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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) 
 

mailto:kares.helpdesk@ky.gov
https://chfs.ky.gov/agencies/dcbs/Pages/walsh.aspx
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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.  
 

 
 
 
Once you click on the email link, it will bring you to this screen: 

mailto:kares.helpdesk@ky.gov
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3.  It will bring you to creating a Profile; Complete the form and click 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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4.  Once you click on the email link, it will prompt you to this screen, click 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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Click on phone number and it will prompt this screen and it will send you passcode, follow prompts 

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

 
 Once you have chosen the path, it will redirect you to the homepage and launch KARES: 
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When you launch KARES, it will land on this page and proceed to sign in 

 
 

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

 

mailto:kares.helpdesk@ky.gov
https://kog.chfs.ky.gov/home/
https://kog.chfs.ky.gov/home/
mailto:kares.helpdesk@ky.gov
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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. 
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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. 
 

3. At any 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. 
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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. 

 

 
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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If a match is found, the Person Summary profile will display. Verify the information matches the 
applicant before continuing with the application process. 
 
 

a. If the 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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 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.
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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 the screen. 
 
Affiliation Information  
You will then be directed to Affiliation Information screen.   
 

 
 
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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A PCP screen may look like this: 
 

 
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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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: 
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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. 

ENTER ADAM WALSH HERE 
 
You will then be directed to: 
 
Research Registries 
DCBS staff will see this screen: 
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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. 
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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 Close 

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

 
 
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: 
 

 
 
PCP’s will see this screen example: 
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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. 
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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): 

 

 
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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After payment information has been entered, select Next to review the entry.  
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If entry is correct, select Pay Now. 
 

 
 
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. 
 

 



Page 27 of 42 
KARES Web Portal User Guide Revised January 2023 

 

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. 

• Search the person 
• Click on their name and under application you will find the UEID 
• Once the UEID number has been identified the provider/applicant can access the 

Identogo site by entering https://uenroll.identogo.com/status-check  
• Select the UEID / Date of Birth option and enter the information required 
• Select Next and the site will confirm that the applicant is either pre-enrolled or being 

processed 
• 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. 

https://uenroll.identogo.com/status-check
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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. 

 

 
 
 
 

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. 
 

 
 
 
 
 
 

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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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. 

 
 

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 a Glance 

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  
 

 

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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• This will take you to the individual’s screens 

 
• Applications tab: will show eligible under Fitness Determination 

 

 
 
• 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  
 
 

 
• History tab shows the history of when the application was submitted through approval 
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. 

 
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” 
 

 

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. 

 

 
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. 



Page 38 of 42 
KARES Web Portal User Guide Revised January 2023 

 

 
 

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” 
 

 

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 will bring you to this page, use the filter criteria for to the applicant and hit search 

 
 

 
 

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. 

4.  
 

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. 

 
2. Click on Search. 

 
3. After the profile screen opens, click on Edit at the bottom right on your page. 
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4.  
 

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 
 
 

mailto:kares.helpdesk@ky.gov
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It will then direct you to this screen: 
 

 
 

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 any background 
check information. 

 
1. Click on Applications, Not Yet Submitted or Determination In-Process. 
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2. Click on Withdraw under any of the sections. A dialog box will appear asking users to 

confirm the withdraw action.  Please identify reasons 
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