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This handbook was created to help Community Partners (CPs) use the kynect resources
website (www.kynect.ky.gov/resources) and to explain its functions and capabilities.

Please note that all example screenshots used in reference materials for kynect
resources do not contain any real user or organizational data.

This manual will be periodically updated as new system features are released. This is
Handbook Version 01, released on 09/15/2026. Please check for new versions on our info
page (https://chfs.ky.gov/agencies/ohda/Pages/kynectresources.aspx), housed on the
Cabinet for Health and Family Services website. Any other referenced materials will be
linked throughout this handbook.

Thank you for using kynect resources and being a Community Partner. We are grateful
to work alongside our partners towards improved support for Kentuckians across the
Commonwealth.

For any questions or assistance, please contact the team at kynectresources@ky.gov.

— ~—
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Onboarding
Claiming
The first step in the onboarding process is to claim your organization’s site.

1. Using Google Chrome as the preferred browser, navigate to the landing page at
kynect.ky.gov/resources. Click “Accept” on the bottom pop-up bar to accept the

site’s cookies.

h a CHFS service? Contact CHFS Lis

See how changes to your househakd information could a & benefits, Family Resource Sim

Terms of Use Privacy Policy | JeinasaCommunity Pariner | kynect programs call 855-459-6328 For referral help by phone dial 2-1-1

— -~
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3. On the next screen, click “Get Started.”

kynect Q Crganization Q! Rsios Search By Category v

Help w Login

° Have a complaint about CHFS? Contact the Ombudsmean 1-866-KYOMBUD | kyombud@ky. gov | auditorky gov/kyombud

e Need assistance with a CHFS service? Contact CHFS List -0004 | CHFS Listens@ky.gov | Contact Us

Welcome Community Partners

kynect resources is the connection point between members, partners, and
providars of kynact resources. Create an account to join a community of

idir d accessing assis and services.

Watch this video below to learn how to register your organization.

{ Onboarding to kynect resources, claim your sil ,
kynect —
%) >

Please Note: The Onboarding Video on this page walks through the
entire onboarding process if you need extra help.

4. Find your organization by typing in your organization’s name and/or city in the

search bars, and then click “Search.” Once you find your organization, click

“Select.”

-0004 | CHES Listens@ky.gov | Contact Us

o Need assistance with a CHFS service? Contact CHFS Listens 1-833-

Add organization

Select your organization below

Orgarization Name City

Kantucky b Search by City

AARP Kentucky

PartnerOrg Louisville, Kentucky, 40223

t For k 1648
Lexington, Kentucky, 40511

PartnerOrg

Adult & Teen Challenge Of Kentucky
PartnerOrg

1151 East Broadway,
Louisville, Kentucky, 40204

American Foundation For Suicide
Prevention - Kentucky Chapter
PartnerOrg

American Legion Department Of
Kentucky
PartnarOrg

10401 Linn Station Road, Ste 121,

Parkway, Suite 400,

aarp. ttact-aarp... [

bs/trainin...  Cimed

Select

https://afsp.org/chapter/kentucky

hittp: fwww kylegion.org/index.phpic=1

Load More

— -~
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Please Note: If you cannot find your organization or if your

organization has already been claimed, please call 2-1-1 or email
kynectresources@ky.gov for help.

5. Fill in your contact information for all *required fields* and then click
“Continue.” For email, please use your individual work email address, rather

n u

than a role-based address such as “info@”, “admin@”, or “support@”.

o Need assistance with a CHFS service? Contact CHFS Listens 1-833-372-0004 | CHFS Listens@ky.gov | Contact Us

Add contact information
AARP Kentucky 10401 Linn Station Road, Ste 121
PartnerOrg Louisville, Kentucky, 40223
*First Name * Role in your organization
Manager -
*Last Name
How did you hear about kynect resources
*Your Work Email Address From a State
firstlast@company.org From an Assister
From another community
*Phone Number From Commonwesalth
Other
Torma and Conditions:
Bycons I
Bolicy.
ities, which we would like to share online for residents to apply.
aaaaaaa
I have read and agree to the terms and policies

6. Upon successful completion, you will see the screen below, click “Close.”

Success!

Your request was submitted. An email of your request was sent
to your inbox.

Here's what you can expect next:

+ We'll contact you to confirm your details and process your access
request within one week.

+ Once approved, you will receive an email to setup a KYID account
(KYID - the single sign-in solution). This is how you'll login.

« Additionally, the first time you login, you'll gain access to some
training materials to understand our security and privacy policies to

protect resident information.

— -~
kynect resources

Together for a better Kentucky CP Handbook Version 01| 09/15/2026



Page 7

7. You will receive an initial email confirming your claim request, then a kynect
resources United Way Specialist will reach out to continue with onboarding.
After your claim request is approved, you will receive a second email with
instructions to set up your KYID (formerly the Kentucky Online Gateway, or KOG)
account.

Account Creation

To access a variety of state programs and systems including kynect resources, a
user must complete a one-time registration as a KYID user. To complete the second
step of the onboarding process, follow the steps below. Due to the security
requirements of the site, steps in this process may time out if no action is taken.

Each user must have a unique email address to complete the verification process. If
you use your organizational/work email to access KYID applications for personal
use, you will experience a disruption to your access if you make a Community
Partner account. Personal KYID accounts should be accessed with a personal email
account, not a work email account.

If you need to adjust your KYID emails before continuing, please contact the KYID
Helpdesk via the methods below and explain that you will need to reset the email for
your personal KYID account.

KYID Helpdesk Contact Information:
502-564-0104 Extension: 2

Sunday - Saturday 9:00 AM - 5:00 PM EST
KYIDhelpdesk@ky.gov
https://kyid.ky.gov/HelpCenter

As stated above, you will receive a second email with the KYID instructions. This
email will contain two links, one for if you have an existing KYID or KOG account,

and the other if you do not.

Please Note: The links in this email expire after 24 hours as a
security precaution. If the links expire, you will have to request a
new link through your United Way Specialist. Additionally, please
double check all spam, junk, or other folders if you do not see this
email in your inbox.

kyneEt resources
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Existing Account

If you have an existing KYID (or KOG) Account with your organization email
address, you MUST use the link for those with an existing account in the email. This
link will prompt you to login on the KYID site and will add the kynect resources
portal to your account.

If you have not logged into your account since the KYID transition, the login process
will have some additional questions to complete the set-up for your account. You will
then be navigated to complete the kynect resources first-time login and training.

Creating a New Account

1. New users: Click “Create New Account” to begin the KYID account creation
process.

T Any data entered here may not be secure and could be deleted at any time.
: Features and data on this site may not represent the final product.

se kog.chfs.ky.gov[home for actual transactions or applications.

Return to KHBE Self Service Portal

(i) Multiple KYID accounts are not allowed. If you have an KYID account, use it to sign in. if you had a Kentucky Online
Gateway (KOG) account, please use that email and password to sign into KYID. You do not need to create a new KYID
Account. Sign in now * Dismniss

Mot sure if you have an account? Forgot email

Create your KYID account

@ You will need a KYID account to access the KHBE Self Service Portal.

Get started —

2. For a CP account, you should use your business email address rather than a
personal email when creating your account for kynect resources. If you
submitted the initial claim for your organization, this should also be the same
email you used when submitting your claim.

kynect resources
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X Exit create an account Create an Account

Steplof5
=

Enter your account email

Your email will serve as your username for your KYID
account.

*Indicates a required field.

Primary email* @

sample@email.com

Confirm primary email*

somple@email.com

< Back

3. Aconfirmation screen will appear, and an email code is sent to verify the KYID
account. Check your spam or junk folders if you do not receive the email within a
few minutes.

Verify your email

Six-digit verification code was sent to cp@pmall.com. Enter the
verification code provided to verify your email.

" Indicatas a requirad fiald

Enter verification code*

dnaaen

Cade expires in 0841 minutes

Verify

Resend verification code | Use a different email

4, After inputting the verification code, the Validate New Account screen will open.
Click “Continue to Sign-in.”

5. You will be given the option to add a mobile phone number to your account as a
back-up authentication method. Either input and verify your phone number or
click “Skip this step.”

