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Reset your password here or contact your application Help Desk.

* indicates 3 required field.

User Name: ]

Last 4-digits of SSN:*
E-mail:*[

Security Question:*| Select One

secret Answer:"|
What was your first school's name?
Who is your favorite person?

What was your first pet's name?
What is your mother's birth place?
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Updating Your Account
This user guide provides  step-by-step instructions to help you manage your personal account information and access to the KICCS Provider Portal application. Topics covered in this manual include:

· Updating account information

· Changing your password

· Resetting your password

· Changing your e-mail address

Sign In

Once you have an active, approved account, use your login name and password to access the Security Portal at https://portalrequest.chfs.ky.gov/.
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 Figure 3.0.1 - Sign In Page

To sign in to the Security Portal

1. Enter your User Name into the User Name text box. 

Tip: The login must follow the correct format. If the login is formatted incorrectly, you cannot log in. The incorrect format is marked with a red asterisk.  (Be sure to use a backslash, located above the Enter key on your keyboard, and not a forward slash)
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Welcome to CHFS web applications portall

This is state owned systsm and is the property of the Cabinet for Health & Family

Services (CHFS). Any or all of the uses of this system may be monitored and
recorded for security and quality purposes.

User Name: [HFS:\JANET FRAZIER >
Password;
By continuing to use this system you indicate your
awareness of and consent to the terms and canditions of use.

Sign In
€ No, I Decline. © Yes, I Accept.

Forgot your password?

Want to sian up for account?





Figure 3.0.2 – Login Format Error
2. Enter your password in the Password text box.

3. Click the Yes, I Accept. radio button. 

[image: image13.png]



Figure 3.0.3 – Accept Terms and Conditions to Proceed

4. Click the [image: image3.png]Sign In




 button. 
Tip: You also may press the Enter key on your keyboard to complete the sign in process.

Tip: Your account is locked out for one hour after three invalid login attempts. It is helpful to close the browser and reopen to try again after two invalid attempts. 
Tip: The following may return an invalid user name or password error message:

Wrong user name and password combination typed;  

Account is temporarily locked out because of three invalid login attempts; or 

Password is expired (passwords must be changed at least every 30 days). 
Change Your Password

You will be prompted to change your password when:
· The password is due to expire within the next seven days.
· The password recently was reset by a HelpDesk administrator (the password can only be changed once in a 24-hour period)
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Figure 4.0.1 – My Account Page

To change the password:
5. Enter the current password in the Current Password text box.

6. Enter the new password in the New Password text box.

7. Confirm the new password by repeating it in the Confirm Password text box.

8. Click the Change Password button [image: image4.png]Change Password




.

If the password is not successfully changed the Security Portal application notifies you and places a red asterisk next to the field that must be corrected. The reason that the attempted change was unsuccessful is noted as well. 
Tip: The most common reason that a password change fails is that the new password does not meet CHFS security standards.
[image: image15.wmf]Figure 4.0.2 – Unsuccessful Password Change Notice
To conform to CHFS policy, all passwords must:

· Meet minimum complexity requirements

· Be at least eight characters in length
· Not have been used in the previous 13 passwords

· Not have been changed within previous 24 hours

· Not contain the user’s account or full name
· Contain characters from:

· English uppercase

· English lowercase

· Numerals

· Non-alphabetic characters. The non-alphabetic characters must be selected from the following:

@
#
$
%
^
+
=

Forgot Your Password?
If you forget your password, you can reset it yourself without calling the HelpDesk. The link to reset the password is found on the Sign In page.
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Welcome to CHFS web applications portall

This is state owned systsm and is the property of the Cabinet for Health & Family

Services (CHFS). Any or all of the uses of this system may be monitored and
recorded for security and quality purposes.

User Name:
Password;
By continuing to use this system you indicate your
awareness of and consent to the terms and canditions of use.

sign In
€ No, I Decline. € Yes, I Accept.

Forgat vour password?





Figure 5.0.1 – Sign In Page

To reset the password:

9. Click the Forgot your password? link on the Sign In page to open the Reset Password page.
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Close Window

Thank you! You are currently logged out,

If you have finished your online session, please cdlose your web browser.,





Figure 5.0.2 – Reset Password Page
10. Enter your User Name in the User Name text box.

11. Enter the last four digits of your SSN.

12. Enter your e-mail address in the E-mail text box.

13. Click the arrow to open the Security Question drop down menu.

[image: image17.png]Your information has been updated and you will receive an email confirmation.

= indicates a required field.
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Figure 5.0.3 – Security Question Drop-Down Menu

14. Select your security question from the list. Select the same question that was previously selected by you for your account. 
15. Enter the answer to the security question in the Secret Answer text box.

16. Click the Reset Password button [image: image6.png]Reset Password




.

When the password is successfully reset, the Security Portal application sends you an e-mail notification. 

