Green System Quick Guide for Coordinators
Navigation
1.)           Sign in (CIT\firstname.lastname) 
2.)           Click Region # Center Information in left-hand column
3.)           Click View Entry by CENTER Information (under ENTRY)
4.)           Search for your school district (example:  Somerset or “somer”, Bullitt or “bul”).  
5.)           Click the Item # corresponding to your center
6.)       Update any outdated information and click SAVE at the bottom.
 
If you would like to see the previously uploaded documents associated with your center:
 
1.)           Scroll to the bottom of the screen and click VIEW/UPLOAD DOCUMENT.
2.)           Sort in chronological order by clicking the DATE UPLOADED column heading.
 
RESET PASSWORD
Passwords expire after 30 days.  There are three ways to reset your password, in order of preference:

1.)  If you remember your PIN and secret question/answer, you can reset it yourself by clicking FORGOT PASSWORD. 
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2.) [bookmark: _GoBack] If you do not remember this information, you may call the help desk 502-564-7576 or toll-free 800-372-7434, or by email at CommonwealthServiceDesk@ky.gov (note that this contact information has changed as of Aug. 1, 2014) to request a password reset.  Provide your username, and let them know you are requesting a password reset for the GenTrackEX portal (what we call the Green System).   In either case, a new password will arrive in your email inbox.  COPY/PASTE into your password field, as it will be complex.

3.) If you are unable to reset your password in one of the other ways, email me at tonya.cookendorfer@ky.gov.  I will forward the request to the help desk for you to ask for a reset.  This is not a problem, but in busy times, it is not preferable.


Regardless of how you choose to reset your password, you will receive an email similar to the one below:
[image: ]
If you do not remember your PIN and secret question and answer, 24 hours after you receive this password, log in again.  You will see a screen that will allow you to view or change that information, so the NEXT time you need a password reset, you will be able to do it yourself by clicking FORGOT PASSWORD.
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Common Problems and Solutions
1.)  Problem:  Action Component Spreadsheet will not upload. 
 
      Information:  This is not a widespread issue but on the radar.  If the file has NOT been scanned, the issue is almost CERTAINLY that they do not have a current version of Excel and they saved the file in a low version.  For some reason, I'm finding that this causes the file size to increase 5 to 10 times its original size (even before they enter their data), which makes it too large to upload to the green system.  The file extension will be *.xls instead of *.xlsx.  
 
       Solution:  3 options:  1.) Take the completed spreadsheet to a computer with a current version of Excel and re-save it in a current version of Excel.  The file extension will be (*.xlsx) and the file will return to a normal size.  2.) If the file is small enough to email to me, I will fix it and upload for them. 3.) They can still print and scan the file at a lower resolution and upload as a *.pdf -- not ideal, but functional.
 
2.) Problem:  Coordinator reports trying to sign in but "nothing happens" (no error message, the sign-in button is dead). 
 
      Information:  This is the Internet Explorer 10+ issue we've been talking about for the last year, but some coordinators are JUST NOW experiencing it.
 
    Solution:  Go to the Green System opening screen.  If you see the menu bar at the top (FILE, EDIT, VIEW, FAVORITES, TOOLS, HELP), click TOOLS, then Compatibility view settings.  Then add ky.gov.  That's all.  If you don't see the menu bar, hold your mouse above the address bar where there is nothing, right click, check "menu bar".  Then follow instructions above.
 
3.) Problem:  Scanned file won't upload.
 
    Information:  Almost CERTAINLY, the file was scanned at too high a resolution and the file size is too large (over 4MB).
 
    Solution:  Re-scan at a lower resolution.  If you don't see a setting that mentions "resolution", look for "dpi" (dots per inch), and choose a lower number.
 
4.) Problem:  User reports not being able to find his/her center on the search screen.
     Information:  This occurs when what is typed on the search screen does not match the center information exactly.
     Solution:  Type as little as possible into the search.  For example, under School District, you can type “Pulaski” or even “Pul”, leaving the center field blank, and click enter.  This will yield a list of centers within the district, and you can click the number corresponding to your center.   
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Reset your password here or contact application help desk (Phone: 502-564-0104 or Toll free: 866-231-0003,

select Option 5). Not applicable for Cabinet employees with network accounts.

User Name:
4-digit PIN:
E-mail:

Security Question: Select One 2
Secret Answer:

Reset Password





image2.png
> SurveyMonkey - Question X & SurveyMonkey - Survey R x Y [\ Security Portal Reset Pass. X )} M CHFS: Reset Password. - ¢ x \__ RN |leconifele ebiSomy

€« C f & https;//mail.google.com/mail/#inbox/1475a31009f414b9 | =

Apps I Vahoo! by, Fahrenheitto celsus... s bily | @ your bitmarks {3 41040 WestherFore.. N Netfic [ Fox News - Bresing... [ https:/nkcooperat.. »

Google B o~ a s @

| Click here to enable desktop notifications for Gmail. Learnmore Hide

Gmail “- a 0 i W % More~ 108 < > =~ &~
® 3 Bureau Credit Report
Inbox (2) KENTUCKY
Starred 5l CABINET FOR HEALTH AND chfsuseraccount
Important FAMILY SERVICES Addto circles
Sent Mail .
o [ m Show details
Search people Dear Ads ©
kmcookendorfer Your password has been reset. FREE SCORES NOW
Password:
UN)nf{lh#isbFM@ / 3 Bureau Credit
Itis recommended to change your password after 24 hours of View your latest Credit

receiving this email

Scores from all 3 bureaus in





image3.png
x

Tools | Sign | Comment

Sionin
v Export PDF
Adobe ExportPDF @
Convert PO fes to Word o xcel
=5
Setect POF il
Thie/217v8
L T N N vonain Convert To
e A S e Wicrosoft Word (oo -

R ——

Recognize Totin Englh(US:
Change D

[RSTS—— Convert

=R > Create POF

o o » Send Files
T —

e rrerye—