© =
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Confirm mobile number

(00X K- XXAX

How would you like to receive the verification code?*

Text Message
You will receive a passcode via text
message to your phone

Voice call

{a You will receive a passcode via voice call
to your phone

Skip this step

6. The User Verification screen will open for you to verify your identity. This is an
important standard across state programs and satisfies the privacy and
security standards the state programs must meet. It allows the state to verify
your identity and maintain a record of who has access to state data.

To facilitate the success of ID Verification, it is important to use your personal
information, as opposed to your business information. This means using your
home address instead of your work address, your personal phone number
instead of your work number, etc. While including a Social Security number is
NOT required, adding this field may help the system confirm your identity faster.

social Security Number (55N) [
Individual Taxpayer Identification D)
Number (ITIN)

KXX-XX-XXXXK ®

[0 1don't have a home address

Address 1* Address 2

500 Mero Street ‘ |

city* State”®
Frankfort ‘ Kentucky -
Zip/postal code* Zip/postal code extension

40601 ‘ ‘

© =
kynect resources
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Experian is a third-party vendor who confirms identity in this process. No CHFS
program, including kynect resources, has access to your personal information
or details of your verification, and it is not used for any other purpose than
verifying identity. Experian communicates the confirmation result to our
system to allow access.

Some users do not pass automatic ID Verification and are provided with the
phone number to Experian along with a reference code for manual verification.
This call typically takes only a few moments, and the user can then proceed with
next steps. If a user is unable to complete ID Verification over the phone, they
must be verified in person with identity documentation.

7. Once you have successfully verified your identity, the next screen will ask you to
create a password for your new KYID account, meeting the system'’s password
requirements.

X Exit create an account Passwords must meet the following:
Hove ot leost & characters
Sheould not contain the first name or last name
Have at least one lowercase letter
Have at least one uppercase letter
Have at least one numeric digit

Must have ot least one of the following special
choracters; #@-1_8$I-*?

icotes a required field

Primary email
cp.stuatd juni@yopmail.com

.............

Create account -

8. After completing account creation, you will be taken back to the KYID login
screen to login for the first time. Enter your login information associated with
your new KYID account and click “Next.”

— ~—
kynect resources
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Your KYID account has

U
been created!
SKEgEir;‘:; :::izlztpeoicz:r access enrollment for Sign in
KHEBE Self Service Portal

* Indicates a required field.
Email*

cp@ pmail.com

Password*

Forgot password

9. Afterlogging in, you will be redirected to the optional items page, which offers
quick access to register as a Kentucky Organ Donor. If you are interested, click
“Yes, Register Now" to register as an organ donor or “Remind me later” to come
back to the registration another time. To be redirected to the KYID dashboard
and continue on to kynect resources, click “Skip, and go to my application.”

K

Before we can get you to the right place
To access this app, you'll need to complete the following:

KHBE Self Service Portal  community Partner Admin

Optional items for completion

These items will be available for completion once the mandatory items have been completed

KYID Organ Donor EN

Remind melater | Start )
With the passing of KY SB77 and in partnership with Donate Life Kentucky, the KYID has created the \ J
below form for Kentuckians to join the Kentucky Organ Donor Registry. If you'd like to join the KYDR,
please fill out the required fields below, select the consent checkbox, and click the “Register” button.
For more information on what it means to be an organ donor

Skip, and go to my application

10. Upon successful completion of KYID registration, you will see the kynect
resources Tile. Click “Launch.”

—
kynect resources
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Welcome to your KYID dashboard

Manage your applications, review your to-do list, and more.

My apps (1) N

Search my apps

Type app name or keyword = Sortby | Dateadded: Newest v Showing | All v C Refresh

<@ K

kynect resources

Please Note: Portals within KYID can be favorited and pulled to the
top of your window using the “heart” icon. This may be especially
useful if you use KYID to access multiple state systems.

11. The first time you launch the kynect resources Tile, you will be prompted to add
a multi-factor authentication (MFA) tool to your account as a security procedure
and finalize your identity proofing.

K
Before we get you to the right place
To access this app, you'll need to complete the following:
KHBE Self Service Portal = community Partner Admin

You are required to complete the following 2 items

MFA Prerecjuisite

Stant
MFA Prerequisite

Remote ldentity Proofing: Experian

Remote Identity Proofing: Experian &) Complete Previous Step

@ Cancel Enroliment

Go to my dashboard

— ~
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Community Partners have four MFA options for their KYID account, one set-up
through a computer (Symantec VIP) and three through your mobile device
(ForgeRock Authenticator, Microsoft Authenticator, and Google Authenticator).
Please select any of the four options and follow the instructions for that MFA
software.

The final step of Remote Identity Proofing may ask you to re-confirm the
information you input on Step 6, but with some additional questions to match your
user account to Experian’s records.

First-Time Login & Training

The final step of the onboarding process is to complete the kynect resources
required training and the first-time user login information.

1. After launching the Resources Community Portal for the first time, there will be
a warning reminder page that opens and must be confirmed each time kynect
resources is opened. Review and click “Next.”

T

Kynect

resources
testadmin2@euatextdev.ky.gov.kynect Log Out

Non-Citizen Consent Page Flow

WARNING

This system contains U.S. Government information. By using
this information system, you are consenting to system
monitaring for law enforcement and other purposes.
Unauthorized or improper use of, or access to, this computer
system may subject you o state and federal criminal
prosecution and penalties as well as civil penalties.

At any time, the government may intercept, search, and seize
any communication or data transiting or stored on this

information system,

By selecting Next, | agree that | have read and accept the above

terms and conditions.

2. Next, the full system terms and conditions will show only the first time you have
launched the Resources Community Portal. Read through the terms, click “I
Agree” at the bottom, and then click “Next.”

“ -
kynect resources
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under this Agreement will continue after termination of the
users association with, or access to, the kynect resources
system until all confidential information in the wser's

possession, custody or control is returned or destroyed as
directed by CHFS.

User IDs and passwords must be kept secure and shall not be
shared.

Users have no right or lip interest in any

information referred to in this Agreement. CHFS may revoke a
user’s access code or other authorized access to confidential

information at any time.

Users understand that resource data has been validated and
provided by the United Way of the Bluegrass 2-1-1 system. It is
the ibility of the ity partner izations and

United Way of the Bluegrass to ensure the resource data is up

to date and accurate.

User privileges hereunder are subject to periodic review,
revision, and if appropriate, removal.

| Agree

3. Therequired training page will then open, with 11 minutes’ worth of training
content. View the documents and complete the quizzes by opening the drop-
down arrows and clicking “Launch.” There is one quiz for the Privacy and
Security section, and one for the Program Summary section. The System
Trainings section is a series of short videos. Click “Next” when finished with all
sections.

ACTIVITIES

Plan activities

. Privacy and Security®

@ Duration: 0 min

0%
Privacy and Security™

- 0%
o
Privacy and Security Quiz*

- 0%

-

® Duration: © min

0%

4, For the final First Time Login screen, confirm your email and phone number, set
your primary location within the organization, and confirm whether you would

- =
kynect resources
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like to receive notification emails for referrals. Click “Save.” Any details set on
this screen can be updated at any time in the user’s Account Settings.

" Bl Addvess

TSPt Y jun Wyopm, coem
* Moo Phore

(Q7) &50- 790
* Prirmary Location

Test Locaton

Recehve Referral Notification Ermails. B

You are now successfully onboarded to kynect resources!

The starting point to launch kynect resources is the KYID Dashboard (kyid.ky.gov).

kynect resources
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Navigation

WalkMe Tutorial

The kynect resources site has a tutorial feature that demonstrates how to use the
system, known as the WalkMe tool. The WalkMe feature will guide users via step-by-
step text prompts on how to accomplish various functions available to Community
Partners. Some of the features with tutorials include creating referrals, requesting
consent, starting assessments, and more. It also includes links to video tutorials for
additional features. To access, simply click the blue “?” symbol at the bottom right of
the screen, as shown below, and follow the directions or select from the options
provided. Once finished with the requested walk-through, WalkMe will ask the user
if they require assistance with anything else and provide suggested guides for
related topics.

ct Q Orgenization Search By Category v Referral In... a ::‘g:;gs

o Have a complaint about CHFS? Contact the Ombudsman 1-866-KYOMBUD | kyombud@ky.gov | auditorky.gov/kyombud

o Need assistance with a CHFS service? Contact CHFS Listens 1-833-372-0004 | CHES Listens@ky,gov | Contact Us

Location

Q Titems selected -

Created Days Open
None -

Search

=3
orites
D First Na.. Last Na... Referral Date | Created Resourc... Location Status UW Acti... Is Urgent? Edit

ization

rces There are no records to display

Referral Inbox & Outbox

Upon login, kynect resources opens to the Referral Inbox tab, with the My
Workspace sidebar on the left of each screen for navigation to other tabs. You can
also click the “Referral Inbox” link at the top right of each page to return to this tab.

