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Let’s get started....

Child Care providers in Kentucky are required to use The KARES and KICCS applications (APP’s). On the next slides you will
learn how to set up a Kentucky Online Gateway (KOG) account and gain access to the KARES and KICCS Apps.

https://chfs.ky.gov/agencies/dcbs/dcc/Pages/kiccsportal.aspx



https://chfs.ky.gov/agencies/dcbs/dcc/Pages/kiccsportal.aspx

Click on this link to log In
to the KICCS Provider Portal and
Kentucky Online Gateway
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https://chfs.ky.gov/agencies/dcbs/dcc/Pages/kiccsportal.aspx

The KICCS
PORTAL USER
GUIDE will
provide step by
step directions to
set up an
account. We
suggest you print
or save this
document as a
reference.




Setting Up A Kentucky Online Gateway (KOG) Account

https://chfs.ky.gov/agencies/dcbs/dcc/Pages/kiccsportal.aspx

STEP #1: Each user will establish I
their own KOG Account.

STEP #2: Each user will request
access to KARES/National
Background Check Portal

STEP #3: Each user will complete
the electronic request for KICCS
access and submit the Provider
Portal Agreement for approval.



https://chfs.ky.gov/agencies/dcbs/dcc/Pages/kiccsportal.aspx

https://chfs.ky.gov/agencies/dcbs/dcc/Pages/kiccsportal.aspx

Guidelines
Each user must establish their own account using their personal email address.

Typically the owner, director and assistant director set up personal KOG accounts.
Do not set up a center account to be shared by multiple users.
Do not share your account or passwords with another user.



https://chfs.ky.gov/agencies/dcbs/dcc/Pages/kiccsportal.aspx

Use this box to

access the
portal in English
or Spanish.




KARES APP

Section 3: The National Background Check Portal



Welcome to the Kentucky Online Gateway. Your KOG Account has been successfully
established. Next step: is to request access to the KARES APP where the National
Background Check Portal (NBCP) is housed. Simply send a request for access to KARES to:

or call the Background Check Team

(502) 564-2524 opt. 2 or (502) 564-3015.

You will receive an email when the KARES App is added.
You must open the email and validate the account,



mailto:chfsdccnbcp@ky.gov

You now have access to the KARES App.

You are ready to complete the
NBCP Background Checks online.




Tip Sheet —
Step by step

instructions —
Please print
this!

Help Icon
There are a
variety of
videos to
walk you

through the
process




Additional Background Checks



CAN Online System for Background Checks for Staff who are under 18 Years Old
Central Registry/Child Abuse and Neglect (CAN)

After signing on to your Kentucky Online

Gateway (KOG) account, click on All Apps




Apps are in alphabetical order.
Scroll down and find CAN Payment
and Verification. Click on Enroll




Are you ready to enter a prospective employee?

01

Have the prospective employee
complete a DCC 374 Central

Registry Check form on paper.
This will ensure you have all the
information necessary to
complete the online entry.

02

You must have a signed parent
permission form and one of the
following for each prospective
employee uploaded to your
computer: Driver’s License,
State Issued ID, Social Security
Card, Taxpayer ID Card, Passport
, Birth Certificate

03

Have a method of payment
ready to enter into the system.




Overview

General Instructions

Help Desk




To start a new CAN CHECK:
Click on Form in the top left corner of the screen and select the
Child Care Central Registry Check (DCC-374)




Please indicate if you are a licensed child care center or a certified family child care home.

Disregard the other options.

CHILD CARE CENTRAL REGISTRY CHECK

* STATE AND/OR FEDERAL LAW REQUIRES A CHILD ABUSE/NEGLECT (CAN) CHECK AS A CONDITION OF EMPLOYMENT OR SERVICE AS A CHILD CARE/DAY
CARE STAFF MEMBER FOR THE FOLLOWING:

[J A Licensed Child-Care Center Employee, Volunteer, or Adult Household Member (922 KAR 2:090)

[J A Certified Family Child-Care Home Employee, Volunteer, or Adult Household Member (922 KAR 2:100)
[J A Registered Child Care Provider Applicant or Adult Household Member (922 KAR 2:180)

[ Private Child Care Employee (KRS 199.466)

[J Out of State Child Care Employee (42 U.S.C. 98581, 45 C.F.R. 98.43)

Other

(If none of the above category is applicable, please explain the reason for requesting a child abuse or neglect check, including the statutory or regulatory
authority for the request):




Be sure to complete the entire form. Do not leave any of the boxes blank.




