KARES Web Portal User Guide and
Training Manual

Kentucky Applicant Registry and Employment Screening (KARES) Web Portal has been developed to
assist long-term care (LTC) providers perform registry checks and process fingerprint-based background
checks in an efficient and effective manner, as required by regulation 906 KAR 1:190.
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Kentucky Applicant Registry and Employment Screening (KARES) Web Portal

Return to TOC

The Kentucky Office of Inspector General (OIG) has developed a web-based service that will increase the

efficiency and effectiveness of performing licensing, registry and fingerprint-based background checks

on applicants for employment at long-term (LTC) care settings. The KARES Web Portal can also help

providers store applicant records and forms associated with these critical pre-employment checks.

The KARES web portal allows users to:

1.

vk oW

Enter new applicants into the system;

Perform registry checks more efficiently;

Request state and national criminal history background checks;

Manage and track provisional employment dates;

Review comments associated with criminal history background checks; and

Access criminal history fitness determinations associated with applicants for employment.

Creating a KARES User Account

Return to TOC

Before using the KARES Web Portal, a Kentucky Online Gateway (KOG) user account will be
needed. Some users may already have a KOG account, most will not. Any user who has a
KY.gov email account will need to contact the KARES Helpdesk prior to creating the KOG
account. For those who do not have an email address ending in KY.gov follow the steps below:

Go to https://kog.chfs.ky.gov/home/ and click on the ‘Create Account’ button.

Kentucky Heln | (oLl

Online Gateway

Gateway LOg In Don't already have a

Login with your Kentucky Online Gateway Account. Kentucky Online Gateway Citizen Account?

Create An Account
WARNING

This website is the property of the Commonwealth of Kentucky. This is to
natify you that you are only authorized to use this site, or any information
accessed through this site, for its intended purpose. Unauthorized
access or disclosure of personal and confidential information may be

Username or Email Address Forgot Usermname?

Password Forgot Password?

punishable by fines under state and federal law. Unauthorized access to
this website or access in excess of your autherization may also be

LA criminally punishable. The Commonwealth of Kentucky follows
applicable federal and state guidelines to protect the information from
misuse or unauthorized access

Resend Account Verification

Email
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3. Complete the profile form and submit.

Please lete your ky Online y Profile

Please fill out the form below and click Submit when finished.

State Kentucky j
[Engish =l
In what city were you born? (Enter full name of city only) =l
Question What was the name of your first pet? =

=]

4. Email verification will be sent to the user. Click this link only if the user did not receive an email.

Please complete your Kentucky Online Gateway Profile

verify your a int. If ema as received « here.

5. Go to the email account specified and click on the link provided in email to activate the user
account.

test kares (test kares),

This email is to help you complete the last step of account set-up. Your new Citizen account Username is:

test.kares

Click on the below link now, to activate your account. /
https-/lkogideinternal. chisinet.ky gov/publicfwlink/?linkid=f3f3001e-0504-45¢2-8e21-baZc1abJac2d

After you have entered your security answers, you may Click here to sign in.

Click here for Help Desk contact information
Kentucky Online Gateway

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

Privacy Motice: This email message is only for the person it was addressed to. It may contain restricted and private information. You are
forbidden to use, tell, show, or send this information without permission. If you ara not the person who was supposed to get this message,
please destroy all copies.
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6. Activation will require the user to answer two security questions.

Validate New Account

To 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

Verify Account

7. Activation completed.

Validate New Account

Success

Your account was successfully created. Please click HERE to access Kentucky Online Gateway and request additional

8. To access, return to https://kog.chfs.ky.gov/home and sign into Gateway account.

9. Once logged on, click on Request Access to another application link at the bottom. In most
cases the Application Name field will be empty under the “Your Application” Menu.

test kares, Welcome to Kentucky Online Gateway

Your Applications

These are the applications you have been granted access to. Need to access a different application? [Request access here].

Application Name

SNAP Web Portal
Supplemental Nutrition Assistance Program (Formerly Food Stamps)

> Request Access to another application. /
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10. Type KARES in the search filed and search for the KARES application, then click Select button.
Note: these screenshots were taken from the preproduction system; the live version will not say

KARES (TEST). Do not type KARES (TEST) in the search field.

Kentucky Welcome test kares | My Account | Logout | Help
Online Gateway IDE

New Request My Requests

Request Application Access

Select An Application

Select an Application you wish to be granted Access to:

Kkares Search 2 Citizen Applications B Business Partner Applications

Application Audience /
KARES (TEST) Citizens, Business Partners m

Program for National and State Background Checks for Direct Patient Access

Employees of Long Term Care Facilities and Providers.

11. For best results, enter the first word of the Facility Name and select the facility type from the
drop down list. Then, click search to find the correct facility.

a. Ifunable to locate correct facility, remove the Facility Name information and search by
County and Facility Type.

b. If still unable to locate, contact the KARES Helpdesk for assistance.

Kentucky

Online Gateway IDE

Welcome test kares | My Account | Logout | Help |

New Request My Requests

Request Application Access

o ®

Ar

Application Select Roles

— Search for the businesses / facilities for this request. {
Business / Faciltiy Name
Business / Facility Type -

Business / Facility State

Select an

Kentucky

[ETlj[E

Business / Facility County

|— Business / Facility
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12. Click the “Add” button next to the correct Provider.
Request Application Access

o ®

Select an Application Select Roles

r— Search for the businesses / facilities for this request.

Business / Faciltiy Name | ‘

Business / Facility Type | Family Care Homes ﬂ‘
Business / Facility State | Kentucky ﬂ‘
Business / Facility County | j‘

— Business /[ Facility

Business [ Facility Role Name

ADAMS FAMILY CARE HOME 252200 FCH Provider m

ADAMS FAMILY CARE HOME 252632 FCH provider m

AKERS FAMILY CARE HOME FCH Provider m

ATWOOD FAMILY CARE HOME FCH Provider m

BAKER FAMILY CARE HOME 251442 FCH Provider m
12345678910...

4 Previous m

13. Additional facilities can be added if needed, or if all required facilities have been requested, click

the ‘Next’ button.

— Business / Facility

Business / Facility Role Name

ADAMS FAMILY CARE HOME 252200 FCH Provider m

ADAMS FAMILY CARE HOME 252632 FCH Provider m

AKERS FAMILY CARE HOME FCH Provider m

ATWOOD FAMILY CARE HOME FCH Provider Add

BAKER FAMILY CARE HOME 251442 FCH Provider m
12345678910...

—Requested access

Business [ Facility Role Name

ADAMS FAMILY CARE HOME 252200 FCH Provider

v S Ve
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14. Submit request.
Note: These screenshots were taken from the preproduction system; the live version will not say

KARES (DEV).

Request Application Access

o o /] @

Select An Application Select Roles Role Prerequisites Confirm Changes

Confirm Request

Requested Application Requested Role Requested Action

KARES (Dev) Provider Add to Role

Submit Request /

15. Request is submitted and will need to be approved by the KARES Helpdesk.

New Request My Requests

My Authorization Requests

Results1-1of1

Date Created Requestor Requested Status

10/25/2013 7:01:41 AM  test kares test kares Pending Action View Details

16. On approval, email notification is sent.

test kares (test kares),
A Request test kares was approved Click here to see this Request.
You received this email because you asked for this change, or you are the supervisor of this employee. No actions is needed.

Click here for Help Desk contact information
Kentucky Self-Service Gateway

NOTE: Do not reply to this email. This email account is only used to send messages.
Privacy Notice: This email message is only for the person it was addressed to. It may contain restricted and private information. You are

forbidden to use, tell, show, or send this information without permission. If you are not the person who was supposed to get this message,
please destroy all copies.
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17. Click on My Account to view when the password will expire.
a. Update account information in My Info.
b. Change the password by clicking Change Password.

Kentucky Welcome Kares Test | My Account | Sign Out | Help | m

Online Gateway
My Info My Credentials My Agreements  Change Password Change User Name

Account Home

Good Morning Kares Test.

Please select a button above to view or edit your account.
Password Last Modified:  10/25/2013

Password will expire in 89 days.

18. It is important to remember to bookmark the Kentucky Online Gateway using the following web
address only: https://kog.chfs.ky.gov/home/
a. Ifan error is received while attempting to log into the Kentucky Online Gateway or
KARES Web Portal, check the web address bookmarked and replace with
https://kog.chfs.ky.gov/home/

Logging into KARES

Return to TOC
1. Access the system at the web address: https://kog.chfs.ky.gov/home/
The user will be taken to the Kentucky Online Gateway to log on to the KARES Web Portal.

2. When creating the bookmark for the Kentucky Online Gateway, use this web address only. If an
error message is received while attempting to log on, check the bookmarked web address and
replace with https://kog.chfs.ky.gov/home/ if necessary.

3. Most users will select I am a Kentucky Citizen or Business Partner Sign In.

4. |If the user is a Kentucky CHFS contractor, employee, agent or vendor and not automatically
signed in; select CHFS Sign In.
Kentucky e | TS|

Online Gateway

A8 contactus

Welcome to the CHFS network.

Please select the account type you have in the system.
| am a Kentucky Citizen or Business Partner
1 already have an account Need to create a Citizen account?

Create Account

— 1 have a CHFS Network Account

‘ 1 am a CHFS contractor, employee, or agent/vendor

Note: Internet Explorer version 8.0 or higher is needed for the system to run properly.
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If the user has not already created a user account, the user will need to select Create Account
and follow the instructions found in the Creating KARES User Account section of this guide.

5. Enter the username or email and password chosen when the user account was set up through
the Kentucky Online Gateway (KOG), and then click Log In.

Kentucky

Online Gateway

Gateway Log In Don't already have a

Login with your Kentucky Online Gateway Account. Kentucky Online Gateway Citizen Account?