The Referral Inbox displays referrals made to the Community Partner’s
organization. The table on this screen displays some preliminary information about
each referral, including the resident’s name, the date of the referral, the resource
requested, the location requested and the referral status. At the end of each row, the

- -
kynect resources
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“View” column has an arrow that can be clicked for the user to view the referral
details pages. Above the table, there are several search functions that allow users to
quickly filter through referrals, including searching by client name and filtering by
location or resource requested, status, date of referral or days open.

Kynect Q Organiration Q R Search By Category Y

o Have a complaint about CHFS? Contact the Ombucdsman 1-866-KYOMBUD | kyombud@ky.gov | auditorky.gov/kyombud

o Need assistance with a CHFS service? Contact CHFS Listens 1-833-372-0004 | CHFS Listens@ky.gov | Contact Us

My Workspace
Referral Inbox
Referral Inbox
Referral Outbox Client Location Resource
Search Q Titems selected - Titems selected -
Referral Dashboard
Status Created Days Open
Reports e - & None -
Client Search
=
My Favorites
e D First Na... LastNa... Referral Date | Created Resourc... Location Status UW Acti.. Is Urgenit? Edit
Organization
REF-#####%  Jane Jam 742812026 Odaysago Rent Payment...  Main Office New Ho No -
Resources
Staff

9

The Referral Outbox mirrors the Referral Inbox and shows all referrals created by

the organization. This allows the organization to track and keep up with referrals
sent out on behalf of their clients. The filters on this tab are slightly adjusted,
allowing the user to search by what organization or resource the referrals were for,
as well as searching by the name of the staff member who created the referral.

Kynect Q Organization @ Resources Search By Category Rt =) Languages:
Tesourcas EN ES
0 Have a complaint abou! tact the Ombudsman 1-866-KYOMBUD | kyombud@ky.gov | auditor.ky.gow/kyormbud
a7 Contact CHFS Listens 1-833-372-0004 | CHFS.| istens@ky.gov | Contact Us

My Workspace

Referral Sent
Referral Inbox
Referral Outbox Client Organization Resource

Search Q

Referral Dashboard

Status Created Days Open
Report

e S ftems selected - & None v

Client Search Staff
My Favorites Search By Staff Name
Resources 5 n

_ FirstNa... LastNa... Referral Date | Created Resourc... Location Status UW Acti... Is Urgent? View
Staff REF-######  Jane Jam 7/128/2026 0 daysago Food Pantries  Main Office New No No -

— —
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Referral Dashboard & Reports

The kynect resources system houses various reporting mechanisms for
organizational users to track metrics within the system. These statistics can be
useful to the organization for monitoring activity, supervising staff, or even as
documentation to be included in applications for funding. There are two tabs
available to users to access this data.

Referral Dashboard

The Referral Dashboard tab is meant to function as an overview of the
organization’s kynect resources data. The top half of the page is an interactable
dashboard with three expandable reports. Clicking the “Refresh” button at the top
right will update the report counts, and clicking the drop-down arrow next to
“Refresh” allows you to download the three reports view as an image.

My Workspace
Dashboard
Referral Inbox E Referrals Dashboard

AS 0f Jul 29, 2026 310 PM- @ ‘Viewing as Sysiem Aulo Process Uiser
Referral Outbox

Referral Dashboard Most Popular Resources

Reports
i Resource Rating Record Count

Client Search

My Favorites
Meal Vouchers o

Organization General Clothing Provision g

Specialized Information and Referral 0

3
5
H
Resources 100% 3
1

Staff
3
10

v
As of Jul 29, 2026 310 PH

Most Referrals Made (Staff Member) © ¥ MostReferrals Closed (Staff Member)

>
>

CreatedBy Name + Record Count Closed By 4 Record Count

Ronit Nigan: 2 Martsol Day 27
Marisol Day Fohit Nigam
Ryan Summers Kim Patio

Debra James

Megan Keisey

3| 3|a|ale
B
2
B

¥im Pabio

19 Megan Kelsey

v v
lew Report (RE Resources| As of Jul 29, 2026 310 P View Report (RE Closed Report As of Jul 29, 2026 310 PM o

In each individual report block, you can refresh or expand the table in the top right
corner. You are also able to view the report in its own page and access additional
tools by clicking “View Report” in the bottom left corner.

The bottom half of the Dashboard tab shows some static numbers of recent and all-
time activity. This includes referrals sent and closed in recent months, number of
clients served, and organizations most referred to and from. With this, you can see
your most frequent collaborators in your community and your organization’s reach.

- -
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Referrals Sent °€ Referrals Closed

Most Referred By (Org) Most Referred To (Org)
Organization # of Referrais. Organization # of Reforrals
Local Food Pantry 2 County Govermment Office.

Local Housing Shelter

Organization Statistics

Organization Rating Total Clients Served Average days to close
na 1 45

Referral Statistics

Referrals Open Referrals Received Referrals Closed Referrals Sent

Reports

The Reports tab houses three full reports on various activity in the system: Total
Clients Served, Assessments, and Staff Data.

The Total Clients Served Report shows historical record of all referrals made to your
organization. When viewing the Total Clients Served Report, or reports opened from
the Dashboard, you can use the tools on the top bar to add a chart visualizer, adjust
the filters, and export to Excel. Any filter or chart adjustments will reset when
closing the page. When adding a chart, you have the option to select between
various graph styles and variables. There are two main filters that can be adjusted
on reports. The Date filter allows you to adjust for a specific date range of results
and specify based on the Date of Referral, Date Closed or Last Modified Date. The
Show Me filter allows you to adjust the scope based on assignments, and includes a
few pre-set options:

o Myreferrals: Referrals assigned to you

o My team's referrals: Referrals assigned to others in your organization
o User owned: Referrals assigned to anyone in your organization

o Queue owned: Unassigned referrals

o All: Assigned and unassigned referrals

— —
kynect resources
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kynect

o Have a complaint about CHF §

Q_ Organization

Q, Resources

Search By Category

ct the Ombudsman 1-866-KYOMBUD | kyombucdi@)

s
Referral In... 2) s

o | auditorky.gov/kyornbuc

w | Contact Us

o Need

My Workspace

Referral Inbox

Referral Outbox
Referral Dashboard
Reports

Client Search

My Favorites
Organization
Resources

Staff

+ Back 1o Raport

Report Details

Report. Referrals
Total Client Served Report

2 : 0 ) 2
Status 1 [+] Referring User Email ~| Referring User Phone [+
[ Closed (2) adrian banderas@yahoo com L (111) 111111
janejam@gmail.com . (000) 000-0000
Subtotal
Total (2)

# Enable Field Editing

E\l & rascran | [ |[ e[ expon \I

Resource Name (| Outcome [+] outcome Reason ~| Date Of Referral [+ Da
Food Pantry Resource Not Provided Funding not available 1182025
Meal Voucher Resource Not Provided Didn't meet eligibility criteria 72812026

9

The Assessments and Staff Data reports are static tables that allow for sorting by
columns but not filtering or additional tools. On the Assessment report, you can
view historical record of all assessments conducted by your organization’s users.

