Agent/Kkynector 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:

e Navigating through kynect

e Making different types of changes, such as reporting a change of address and/or income; or
reporting a death, birth and/or divorce.

e 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.
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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.
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4. Now, you have successfully changed your information. You can print the application if

necessary.
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To report a change for an individual as an Agent/kynector, please follow the below steps:

e Navigating the Agent/kynector portal

e Searching for an individual

e Reporting the changes for the individual
e Submitting the changes
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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.

Browse Plans

Learn More

Welcome Joan Innocent |

ut | About | Help | ENGLISH ¥

My Account

# overview Messages £L¥ settings

Quick Links My Details
Announcements Your ID:
0) Urgent M

Organization:

0) Unread
Message Center Coverage Area:
Inbox
Material

kynect Resources

Applications

Initiate an Application for a
Individual

Initiate an Application for an
Employer

Pre-Screening

Contact Information

Get Help

2606
VTC Xxfrght Ceidbgabk

BELL

View All

Enter the search criteria and click Search to continue.
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Use any combination of fields below to search through all customers associated with your organization.
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4 Click on the individual’s name to continue.
Click on the individual’s name to continue.
JAMED COOL Not Available jamed@gmail.com  Partial Application  04/05/2014 04/05/2014  Evan Lilie
200000392 Referrals
PRINT APPLICATION | Not Available printapplication@ya Partial Application ~ 04/05/2014 04/05/2014  Evan Lilie
hoo.com
200000615 Referrals
MOLLY WILL (387) 243-8743¢0 ds2bsd@sdj.bdc Partial Application 04/05/2014 04/05/2014  Evan Lilie
200000386 Referrals
MINNU GUNJIKAR | Not Available Not Available Partial Application ~ 03/20/2014 03/20/2014  Evan Lilie
100101809 Referrals
HEMA LATA Not Available Not Available Partial Application ~ 03/15/2014 03/15/2014  Evan Lilie
200004584 Referrals
<< 2 3 4 5 6 7 8 9 10 > Export Search Results

Too many search results have been found. You can click the double arrows to view more results or enter additional search
criteria.

5 Click on the Report a Change in Circumstance link.
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Ask the individual what changes he or she would like to report and check the corresponding
boxes. Click Continue.

ISomeone in my househol

[There has been a death in my household.

There was a recent change in my household size due to someone getting divorced.

IThere was a recent change in my household size due to someone moving out of the household.

ISomeone in my household recently gained a dependent through birth or adoption.

[F] §fSomeone in my household has recently moved.

ISomeane in my household will either lose Employer Sponscred Health Insurance in the futurg

iSomeane in my household has a reason to repart a change that is not listed in the reasons sh|

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

[Someone in my household has recently been released from or has entered prison.

[Someone in my household has had a recent change in dtizenship or lawful presence status.

Click Continue to go to the
next step.
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5. Help the individual complete the required information and click Submit.
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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.

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