Thits website is the property of the Commormwealth of Kentucky. This is to notify
F— et Paond? ou that you ae anly authorized to use this ste, or ary isdormation accessed
- thecagh this site, for its intended purpose. Unsuthoried access or disdosure of
| ‘personal and confidentisl information may be punishable by fines under state and
federal law. Unauthorized access to this website or access in excess of your
m athonization may s be cminglly punhable. The Commemwealth of Kertucky
follows applicable fiederal and state guidelines to protect the information from

misuse or unauthorized access.

Usarnama er Fmail Addrass. Forgot Usarnama?

Resend Account Verification Fmall

smmaonwealth of Kentucky.

6. The user will be taken to the Application screen showing a list of all applications they have been
given access to. Click the link to the application desired.
Note: These screenshots were taken from the preproduction system; the live version will not say
KARES (DEV).

Kentucky Welcome Kares Test | My Account | Sign Out | Help

Online Gateway

Kares Test, to Online

Your Applications

These are the applications you have been granted access to. Need to access a different application? [Request access here].

Application Name
>
KARES (Dev)

Program for National and State Background Checks for Direct Patient Access Employees of Long Term Care Facilities and
Providers.
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Requesting Additional Facility Access

Return to TOC

Certain facilities may require access to multiple locations. When this is the case, the existing account
can request access to add additional facilities to the current user account. The user may also request
access to multiple facilities at initial account creation.

1. After signing into the Kentucky Online Gateway, click the link “Request Access to another
application”.

2. Follow the same procedure found in Creating a KARES User Account, Steps 10 —16. This will
take the user through the search and add process for the facility information.

3. After the request has been submitted, the KARES Helpdesk team will approve or deny the
request.
4, Once facility add is approved, an approval email is sent to user.

Locked Out

Return to TOC

If the password is entered incorrectly three times, the system will automatically lock the user account.
The user will not be able to log into the system for a period of 30 minutes. After the 30 minutes has
lapsed the user will be able to attempt another log on.

If the password is forgotten, the process for resetting it can be started by clicking the Forgot Password
link and submitting the password reset form. This process will send an email link to the user for
validating the account by answering security questions and then allowing the user to reset the
password.

If the user has problems with resetting the password, the user will need to contact the Commonwealth
Services Desk at (502) 564-7576 or toll-free at (800) 372-7434.
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Help

Return to TOC

The KARES User Guide and training videos can be found by clicking the Help link, located at the top right
corner of the KARES Web Portal. The user will be redirected to the Help page and the KARES User Guide
will open in a separate PDF document once the link is clicked on the KARES Help page.

Home Applications Employees Search

Home

The Kentucky Applicant Reglstry and Employment Screening (KARES) system will be used to manage the screening process for
long term care workers who have direct patient access. The system will guide the user through entering an applicant,
conducting automared checks of public registries and initatng fingerpring based criminal history chiecks

At a Glance Important Messages

Home Applications Employees Search Reports

Help

Kares Help Documentation

~Help Files

Clicking a link for a Help File will open that file in a new browser window.

res Hel men
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Required Application Forms

Return to TOC

Prior to submitting an application for fingerprint background check, the user is required to complete to
mandatory forms. These forms are to be stored in the personnel records of the user or uploaded in the
KARES web portal.

Users are able to access required the forms needed to complete the National Background Check process
by going to the Applications Tab and clicking on the Application Forms link. On the Application Form
page, the user will find the Applicant Self Disclosure Form, Applicant Consent and Release Form, and a
copy of the Appeal Rights. Clicking on the form link, will open the form. The applicant should complete
the Self Disclosure and Consent forms prior to submission of the application.

Adding a New Applicant

Return to TOC

1. The two required background check forms are located under the Applications tab in the top
navigation bar. Click Applications > Application Forms to access the Applicant Disclosure
Form (OIG 1 190-B) and the Applicant Consent and Release Form (0OIG 1 190-C).

2. To create a new application, click Applications > Add New on the navigation bar and the
system will direct the user to the Search screen.

Applications Search Reports

Not Yet Submitted

Determination Available

nd Employment Screening (KARES) system can be used to manage the screening process for
Hirect patient access. The system will guide the user through entering an applicant,
ublic registries and initiating fingerprint based criminal history checks.

Batch Payments

Note: Once an application has begun, the user can pause an application by clicking the Save
and Close button on any step after entering the Person Summary data. The user can resume
the application by going to the Not Yet Submitted list and clicking the Resume link.

2. Search for Existing Profile: The first step of the Add New Applicant process is to ensure that
the person does not already exist in the system. The user will be automatically prompted to
search for an applicant after selecting the Add New link.
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Home ‘ Applications Employees Search Reports

Add New | NotYet Submitted | Determination In-Process | Determination Available | Batch Payments

Applicants: Add New

Search for Existing Profile

 Enter Search Criteria-

If using the Name field, be sure to type the LAST name as it appears on the applicant's driver's license or valid government issued
ID. This cannot be changed once you click search.

An Individual Taxpayer Identification Number (ITIN) is a tax processing number issued by the Internal Revenue Service. The ITIN
should be used as a substitute for the SSN only if the applicant does not have a social security number issued by the Social
Security Administration (SSA).

“ SSN: AND  Last Name: OR Date of Birth:

3. Search for the person using his or her Social Security number (SSN) and Last Name or Date of
Birth. The SSN and at least one of the identifiers are required. If not entered properly the
user will receive a warning message.

warnings:

SSN s required.
Last Name or Date of Birth must be specified.

4. If the SSN is already in the KARES Web Portal with a different name the user will get a warning
screen. Verify that the SSN has been entered correctly. If that doesn’t resolve the issue,
check the spelling or use the Date of Birth. Remember that applicants may have changed their
name in reference to marriage, divorce, etc. If the person is already in the system it is
important not to enter them twice and create a duplicate profile.

Applicants: Add New

Search for Existing Profile

 Enter Search Criteria

If using the Name field, be sure to type the LAST name as it appears on the applicant's driver's license or valid government issued
ID. This cannot be changed once you click search.

An Individual Taxpayer Identification Number (ITIN) is a tax processing number issued by the Internal Revenue Service. The ITIN

should be used as a substitute for the SSN only if the applicant does not have a social security number issued by the Social
Security Administration (SSA).

“ SSN: |123-45-6789 AND Last Name: Smith OR Darte of Birth:

—Results-

The SSN entered already exists, but does not match the Last Name or Date of Birth entered. Please revise your search criteria or
contact your background checking system administrator for assistance.

5. If a match is not found, the system will display a not found message. Click the Add New
Applicant button create a new Person Summary entry.
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Home Applications Employees Search Reports

Add New | Mot Yet Submitted | Determination In-Process Determination Available | Batch Payments

Applicants: Add New

Search for Existing Profile

Enter Search Criteria

If using the Name field, be sure to type the LAST name as it appears on the applicant's driver's license or valid government issued
ID. This cannot be changed ance you click search.

An Individual Taxpayer Identification Number (ITIN) is a tax processing number issued by the Internal Revenue Service. The ITIN
should be used as a substitute for the SSN only if the applicant does not have a social security number issued by the Social

Security Administration (SSA).

“ SSN: 000-00-0004 AND Last Name: Jones OR Date of Birth:

Results

This individual was not found in the background checking system.

Add New Applicant

6. If a match is found, the Person Summary profile will display. Verify the information matches

the applicant before continuing with the application process.

a. If the information provided does not match, click the Edit button, located at the bottom
of the Person Summary section to update the information. Once updated, click Save.

Primary Phone Type:

Mailing Address Secondary Phone:
Secondary Phone Type:

Same as Permanent Address: Yes Email Address:
- Edit
History of Changes
Prior Addresses within the last 7 years
Aliases/Prior Names (Includes all names by which an applicant is
currently known or has been identified as) This individual does not have any prior addresses entered.
This individual does not have any aliases entered.
Add New

b. To create an application from an existing profile, click the Add New Application button

located at the top of the Person Summary screen.
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Home  Applications  Employees Search Reports

Person Summary

Irjam es Kirk, XXX-XX-4321, 8/26/1981

Employment Authorization Form J Add New Application

I Profile I Applications I Employment

—Personal and D graphic Inf: ti
* Required

* First Mame: James SSM: X0-XX-4321 This is an ITIN: No
Middle Name: T * Date of Birth: 8/26/M1981
* Last Name: Kirk * Race: Native American

Suffix: * Gender: Unknown

Eye Color; Blus
Permanent/Physical Address

7. Continue with the process to create a profile or edit the existing profile. Required fields are

marked with an *

Home | Applications Employees Search Reports

Add New Mot Yet Submitted Determination In-Process Determination Available Batch Payments

Applicants: Add New

Create Profile

Personal and Demegraphic Infermation

" Required

# First Name: John
Middle Name:
* Last Name: Jones

suffix: | [=]

Permanent/Physical Address
“ Address Line 1: 123 Valid Street
Address Line 2:

* City: Lexington

“ State: Kentucky E|
) Place of Birth: |USA (United States of America) [7]
*ZIP: 40514
Primary Phone: 000-000-0000
County: Fayette
Secondary Phone: 000-000-0000
Mailing Address (Uncheck box to enter mailing address) Email Address: xyz@email.com
[#I5ame as Permanent Address
Aliases/Prior Names (Includes all names by which an applicant Prior Addresses within the last 7 years

iz currently known or has been identified as)

This individual does not have any aliases entered.