) T ORI S O T OGS 566 OMEUL T KYOHTIKKIERy GO T AU LY G0 YN TAT

° Need assistance with a CHFS service? Contact CHFS Listens 1-833-372-0004 | CHFS Listens@ky.gov | Contact Us

My Workspace
Referral Inbox
Referral Outbox
Referral Dashboard
Reports

Client Search

My Favorites
Organization
Resources

Staff

Reports

Select Report

Assessments Report v
Assessment Name Last Modified Date

AN - 13611 2023-12-14T11:35:57.000Z
AN-13612 2024-01-05T12:41:49.000Z
AN - 13657 2023-12-14T11:36:09.000Z
AN - 13658 2023-12-14T11:36:09.000Z
AN-13828 2024-11-12T17:09:06.000Z
AN - 15476 2024-11-12T17:09:06.000Z
AN - 15477 2024-11-12T17:09:06.000Z
AN - 15479 2024-11-12T17:09:06.000Z
AN - 15480 2024-11-12T17:09:06.000Z

Export to CSV

OrgName Resident Partner

Local Food Pantry PJMILLER Ram CpStaff
Local Food Pantry Liz Bendle Ram Cpstaff
Local Food Pantry HANK RANGER Ram CpStaff
Local Food Pantry John Baker Ram Cpstaff
Local Food Pantry Abel Chandler Rohit CpAdmin
Local Food Pantry Liz Bendle Rohit CpAdmin
Local Food Pantry HANK RANGER Rohit CpAdmin
Local Food Pantry John Baker Rohit CpAdmin
Local Food Pantry PJMILLER Rohit CpAdmin

The Staff Data report details user-specific activity for managerial staff. Please note
that the Staff Data report is only visible to CP Admin users.

— -~
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Client Search

The Client Search tab allows users to look up residents in the kynect resources
system to make referrals, conduct assessments, and access their OneView. There
are three sections within the Client Search tab to identify different levels of access.

Residents with a kynect resources account and residents that have applied for state
assistance programs will appear in these search results. If you are attempting to
search for a resident who is not appearing in search results or does not have a
kynect account, please see the Adding a Resident Record section.

Search Tool

To search for a resident within the kynect resources system, enter the resident'’s
first name, last name, and date of birth. All three search criteria must match to
populate a result, so be aware of any recent name changes, first or middle name
usage, or special characters in a first or last name that could affect search results.
After clicking “Search,” matching residents and their contact information will
display. Selecting the down arrow in the “View” column will allow you to open the
resident’s OneView, create a referral for them, or request their consent.

k’yneé't Q_ Crganization Q, Resources Search By Category Rnaaral s ) Lenguages:

resources EN/ES

o Have a complaint about CHFS? Contact the Ombudsman 1-866-KYOMBUD | kyombud®ky.gov | auditorky.gov/kyombud

o Need assistance with a CHFS service? Contact CHFS Listens 1-833-372-0004 | CHFS Listens@ky.gov | Contact Us

My Workspace i

Client Search
Referral Inbox
Referral Outbox Search Full Profile My Clients
Referral Dashboard *First Name * Last Name. *DOB

Jane © Jm ovot2000 8

Reports

Frare o T e -
Client Search

Jane dam 01/01/2000 Janejom@gmail com {000) B00-0000 -
My Favorites
Organization
Resources
Staff

Full Profile List

The Full Profile section shows all residents that have granted your organization
consent to view their extended profile information. If a resident revokes their
consent from your organization, they will no longer appear on the Full Profile list.

- -
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By selecting the header of any column, you are able to sort by that column either in
ascending or descending order to help you find specific residents faster.

I&neat Q Orgenization Q Resources Search By Category ~ Rfarad :

o Have a complaint about CHFS? Contact the Gmbudsiian 1-866-KYOMBUD | kyombud@ky.gov | auiitory.gov/kyombud

o Need assistance with a CHFS service? Contact CHFS Listens 1-833-372-0004 | CHFSListens@ky.gov | Contact Us

My Workspace 5
Client Search

Referral Inbox
Referral Outbox Search  Full Profile My Clients
Referral Dashboard First Name Last Name DOB Email Address Phone View
Reports ADRIANO BANDERAS 01011990 adriano.banderas@yshoo.com (1 11T -
e e Jane Jam 01012000 janejam@gmail.com (000) 000-0000 -
My Favorites
Organization
Resources
Staff

9

My Clients List

The My Clients section displays residents that you have manually saved. When
viewing the Resident OneView, you can add residents by clicking “+ Add to My
Clients,” or “Remove from My Clients” to take them off the list. The My Clients list is
individual to each user and also allows for sorting by each column.

k’yneat Q_ Organization Q_ Resources Search By Category ~ el n :EES..@;
o Have a o C et the Ombuds: 65-KYOMBUD | kyombud@ky.gow | auditorky.gov/kyombud
o Need as: wil vic -833-372-0004 | C -gov | Contact Us
My Workspace 5
Client Search
Referral Inbox
Referral Outbox Search Fuil Profile My Clients
Referral Dashboard First Name ‘ Last Name DOB Email Address Phone View
Reports Jane Jam 0012000 Janejam@ygmail.com {000) 000-0000 -
Client Search
My Favorites
Organization
Resources
Staff

— ~
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My Favorites

Using the My Favorites list is an excellent way to save your favorite community
resources for future reference and referrals. When searching the directory for a
resource, click the Heart icon next to the listed resource to add as a favorite. You can

also click the heart again to remove it.

o Need assistance with a CHF ° Success
¥

Fr
Resource package for

Unemployed

Frankfort, KY, USA 9 Showing 70 Resources =
” alndianapolis &Dayton
i @ Financial A “Greenwood W r
Employers [ OHamilton Nasor ol
2| . .
Get help paying for child care (CCAP) oBloomingtan ‘Qbincinnati
& Unemployed 57| @ : \ ,
9% ¥
Filter by Resource Categories Kentucky Department of Community Based Services n, P 40 | =
v Al Child Care Expense Assistance e st AShiands oy
-~ 2.6 Miles . i /RLo = {
- A ‘exington \»
ansboro BRichmond X
| Employment KENTUCKY DEPARTMENT FOR COMMUNITY BASED m i Aoupethicwy ¥
Transportation SERVICES - NORTHERN BLUEGRASS REGION . KEN*KV I
st is::r:r) CHILD CARE ASSISTANCE PROGRAM ! ] :ﬂ o,
iles aniel Boone ; b
= i G ROMIBOrvel National Forest
@
— -

There is no limit to how many resources can be added, and the My Favorites tab is
unique to each user. Additionally, favorited resources can be selected on this page

for individual or bulk referrals.

o Have a complaint about CHFS? Contact the Ombudsimian 1-866-KYOMBUD | kyombud@ky.gov | auditorky.gav/kyombud

o Need assistance with a CHFS service? Contact CHFS Listens 1-833-372-0004 | CHFS. is

v.gov | Contact Us

My Workspace &
Favorites
Referral Inbox
Referral Outbox
Kentucky Depar tment of Community Based Services
Referral Dashboard Child Care Expense Assistance
~
Reports
Client Saarch Kentucky Vision Project
My Favor Eye Care Expense Assistance
~
Organization
Resources
First Christian Church of Frankfort
Staff Gas Service Payment Assistance
~
Capital City Activity Center
Food Vouchers.
v
Kentucky Department of Veterans Affairs
Veteran High School Diploma Programs
~

Create Referral(s)

Frankfor . Salvation Army
Persanal Financial Counseling

Kynect Benefits
Kynect - State Based Health Insurance
Marketplace

v

ARC OF KENTUCKY, THE
Employment Services

Thorn Hill Education Center
GED/High School Equivalency Test
Instruction

v

Sunshine Center v
Parenting Skills Classes
v

—
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Resident Records

Adding a Resident Record

When searching for a resident, you may get no results if the individual has never
made a kynect account. If no record is found when searching, there will be an option
to click “Enter Resident Information.” Then, on the Resident Information screen,
enter the Resident’s name, date of birth, and contact information, and click “Save.”
This will prompt an email to the resident to create an account within the system.

Referral In... 4

o Have a complaint about CHFS? Contact the Ombudsman 1-866-KYOMBUD | kyombud@ky: gov | auditor ky.gov/kyombud

o Need assistance with a CHFS service? Contact CHFS Listens 1-833-372-0004 | CHFS L istens@ky,gov | Contact Us

My Workspace .
Client Search
Referral Inbox
Referral Outbox Search  FullProfle My Clients
Referral Dashboard * First Name *Last Name
John o Coe 01011900 & Reset
Reports
e e = crtirme |
Client Search
My Favorites There are no records to display

Resources

Staff

.

Please note that the resident will need to complete the account creation process
before you are able to interact with them within the system.

Resident Consent

Within the kynect resources system, there are two levels of access to resident data
for Community Partners: a simplified contact access view, and full profile access.
When first looking up a resident, the Resident Detail screen has minimal
information, primarily their provided contact information, and the option to create
areferral. It also displays their most recent Needs Assessment results, if they have
taken one previously. This is meant to be the minimum required information to
support the resident through the referral process.