Reminder: Check
the box
authorizing you to
receive a copy of
the results.

Upload the ID and
Parent Release
Form Here

You can add multiple
applications before you

pay



To check the status of a CAN Check:

Click on My Dashboard




On your home screen, the CAN Payment and Verification App will be available for you

to use in the future.




Out of State Background Checks

https://chfs.ky.gov/agencies/dcbs/dcc/Pages/nationalbackgroundcheck.aspx

https://www.childcareawareky.org/tips-and-tools/

Child Care Aware Staff will refer you to the Division of Child
Care Background Check Team at (502) 564-2524 or (502) 564-
3015for questions regarding out of state background checks.
The Tips and Tools page redirects you to DCC where you will
find this form. Please be sure you submit requests for Sex
Offender Registry, Child Abuse and Neglect and Criminal
Record Check:

For staff that have not resided in KY for 5 years:
Child Abuse and Neglect Registry
Sex Offender Registry
Criminal Record Check

Guideline #1: Staff must not work alone until
the results of all out of state checks have been

received or until 30 days has passed.

Guideline #2: What if the state does not
respond or refuses to provide results?

Kentucky can’t force another state to comply
with our regulatory requirements. Just maintain
the communications on file for review.



https://www.childcareawareky.org/tips-and-tools/
https://chfs.ky.gov/agencies/dcbs/dcc/Pages/nationalbackgroundcheck.aspx

Staff who are current in the KARES/NBCP can be
added to your roster immediately.
These staff do not require fingerprints.

This would include staff who are currently employed
at another licensed center or left employment at a
licensed center no more than 120 days ago.




The KICCS Portal

Section 4: Kentucky’s Integrated Child Care System

Child Care Assistance Program Billing
Complete Plan of Correction for DRCC
Submit Reports for Kentucky All Stars



To request access to the KICCS Provider Portal, click “All Apps.”




On the “All Apps” page, scroll down

until you find KICCS Provider Portal
Click on “Enroll”




Add or remove roles by
clicking in the boxes.

Most providers should

add all roles except
Technical Notes

Assistance.
Check with your Health
and Safety Coach for
guidance.

Click Next .....




You will have to provide your name
and driver’s license #. Most requests
require multiple entries of this

information.

Click Next...




IMPORTANT
In addition to setting up
an online account, each
user must complete a
written Provider Portal

Agreement. The KICCS
Provider Portal account
is not activated until the
written agreement is
received and approved.

Print the PROVIDER PORTAL USER

AGREEMENT /

Hint: Print the
Provider Portal
Agreement and

submit it for

approval. Don’t
forget to send a
copy of your I.D.



https://chfs.ky.gov/agencies/dcbs/dcc/Pages/kiccsportal.aspx

PROVIDER PORTAL USER AGREEMENT, 3 pages

Commonwealth of Kentucky
k:abinet for Health and Family Services (CHFS)
Division of Child Care (DCC)
Division of Regulated Child Care (DRCC)

Any misuse of the KICCS Provider Portal Account or its infe inn may lead to temporary revocation of
access privileges, permanent loss of access privileges or penalbies under state and/or federal law.

Kentucky Integrated Child Care System (KICCS) Provider Portal Account Agreement SECTION 3: AUTHORIZATION SIGNATURE FOR ALL ACCOUNT REQUESTORS

SECTION 1: USER INFORMATION I attest to the best of my knowledge the information provided above 1 tree, accurate, and complete and
that | have read and agree to the KICCS Provider Portal Account user agreement terms within this
document.