KARES Web Portal User Guide Revised July 2015

55N: 000-00-0004 []This is an ITIN
# Date of Birth: 11/11/1976
* Race: White
“ Gender: Male
Eye Color: Blue

Hair Color: Black

HELEE

Height: | 6'0
Weight: 190 | Ibs
US Citizen: | Yes [=]

This individual does not have any prior addresses
entered.
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8. The user can enter multiple Aliases and multiple Prior Addresses for the applicant.

a. Out of State Registry Checks: If an applicant has lived or worked in another state within
the past 7 years, clicking the Add New button and entering previous out of state
addresses here will enable a check of the out of state registries for each out of state

address listed.

Add Alias Adcl Prior Address
* Required
First Mame: SEN Prior address should be within the last 7 years
Middle Name: Date of Birth Gty CFEn El
Last Name: *Year From: *Year To:
==

9. During the application process, when the user has entered information into all required profile
fields, click the NEXT button to continue to the next step. Likewise, to go back, the Back button
in the lower part of the screen. Do not use the browser back button at the top of the screen.

Identity Verification

After the Person Summary page is completed, the user will be asked to verify the applicant’s identity. A
current picture ID is required for identity verification before fingerprints can be taken. Preferred
verification is a current driver’s license or identification card; pursuant to KRS Chapter 186.540 a current,
correct address is required. A scanned copy of the form of identification can be uploaded into the
KARES Web Portal.

.;D.pplicant: Vé}ify Identity.

APPLICANT NANME KEX-XK-0999 Date ofBirth
Select Document

Select document and enter the additional information.

Document: | |
Issuing State / Authority:
Document Number:

Expiration Date:

Please scan and upload a copy of the photo identification document here.

Upload Document

1) Select the appropriate type of identification used from the drop down list
2) Enter the Issuing State or Agency
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a. Example, Kentucky or state issuing driver’s license or ID card; or issuing
agency of passport
3) Enter the Document Number
a. Example, driver’s license or ID card number; or passport number
4) Enter the expiration date of the identification

Selecting Position Information

At the bottom of the Pre-Employment Information page, the user will be required to indicate the type
of position is currently being applied for. The user will be able to select options from a drop down
menu, if the Position Name is not indicated, select Other from the drop down menu and type in the
specific name of the position.

A. Under Position Applied For, select Provider (if log on group has access to more than one provider),
Position Category, and the Position for which the applicant is applying. The user will also have the
ability to indicate whether the position is for an Employee, Volunteer, Student, Independent
Contractor or Employee of Temporary Employment Agency.

Home | Applications | Employees Search Reports

Add New | Not Yet Submitted | Flagged For Review | Determination In-Process | Determination Available | Pending Payments | Payment Search |
Application Forms | Registry Recheck

Pre-Employment Information

April Showers, XXX-XX-6789, 1/1/1950
Position Applied For

* Required
* Provider: ACTIVE DAY OF BOWLING GREEN ADC ﬂ
* Position Category: Housekeeping and Engineer Servicesﬂ
* Pogition: Janitor v
* Employee Type: Employee ﬂ

1. |If the position requires a license or certification and the applicant do not have the
required license/certification needed for the position, the user has the option of
clicking the Close Due to Invalid Licensure/Certification button and the system will
close the application.

2. If the applicant does not need a license or the applicant has the required active
license, click the Next button to proceed with the Registry checks.

3. Atany time during the application process, clicking Save and Close will pause the
application process and the user can access pending applications from the Not Yet
Submitted section of their system.
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Confirm Applicant Consent Requirement

Prior to checking the abuse registries or being able to complete the fingerprint authorization, the user
must indicate they have the applicant’s consent. The National Background Check program requires two
mandatory forms that can be found under the Application Tab > Application Forms link. The user is
required to have the applicant complete both the Applicant Self-Disclosure (OIG 1:190B) and the
Consent and Release (OIG 1:190C) forms.

By placing a checkmark in the box on the Applicant Consent page, the user is indicating these required
forms have been completed and are kept on file with their facility.

The second box indicates the user has read and understands the application process and terms. Placing
a checkmark in both boxes is required before moving on with the application process.

License Checks

The KARES Web Portal will auto-match available license information found in the Kentucky Board of
Nursing including SRNA data.

The Applicant: License Search page will display any licensure data found. For applicable license or
certification information displayed here, check the Use for Application box. This will attach the
information to the applicant profile and the position he or she has applied for.

If the user added this information to the applicant profile at this step, the license/certification
information will be displayed on the Final Registry Results form.

Applicant: License Search

| April Showers, XXX-XX-6789, 1/1/1950

rLicenses

Auto-matched Licensing Registries: Kentucky Board of Nursing

Apiil Shawers

~Select License Requirement

* License Requirement

Licensing Boards

KBML - Physicians KBML - PhysiciansAssistant KBML - PhysiciansTemporary
Kentucky Bosrd of Medical Licenses - Physicars  Kenucky Board of Wedical Licanses - Keaucky Board of Madical icenses -
Kentucky Board of Nursing Kentucky Board of Physical Therapy KY rd of lal Work

Online verification Online license search Orline License search

KY Respiratory Care National ncil of rd of Nursin

online license serach National Council of State Boards of Nursing (NCSEN)

Manual Licensure Search

To search for licensure data from Kentucky Board of Medical Licenses, Physical Therapy, and other such
boards, click the blue link on the License Search Page. The user will be directed to the appropriate
board for the licensure data search.
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Registry Checks

Return to TOC

The Kentucky Nurse Aide Registry, Kentucky Caregiver Misconduct Registry, Kentucky Child Abuse and
Neglect Registry, and the Federal OIG List of Excluded Individuals/Entities have automatic matching
features that will indicate possible matches for abuse registry hits. Any optional or additional registries
that are added to the registry search page will also require a manual search and the user will be directed
to the appropriate website from this page. As the manually searched websites are not maintained by
the Office of Inspector General, these sites may change their look and feel without notice.

Applicant: Research Registries

April Showers, XXX-XX-6789, 1/1/1950, Application #: 1430
Alias: May Flowers

Registry Name Research Research Results Research Comments

Requirements Completed
KY Child Abuse Network Registry 2 Matches - View Details '“'
gﬁ és;zoclr;ecked on Recheck Registry v
KY Nurse Aide and Home Health Aide Abuse Registry Automatch performed, —
Registry Checked On no matches found ™ Add
04/27/2015 Recheck Registry
Kentucky Adult Caregiver Misconduct Registry Automatch performed, —
Registr?lchecked on no matches found vl Add
04/27/2015 Recheck Registry
0IG List of Excl Individuals/Entiti Automatch performed ewr (0
Registry Chacked On | oo Sl no matches found v| Add

Research Registries Not Listed

(Back [l Next

1. Kentucky Child Abuse and Neglect Registry — this registry is required for most users. Matches
on this registry will be automatic and will indicate substantiated findings within this registry.

2. Kentucky Nurse Aide and Home Health Abuse Registry — this is a required search and includes
an auto-match feature. Users should review matches to verify direct match for applicant. The
user may also click on the link to open the registry in a new window and do a manual search if
desired.

3. Kentucky Caregiver Misconduct Registry — this a required search; matches on this registry will
be automatic and will indicate substantiated findings within this registry.

4. Federal OIG List of Excluded Individuals/Entities — is a required search. KARES will perform an
auto-match search and, if desired, the user can click the web link to perform a manual search.
To verify entries on the Federal OIG List of Exclusions, the user will need to verify any matches
with name and Social Security Number.

5. Adding Research Registries Not Listed — includes a list of several other registries that have been
pre-loaded. First, select the state in which the desired registry search is requested. Next, select
the registry or registries available.
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Home i 5 Employee

Determi

Mickey Mouse, XXX-XX-6789, 1/1/1940

£ Murse Aide snd Hom ~ * Required
Health Aide Abuse Regr

Research Registries Mot Listed
Save and Close Back
KYProvider DEV - Version: 20131007

a. Upon clicking Save, that web link is added to the Research Registries screen. Below, the
state of South Carolina was selected and the Nurse Aide Registry for that state was
selected.

6. If all registries have not been marked as Cleared or Not Cleared the process cannot move
forward.

Home Applications Employees Search Reports

Add New Mot Yet Submitted Dietermination In-Process Dietermination Available Batch Payments

Applicants: Add New

Research Registries

Mickey Mouse, XXX-XX-6789, 1/1/1940, Application # 215

Warnings:

Required and User registries must be Clear or Not Clear, or any registry must be Flagged for Review to continue.

Registry Mame Research Research Resulis Research Comments

Requirements Completed

KXY Murse Aide and Home 0 Matches
Health Aide Abuse Reqistry Link Clicked On
101712013
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7. If aregistry is marked Not Cleared a comment is required before proceeding. Click the Add

button to add comments to the section.

| Applicant: Research Registries |

April Showers, XXX-XX-6789, 1/1/1950, Application #: 1430
Alias: May Flowers

Registry Name Research Research Results Research  Comments
Requirements Completed
KY Child Abuse Network Registry 2 Matches - View Details . . J -r-'-
Registry Checked On v 04/28/2015
047275015 Recheck Regisiry

8. When any of the registries are marked Not Cleared, the application will automatically be closed
once the Next button is clicked. The system will indicate the application closed due to registry
checks. The Final Registry Results report will display all registries checked and any comments
entered by the user. This report will also indicate Clear or Not Clear and can be given to the
applicant.

a. Toopen the Final Registry Report, click on the link at the end of the application process
entitled Final Registry Results. This option will also be available for applicants will all
Cleared registry results.