- -
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? Contact the Ombudsman 1-866-KYOMBUD | kyombud auditor ky gow/kyombud

Listens 1-833-372-0004| C|

& Back o Clients Needs — SDOH View All

Referral Inbox
Jane Jam  Criceae
Referral Outbox
W Employment
stirai Galiipoard | RequestConsent || Create Referral _—
Reports Client Information Contact W Mobility
Subst: Abus
Clientt Search Client ID Gender Email Address Contact Preference M dbete b
Female janejam@gmail.com Email Children's Education
My Faverites Community Invoivement
Organization DOB Mobile Phone Disabilities
01/01/2000 {000) 000-0000 Heaith Care Coverage
Resources
Housing
Staff

When viewing the simplified profile, Community Partner users have the option to
Request Consent from the resident to gain access to their expanded profile
information, or their OneView. Requesting consent is a key part of the kynect
resources system, and the privacy of the residents and their information is critical
to maintaining a safe, secure, and trustable system.

There are three methods to Request Consent from the resident. When meeting with a
resident in person or speaking via phone, the resident may provide Verbal Consent.
Click the “Verbal Consent” option and read aloud each statement word for word,
while checking the box for each line. When completed, click “Submit.”

My Workspace « Backto OneView
Referral Inbox Verbal Consent Cancel Submit
Referral Outbox
Referral Dashboard )

Ye date of birth,
Reports Your consen t ~andiitreq toprocess
Ciient Search v Your i i ficaid, SNAP, TANF, and other state programs
My Favorites v Yourreferrals to other resources
Organization Your needs assessments and survey information

Resource Engir itor quality or i services
Resources
your experiences
Staff
fion without your | to support i resourcesin
You can cancel at any time
Additionally, you understand that
Your dion, without your ide of this site to monitor quality or to provide better service

You can remove any partner's access to your data, at any time, within the application

You willnot hold the si ible in the event

" N . y ity partner twill your abilty

Do you understand everything | have read? Do you have any questions?

Next, let's confirm your current communication preference.

Iagree

*Client Communication Preference *Client Email Client Mobile Phone

Email v jancjam@gmail.com (655) 444-1234

— ~
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The other two options, “Send Email” or “Send Text,” will only appear if the resident
has included those contact methods in their profile information. Selecting either of
these options will generate a consent request that is sent directly to the resident for
them to approve access to their profile.

When consent is approved by a resident, all users within that organization will be
able to view that resident’s OneView. Consent can be revoked by the resident for
each unique organization within their Privacy Settings at any time, and their
profile will return to the simplified view for all users in that organization. As a
Community Partner, you are able to re-request consent using the same process.

Resident OneView

After consent has been approved, the Resident OneView contains additional
information including their address, household composition, program enrollments,
full assessment history and more. It also allows access to various tools such as
Needs Assessments, creating notes, and viewing the resident’s My Plan.

My Workspace : =
+ Backto Cllerts Referrals View My Plan
Referral Inbox
Jane Jam New  inProgess
Referral Outbox
faterral Dishbcerd | sendemail || AddNote | CreateReferral || Assessments || +AddtoMy Ciients 8 4 2
Reports Client Information Contact Needs - SDOH View Al
Client Search Client ID Gender Email Address Contact Preference W Chikdoare
012345 Female janejam@gmail.com Email » Empi ot
My Favorites
o Leoal
Organization DOB Mobile Phone Address B Moty
01/01/2000 (000) 000-0000 111 Main St. Lexington, KY
Resources 40508, Fayette County B Substance Abuse
Children’s Education
Staff Household Enrolled Programs
Community Involvement
Client Age Relationship Program Start Renewal

Disabilities

Jim Jam 27 Spouse Medicaid 101162023 10M162026
Health Care Coverage

Assessments View All Notes View Al
T
7/30/2026 Needs Asses..  Community ... - Language Pr..  7/29/2026 Community .. -
4/29/2026 CMS Assess..  Hospital Ad. v

4727/2026 Needs Asses..  Jane Jam -

Household & Enrolled Programs

Two additional data sections that are available to view on the resident’s OneView
are the resident’s household composition and their enrolled programs. This section
displays the other members of the resident’s immediate family and lists their
names, ages, and relationship to the resident. For privacy purposes, children under
age 18 will not be named in the system and will instead appear only as “(Child).”

- -
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This information can be useful for Community Partners in making referrals that
will benefit both the resident and their family members. The Enrolled Programs
section will show if the resident is currently enrolled in state benefits, including
Medicaid, KCHIP, or a Qualified Health Plan. For each program, it will display the
start date of their enrollment and their next renewal date. For organizations that
offer services that are only eligible for residents concurrently enrolled in certain
programs, they can use this section to confirm a resident’s enrollment. Additionally,
Community Partners can alert residents about an upcoming renewal date. As the
resident’s OneView is directly connected to the larger Integrated Enrollment and
Eligibility System, all enrollment data is attached to their user profile and up to date
across all kynect sites.

Assessment History

Access to a resident’s OneView is required to conduct an assessment and to view
their full assessment history. This can be accessed by clicking “View All” next to the
Assessments table, where a table will display the date, type of assessment, and who
it was conducted by.

Kynect Q Organization Q Resources Search By Category ~ aderaibi o Languages:

1 the Ombudsman 1-866-KYOMBUD | kyombud@ky.gov | auditorky.gov/kyormbud

Contact CHFS Listens 1-833-372-0004 | CHFS listens@ky.gov | Contact Us

Referral Inbox Assessments: Jane Jam

Referral Outbox

Date Name Taken By View
Referral Dashboard
7/30/2026 Needs Assessment Community Partner Admin -

Reports
4/29/2026 CMS Assessment Hospital Admin -

Client Search 412712026 Needs Assessment Jane Jam -
My Favorites
Organization

Resources

Staff

9

Assessments can be taken by the resident themselves on kynect resources, during a

kynect benefits application, or administered by a Community Partner. By clicking
the drop-down arrow in the “View"” column, you can expand each assessment to see
the full results, regardless of the assessment’s source.

- -
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kynect

Q, Organization

Languages:
.
Referral In... =) EN'ES

My Workspace # Back o OneView
Referral Inbox @ For @ [Tokenby: aes  Date Taken:

= jane Jam - jane J 412712026
Referral Outbox
Referral Dashboard
e Needs Assessment Results
Client Search © critica © smeLe
My Favorites 8 mems 4 mems

High priority: Take care of these as s0on as you Consider seeking help for these when you can. You do not need to worry about these right now.
Organization o]
Resources
Staff
Action Steps
There are thousands of resources that can help you and your family.
Help is available today. Just review the list and start with one resource at a time.
Create Referral(s) q
Resident Notes

On the Resident’s OneView, Community Partners can attach Notes to the resident’s

profile. These Notes can help with inter-organizational collaboration and should be

details that are relevant to assisting that specific resident. Examples of this include

a note alerting other users that this resident needs a translator, or a note stating

the resident does not have ample access to transportation for in-person assistance.

Be sure not to include Personally Identifiable Information (PII) or any health

information protected under HIPAA within a Note. Resident Notes will be accessible

to any users with the resident’s consent to view their OneView detail screen.

kynect

Q Organization

Search By Category ~

Languages:

s
Referral In... =) EN ES

My Workspace

Referral Inbox
Referral Outbox
Referral Dashboard
Reports

Client Search

My Favorites
Organization
Resources

Staff

< Back to OneView

All Notes: Jane Jam

Subject Created Date

Language Preference 72912026

Created By Last modified date

Community Partner Admin 7/29/2026

| Last modified by

Community Partner Admin

— —
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Resident’s My Plan

Lastly, within the Resident’s OneView, Community Partners have the ability to view
a resident’s referral history and open up their view of the platform, called the
Resident My Plan. The OneView detail page shows a snapshot of the resident'’s

n u

referral history, where referral counts by status — “New,” “In Progress,” and “Closed

—are shown.

To view the full details of the resident’s referral history, click “View My Plan.” This
view is the same view residents have when they log into the kynect resources
system themselves. Through this view, you can see details about the resident’s open
and completed referrals, as well as any resources they have saved to their account.