You cannot reset your password fewer than 24 hours following a password reset or password change attempt. If you have three invalid reset attempts, the account is locked out for one hour. The Security Portal application notifies you when the account is locked out. 
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Figure 5.0.4 – Locked Out Notice

Tip: If you cannot reset your password (or the account is locked) you may call the KICCS Helpdesk at (502) 564-0104, option 6.
Updating Account Information

You may change your security question or update account information from the My Account page. To access the My Account page, sign into the Security Portal. The My Account page is the first page that can be viewed after the sign in.
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Last Login Date: 11/30/2007 5:56:16 PM

W You must change your password at least every 30 days. Your password will expire in 14 days.

icates a required fiel

[ Account Information:
First Name:JANET
Middle Name:D

User Name:HFS\JAN.FRAZIER
janet1.frazier12@ky.gov

Edit Password Question & Answer

[ Password Information:

Password must meet the minimum complexity requirements: is at least 8 characters; has not been used in the previous 13
passwords; must not have been changed within Iast 1 days; does not contain your account or full name; must contain characters
from the following four categories: English uppercase (A through 2); English lowercase (a through 2); Numerals (0 through 9);
Non-alphabetic characters (@, #, $, %, ~, +, =).

Password Last Set:11/14/2007 10:54:22 AM
Current Password:"|

New Password:|
Confirm Password:[

Change Password





Figure 6.0.1 – My Account Page

To access the My Account page from he application, click on the My Account [image: image9.png]My Account




 link 
Change Your Security Question

To change the security question:

1. Click the Edit Password Question & Answer link on the My Account page to open the Password Reset Information page.
2. Enter the current password in the Current Password text box.

3. [image: image18.png]My Account
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Click the arrow to open the Security Question drop-down menu. 

Figure 6.1.1 – Change Security Question
4. Select the desired option from the menu.

5. Type the answer to the security question in the Secret Answer text box. 

6. Click the Change Password Question & Answer button [image: image10.png]Change Password Question & Answer
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[image: image19.png]Zindicates 3 required field.

[ Password Reset Information:

‘Security information required to verify your identity in case you forget your password. Make sure to remember this information
and do not reveal to others.

Last 4-digits of SSN:6789

Current Password:*[
Security Question: [ Select One |
secret Answer:"[

Change Password Question & Answer |





Figure 6.1.2 – Security Question Drop-Down Menu

Edit Account Information

To edit account information:

17. Click the Edit Account Information link on the My Account page to open the Update Account page.
18. Make the desired changes.

19. Click the Update Account button [image: image11.png]Update Account




.
[image: image20.png]# indicates 3 required field.

[l Password Reset Information:
-]

Security Question:*| Select One
Secret Answer:|

What was your first school's name?
Who is your favorite person?

_‘What was your first pet's name?
What is your mother's birth place?





Figure 6.2.1 – Update Account Page

Security Portal application notifies you that the account information has been updated.
[image: image21.png]@ You must change your password at least every 30 days. Your password will expire in 14 days.

= indicates a required field.

= The password supplied must meet the minimum complexity requirements: is at least & characters; has not been used in the previous 13
passwords; must not have been changed within last 1 days; does not contain your account or full name; must contain characters from
the following four categories: English uppercase (& through 2); English lowercase (a through 2); Numerals (0 through 8); Non-alphabetic
characters (@, #, 8, %, ~ +, =).

[ Account Information:
First Name:JANET
Middle Name:D

User Name:HFS\JAN.FRAZIER
E-mail:janet1.frazier12@ky.gov

Edit Password Question & Answer ~ Edit Account Information

[ Password Information:

Password must meet the minimum complexity requirements: is at least 8 characters; has not been used in the previous 13

passwords; must not have been changed within Iast 1 days; does not contain your account or full name; must contain characters

from the following four categories: English uppercase (A through 2); English lowercase (a through 2); Numerals (0 through 9);

Non-alphabetic characters (@, #, $, %, ~, +, =).
Password Last Set:11/14/2007 10:54:22 AM
Current Passwor

New Password:™|
Confirm Password: |

Change Password





Figure 6.2.2 – Updated Notification

Sign Out

To exit the Security Portal, click the Sign Out link [image: image12.png]Sign out}




 in the corner of the My Account page. The Security Portal application notifies you that you are logged out. 
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Reset your password here or contact your application Help Desk.
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 Figure 8.0.1 – Sign out Page
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This is state owned systsm and is the property of the Cabinet for Health & Family
Services (CHFS). Any or all of the uses of this system may be monitored and

recorded for security and quality purposes. User Name:
Password;

By continuing to use this system you indicate your
awareness of and consent to the terms and conditions of use. Sign In

€ No, I Decline. € Yes, I Accept. Forgot your password?

Want to sian up for account?
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Welcome to CHFS web applications portall

| About CHFS | F

This is state owned systsm and is the property of the Cabinet for Health & Family

Services (CHFS). Any or all of the uses of this system may be monitored and
recorded for security and quality purposes.

By continuing to use this system you indicate your
awareness of and consent to the terms and canditions of use.

€ No, I Decline. € Yes, I Accept.

User Name: [HFS\JANET FRAZIER
Password;

Sign In

Forgot your password?
Want to sian up for account?
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Last Login Date: 11/30/2007 4:29:09 PM

W You must change your password at least every 30 days. Your password will expire in 14 days.

User Name:HFS\JAN.FRAZIER
E-mail:janet1.frazier12@ky.gov

Edit Password Question & Answer ~ Edit Account Information

[ Password Information:

Password must meet the minimum complexity requirements: is at least 8 characters; has not been used in the previous 13
passwords; must not have been changed within last 1 days; does not contain your account or full name; must contain characters.
from the following four categories: English uppercase (A through 2); English lowercase (a through 2); Numerals (0 through 9);
Non-alphabetic characters (@, #, $, %, ~, +, =).

Password Last Set:11/14/2007 10:54:22 AM

Current Password:"|

New Password:|
Confirm Password:[

Change Password