Applications Employees Search Reports

Add New Mot Yet Submitted Determination In-Frocess. Detarmination Available Batch Payments

Applicant: Add New

Application Closed Confirmation

John jones, XoOGXXK-0004, 71111976, Application 3 220

Application Status
At least one registry was set to "Mot Cleared". Your application was closed with a reason of "Mot Hired Due to Registry Results "
Application Forms Uploaded Documents

Appeal Rights
Appeal Rights

Final Reqgistry Results
Final Registry Results

Upload Document

Using the Auto-Match Feature

The KARES Web Portal will run an Auto-Match check against all registries eligible for automatic query;
the other searchable registries will be linked for easy access. The Auto-Match feature will run and
complete before the Research Registries page loads. Once loaded, the user will see 0 Matches if no
matches were found on the registries or # of Matches for the any possible matches found on the abuse
registries.

1. Any Auto-Matches found on the KARES registry checks indicates that data matched closely
enough to require a review of the matched information; an Auto-Match indicator is not a
definitive registry match. For individuals that do have an automatic match, the KARES Web
Portal will indicate the number of Auto-Matches in the Research Registries section. If there are
matches found the user must review them by selecting the link associated with the matches.
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Applicants: Add New

Research Registries

JohnTNG jones, XXX-XX-0004, 11/11/1976, Application #: 251
Alias: John Jones; XXX-XX-0004; 11/11/1976; Johnny Jones

Regisiry Name Research Research Results Research Comments
Requiremants Completad
Wiew (0]
Automatch performed, m
¥ Hurse Aide and Home no matches Tound e 5
Health Aide Abuse Reqisiry
Recheck Registry
Wiew {0
5 Maiches - View [ Add |
0IG List of Excluded S e r
Individuals/Entities - =
Recheck Registry

a. By selecting the numbered link, the indicated possible matches will appear from the
registry file for the user to review.

2. Matches - View Details: Any registry that has an Auto-Match feature will walk the user through
the results wizard to assist in verifying matched results.

a. Click on the numbered link to activate the wizard and review the data against the
applicant’s information.

b. Indicate Confirm or Ignore for each result, then click the close button.

c. If any matches are found the user will need to verify these by conducting a manual
search. This can be done by clicking on the linked registry name and a new window will
open for that registry.

Research Registries

(Mn VTSRS OIG List of Excluded Individuals/Enities Auto-Maltch Results

John Jones, JOO(-XX-0004, 11/11/1976, Application #: 228 I

Disclammer e
These auto-match results are based on the appicant's name instead of the appicants
SSN. if you think your applicant is isted in the results, access the OIG website with the link

provided on the Research Registries step and verify the results by searching with the
applicant's SSN.

|

Coafirm

SSN =
QICIRLOtERREad | | EventType 112821

Name CAROLE JONES

Date of Birth:

e '

Offense 1128a1, 1128a1

Exclusion Date 1982/04730

Reinstatement Date
OH Nurse Alle Reqisiry

Chavoree =

L1
i

Close
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3. Out of state registry checks cannot be Auto-Matched at this time; links for out of state registry
checks are added to the Research Registries page when out of state prior addresses are added
on the applicant’s Profile page, or by clicking on the Research Registries Not Listed button.
Click on the link for each out of state registry to conduct the out of state registry check and the
registry will open in a new tab.

T R Manual Search J
1N Nurse Alde ~eqistry 5 hd
urse Aide Reqi: Required

View (D)

. . Manual Search
TN Professional Licenses . j
Required

Research Registries Not Listed

a. To add additional out of state registries for any states that were not added through prior
addresses, select the Research Registries Not Listed button. A dropdown list for all

states will appear and any selected registries will be added to the Research Registries
menu.

‘Optional Registries
John Smith, X0C-XX-0003, 11/11/1976
* Required

State: Kentucky

HE

* Registry Name

RegistryUrl

[ Cancei ] save

4. For each required registry, select a registry result of Cleared or Not Cleared. The user will have
the ability to enter comments for each option by clicking the Add button. However, comments
are required for Not Cleared applicants.

a. Ifallresults are set to Cleared, click the Next button to continue with the application

process.
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Applicants: Add New

Research Registries

JohnTNG Jones, XXX-XX-0004, 11/11/1976, Application #: 251
Alias: John Jones; XXX-XX-0004; 11/11/1976; Johnny Jones

Registry Name Research Research Results Research Comments
Requirements Completed
VView {0)
Automatch performed, [ A |
KY Nurse Aide and Home
e e e L no matches found x
Health Aide Abuse Reqistry tieared Bl o0
Recheck Registry
Last comment: KYProvider -
11252013 1119 AM m/
SMaiches View | e m
OIG List of Excluded i i e
el Details *| Cleared El 111252013 reviewed match - name and
Individuals/Enfities

applicant do not match. cleared of
Recheck Registry registry check

b. If Not Cleared is selected for any registry, the Not Cleared confirmation page displays
and the background check application is closed, fingerprinting will not proceed.
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Making a Payment

Return to TOC

The Cabinet for Health and Family Services (CHFS) is authorized to establish fees for the use of a
database where certain providers and contractors may determine whether an individual has clearance
to have direct patient access. CHFS is also authorized to collect fees that will be transferred to the
Kentucky State Police to reimburse its costs in conducting the federal background checks.

The payment method must be selected and payment completed online before the application will be
completed. If payment is not ready to be issued at the time of application, the application may be
submitted into Batch Payment, Saved and Closed or Withdrawn.

Note: Withdrawing an application will close the application process. Any further actions on an applicant
that has been withdrawn will require a new application.

Below is a sample of the payment selection screen (actual amounts may be different than the example
provided):

Home Applications Employees Search Reports

Add New | Mot ¥et Submitted Determinafion In-Process | Determination Available Baich Payments

Applicants: Add New

Payment

|7Capmm Janeway, XXX-XX-9123, 1/1/1950, Application # 224

No refunds given, charge will show on credit card as Kentucky Interactive

Background Check Fee

Amount

Batch Payment $20.00
Credit Card $20.00

m Save and Close

KYProvider DEV - Version: 20131028

1) Upon selecting the Credit Card payment option, the user will be automatically
given the Live Scan Fingerprint Authorization Form at the end of the payment, as
only one application is being paid for at a time. There is no change in fees to pay
individually by credit card or in batch.

2)  Selecting the Batch Payment option will allow the user to pay for several
applications at one time and make a bulk payment transaction at one time. The
processing fees will equal the same as if each application was paid for separately
through credit card payment. With Batch Payment a Live Scan Fingerprint
Authorization form will not be given automatically at the end of the payment
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confirmation. To retrieve the fingerprint form, the user will need to reenter each
applicant’s profile individually to obtain the Fingerprint Authorization form under
the individual’s Person Summary and by clicking on the Application’s Tab, located
within the person summary screens.

Payments are processed through Kentucky Interactive. Users can create an
eWallet account through Kentucky Interactive. This information is stored with
Kentucky Interactive, it is not kept in the KARES Web Portal.

When making a payment the following screens will appear:

Ketuckiy™

CHFS

Fayment Type Summary

Background Check Fee
Item Price: $20.00

Credit Card Cuantity: 1

Card Details Sub Total

card Humber Expiration Date Security Code show Tatal

m v 2014 ¥

Mo spaces or dashes, please. @ Help

VISA

Cardholder Details

Hame Country
United States

Address Line 1 Address Line 2

city Zip Code

Cancel and return 1o K KARES Log in to pay with your Kentucky.gov eWallet!

a) Enter the account data as it appears on the payment account and card. To
cancel and return to KARES, select the link that says “Cancel and return to
KY KARES”.

b) If the user wishes to store payment information, the user may create and
sign into a Kentucky.gov eWallet account. When using the eWallet feature,
sign in and select the payment account.

c) After payment information has been entered, select Next to review the
entry. If entry is correct, select Pay Now.
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Kentuckiy™

UNBRIDLED SPIRIT

CHF3Z

Account Details

KARES.PROD MC
MasterCard account ending in 0085
Expites on 07,2014

test
185t
test, Ky 0000

cancel and return to K KARES Yiew Order History

Surnrmary

Background Check Fee
[temn Price: $20.00
Quantity: 1

Sub Total

Total

d) A verification screen is shown to confirm the Credit Card payment. Email or
print the payment receipt then, click the Finish Button to return to KARES.

Thank you for your payment!

Confirmation Number: Eli7zZEY.¥g

& Print Receipt & Email Receipt

Payment Made: Wednesday, November 06, 2013 &34:02 AM (Wednesday, November 06, 2013 1:34:02 PM Utc)

Account Holder Details
John Smith

123 any street
frankfort, KY 00000

Cart ltems

Description Price

Background Check Fee §20.00

Summary

Payment Method
Sub Total

Portal Administration Fee

Total

KARES Web Portal User Guide Revised July 2015

Quantity Extended Total

1 $20.00

MasterCard ending with 0065
$20.00
5060

$20.60
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3)  After payment is complete, select Submit so the Live Scan Fingerprinting Form
may be generated and the application submission confirmation page is displayed.

Home | Applications | Employees Search  Reports

Add Mew | Mot Yet Submitted | Determination In-Process Determination Available Batch Payments

Applicants: Add New

Payment

[ Captain Janeway, XXX-XX-9123, 1/1/1950, Application # 224

No refunds given, charge will show on credit card as Kentucky Interactive
r~Background Check Fee - Payment Confirmation -

Payment Method: Credit Card
Amount Paid: $20.00
Date Paid: 11/6/2013 8:35:08 AM
Transaction Number: 4357e28b-fe18-4¢89-85¢3-4f1d6fad36fc

[Withdraw | Save and Close [ Back | submit
KYProvider DEV - Version: 20131028

4)  Click on the Live Scan Fingerprinting Form link to generate the Fingerprint
authorization form.

