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PROTECTION AND PERMANENCY INFORMATION MEMORANDUM, 16-05
TO: 

Service Region Administrators



Service Region Administrator Associates



Service Region Clinical Associates



Regional Program Specialists



Family Services Office Supervisors

FROM:  
Gretchen Marshall


Division of Protection and Permanency

DATE:   
March 24, 2016
SUBJECT:
Training and Log In Information for Self Service Portal (SSP)
On February 29, 2016, Family Support’s Release 5 (R5) went live and information that used to be searched in KAMES is now housed in the Benefind system.  At this time, information is still available in KAMES, but central office staff has been advised that access will be terminated at some point.  In order to ensure that staff’s work is not interrupted and that there is a seamless transition between the old and new systems, staff may now begin utilizing the Self-Service Portal to find information such as: 

· Household members;

· Benefits being received;

· Address; 

· Verification of date of birth;

· Social security numbers;

· Verification of benefit amount; and
· Verification of health insurance.
All other information searched through Mainframe will remain in that database and may still be accessed using your Mainframe log in information.    

In order to assist staff in navigating the new system, the following training has been provided:

Title:  Self Service Portal Inquiry Navigation
Description:

This Web-Based Training is for Protection and Permanency Staff who will need to search for individual’s profiles within Kentucky’s new self-service portal.  This training will teach you how to use inquiry to search for people to determine if they are receiving benefits. 
Click this link to access the training:  https://www.training.eku.edu/hbesspinqnavWBT
Training Credit:  30 min.
A link to the Self Service Portal should be located on your KOG home page (see screen shot below).  If you do not currently have a link to this, please contact your regional KOG liaison to request access.  
· Once access has been granted, a link will appear on your KOG home page: 
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These are the applications you have been granted access to.

Application Name
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Click on the link and it will take you to the authentication page.  From that page, complete the Register New Security Token section, by filling in the Token Nickname, Credential ID and Security Code fields:  
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**Staff can create whatever name they wish for the Token Nickname.  Examples are provided, but there is no requirement.  

**To obtain the Credential ID and Security Code: 

· Go to your desktop: 
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Staff should have the following icon: 


Note: If you do not have this icon on your desktop, please contact the Commonwealth Service Desk for assistance. 
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**Double click on the icon to bring up this box: 







· Enter the Credential ID and the Security Code in the respective boxes on the authentication page.  
Please note:  the Security Code changes every thirty (30) seconds.   If you type it into the Security Code field when it is about to change, the code may expire before you are able to submit.  

· Choose Add Token.
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You will now be looking at the usage agreement screen.  Choose Accept:  















· You will now be viewing the Welcome page for the Self Service Portal and may begin searching: 
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If you have any questions regarding the SSP navigation, please contact the Commonwealth Service Desk at (502) 564-7576, or toll free at (800) 372-7434.  
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