sl o

o
4. |lea [ J—

G 141022 I Prossms m

5.  Then add the Date of Closure is the Separation Date or the date they no longer need to be enrolled in
KARES and click Save. Affiliate Status needs to be separated.

6. Then click Save, you will then see their Affiliate Status as Separated
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7. Verification of the action can be seen by clicking on Person Search and entering in search
criteria for that individual.

8. To view a roster of all separated applications, click on the Affiliates Tab > Separated link,
which will open that user’s separated applicants.

Update Demographics

Return to TOC

It is essential that the data for each individual in the KARES Web Portal stay current. If an applicant has
a name or address change, the correction needs to be made in KARES as soon as possible.

1. Click on Person Search located under the Search Tab and search for the person using his or
her Social Security number (SSN) and Last Name or Date of Birth. The SSN and at least one of
the other two fields are required. If not entered properly a warning message will appear.

Click on Search.

2.
etucky™

ARSI RS SR

Home  Applications Deertesminations Appeals Affiliates Search Reports Reference Admin

Person Search | Applcation Search | TCH Search

Peersx

Enter Sesrch Criteria

Alan:

3. After the profile screen opens, click on Edit at the bottom right on your page.
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Permanent/Physical Address -

Country: Gender:
Unfted States Fmale
Address Line 1: Eye Color:
Address Line 2: Hair Color:
t Dark Brown
City:
- Height:
510
State:
Kentucky Weight:
entucky
180
Zip Code;
- US Citizen:
fas
Starting in Month: Year:
December 2010 Place Of Birth;

£ USA (United States of America]
Mailing Address

¥ Email;
Same as Permanent Address: Yas Email: @
History of Changes
Aliases/Prior Names (Includes all names by which an applicant is Enter Out of State Addresses Within Past 5 Years

currently known or has been identified as)
This individual does not have any prior addresses entered.

Add Prior Address

Mickile 55N DoB

5. Once the Edit Profile screen opens all fields will be editable, except for the social security
number and date of birth. If changes are needed to the social security number or date of
birth, contact the KARES Helpdesk for assistance at (502) 564 - 2159 or
kares.helpdesk@ky.gov

6. If making a change to the name or address, KARES will ask if the previous name and/or
address should be saved as an alias or prior address. Select, Yes. The previous name will be
added to the Aliases/Prior Name box at the bottom of the page and KARES will search for
these names if the individual uses them in the future. Prior addresses will be saved if they are
from other states.

7. The Add New button can also be used to enter a prior name or alias for the individual if it is a
name they are known as.

8. There is also an Add Prior Address button to manually add out of state addresses for
applicants.

ADDING OFFENSES (Optional)

If applicant has charges that doesn’t disqualify but causes concern for potentially not approving the foster home, the
worker may add an offense under application/determination available/

Click on Offenses and add the offense
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LIREELTLED AETRIT

Home Applcations Determinations Appeals Affilintes Reports Reference Admim

Wiew R

[t 3 At ted Prowiiers Previous Caterminatians Previous Oifenses

Mo olfenses exist.

kristin.brasden PROD - Wersicn: 20220430

It will then direct you to this screen:

Audd Offerss

* Requined

¥ Code; Sentence Completion Date;
( o
L OFfense Status:
L= -
F i riplinm: Years Disqualifying:
Equivalent Oftense: Disqualifying Until:
(=}
Jurisdictions: Used In Disqualiticaticn
v’ -
* Offense Jurisdiction: Case Mumiber:
¥ Diffenss Doke: Extarnal Td
¥ Offense Loyel This is & Fedaral Gliaiss .L:}
* IFisposilion:
w

Disposition Requested Date:
Disposition Date:

Dispositien Provided Date:

[ [ e |

Withdraw Application

Return to TOC

Applications can be withdrawn at any point during the background check process. It is important to
note that users will not receive any background check information on any withdrawn application. If an
application is withdrawn, a new background check must be submitted prior to receiving anybackground
check information.

1. Click on Applications, Not Yet Submitted or Determination In-Process.
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Results

Locked Application #

3810

3808

3797

3781

3748

3750

Home | Applications

AddNew | Mot Yet Submitted

Employees ch Reports

Determination In-Process | Determination Available

Applications: Applications Not Yet Submitted

Enter Filter Options
Application 2
Last Name: (I

Date Saved:

Results

Locked App # - Type Provider

ACTIVE DAY OF BOWLING
GREEN ADC

Provider: - All -

to

Batch Payments

Date Saved

10M 720132

Acfions

* Required

*1If application is withdrawn, employment must be terminated immediately.

If you are sure you want to Withdraw this application, select a Withdraw Reason and click "Withdraw'.

* Withdraw Reason:

DCBS Foster/Adopt Provider tester test

DCBS Household 5822
Member Relative/Fictive

Click on Withdraw under any of the sections. A dialog box will appear asking users to
confirm the withdraw action. Please identify reasons

Confirm Withdraw Date Saved Actions

I -plication #: 3810

06/08/2022

06/03/2022 =
05/26/2022 =)
03/22/2022 ==
09/10/2021 ==

09/15/2021 m

6 Total Results
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