Home Applications Employees Search Reports

Add New | NotYetSubmitted | Determinafion In-Process | Determinstion Aveilsble | Batch Payments

Applicant. Add New

Application Submitted Confirmation

’VCaptam Janeway, XXX-XX-9123, 1/1/1950, Application # 224, Background Check # 100228

—Application Status

Your application was successfully submitted. This applicant has not been determined eligible for employment and must be
fingerprinted by 12/6/2013. The status of the fitness determination can be tracked by clicking the Determination In-Process link

above.
/— Uploaded Documents

Application Forms

Live Scan Fingerprinting Form
Live Scan Fingerprinting Form

Einal Registry Results
Final Registry Results

Upload Document

KYProvider DEV - Version: 20131028

a. The Live Scan Fingerprint Authorization Form provides authorization for the
applicant to have his or her fingerprints collected. The form will provide the
information for the closest three fingerprint sites; currently, fingerprint
collection sites are available Monday — Thursday 8:00 AM — 4:00 PM and Friday
8:00 AM — NOON, local time. The form will be similar to the one shown below.

Page 29 of 55
KARES Web Portal User Guide Revised July 2015



Live Scan Fingerprinting Form

You have applied for a position with an employer that participates in the Kentucky Applicant Registry and
Employment Screening (KARES) Program. Applicants seeking a job with a KARES-participating employer must submit
to a fingerprint-based State and National criminal history check.

To initiate the criminal history check, please take this form with you to one of the KARES Fingerprint locations
listed below:

1Workforce Development 1844 Carter Avenue Ashland, K¥ 41101
(6069202024)

Workforce Development (855 8020 Veterans Memorial Drive  Florence, KY 41042
-371-0808)

Workforce Development (06 725 Morth 19th St. Middlesboro, KY 40365
-337-3044)

YOU MUST PRESENT THIS FORM AND A CURRENT, VALID GOVERNMENT-ISSUED PHOTO IDENTIFICATION TO BE
FINGERPRINTED (I.E. DRIVER’S LICENSE, STATE ID, MILITARY ID, ETC.}

The Kentucky State Police will provide your State and National criminal history results to the Office of Inspector
General [01G), Cabinet for Health and Family Services, by means of a secure, web-based system. The 013 will review
the criminal history information and advise the facility where you are seeking employment whether you are aligible
for hire based on the results of your State and National criminal history check.

Applicant Information
Application Date: 107152013
ORI: K¥ 1234567

100231

MName: John smith

Address: 123 Nowhere
Someplace, KY 12345

Date of Birth:  11/11/1876
Race: White
Gender:  Male
Eye Color:  Blue
Weight: Black
Height: 60"

Place of Birth:  USA {United States of America)
{irnot in the U.S.)

Upan collecting the applicant’s fingerprints, the Department for Workforce Investment shall return this form
to the applicant for the applicant's records.

Date Fi ints Collected: Initials of Live Scan operator:

b. Once the applicant has submitted to fingerprinting, the user may add
Provisional Employment from the Determination In-Process page. The Status
on this page will change from Applicant Data Sent to Fingerprints Submitted

before the Hire Provisionally option will be available.

To make a payment by Batch Payment method, take the following

steps:

1. If an application is placed into Batch Payment — the Live Scan Fingerprint Authorization

Form will not generate, until payment is made.

2. Itis important to remember when selecting the batch payment option at the time of

application do not select Save and Close on the Payment screen.
a. Select Batch Payment;

b. Select Confirm.

c. A payment confirmation screen will be received, although a payment has not
been submitted yet. The user will have the option of canceling from batch
payment with the cancel link. If the user wishes to continue with the batch

payment option, select the Submit button.

KARES Web Portal User Guide Revised July 2015
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Homis Applications Employees Search

utrwiicd Drrierrn st In an Dwiermamaton - Halch Paymmasis

Payment
Jonatham Archer, XOOGNX-2181, 17171950, Application #. 218

Mo refunds given, charge will show on credin card as Kemmicky Interacive

Make Payment - Background Check Fee

[ Wihdrow | 50w an iose | [ock

Batch Paymant
Amoung. SHO0

Home Applications Employees Search Reports

Add New | Not Yet Submitted Determination In-Process | Determination Available Batch Payments

Applicants: Add New

Payment

’i,ronarhan Archer, XXX-XX-2161, 1/1/1950, Application #: 218

No refunds given, charge will show on credit card as Kentucky Interactive

Background Check Fee - Payment Confirmation

Payment Method: Batch Payment
Amount Paid: $20.00

Date Paid: Pending ( Cancel Payment ) X
Transaction Number: any number
[Withdraw | Save and Close
KYProvider DEV - Version: 20131028

d. Lastly an Application Submitted Confirmation screen will show the user the
application has been submitted for batch payment. Due to the fact that a
payment has not been made, a fingerprint authorization form cannot be
generated at this time. Once payment is made, the fingerprint authorization
form can be generated and the applicant is authorized to be fingerprinted.

Applicant: Add New

Application Submitted Confirmation
Jonathan Archer, XXX-XX-2161, 1,/1/1950, Application # 218, Background Check & 100222

Application Status

Your application was successfully submitted. This applicant has not been determined eligible for employment and must be
fingerprinted by 12/6/2013. The status of the fitness determination can be tracked by clicking the Deérérmination In-Process link
abave

Application Forms Uploaded Documents

Einal Reqistry Results
Final Registry Results

Upload Document
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3. When the user is ready to make one or more application payments through Batch
Payment, go to the Applications Tab, Batch Payment and the following screen will
appear. Using the check boxes, select one or more applications for payment.

4. Once all the correct applications have been selected, click the Pay by Credit Card
button.

Applicants: Batch Payments

r Enter Filter Options

Application #: Provider: | ABRIGHTER DAY HOME CARE PSA j
Apply
r Results
Application # Provider Fees Due Total Fee
A
BRIGHTER
B Background /
192 Mouse Mickey 6789 Check Fee:  §20.00 ]
Hone £20.00
CARE .
PSA
A
BRIGHTER
Background
DAY
193 T Mouse Minnie -4320 Check Fee:  $20.00 ] |
£20.00
CARE
PSA Z
[ 4 1p M 2Total tems
Pay By Credit Card

5. Selecting more than one applicant will adjust the total on the payment page as the
system will automatically add these together. Complete the same process for paying by
credit card.

6. After batch payment is completed, the user will retrieve the Live Scan Fingerprint
Authorization Form from the application’s Person Summary profile. To do this go to
Person Search and search for the applicant by SSN and last name or DOB. Or, locate
from the Determination In-Process menu from the user At a Glance.

7. From within the Person Summary click on the Applications Tab and the Live Scan
Fingerprinting Form will appear as a blue highlighted link under the most recent
application date. Click this link and the fingerprint authorization form will open as a PDF
document.
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Home  Applications Employees Search | Reports

’]ames Kirk, XXX-XX-4321, 8/26/1981

Employment Authorization Form | Add New Application

Background Check #: 100235 (Fingerprint Based)

Process Started Determination Status Documents
Status Date

11/5/2013 Ready for Determination- 11/5/2013

Applicafions Associated with this Background Check
Application # - Application Status -  Provider License Type - # Documents
Type Status Date

Submitted- ACTIVE DAY OF Supervised Practice #Uve Scan Fingerprinting Form
11/6/2013 BARDSTOWN 44 ADC Psychologist Final Reqisiry Results

Remember: The Live Scan for is only good for 30 days, the form will include the
expiration date.

Resume Adding an Application in Process

Return to TOC

The Resume Application feature allows a user to pick up their saved application where it was left off
without losing data. To use this feature, the user would have first needed to have saved the application
using the Save and Close button on any step of the Add Application wizard. The application can be
resumed at any time by going to Applications> Not Yet Submitted and clicking the Resume link.

1. Click on Applicants > Not Yet Submitted. A list of pending applications will appear.

Home Applications Employees Search Reports

Add New Not Yet Submitted Dretermination In-Process Dretermination Available Baich Payments

Applications: Applications Not Yet Submitted

Enter Filter Options

Application #: Provider: - All - El
Last Name:
Date Saved: to

Results

Locked App # - Type Provider 55 Date Saved Actions

ACTIVE DAY OF BOWLING e @

218 cher Jonathan -2181 11772013
GREEN ADC — m

2. Click on Resume to reopen the pending application.
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3. The user will be taken to the profile screen so the applicant’s information can be reviewed. Any
new information should be entered or any corrections should be made before continuing.

Please refer to Adding a New Applicant section for assistance with completing the application
process.
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Important Email Notifications

Return to TOC

After an applicant has been fingerprinted, at an authorized fingerprinting location, the provider user will
receive one of two types of email messages, notifying them what action is necessary.

Fingerprints Taken

Once an applicant has submitted to fingerprinting, an email notification will be sent to the user
account’s associated email address, identifying which applicant has been fingerprinted.

Fingerprints Rejected

It is possible the FBI will reject fingerprints due to illegible prints or errors in the printing process.
Provider users will be notified through email if fingerprints are rejected by the FBI. Rejected fingerprints
will need to be remade at an authorized location.

It is the responsibility of the provider user to contact applicants for fingerprint reprocessing at an
authorized location.

Provider users will not be charged for the second submission of fingerprints. Before sending an
applicant to be reprocessed, see the steps below.

Fingerprint Resubmission Process:

1. Within the Person Summary screens, click on the Applications tab and match to the
correct application number; in some cases, the user may have to scroll down the page.

2. Click on the link entitled “Live Scan Fingerprinting Form”, this action will generate a new
fingerprint authorization form.

3. If the applicant has their original fingerprint authorization form, the applicant may
return with the original form.

Fithess Determination Available

When an applicant is successfully fingerprinted and a determination has been made, the provider user
will see an email message stating, “Fitness Determination Available”. The message will contain the
applicant’s name and the application number.

