KY Online Gateway - Password Tipsheet
Password Requirements
· At least 8 characters long
· At least 1 capital letter, lower case letter, and a number
· Must be changed every 90 days
· You will receive a reminder email 10-days prior to the current password expiration date


Changing Password 
1. Select the Log In KICCS Portal link located on the right side of the Splash page
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2. Enter your username or email address and current password on the 
KY Online Gateway Log In site:
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3. Click Log In

4. Select My Account at the top, right-side of the screen
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5. Select Change Password
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6. Enter current password
7. Enter new password
· Must be at least 8 characters
· Must contain at least one number
· Must contain at least one capital letter and one lowercase letter
8. Re-enter new password
9. Click Change Password
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· A successful message will display if new password meets the minimum criteria.
Your password has successfully been changed.
· New password cannot be the same as the current password.
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· Current password must be entered correctly.
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· An error message will display if the criteria is not met.
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· An error message may also display if the new password and confirm password fields do not match.
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Resetting Password 
Click Forgot Password? on the KY Online Gateway Log In site:
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1. Enter your username and email address
2. Click Submit
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· A successful message will display if all info is entered correctly:
We've sent further instructions to your email address. If you cannot access this email account, you will need to contact the Help Desk for further assistance.
· An error message will display if info is incorrect:
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3. Open email with password reset instructions
4. Click the link to reset the password
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5. Enter the security question answers
6. Click Verify Account
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‘Welcome STEPH PP-QA | My Account | Sign Out | Help
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Account Home

Good Morning STEPH PP-QA.

Please select a button above to view or edit your account.
Password Last Modified: ~ 3/12/2014

Password never expires.
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Change Password

Fill out the form below to change your password. Your new password must:
 Have a length of at least 8 characters.

= Contain at least one number.

« Contain both lower and uppercase letters.

* 0ld Password

* New Password

* Password (Verify)

Change Password
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Your new password cannot match your old password.
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‘There was an error while saving your password, please try again.
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Your password does not meet the password complexity criteria.
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Your passwords do not match
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Reset Password

you forgot your fonger
futher ssstance.

Please enter your Kentucky Online Gateway username and emal address {0 start the password recovery process

o Adress
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‘The username and/or email address you entered was not found in the system. Please check these values and try again.
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Forwarded message
From: KEUPS MailTest Server Account <KEUPS DoNotReplv@keups message com>
Da Mar 7, 2014 at 4:59 PM

Subject: PASSWORD RESET - TEST

To: stephk stars@keups.net

Steph KOG STARS (stephk stars),
You got this message because someone requested that your password be reset. If you did not make this request, please contact the Help Desk at (502-564-0104) and select option 2.

Select the below link to set your password. https:/kogtestintemal chfsinet kv gov/public/fwlink Zlinkid=3359df2e-1056-46fe-a1 7e-0£412023ca27

NOTE: Do not reply to this email. This email account is only used to send messages.

Click here for Help Desk contact information
Kentucky Self-Service Gateway
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E I you are unable to provide the answers to these questions, you will need to contact the Help Desk for assistance.

o verify your identity, please answer the following security question(s).
Question In what city were you born? (Enter full name of city only)
* Answer
Question What was the name of your first pet?

* Answer
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Success
Your password has successfully been changed.
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Log in to the KICCS Provider
Portal

Lneed help - Who to call for
Specifc user issues

Not sure who to call? Contact
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