
 
 
 

Agent/kynector Job Aid –  

Reporting a Change  

In this job aid, Please find steps to reporting a change as an individual. In addition, this job aid also 
includes steps to reporting a change for an individual as an Agent/kynector.  

To report a change as an individual, please follow the below steps:  

• Navigating through kynect 
• Making different types of changes, such as reporting a change of address and/or income; or 

reporting a death, birth and/or divorce. 
• Submitting your changes  

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

Step Action 
1. From your Agent/kynector dashboard, click Report Change in Circumstances to report your 

changes. 

 

 
 

Step                                                                               Action 

Click Report Change in 
Circumstances to report 
your changes. 
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2. Select the changes  you want to make and click Continue. Available changes in circumstance 
include reporting a change of address and/or income; or reporting a death, birth and/or divorce. 

 

 
 

3. Complete the required information and click Submit. 

 

 
 

Step                                                                        Action 

Select the 
corresponding box(es).  

Click Continue to go 
to the next step.  

Enter your First Name 
and Last Name here.  

Click Submit to continue.  
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4. Now, you have successfully changed your information. You can print the application if 
necessary.  

 

 
 
 
 

 

Click Print Application if you would 
like to print your application.  
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To report a change for an individual as an Agent/kynector, please follow the below steps:  

• Navigating the Agent/kynector portal  
• Searching for an individual  
• Reporting the changes for the individual 
• Submitting the changes  
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Step Action 

3 

Enter the search criteria and click Search to find the individual.  
There are different ways to search for an individual. You can search by:  

• The individual’s first name, last name, role, status, application submitted date, and 
RFI due date; 

• The application ID or case number; and/or 
• The Agent or kynector’s name associated with the application. 

  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Enter the search criteria and click Search to continue.  
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Step Action 

4 Click on the individual’s name to continue. 

            
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
        
 

 
                        
 
 
 
 
 
 
 
 
 
 
 
 

5 Click on the Report a Change in Circumstance link.    

 

         

Click on the individual’s name to continue.  

Click on the Report a 
Change in 
Circumstance link.  
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Step Action 

6 
Ask the individual what changes he or she would like to report and check the corresponding 
boxes. Click Continue.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Action 

5. Help the individual complete the required information and click Submit.   

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Check the box(es) to select the 
change type(s).   

Click Continue to go to the 
next step.  

Click Submit to go to the 
next step.  

Check the boxes and enter 
your First Name and Last 
Name.  
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Step Action 

9. Now, you have successfully helped an individual report changes in his or her circumstances as an 
Agent/kynector. You can print out the application if necessary.    

 

 
 
 
 

Click Print Application if you would 
like to print your application.  
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