It is important to remember that any applicant who was provisionally hired by a provider and receives
an eligible determination will automatically be moved into permanent hire status. The provider user will
still need to click the Close button on these applications to remove them from the application queue.

Provider users can also choose to terminate or close without hiring an applicant by following the
onscreen instructions.
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Searching for an Individual in the KARES Web Portal

Return to TOC

In some instances it will be necessary to search for a person when not entering an application or
necessary to search for a profile prior to entering an application. For these situations, there is a Person
Search option. The person search will work to pull up the profile of any existing individual in the KARES
Web Portal and must have two identifiers to work.

It is recommended that all users search applicants by person search option before attempting to enter a
new application as there is an option to add an application for any profiles found.

Remember: in some cases where a last name may have changed, or the last name may have been
spelled incorrectly, try using the SSN and Date of Birth to pull up the profile.

1. Under the Search tab, click on Person Search.

2. Search for the person using his or her Social Security number (SSN) and Last Name or Date of
Birth. The SSN and at least one of the other two fields are required. If not entered properly a
warning message will be received.

Home Applications Employees Search Reports

Person Search

Enter Search Criteria

" Required

# 55N 000-00-0003 AND  Last Name: Smith OR Date of Birth:

searcn

3. [If the individual has a profile in the KARES Web Portal and the applicant data is entered
correctly, the individual’s profile screen will appear.

4. If no profile has been previously entered a message will appear stating no profile found and
the user will see the “Add New Application” button on that screen.

5. Verify this is the correct applicant and if entering a new application at this time, click the Add
New Application button.

6. A user may also just Edit the profile or view an employee’s personnel information.

The Person Summary Applications Tab under Person Summary enables a user to view the
history of applications made within a user’s facility or facility group.
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Home  Applications Employees | Search | Reports

Person Summary

lrjohnjones, XXX-XX-0004, 11/11/1976

Employment Authorization Form [§ Add New Application

Background Check #: 100232

Process Started Determination Status Documents

Status Date

10/21/2013 Not Yet Requested- 10/21/2013

Applications Associated with this Background Check
Application # - Application Status - Provider License Type - # Documents Aclions

Type Status Date

228 Mot Yet Submitied- 10/21/2013 ACTIVE DAY OF BARDSTOWN 44 ADC  Feeding Assistant

Background Check #: 100224

Process Started Determination Status Documents

Status Date

10M72013 Closed - All Connected Applications Closed- 10/17/2013

Applications Associated with this Background Check

Application # - Application Status - Provider Position License Type - # Documents
Type Status Date
220 Closed - Not Hired Due To Registry Check- ACTIVE DAY OF BARDSTOWM Other .
Final Results
10172013 44 ADC

The Person Summary Employment Tab under Person Summary enables users to edit
employees’ current employment information with a user’s facility.

| 'erson Sum |

(TESTTEST,1]1-1]-11]1,1/1/]965

Employment Authorization Form | Add New Application

Position Status Hire Date Separation Date Employment Action

Last Verified
ACTIVE DAY OF BARDSTOWN 44 ADC Social Worker (Independent) Permanent  09/27/2013 0972712013 Edit

N\
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The Person Summary Documents Tab — will house all documents that have been generated
by the KARES Web Portal and any documents the user chooses to upload into the KARES.

erson Summ |

Optimus Prime, 137-11-1317, 7/4/1990
Current Fitness Determination: In Process
Current Employment Status: Not Employed

W Add Rap Back Employment Authorization Form § Add New Application

Background Check # 100353

—

Generated Forms, Letters, and Reparts

Docurment Type Provider Daocument Nama File Generated On

Application ACTIVE DAY OF BOWLING GREEN ADC Final Registry Results. pdf 220.0KE 10A0/2014 2:43 P
Application ACTIVE DAY OF BOWLING GREEN ADC Final Registry Results. pdf 216.0KB Jjenniferl.mayes 1041072014 2:09 P

Uploaded Documenis

350 Application ACTIVE DAY OF BEOWLING GREEN ADC user uploaded document (test 168.0KB  jenniferl. mayes 1141042014 2:19 P

The Person Summary History Tab — will display the history of the application process,
including comments related to the background check itself.

Home Applications Employees | Search | Reports

Person Summary

Optimus Prime, XXX-XX-1317, 7/4/1990
Current Fitness Determination: In Process
Current Employment Status: Not Employed

Employment Authorization Form § Add New Application

Background Check #: 100353

Application #: 350 - ACTIVE DAY OF BOWLING GREEN ADC
Application 350 started on 10/10/2014 13:51:50 by kares.provider1

Application 350 release of information was received on 10/10/2014 13:51:59 by kares provider1

Application 350 registry research started on 10/10/2014 13:52:56 by kares.provider1

Application cleared Kentucky Adult Caregiver Misconduct Registry on 10/10/2014 14:09:10 by jenniferl. mayes.
Application cleared KY Nurse Aide and Home Health Aide Abuse Registry on 10/10/2014 14:09:10 by jenniferl. mayes.
Application cleared OIG List of Excluded Individuals/Entities on 10/10/2014 14:09:10 by jenniferl. mayes.

Application 350 generated letter Final Registry Results.pdf on 10/10/2014 14:09:25 by jenniferl. mayes

Application 350 generated letter Final Registry Results.pdf on 10/10/2014 14:43:49 by neeraja.garla

Application 350 Notes entered on 11/03/2014 11:01:44 by jenniferl mayes: This is where you will see Backg Check C <€

—_—
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Searching for Applicant Not Yet Submitted

Return to TOC

Any applications that have been Saved and Closed will be filed under the Not Yet Submitted tab in the
Applications tab. To retrieve these applications complete these steps:

1. Click on Applications>Not Yet Submitted link found under Applications.

2. The list may be limited to a smaller group of individuals by adding search criteria. The
Provider list is limited to the providers to which the user has access. An applicant’s name or a
range of dates may be used to limit the list.

3. If no search criteria are entered a listing of all applicants that have not yet been submitted for
the facility will display in the Results section.

Home | Applications | Employees Search  Reports

Add Mew | Mot Yet Submitted | Determination In-Process | Determination Availzble | Baich Payments
Applications: Applications it Yet Submitted

Enter Filter Options

Application #: Provider: - All - E|
Last Mame:
Date Saved: o

Results

Locked App # - Type Provider 55 Date Saved Actons

GREEN ADC

ACTIVE DAY OF BOWLING @ >
218 Archer Jonathan -2181 11772013 m\

4. Click on Resume to go to the applicants profile screen.

5. Click on Withdraw to close the application completely and cancel the application process for
the applicant.

6. This list can also be accessed by the Not Yet Submitted selection from the At a Glance
dashboard.

7. Once on the applicant’s Person Summary, review the profile page and make any updates, if
necessary. The application process can be found in the Adding a New Application section of
this document.
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Navigating the At a Glance Dashboard

Return to TOC

The At a Glance Dashboard is located on the Home screen of the KARES Web Portal and acts as a
shortcut for certain accessible areas in the system. From this page a user will be able to view the status
of pending applications and any employee actions needed in one area.

Viewable in the At a Glance are:
Applications Section

1. Not Yet Submitted by Provider — The number of applications that have not yet been completed
or submitted. This section allows the user to Resume pending applications;

2. Not Yet Submitted by Provider Over 10 days — Applications that have not been completed and
require user attention as they are over ten (10) days old;

3. Eligibility Determination in Process — The number of applications awaiting a fitness
determination. The user can check the status of applications here, withdraw an application, and
add provisional employment once fingerprints are submitted by clicking here;

4. Eligibility Determination Complete — Completed fitness determinations are found here. Users
can review any background check notes in the History tab of the Person Summary by clicking on
the applicant name. The user will indicate employment here or close without hiring here;

5. Determination Available and Action Needed (over 10 days old) — Filters completed fitness
determinations that requires immediate provider user action;

6. Applications Submitted but Fingerprints Not Complete — Will display applicants that have not yet
been fingerprinted;

7. Determination Not Eligible but Currently Employed — Indicates employees marked as Hired by
Provider, but have received a Not Eligible fitness determination; and

8. Pending Payments — Will display and allow the user to complete applications submitted into
Batch Payment.

Employees Section

1. Provisional Status Expiring (within 5 days) — Displays employees listed as Provisional and status
is within 60 day limit;

2. Provisional Status Expired — Displays Provisional employees who have surpassed the 60 day
provisional employment limit;

3. Employment Verification Needed (within 30 days)

Employment Verification Past Due

5. New Background Check Needed (within 30 days)

Ea

Each of these dashboard areas will have a numbered link that will navigate the user to the section in the
KARES Web Portal responsible for the information in question. Clicking on each numbered link will
navigate the user to the correct area in KARES.
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Check Applicant Status Updates

Return to TOC

From the KARES web interface users will be able to check the status of submitted applications. Once
submitted, users will be able to see when the applicant has submitted to fingerprinting, if there have
been any updates to the fingerprinting process, and when determinations are available.

To check the status:
Go to Applications, click on Determination In-Process.

Once the application is successfully submitted the Determination In-Process page will show the Status in
the Status column and update the date of the status change in the Status Date column. The initial status
change will appear as Background Check Started when the application is first submitted. Once the
applicant’s demographic information has been received by the Kentucky State Police system, it will stay
there until the applicant submits to fingerprinting or until the 30 day time limit has lapsed. Once
Kentucky State Police has the applicant’s demographic information, the status message will read
Applicant Data Sent.