Additionally, Community Partners can print or email the resident’s My Plan on their
behalf. Selecting either of these options will generate a document version of all their
referrals, saved resources, and the attached directory information like addresses

and phone numbers.
« Backto OneView
- ; i s ——
My Resources 12 Displaying 12 results Ve @ 4
Haute
milton’
Completed Resources 2 *
Local Employment Office J Blorunaicn : incinnati
Suggested for Me Resume Review @ ! )
TNAMiles Added 6 days ago T i 2 - \
Saved Resources v Hoosier ” , Ashlands
NationallF orest ;
Needs Assessment ’ isville ;.o ()
Sl § OlLexingtan \
Local Food Pantry prL2 Y
5 Emsil My Plan Meal Vouchers e e RS
2.1Miles Added ¢ days ago @
@ Print My Plan X KENTUCKY o ’
gpaning Green N[QME“ : L <.
Local Health Cliic AP oN” b
Health Access Nuturing Development Services rksville 7 S 8
[
(HANDS) JoaN- | W
23.8Miles Added 60 days ago glenvigy ortcuts ” Map Tems. Report amap en
v
Local Health Clinic:
Supplemental Nutrition Assistance Program
(SNAP)
23.8Miles Added 60 days ago
~
KY Partrer
S—

— —
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Referral Management

Creating Referrals

Referrals are asks for help that are sent to an organization to request their
resources. Consent is not required to create a referral in kynect resources.

Referral via Client Search

The Client Search method is best when you know exactly what organization and
resource you want to refer a resident for. To begin, search for a resident within the

Client Search tab or find a resident on your Full Profile or My Clients lists. Click the
drop-down arrow in the “View” column and select “Create Referral.”

First, a prompt will appear asking if this referral needs to be marked as urgent.
After selecting “Yes” or “No,” the Create Referral screen will load with the resident’s
name and contact information prefilled. Enter the name of the intended
organization in the Organization field and select the correct organization from the
dynamic search results. Then, select which Location is preferential for the resident.
Please note that some organizations will only have one location, while others have
many throughout the state. Lastly, select the desired Resource that the organization
offers. You also have the option to select from your My Favorites list, which will fill
the organization, location, and resource fields. If desired, add a Referral Note that

may be helpful for the receiving organization. Click “Submit” and confirm the
included contact information for the referral to be sent.

k’yneé’t Q, Organization Q Resources Search By Category ~ Reforralin. (&) Lengusges
resources

EN ES

o Have a complaint about CHFS? Contact the Ombudsman 1-866-KYOMBUD | kyombud@ky.gov | auditorky.gov/kyembud

o Need assistance with a CHFS service? Contact CHFS Listens 1-833-372-0004 | CHFS.| istens@ky.gov | Contact Us

My « Backto Clant

ReforralInbox Create Referral

Referral Outbox

Resident Name Resident Email Address Resident Phone

Raferral Dashboard Jane Jam jansiam@yopmail.com (555) 4441234

Reports
Select from your favorites -
Client Search

My Favorites Organization Location Resource

Search Q  Mone v | None v
Organization
Resources
Staff

Referred by Email Address Phone

Community Partner Admin op shuatd sep1s 26@yopmail som (123) 456-7890

- -
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Referral via Resident Detail Screen

Similar to the Client Search method, making a referral from the Resident Detail
Screen is best when you are already working with a specific resident and know
which resource you would like to refer them to. This is especially helpful when you
are on the Resident Detail screen after responding to a previous referral and want
to make a follow-up referral. The “Create Referral” option is visible on both the
simplified Resident Detail screen and the expanded OneView.

After clicking the “Create Referral” button, a prompt will appear asking if this
referral needs to be marked as urgent. Then, with the resident’s information
prefilled, select the organization, location, and resource you want to refer to, or
select an option from your My Favorites list. Add a Referral Note if needed, click

“Submit,” and confirm the resident’s contact information to complete the referral.
Referral via Directory

The Directory method is best for when you need to search and discover an
appropriate resource before creating a referral for the resident.

Start by clicking the kynect resources logo in the top left corner to navigate to the
directory. Then, search the directory, either by tile, category, resource name or
organization name, to find a resource that matches the resident’s needs.

Filter by Resource Categories I . HOLISIng ~ G Springfield E 5 oColumbus
Al 4
= Find safe parking
+ Housing 2
Contact the 2-1-1 call center for additional assistance koL Lags T
« Food
« Employment : = :
Find a Rapid Re-Housing Program st KENTUCKY
« Transportation
OBowing Green
2] et ZeroV oCiarksville
- Refe il
| Financial Rapid Re-Housing Programs ©ONashville L
« Education 3.7 Miles b LENNESSEEgE N Sxtnewie
i i
~ Mental § Addiction Mermph ECHatancoga gy
el SHyntsville pos
e Arbor ‘.")th‘v'ul\ es m Google Keybosed shortcuts  Map s £2026 Goagle,MEQI  Ta)
2 Rapid Re-Housing Programs
25.4 Miles
Hours v
Open Today
See All Resources §
Open Weekends
Find low cost rental housing
Frankfort Housing Authority
Public Housing akl
31 Miles
v
Frankfort Housing Authority -
i P 3 Refer
Section 8 Housing Choice Vouchers
31 Miles
v
See All Resources &

Consider reviewing the full resource listing by clicking the resource title to ensure
that the resident matches any eligibility restrictions listed for that organization. If

- -
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you use this resource frequently, you can also add it to your My Favorites list from
this page. When you have found an appropriate resource, select the “Refer” button.

First, a prompt will appear asking if this referral needs to be marked as urgent.
After selecting “Yes” or “No,” the Create Referral screen will load with the
organization, location, and resource fields prefilled. Click the search icon next to the
Client Name field to pull up the Client Search window. Enter the first name, last
name, and date of birth of the intended resident and click “Select” next to the correct
resident. Add a Referral Note if wanted and click “Submit.” Confirm the resident’s

contact information and the referral will be sent.

— -, - -
kynect Q, Organization @, Resources Search By Category v ReferralIn... ELUWN -
Tesources

o Have a complaint about CHFS? Contact the Ombudsman 1-866-KYOMBUD | kyombud@kygov | auditoky.gov/kyombud

o Need assistance with a CHFS service? Contact CHFS Listens 1-833-372-0004 | CHFS Listens@ky.gov | Contact Us

« Dack
Create Referral
Client Name Client Email Address Client Phone
Q
L
Organization Location Resource
Zeroy x | ZeoV ¥ Rapid Re-Housing Progranms v
Notes
Referred by Email Address Phone
Community Partner Admin vl (222) 222-2222

Referral via My Favorites

The My Favorites method is best for users who have built up their My Favorites list

and have a resident in need of one or more resources on their list. The My Favorites
tab allows multiple referrals to be made for a single resident at the same time.

Navigate to the My Favorites tab, check the box for each desired resource, and click
“Create Referral(s).” The Create Referral screen will show each resource selected.
Click the search icon next to the Client Name field to pull up the Client Search
window. Search for the intended resident and click “Select.” Add a Referral Note if

needed, and that note will be sent to each selected organization. If a note needs to
only go to one agency, complete that referral separately. Confirm the resident’s
contact information and the referral(s) will be sent.

- -
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Tesources

Q Resources

Search By Category +

s
Referral In... 2) enes

=

Client Phone

Resource
Mentoring Programs
Tutoring Services

Youth/Student Support Groups

Referral Inbox « Beck
Referal Cutbos Create Referral
Referral Dashboard

Client Name: Client Email Address
Reports

Q
Client Search
My Favorites Organization coation
‘Organization Step by Step Step by Step
Rescurces Carnegie Center Carnegie Center
Arbor Youth Services Arbar Youth Services

Staff

Notes

Referred by Email Address Phane

Communi Admi 3.sfuataemaiin (222) 222-2222

1

Managing & Closing Referrals

When opening a received referral from the Referral Inbox tab, there is various

information and multiple tools provided to assist with the referral closure process.

Referral Detail Screen

In the Referral Inbox, select the drop-down arrow in the “View” column next to a

referral to open and view the Referral Details screen. Community Partners may use

the listed phone number or email address to conduct outreach and respond to the

referral to serve the resident’s needs.

