
 
 
 

Agent/kynector Job Aid –  

How to Use the Agent/kynector Portal 

In this job aid, please find helpful tips and processes for getting the most out of the Agent/kynector 
portal. Included are the steps for the following processes: 

• Navigating the Agent/kynector portal  
• Accessing your inbox to read your messages and notices  
• Accessing Fact Sheets and other resource materials 
• Starting an application as an individual and employer 
• Using the pre-screening tool to show individuals plans they might be eligible for and how to use 

the Plan Comparison Tool 
• Accessing contact information on kynect 

For instructions on logging onto your Agent/kynector dashboard, please refer to the Kentucky Online 
Gateway Quick Reference Guide. 
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Step Action 
Quick Links Overview 

 

There are many helpful links to use under Quick Links. You can: 
• Click Inbox to read the messages and notices in your inbox  
• Click kynect Resources to access resource material like Fact Sheets and the events 

calendar. Fact Sheets are your first place to look for answers to quick questions. 
• Click Initiate an Application for a Citizen to start an application for an individual  
• Click Initiate an Application for an Employer to start an application for an employer  
• Click Pre-Screening to show individuals what plans they might be eligible for and 

how to compare plans using the Plan Comparison Tool  
• Click Contact the kynect to look up contact information  

 

 
 
 
 
 
 
 
 
 
 

Please Note: Unless you want to complete an application for an individual or employer, please do 
NOT click on the Initiate Application links. You can help individuals see what plans they might be 
eligible for and how to use the Plan Comparison Tool using the Pre-Screening Tool. This way, 
unnecessary applications are not started and abandoned in kynect. 

Click Inbox to read the messages and notices in your inbox.  

Click kynect Resources to access resource material like Fact Sheets and 
the events calendar. 

• Click Initiate an Application for a Citizen to start an application for 
an individual. 

• Click Initiate an Application for an Employer to start an 
application for an employer. 

• Click Pre-Screening to show individuals what plans they might be 
eligible for and how to compare plans using the Plan Comparison 
Tool.  

  Click Contact the kynect to look up contact 
information. 
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Step Action 

To see all of your details, click View All to the right of My Details. 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

Here, you can see all of your personal and organization information, such as email address, phone 
number, and address 

 

Click View All to see 
all of your details.  
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Updating Your Account 

1. You can make any neccesary updates through the Kentucky Online Gateway (KOG) portal using 
the link provided.  
 

 
 
 

2. After accessing KOG through the link displayed above, click My Info to edit your information. 
After you save your updated information, there will be a link redirecting you to kynect. 

Click the link to make any necessary updates 
through the Kentucky Online Gateway (KOG) 
portal. 

4 of 10 
 



 
 
 

 

  

Viewing Your Individuals 

1. To see a list of all the individuals you are assigned to, click View All to the right of Search for 
Your Customers. Scroll down to see the list and details, such as application status, associated 
with your individuals. 

 

Click View All to see a list of all the individuals you 
are assigned to.  
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Step Action 

2. Here, you can see a list of all of the individuals you are assigned to as an Agent or kynector. 
The details shown include Customer Name, Application/Case Number, Phone number, 
Email, Application Status, Application Submitted Date, Last Updated Referrals, and who they 
were assisted by. You can click on the Customer Name to access his or her application. 

 

View a list of all of the individuals you are assigned to as an Agent or kynector. 
Click the individual’s name to view more information.  
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Step Action 

Your Messages 

Click on the Messages tab to read your messages and notices. 

 

Click the Messages tab to read your 
messages and notices.  
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Step Action 
 

Click on the Settings tab to View Your Settings 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click the Settings tab to view 
your settings.  
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Step Action 
Uploading Verification Information 

Select an individual you would like to upload documents for and click Upload. 

 

 
 

 

Click Upload  to upload a document. 
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Step Action 

 
 
 

 

 

 

• Select the name of the individual you are 
uploading verification for 

• Select the type of proof you are providing 
• Select the document type 

 

 

Click Upload Document  
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