Home Applications Employees Search Reports

Aubd Now Mol el Submittid Determination In-Py | Determination Available Batch Payments

Applications: Determination In-Process

Enter Filter Options
Application 2 | Provider: - All - j

Last Mame:

Results
Locked App# Provider 5 55 Slatus Employment Action

Dale Status

122 ACTIVE DAY OF BARDSTOWN 44 ADC ~ Happy paul  -3333 ::'::f:’”"dcmk 03/0672013
143 ACTIVE DAY OF BOWLING GREENADC  hads  george -T777 ::'::::’”“"c’"m 0711212013
167 ACTIVE DAY OF BARDSTOWN 44ADC  Doe  John 2345 g::fdm”"dcmk 031412013 w
229  ACTIVE DAY OF BOWLING GREENADG  Kik  James -4321 :::f:”"d“m 1012372013

When the applicant has submits to fingerprinting at any authorized fingerprinting stations, the status
will change to Fingerprints Taken. Once the Fingerprints Taken message appears, the Hire Provisionally
button will also appear on this screen and a user will have the option of hiring the applicant
provisionally. Note: Provisional hire is not available until after fingerprints have been taken. Provisional
hire allows for an applicant to be hired, with direct supervisory observation, for up to 60 days until the
background check results are received.
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Results

Locked App # Provider First SSN  Status Status Employment Action
Date Status
Fingerprints Hi
e
195 | | P TY HOSPITAL LTCH D -4444 Tak 10/ 1
CARDINAL HILL SPECIALTY HOSPITAL LTCH Duck onald aken 0032013 SR M
TCN: 1100199
Fingerprints
196 s 5555 Token 03112013 |
Hhite o TCN: 9186536- Provisionally
91973
Fingerprints
Taken Hire
CARDINAL HILL SPECIALTY HOSPITAL LTCH Li i - / =
w 2 ! Litle  Chicken -3333 o\ g1gs36. 021172013 N, m
91974

If there is a problem with the fingerprint submission or transaction with Kentucky State Police, users will
be notified via email and the status message will change to read Fingerprints Rejected. Any applicant
who has their first set of fingerprints rejected, will need to return to a fingerprinting station to be
reprinted. If the second set of fingerprints are rejected, do not have the applicant return to a
fingerprinting station; the FBI will conduct a manual search background check.
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Fitness Determinations Available

Return to TOC

Once the Office of Inspector General has made a criminal history fitness determination the user will
receive an electronic notification via email, stating that the application is ready for the user’s next step.
Once the user receives the Eligible for Hire or “green light” notification, any provisionally hired
employees will be automatically moved into permanent hire status, the user will still need to close the

open application from the Determination Available section of KARES. Users will always be able to

separate any employee from employment as they see fit, see Separate Employee from Service section of
this manual. If a user has elected to not use the Provisional Hire option, the user may choose to Hire the
applicant or Close the Application Without Hiring.

To get to the Determinations go to Applications Tab, click on Determinations Available.

Home | Applications Employees Search Reports

Add New | Not Yet Submitted | Flagged For Review | Determination In-Process | Determination Available | Criminal History Appeals |

Registry Appeals | Pending Payments | Payment Search | Application Forms | Registry Recheck | Registry Recheck Log |
"Recent Documents

Applications: Determination Available

Enter Filter Options

Application #: Provider: - All - _v_}
Last Name:
Determination Date: to Determination: L!
Employment: v
Results

Locked App # - Provider Type Position SSN Determination Determination Employment Actions

Type Date Status

Final Registry
209 HEALTH CARE Nurse Aide Kirk “George  -4321 Eligible 07/21/2015 &
CENTER SNF Close Wi

RESUILS
ithout Hiring
al Reg

N K A’
124 NTER N Aid -1234 Eligibl 07/21/2015 H RE
CARE CENTER NurseAde  TEST TEST 234 Eligible /21/

If an Eligible Determination is received and the user wishes to hire the applicant, click the Hire button
and a pop up window will open. Enter the Permanente Hire date click Save.

If a Not Eligible or “right light” determination has been received, the KARES Web Portal will not allow a
user to hire the applicant. If the user elected to hire the applicant provisionally while awaiting the
fitness determination to be returned, the user will see a Terminate button next to individual’s name.
KARES will ask the user to select this button and enter their employment end date&*pop up window
that opens.

CARDINAL HILL -
Adose
100198 SPECIALTY HOSPITAL Duck Daisy -3333 NotEligible  08/22/2013 —
Application

LTCH
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If the user did not elected to use the Hire Provisionally option and a Not Eligible notice was received, the

user will only see the option to close the application. The terminate option will not appear.

Click Close Application to close the application and it will be removed from the pending application

queue.
~ Results
Type
200
179
202

Locked App # - Provider Last

CARDINAL

HILL

SPECIALTY Appleseed Johnnyjohnnyjohnny -7777
HOSPITAL

LTCH

CARDINAL

HILL

SPECIALTY Kirk James -4321
HOSPITAL

LTCH

CARDINAL

HILL

SPECIALTY Marian M -T77r7
HOSPITAL

LTCH

Determination

Eligible

Not Eligible

Not Eligible

Determination Employment

Date

09/26/2013

10/23/2013

09/26/2013

Status

Not Eligible for Hire

Not Eligible for Hire

Actions

Close Application

Close Application

Close Application

Al
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Provisional Hire

Return to TOC

A participating provider may provisionally hire an applicant that has submitted to fingerprinting. The
status indicator in the system will change to “Fingerprints Taken”; see the Check Application Status
Updates section of this user guide for more information on status updates. Next to the fingerprints
taken status message, the user will see the Hire Provisionally button.

To hire an applicant using the Provisional Hire Option
Complete the following:

1. Go to Applications, Determinations In-Process. All pending determinations will pull up for
the facility.

2. Next to the desired applicant, click the Hire Provisionally button.

3. A pop up window will open with the position information entered during the application
process. Complete the provisional hire information and click Save.

A list of all applicants that have been hired provisionally can be viewed from the Employees Tab,
provisional link. From the Employees tab at the top of the page, click on the Provisional link. All
data can be filtered by any one or more of the criteria options provided on the screen. A user
will also be able to view a full roster of all completed applications by c licking on the Roster link

under the Employees tab.

Provisional Permmanent Verification Separated

Employees: Provisional

Enter Search Criteria

Last Mame:
Hire Date: To:
Position Category: |E|
Position: |E|
Provider: El

Last Mame | First Mame  Position Hire Date Days Remaining | Action
Mursing Home Director / Business <
A PLACE CALLED HOME, LLC PSA oe John 8 0252013 38 m
Manager
CARDINAL HILL SPECIALTY .
Duck Donald Laboratory Technician 10/032013 48 m
HOSPITAL LTCH
ACTIVE DAY OF SOMERSET ADC Grimes Lori Supervised Practice Psychologist 10/03/2013 48 m
M 4 10 M 3Total tems
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1. For Provisional employees, the system will display a list of employees that have a Provisional
employment status. Days remaining in provisional status CANNOT EXCEED 60 days.

2. When the background check is completed and the provisional employee is given a fitness
determination of Eligible, the provisional employee's status will change automatically from
Provisional to Permanent. If the provisional employee did not change to a permanent employee
a manual change can be completed.

3. The user will still need to close the background check application. To do this, click on the
Determination Available link under the Applications tab and click the Close Application button
to remove the pending application from the user queue.

4. If the provisional employee is found Not Eligible, the system will display Not Eligible in red in
the Days Remaining column, and the system will display the Terminate link. Click on the
Terminate link to change the provisional employee's status to Terminated.

Pursuant to 906 KAR 1:190 section 8, an employer will terminate a not eligible application within 6 days,
unless the applicant has requested an informal review or rehablitiation review. of the background check.

Update Employment from Provisional to Permanent

Return to TOC

1. Click on Employees>Provisional for a complete listing of provisional employees with a facility
group. If searching for a specific employee, enter the appropriate search criteria for that
individual. If searching for all provisional employees at a facility, select search with no search
criteria entered and a list of all provisional employees will appear.

2. To edit a specific employee, click on Edit next to the employee to wish to update. A pop-up
dialog box will open with the employment information. If entering a Permanent Hire Date
after having a Provisional Hire Date the Employment Status must be changed. The
Verification Date (the date a user is confirming that the employee still works at a facility)
should be updated to the current date.

3. The employment seperatation date may also be entered in the Seperation Date blank if the
indivual is no longer with the facility.
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Position Category: |

Position; _

Lo e e |

|7TEST TEST-ing, XXX-XX-1234, 1/1/1930

* Required

* Employment Status: {{oliEEl
Provider: ACTIVE DAY OF BARDSTOWN 44 ADC
ACTIVE DAY OF * Position Category: Laboratory and Radiclogy Services

BARDSTOWN 44 ADI * Pesition: Radiolegy Technician

* Employee Type: Employee
Provisional Hire Date: 09/27/2013

Permanent Hire Date:

Separation Date: \ Version; 20131007

Employment Last Verified:

4. Click Save to update the information. Click Cancel to leave the information unchanged.
5. The Days Remaining in Provisional column will show how many of the 60 provisional hire days

are remaining. Once the 60 days has lapsed, this column will change to have an option to
Terminate the employment with the facility.

—Results

Last Name First Name Position Hire Date  Total Days in Days Remaining in Action

Provisional Provisional

ACTIVE DAY OF

Edit
LOUISVILLE THIRD test Tester Waiter, waitress 08/18/2013 a7 Provisional Expired T_ inat
STREET ADC erminate
ADVANTAGE ON CALL, Medication Aide /
Bell Tinker 09/25/2013 29 31 Edit
LLC NP Technician
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Separate Employee from

Service

Return to TOC

1. Toindicate that an applicant has been separated from service, click on the Employees Tab >
Provisional link or Employees Tab > Permanent link, whichever is appropriate.

