KICCS Provider Portal Navigation Rules

· Once you’ve successfully logged onto the Provider Portal using your User Name and Password, you’ll be automatically directed to the Provider Portal home page:  


· Depending on the permissions given to you, you will see all or some of the following links in the left-hand menu:

· Home

· View/Process PBFs

· Print PBFs

· Print Remittances

· Only those designated as local Provider Administrators will see the Administration link with:

· Assign Tasks

· Account Approval

You may click on any of the links in the left menu.  The screen will flash briefly and redirect you to the selected page.

Navigation Tips for a Web Based Program

· Depending on your processor type and Internet connection speed, you may notice a long pause when navigating between pages or after clicking the Save or Send buttons, or any time the screen is refreshed or reloaded.  Upgrading to a faster connection or higher processor will minimize the delay. 
· The Back and Forward buttons in the Internet Explorer toolbar do not function in KICCS.  
Please do not use the Back or Forward button in your browser toolbar.
· Don’t double click the Save button on any screen.

· It is recommended that while selecting an item from drop-down menus, not to use the mouse wheel to scroll down as this can cause additional page refresh or data to change.

· Suggested screen resolution is 1024x768. If using a lower resolution, you will have more scroll bars and it may be more difficult to navigate. To change screen resolution:
· Right-click on any blank part of your desktop and select Properties
· Click the Settings tab
· Drag the slider to the resolution setting you need, for example 1024x768, and click OK. Windows will ask you if you'd like to keep the setting. Click Yes
· Suggested text size is medium.  Using larger or smaller text size may cause the pages to display incorrectly. To change text size
· Click on View

· Click on Text size

· Select size which you want.

· How to copy/print the screen view:

· Hold the Control key (Ctrl), press print Screen key in your key board (located above the numbers key pad).  

· Open Word Document.

· Hold Control key (Ctrl), press V in your key board.

· Save and/or print the Document.

· E-mail the saved file as an attachment to the KICCS HelpDesk @ CHFSKICCSHelpDesk@ky.gov.
· Status and error messages will display on a page, either at the top of the page or beside the field in which an error exists. If you see a red asterisk next to any field after clicking on save or next button that means the field is required and you must fill it in using the proper format.

· Accepted date formats are: MM/DD/YYYY or MM/DD/YY or MM/YYYY

· Use only alpha numeric characters (a-z & 0-9) in search pages.  Don’t use special characters in search screens at this time.
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