« Back to Referral Inbox
.
Referral Details: REF-#####4# Save
Referral Source Information
@ Resident D Phone Number -5 Email Address
B jane Jam (555) 444-1234 janejam@yopmail.com
=t Referral Date E Referral Source @ Referral Made By
7/28/26 O daysago A Jane Jam
Referral Information
Resource Name UWw Action Taken
Referral Payment Assistance No
Status Assigned to
Mew ¥ Unassigned
Notes | AddNote
Subject Description Created By Created Date Modified Date
First Contact First phone call made toresiden..  Community Partner Admin 7/28/2026 7/28/2026 -

— -~
kynect resources
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Changing Referral Statuses & Assigning Referrals

Updating the referral status on the Referral Details screen is an important part of
the referral closure process. When editing a referral status, there are three statuses

n ua

available to choose from: “New,” “In Progress,” or “Closed.”

All referrals have the “New” status when they are first sent, and once an
organization has begun working on a referral, the status should be moved to the “In
Progress” status. “In Progress” means the Community Partner is taking steps to
contact the resident and provide services. Marking the referral as “In Progress” also
lets United Way Referral Specialists know that your organization has begun
assisting the resident for that referral.

Additionally, when starting to work a referral, use the “Assigned To" field to assign
the referral to a specific user. It is good practice to assign all referrals, even to
yourself, so that all reports and metrics are correctly linked.

Changing the status to “Closed” begins the final Referral Closure steps. Be sure to hit

“Save” in the top right corner after making any changes on the Referral Detail

screen.
United Way Referral Assistance

The “UW Action Taken” indicator lets you know if United Way Referral Specialists
have attempted to reach out to the resident yet for this referral. If this indicator is
“Yes” and the referral status is still “In Progress,” that may mean the UW Specialists
were unsuccessful in reaching or helping the resident, and you can still reach out to
the resident to close the referral. Alternatively, if a referral was over 14 days old
and no users in your organization had changed the status to “In Progress,” you may
see this indicator marked as “Yes” and the referral status marked as “Closed by UW.”

Referral Notes

Notes can be attached to a referral when the referral is created, being worked on, or
closed out. Referral Notes can help record-keeping, like leaving a note each time a
contact attempt has been made. Be sure not to include Personally Identifiable
Information (PII) or any health information protected under HIPAA within a Note.
Notes attached to a referral are solely related to that specific referral and not the
Resident’s profile, unlike Resident Notes.
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Referral Closure

The “Closed” status indicates the referral has been completed and no further
outreach needs to be done. After changing a referral status to “Closed,” click the
“Save” button in the top right corner of the Referral Detail screen. This will prompt a
few follow-up questions about the outcome of the referral.

Tell us about your experience

*How was your experience with the resident?

. l { .

*Was the resource provided?

None -

Additional Comments

Cancel

First, select whether your experience with the resident was positive or negative,
then select whether the resource was provided or not. If the resource was not
provided, a second field will appear and ask for you to select the reason why the
referral was not provided, with options like “Unable to Reach Resident,” “No
Funding Available,” and more. Please note that marking a referral as “Resource Not
Provided” does not negatively impact the organization or remove the referral’s
eligibility from the Incentive Initiative. Lastly, leave any Additional Comments

regarding the closure of the referral and hit “Submit.”

— —
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Assessments

Conducting the Needs Assessment

In the kynect resources system, Community Partners can conduct a Needs
Assessment for residents, based on the Social Determinants of Health (SDOH)
framework. Consent is required to conduct an assessment or to view the resident’s
Assessment History. The OneView page will also display a pop-up message if it has

been longer than six months since the resident has last taken the Needs Assessment.

From the Resident OneView Screen, users can click “Assessments,” and then click the

“Get Started” action button to begin the Needs Assessment. Start by entering the
resident’s city or zip code so that the assessment results will populate relevant
resources close to the resident, and the select “Next” to begin.

k}neét Q Organization Q, Resources Search By Category ¥ Roderriding

EN ES

Referral Inbox Needs Assessment

Referral Outbox

Referral Dashboard
Lets start with some basic information.

Reports ‘Well use this to show resources that are closest to you.

Client Search Frankfort, K 40601, USA X
My Favorites
Organization

Resources

Staff

9

Assessment. Most questions have multiple detailed answers, but some questions

There are currently 18 Social Determinant of Health Questions in the Needs

only ask whether or not the resident is looking for assistance as to avoid collecting
sensitive information. Any question can be skipped if the resident does not feel
comfortable answering by selecting “Next” with no selection made. At least 10 out of
the 18 questions must have an answer for the assessment to be completed. Click
“Submit” on the last question screen to finish the assessment.

- -
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Q, Organization Q, Resources Search By Category

kynect

o Have a complaint about CHFS? Contact the Ombudsman 1-866-KYOMBUD | kyombuel@ky.gov | auditorky, gov/kyombud

Referral In...

° Need assistance with a CHFS service? Contact CHFS Listens 1-833-372-0004 | CHFS Listens@ky.gov | Contact Us

My Workspace ¢ Back o Surveys

sl Needs Assessment
Referral Outbox

Referral Dashboard

Reports —

Client Search

1. Which best describes your housing situation?
My Favorites
| do not have stable housing

Organization
() 1am temporarily living with a friend or family member

Resources () Iam currently not paying my rent/mortgage and in danger of eviction

Staff () 1am paying my rent/mortgage, but it is unaffordable (over 30% of income)

() 1am currently utilizing a rent/mortgage assistance program

() | pay my rent/mortgage without difficulty

[ | N

Question 10of 18

Assessment results are displayed to indicate the risk level:

o “Stable” with a green checkmark
o “Important” with a yellow caution sign
o “Critical” with ared square
Referral Inbox 9 For ® Tfkenbr', aese  Date Taken:
e S Jane Jam Community Partner Admin B8/11/2026
Referral Dashboard
_— Needs Assessment Results
Client Search ©Q crimicaL Q© smasLe
My Favorites _ 7 rmems . ) & mems )
High priority: Take care of these as soon as you Consider seeking help for these when you can. ‘You do not need to worry about these right now.
Organization ook
Resources
Staff

Action Steps
There are thousands of resources that can help you and your family.
Help is available today. Just review the list and start with one resource at a time.

© Mental Health

Connect with a crisis intervention hotline

Fresh Start Frankfort Simon House
Crisis Intervention Hotlines/Helplines

0.5 Miles

Crisis Intervention Hotlines/Helplines
0.8 Miles

v ~

Create Referral(s)

A

9

On the Assessment Results screen, users can review the resident’s individual

responses and navigate through the suggested resources based on the Assessment

results. You can select one or multiple resources on this page

and click “Create

Referral(s)” to immediately make a bulk referral for the resident’s needs.

— —
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Account & Organization Settings

User Account Settings

When a user needs to update their account settings, they can navigate to the
Account Details page by clicking the user icon at the top right corner of any screen
and selecting “Account.” On this screen, the user can update their email, phone
number, and Primary Location.

Kynect Q Organizstion Q Resources Search By Category v Referralln.. (& ;"“;’;9"’

o Have & complaint about CHFS? Contact the Ombudsman 1-866-KYOMBUD | kyombud@ky.gov | auditor ky.gov/kyombud

o Need assistance with a CHFS service? Contact CHFS Listens 1-833-372-0004 | CHES Listensi@ky.gov | Contact Us

Account Details

First Name
Community Partner

Last Name
Admin

* Email Address

communitypartner@gmil.com

* Mobile Phone:
(222) 222-2232

* Primary Location

Traci Garden Location v

Receive Referral Notification Emails

Referral Notification Emails

By default, organizational users who have completed onboarding receive emails
when a referral has been sent to the organization’s inbox. Alerts are encouraged to
be kept on, when possible, but there may be times when a user finds it necessary to
turn off referral alerts. Each user can individually toggle referral emails on and off
in their account settings.

To toggle referral alerts, navigate to the Account Details page by Click the toggle for
Referral Notification Emails on or off, as desired, and click “Save” in the top right
corner.

If you are not receiving emails and have the referral alerts turned on, check your
junk and spam emails for messages from kynectresources@chfsmail.ky.gov. Some

organizational firewalls may also block unknown emails, so please check with your
organization’s IT department to ensure that the emails can be received.