Home Applications Employees

Prowisional Permanent ‘erification Separated

Employees. Permanent

Enter Search Criteria

Provider: |- All -

Position Category:
Position:

Last Mame:

Results

Provider

ACTIVE DAY OF BARDSTOWN 44 ADC

ACTIVE DAY OF BARDETOWN 44 ADC

ACTIVE DAY OF BARDSTOWN 44 ADC

Search Reporis

E Hire Date:

E| Division:

Last Mame First Mame

Hire Date  Employment Action

Last Verified

Radiology Technician | 02772013 | 0902772013

Social Worker

082772013 0842772013
{Independent) -

Trained Medication
Employee

0272012 Dei27vziie

2. Click Edit to open the Edit Employment dialog box.

3. Change the Employment Status to Separated, enter the Separation Date, and click Save.

EELENY  Edit Employment =

Last Name:

* Required

—Results
* Employment Status:

Provider:

* Position Category:

ACTIVE DAY OF BAF -
* Posifion:

ACTIVE DAY CF BAF * Employee Typs:
Praovizional Hire Date:
Permanent Hire Date:

Separation Date:

Employment Last Verified:

KARES Web Portal User Guide Revised July 2015

TEST TEST, XXX-XX-1234, 1/1/1950

Separated

ACTIVE DAY OF BARDSTOWN 44 ADC
Laboratory and Radiology Services
Radiclogy Technician

Employee

087272013

0972772013

Employment Action
E| Last Verified
|E| 13| 092772013 |Edit
|E| 13 09/27/2013 | Edit
13| 092772013 | Edit
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4. Verification of the action can be seen by clicking on Person Search and entering in search
criteria for that individual.

5. To view a roster of all separated applications, click on the Employees Tab > Separated link,
which will open that user’s separated applicants.
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Update Demographics

Return to TOC

It is essential that the data for each individual in the KARES Web Portal stay current. If an employee has
a name or address change, the correction needs to be made in KARES as soon as possible.

1.

Click on Person Search located under the Search Tab and search for the person using his or

her Social Security number (SSN) and Last Name or Date of Birth. The SSN and at least one of
the other two fields are required. If not entered properly a warning message will appear.

2. Click on Search.

Home  Applications Employees

Person Search

Person Search

Enter Search Criteria
* Required

* 35N: AND  Last Name:

3. After the profile screen opens, click on Edit.

* State: Kentucky
*ZIP: 12345
County:

Mailing Address

Same a5 Permanent Address: Yes

History of Changes

Aliases/Prior Namez (Includes all names by which an applicant
is currently known or has been identified ag)

Thiz individual does not have any aliazes entered.

OR Date of Birth:

US Citizen: Yes
Place of Birth: USA (United States of America)
Primary Phone: 000-000-0000
Secondary Phaone:

Email Address:

Prior Addresses within the last 7 years

2011-2012

Hamilton OH

4. Once the Edit Profile screen opens all fields will be editable, except for the Social security
number and date of birth. If changes are needed to the social security number or date of
birth, contact the KARES Helpdesk for assistance at (502) 564 — 2159.
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ns Employees Search Reports

Person Summary

’7TEST TEST, XXX-XX-1234, 1/1/1950

Employment Authorization Form | Add New Application

—Personal and Demographic

* Required
* First Mame:

Middle Name:
* Last Name:

Suffix:

Permanent/Physical Address
* Address Ling 1

Address Line 2

* City:

* State:

= ZIP:

County:

TEST

TEST

-]

Frankfort
Kentucky
40601

SSM: X00(-XX-1234 [~ This iz an ITIM
* Date of Birth: 1/1/1950
*Race: Unknown
* Gender. Unknown
Eye Color:

Hair Color:

T 1 I

Height:
Weight:

US Citizen:

[l

Place of Birth:
Primary Phone:

Secondary Phone:

Mailing Address (Uncheck box to enter mailing address) Email Address:

™ Same as Permanent Address * Address Line 1:
Address Line 2
* City:
* State: Kentucky
*ZIP:
County

History of Changes

Aliacac/Drine Mamas lincliudes all namas b which an annlicant

Cancel m

—Drinr Addraseas within tha lact 7.

5. If making a change to the name or address, KARES will ask if the previous name and/or
address should be saved as an alias or prior address. Select, Yes. The previous name will be
added to the Aliases/Prior Name box at the bottom of the page and KARES will search for
these names if the individual uses them in the future. Prior addresses will be saved if they are
from other states.

6. The Add New button can also be used to enter a prior name or alias for the individual if it is a
name they are known as.

7. Thereis also an Add Prior Address button to manually add out of state addresses for

_ Aliases/Prior Names (Includes all names by which an applicant _ Prior A
is currently known or has been identified as)
201320
_ 20132
Kk Captai
4 =0 200921
e WL e Kik  James  Tiberus  XOUCKX-4329 0526/1980
dimmy
Add new Alias
Kirks
ranifort —
Would you like to add the original Name,
entucky Date of Birth, or 5SS, as an Alias for the 0110111930
jcant?
%601 appiicant? Kiky Jimmy  Timmy  OCKX4320 01011980
Add New
KyProvider
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Withdraw Application

Return to TOC

Applications can be withdrawn at any point during the background check process. It is important to
note that users will not receive any background check information on any withdrawn application. If an
application is withdrawn, a new background check must be submitted prior to receiving any background
check information.

1. Click on Applications, Not Yet Submitted or Determination In-Process.

Home | Applications | Employees Search  Reporis

Add Mew | Mot Yet Submitted | Determination In-Process | Detenmination Available | Batch Payments

Applications: Applications Not Yet Submitted

Enter Filter Options
Application 2 Provider: - All - E|

Last Name: kent

Date Saved: to
Results
Locked App # - Type Provider z 55 Date Saved Actions
ACTIVE DAY OF BOWLING - @
212 ken Claric -4254 10172013

ent
GREEN ADC = m

2. Click on Withdraw under any of the sections. A dialog box will appear asking users to
confirm the withdraw action.
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Verify Employment

At least annually each user should verify that a worker is still employed by that provider. The user will
see an indicator for employees who have been hired 12 months on the At A Glance Dashboard.

1. The user should click the numbered indicator on the At A Glance, or click Employees Tab >
Verification link.

a. Without changing any search criteria the search engine will automatically display
employees requiring verification. The user also had the option of changing the search
criteria.

b. If any are listed that need to be separated from service, the user may do this with the
Edit Button.

c. Ifa position title needs to be changed, this can also be accomplished by clicking the Edit
Button.

2. Click the check box under Verify for each employee that is still working for this provider or
click Select All.

Prowisional Permanent Verification Separated
Eﬂ'lpll'JYEESZ Verfication

Enter Filter Criteria

Employment Last Verified on or before:  10/01/2013 Provider: - all -

Results

If an employee name has changed, update name on Person Summary page.

First Name Position Hire Date | Employment Verify Action
Last Werified

ACTIVE DAY OF LOISVILLE THIRD STREET

Waiter, wailress 0ev2772013 0272013
ADC

Speech / Language
ACTIVE DAY OF RUSSELLVILLE ADC _ 082772013 0V27/2013
Pathologist

ACTIVE DAY OF BARDSTOWM 44 ADC Radiology Technician 0W27/2013 02702012

Social Worker
ACTIVE DAY OF BARDETOWM 44 ADC 0272772013 0ev27i2013
(Independent)

Trained Medication
ACTIVE DAY OF BARDSTOWN 44 ADC 02772013 | 0272013

Employze
m Verify Selected
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3. Click Verify Selected and each checked record will be automatically updated with the current
date in the Employment Last Verified column. By verifying employment, the user is stating
the individual is currently employed by the provider.

Fingerprinting and Live Scan Location Sites

Return to TOC

When an applicant is to be sent for fingerprinting, a Live Scan Fingerprinting form will be printed from
the KARES Web Portal. A payment must first be made before users will have access to the Live Scan

Fingerprinting form.
1. If payment has been submitted via credit card, users will be able to access the Live Scan

Fingerprinting Form at the end of the application process by clicking the link entitled Live Scan
Fingerprinting Form, a PDF document will open from the Confirmation page.

Note: The Live Scan Fingerprinting form may be saved and emailed to the applicant if a

replacement copy is needed.

Apphcant Add New .

Application Submitted Confirmation

Little Thumb, 30000340, 2FM1956

Application Status

Your application was successfully submitted with all required regisiry resulls sat to "Cleared”. The status of the finess detemmination can be tracked by
elicking the Determination ln-Frocess link above

Application Forms Uploaded Documents
Please upload any application-relaled documents
Live Scah Fingemeinting Foom
Seicones ran [ upload a Fle
= e

2. If the applications are submitted through Batch Payment or need to reprint the Live Scan
Fingerprinting Form, users can access the Live Scan Fingerprinting form through the

Applications Tab on the Person Summary page.
a. Click on Person Search, search by SSN and Last Name or DOB.
b. From the Person Summary page, select the Applications Tab located within the person

summary screen.
c. From within the Person Summary Applications Tab users will see a link for the Live Scan

Fingerprinting Form.
3. The three closest fingerprinting locations (based on applicant home address) will print at the
top of the form; the applicant may use any of the sites within the approved service network.
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Registry Recheck Feature

Return to TOC

The KARES Web Portal will periodically recheck certain abuse registries for new entries or updates for
those individuals active in the system. The user will see an indicator number on the At A Glance
Dashboard for any potential abuse registries hits found.

To view these potential registry hits:

1. Click the numbered link from the At a Glance Dashboard, Registry Recheck field.
a. Once on the Registry Recheck page, the user has the option of viewing the registry
recheck, and clearing the registry rechecks.
2. The user should verify that data reflected in the return hit, matches the information for the
employee or applicant.

It is also recommended by the Office of Inspector General that employers recheck abuse registries
during the yearly employment verification process.
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