REQUEST DATE: KY DL/PHOTO ID NO.

FIRST NAME: MLIL LAST NAME: »

EMAIL USED ON KOG: »
PRIMARY PHONE: () SECONDARY PHONE: YOUR SIGNATURE HERE DATE
ENTER NAME OF THE HEAD OF ORGANIZATION/OWNER:

BUSINESS NAME: FAX NUMBER: Your Printed Name (must be legible):

CERTIFIED, LICENSED OR REGISTRATION (CLR] NO.

(If you have multiple centers and need additional space, attach a separate piece of paper listing the » »
information for each center including the business name for each C.L.R]. YOUR ADMINISTRATOR'S SIGNATURE HERE DATE

(IF YOU ARE THE OWNER, HEAD OF ORGANIZATION, OR ADMINISTRATOR, SIGN HERE AGAIN]
BUSINESS MAILING ADDRESS:

M. STATE. 7P COUNTY: Your Adminestrator’s Pninted Mame (must be legible):

SECTION 2: KICCS PROVIDER PORTAL ACCOUNT USER AGREEMENT

By accepting this use(agreementi | acknuwledge | have been made aware of my responsibilities to Section 4 is for the D of Child Care/D of Regulated Child Care staff only. Do NOT below
protect the confidentiality of the information in the KICCS Provider Portal Account. | am only permitted this line.

to use KICCS Provider Portal Account for the purpose of reporting child care activity for payment,
submitting for Renewal, and/or submitting Provider Change Request applications online. | acknowledge |
have been made aware that misuse of the information may potentially lead to penalties and/or system
revocation.

SECTION 4: AUTHORIZATION SIGNATURE(S) FOR CCAP ADMINISTRATORS ONLY

I certify the job duties of the User require access to the program(s) requested and the access complies

As an authorized user, | agree to the following terms of use:
with appropriate use as specfied in the KICCS Provider Portal Account User Agresment,

1. |agree to make only authorized use of any information in the KICCS Provider Portal Account. |
agree to not divulge the contents of any record except as permitted by state or federal law.

2 | agrea not ta chara anu neer name nr nacswnrd informatinn | arknawlados | am resnnncihle for

CCAP ADMINISTRATOR: DATE:

Helpful Hint Page #2: Helpful Hint Page #3:

. Be sure the application is
Helpful Hint Page #1: Each user must set up their own account A

Each user may have access to multiple signed by the licensee or

Instructions on how to complete

accounts, simply attach a form with the
the form, including how and where license # of each center you need to
access.

person authorized to sign

o submit the completed docum documents. Attach a copy of

your photo ID.
DO NOT SHARE USER ACCOUNTS




https://chfs.ky.gov/agencies/dcbs/dcc/Pages/kiccsportal.aspx

Hint: The agreement will be
reviewed and approved. At
that time you will receive an
email confirming approval of

your account.

YOU MUST OPEN THE EMAIL
AND VALIDATE THE ACCOUNT IF
NEEDED!



https://chfs.ky.gov/agencies/dcbs/dcc/Pages/kiccsportal.aspx

After the request is
approved your
home page will look
like this.

Click Launch to open
the APPS.




Need on-site assistance?

Child Care
Aware Health
and Safety
Coaches are
available
statewide to

provide
technical
assistance.

Click on the ‘ https://www.childcareawareky.org/about-child-care-aware/coaches/

link to locate
the coach in
your county.



https://www.childcareawareky.org/about-child-care-aware/coaches/

Who Do You Call For Help?

Access to KICCS or the Kentucky Online Gateway

KICCS Portal Help Desk
Phone:

(866) 231-0003, Option 6 (toll free)
(866) 231-0023 Option 6 (toll free)
(502) 564-0104, Option 6 (in Frankfort)
KICCS Portal Help Desk Email:

CHFS.KICCSHelpDesk@ky.gov

portal.access@ky.gov
(502) 564-2524 Lahoma or Amber



mailto:CHFS.KICCSHelpDesk@ky.gov
mailto:portal.access@ky.gov
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