— —
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User Agreement

Users can review the Community Partner User Agreement or the Individual User
Terms for using kynect resources at any time under account settings. Click the user
icon at the top right corner of any screen and select “User Agreement.” Please note
that no changes can be made on this page and these terms are what is agreed upon
when creating a kynect resources account.

Adding, Editing & Removing Staff

Community Partner Admins have the ability to add, update, and remove users from
their organizational account within kynect resources on the Staff tab. The Staff tab
is only accessible to Admin users and contains a table will all users associated with
the organization.

kynect Q, Organization Q, Resources Search By Category ~ Rsfaradin:. 2 Languages:
e ’ EN ES
o Have a complaint about CHFS? Contact the Ombudsman 1-866-KYOMBUD | kyombud@ky: gov | auditor.ky.gov/kyombud
o Need assistance with a CHFS service? Contact CHFS Listens 1-833-372-0004 | CHES Listens@ky.gov | Contact Us
My Workspace
Team All Locations v Search by Name or Email Add User
Referral Inbox
Referral Qutbox First ‘ Lant Pri 5 R Phone No. s View
Referral Dashboard Charies Smith Main Location Staff (788) 388-3838 Active
Reports Danielta Sanos Main Location Admin (569) 875-5555 Active
Cliont Search Greg Lopez Second Location Admin (459) 874-5698 Active
P Henrick Walden Main Location Admin (222) 222-2222 Active -
My Favorites
Jenika Littie Second Location Admin (456) 987-7444 Inactive
Organization
Madison South Main Location Staff (456) 987-4566 Active -
Resources
Marcus Dean Main Location Staff (123) 456-7890 Inactive -
Staff
Raul Nigam Second Location Staft (123) 456-7890 Inactive
Tiffany George Main Location Staff (123) 456-7890 Activ
Xiao Wu Second Location Staff (456) 983-8884 Xia0 WECOMpary.org Active -
Load More q

To add a new user, click the “Add User” button on the top right corner of the Staff
tab. On the Team Member Details screen, enter the contact information for the user,
preferably using the individual’s work email address and phone number. Next,
select the Primary Location for the team member out of your organization’s listed
Locations. Then, choose a Permissions level for the user.

o Both Staff and Admin users: Create, manage, and close referrals; search for

and view resident profiles; request resident consent; conduct assessments

— —
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o Only Admin users: Add, edit and remove staff; edit organizational settings;
toggle resource visibility

Team Member Details x
Contact

* First Name: * Last Name

* Email Address * Phone Number

User Details
* Primary Location * Permissions

None v None v

* Status.

Active -

[ Cancel l Save

Please note that there is no limit for the number of users that may be added to the
account, and it is recommended to have more than one Admin in case of unexpected
staff changes.

After clicking “Save,” the added user will receive a Welcome email with the next
steps to complete the Account Creation process. This link is time sensitive and must

be acted upon within 24 hours. If the added user does not create their account in
time, Admins have the ability to retrigger the Welcome email up to two more times,
by clicking the drop-down arrow in the “View” column for the user and selecting
“Retrigger Email.”

Editing & Removing Staff

To edit user details or to remove access, use the drop-down arrow in the “View”
column for the selected user and click “Edit.” On the Team Member Details screen,
edit the contact fields as needed and use the drop-down arrows to assign a different
Primary Location, change Permissions level, or Status. Click Save to apply the
changes or edits.

To remove staff from access to the organization’s kynect resources account, simply
change the user’s Status to “Inactive.” Inactivating users who are no longer with the
organization or team is important for security and Admins will receive email

— —
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notifications when a user on their team has not been active in the last six months.
Please note that users who did not complete the account creation process will still
populate on the Staff list, but Admins will not be able to edit their status or
inactivate them.

When a user with Staff Permissions needs to be changed to Admin Permissions, the
member must first be temporarily deactivated by the Admin using the Status field.
The Admin may then re-Add User and assign the Admin Permissions.

Updating Organization & Location Information

Community Partner Admins have access to the “Organization” tab, which displays
all current information in the directory about the organization and its locations. All
displayed information is based on the United Way directory, as it is the shared basis
for the kynect resources system. To make changes to any greyed out organizational
details, please contact United Way by calling 2-1-1 or emailing your assigned UW
Referral Specialist.

o Need assistance with a CHFS service? Contact CHFS Listens 1-833-372-0004 | CHFS Listens@ky gov | Contact Us

My Workspace

Referral Inbox Organlzation .

To change Organization information, dial United Way 2-1-1

Referral Outbox

Referral Dashboard Contact Information Physical Address Lead Point of Contact

Reports * Legal Name Street Name
Client Search TestAcoount 8 Mill Creek Park

My Favorites Commonly Used Name City Email Address
Organization

B Website State Phone

Staff
Phone Number Zip Phone Extension

Email Address Status LA

Anonymous Referral
Referrals sent will appear anonymous to the receiving
‘organization, but will be tracked internally by your
organization for reporting purposes.

There are two organizational settings that are specific to kynect resources and can

be changed on the Organization tab. Firstly, there is a toggle to mark your
organization as offering its services Statewide. Checking the “Statewide” indicator
will make your organization’s resources populate in search results regardless of the
zip code or city that a resident inputs with their search.

- -
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Secondly, the “Anonymous Referrals” indicator allows organizations to send
referrals without their organization name attached to the referral. This is
particularly useful for organizations related to sensitive issues such as domestic
violence or substance abuse, where sending a referral with the organization’s name
attached could indirectly expose the residents’ need for assistance with these issues.

After adjusting either of these settings, be sure to click the “Save” button on the top
right of the Organization tab.

Toggling Resource Visibility

The final tab that Community Partner Admins have access to is the Resources tab.
On this page, Admins can view all resources that their organization has within the
directory and each resource can be individually toggled to receive referrals or not.
Click the drop-down arrow in the “View” column and click “Allow/Disallow
Referral” to toggle the referrals on or off.

2

I@ne&t Q Organization Q Resources Search By Category v R E:'EE‘:G“

o Have a complaint about CHFS? Contact the Ombudsman 1-866-KYOMBUD | kyombud@ky. gov | auditor ky.gov/kyombud

o Need assistance with a CHFS service? Contact CHFS Listens 1-833-372-0004 | CHES. istens@ky.gov | Contact Us

My Workspace
Resources

Referral Inbox
oo [ N Mo Rt v
Referral Dashboard Food Pantry Food Food Pantries No v
Reports Meal Vouchers Food Low-Cost Meals Yes
Client Search
My Favorites
Organization
Resources
Staff

.

If the toggle is switched to disallow referrals, the resource will remain visible in the

directory for awareness but will feature a “Save” button instead of a “Create
Referral” button, allowing residents to save the resource for future reference in
their account. These toggles can be flipped as the organization’s capacity changes or
left indefinitely.

If a resource needs to be completely removed from the directory, please contact
United Way by calling 2-1-1 or emailing your assigned UW Referral Specialist.

- -
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Incentive Initiative

The Incentive Initiative is a program that provides funding for onboarded, not-for-
profit organizations for activity they complete in the kynect resources system.

Participating organizations must be confirmed as non-profits by both United Way
and the kynect resources team and must be actively providing support services and
programs within the Commonwealth of Kentucky. This information is pre-
identified, and organizations do not need to register to participate. Organizations
also do not need to report any activity for participation, as monthly activity
monitoring is conducted via kynect resources system reports and payments are
distributed by United Way of Kentucky monthly, either by check or direct deposit.
Regular system monitoring is also conducted to identify suspected fraudulent
activity, and organizations or users with suspicious activity may have their access
limited or revoked.

Current Incentive Initiative guidelines were established in June 2023 and may be
modified or ended at any time.

Onboarding

Organizations with at least one onboarded individual receive a one-time payment of
$100. An organization can only receive one Onboarding incentive, and additional
added staff do not receive additional payments.

Referral Closure

Organizations receive $10 for each referral closed by their staff in the kynect
resources system. Referrals must be closed within a reasonable time to serve the
resident. Referrals that expire or are closed by United Way Referral Specialists will
not receive the incentive.

Assessments

Organizations also receive $10 for each Needs Assessment conducted. At least 10 out
of the 18 total questions must be completed for the assessment to be considered
complete. Assessments should be administered if a resident has no previous
assessment history, when a resident has experienced a major life change since
previous assessment, or if it has been more than six months since the previous
assessment was conducted.

kyne&t resources
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