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Instructions
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Welcome

The Kentucky Office of Occupations and ions provides administrative and fiscal
management, technical support and advice to 23 regulatory boards in the complex system
of occupational licensing

This website features access to each of the professional boards maintained by the Office of
Occupations and Professions. The individual board websites offer useful information for
licensees and the public. Features include meeting information. current members, board
administrators, printable application and renewal forms. links to professional associations.
ind regulations governing the practice of 23 professions, Quick Links

https://kyonp.force.com/customers

e Toregister with the Occupations & Professions to view and renew licenses, the licensee
will need to click on ‘Online Renewal System’ from the Occupations & Professions home
page, or the home page of any of the Boards within Occupations & Professions.
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e This will take the user to the One Stop Login screen. The user (if new) will need to
click on the ‘Click here to register’ link.
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One Stop

BUSINESS PORTAL

Don't have an account?

WARNING

Tis website s the property of the Commonwealth of Kentucky. This is to notify you t
o

e This will take the user to the One Stop Create Account screen. On this screen,
the user will need to enter the information requested, then click on ‘Create

Account.’
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Password
Passwords must NOT:
Contain your User Name, First Name or Last
Confirm Password N
Sl Legal Disclaimer
Coufirm Email This websitc s the property of the

federal law. Unauthorized
website or access in exces:

e Once the user clicks on the ‘Create Account’ button, they will see a screen that
shows a “Welcome” message confirming that they have created an account
with One Stop. However, the user cannot log in yet, as they still need to
activate their account. The user should follow the instructions provided on
this screen to check their email.
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e The user will need to check the email account that they entered on the ‘Create
Account’ screen for an email from youraccount@ky.gov. The email will look
something like this:

o) d9 id RE: OneStop confirmation for user testaccount - Message (HTML T
< | Message Insert Options Format Text ©
R 23] .’g/ Fj § =) ] I3 Permission -
¥ High Importance
Bz \ ess Check | Attach Attach Business signature | Follow speling
Book Names | Fie Mem - importance
Gipboara [
3 | (e
S e

Account =] Subject | RE Onestop confimation for usertestaccount

» @1

To: Test
Subject: Onestop confirmation for user jimmycorn

Welcome! You are almost finished with your account set up for the Kentucky Business One Stop Portal.
Your citizen account user name is: cit\testaccount.

In order to log in with your new account, you must type cit\in front of your user name. You may copy and paste your highlighted user name to help prevent typos.
In order to complete your account set up you will

1) Click on the link below; and
2) Answer a set of security questions which will enable you to reset your password if you forget it or want to change it at any time in the future.

When you click the link below to activate your account, you will see a standard Windows Log-in Pop-up, similar to the one shown below

Edl
@ crterusermame snd pessword for ipsifiren y.cov

Usereme: [ctisemane
Password: [eesensesneed

[oc] cm |

‘The actual appearance may vary by the web browser you are using (¢.g. Intemet Explorer, Google Chrome)

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

Thank you,

e In order to activate their account, the user should click on the link
provided in the email. This will take the user to an account
activation/self service password reset process.
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[ Authentication Required @ﬁ
9 Enter usernarme and password for https://idreg.ky.gov
User Name:

Password:
[ OK ] | Cancel |

e The user might see a window that will ask for a user name and
password. These should be the user name and password they used to
create their account with One Stop.

e If they input both of these correctly, or if they don’t see this screen,
they will be taken to the Forefront Identity Manager (FIM), where they
will need to answer some randomly selected questions that will be
used to verify who they are if they should forget their password or
username in the future. At this screen, they will need to enter their
password again.

Office ions &Pr_ x| Kentucky! Toox Vahoo . % Forefront [dentity Manage. + = =N =]

€ & bygov ] A a@ ¥ A=

e The user should click on the ‘Next’ button and proceed to answer the
guestions presented. These questions are for verification purposes if

the user requests to have their password reset or forgets their
password.
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Password Registration: Register Your Answers

e Once the questions are answered, the user should see this screen:
e Ty =

@;I.awrdmlw-fﬂmm = ¢ | (B~ e A ftrb ¥ @

?f Forefront Identity Manager 2010 k2

Completed: You are now registered
o 1 you ever need to reset your password:
1. Go to the reset password portal

2. Verify your identity
3. Choose your new password

At this point, the user should go back to the web page for the board with
which they are registered, and click on the ‘Online Renewals’ link again under
the Online Services tab.
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If the user doesn’t receive the screen with the verification questions,
they will most likely see this screen:

[/ ticenses: Home ~ salesfor x

Y ] Office of Occupations&F = Y[ Signln % Y 11 Inbox () - burtyazB@gma % . 4 OneStop confirmationfor % 7 [ Forefront Identity Manage % g ¥ = e[
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o Microseft .
< Forefront Identity Manager 2010 Rz

Unrecognized User

€3 The current user account is not recognized
your help desk or system ai

orefront Identity Manager. Please contact

Go to Self-Service Password Registration home page

This screen is not telling the user that their account is inactive. The
user can still log in to the One Stop portal. The user will need to go
back to the Occupations & Professions home page, and click on the
‘Online Renewals’ link again under the Online Services tab.

Once back at the One Stop log in screen, they should use the email and
password that they entered on the Create Account screen.
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e Please be aware that One Stop will auto generate “@cit.ky.gov” at the
end of the user’s username. This is not an error and is necessary for
the user to successfully log in to One Stop and the Occupations &
Professions online renewal system.
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Should the user forget their password, here are the steps to use the self-
service password reset (Forefront Identity Manager (FIM)).
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e At the One Stop sign in screen, click on the ‘Forgot Password’ link

(highlighted in yellow below). Then follow the on-screen directions to

reset the password.

ve %) Sqnin x BT
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Kentucky.gov

Office of O

€ a

Kentucky

Q,"e Stop
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@citky.gov will be added to your Usemame

WARNING

e After clicking on the ‘Forgot Password’ link, the user should see a FIM
screen asking for the user name. The user will need to enter their One

Stop user name, preceded by ‘cit\’ (ex: cit\johndoe1l), then clicking
‘Next.’

o, Microsoft®

~ Forefront Identity Manager 2010 r2

Password Reset:

Please enter your user name below

cit\usernam e|

& 2012 Microsoft Corporation. All Rights Reserved. | About
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e The user will then be prompted to answer 2 sets of 3 security questions
to verify the user.

“Forefront Identity Manager 2010 r2

e If the user successfully answers their verification questions correctly,
they will be prompted to create a new password.

" Forefront Identity Manager 2010 r2

Resetting password for at\dbottomsB4

10
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e After creating their new password and selecting ‘Next,” if the two fields
(Enter a new password and Re-enter the password) match, the user
will see the following screen.

=, IVEToRolt

Forefront Identity Manager 2010 r2

v

e At this point, the user’s password has been changed, and they should
go back to board’s website to select ‘Online License Renewal,” and
proceed to login to One Stop and the O&P website using their new
password.

e Important Reminder: A user can only reset their password once in a
24 hour period.

11
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e Once the user has logged into the One Stop system, they will be
directed to the Occupations & Professions registration

! Office of jons & Pre. % | __ User ~KYOcc. X = |

Office of Occupations & Professions
User Registration

Usertame |, cecti@orky.gor
Flease enfer User Name created in Ki

803rd | Board of Certiication of Alcohol and Drug Counselors

License ype | Akcohol and Drug Counselor

Ucense Number 9999
SN 543210987
fiesthame  Don
Lasthame | Duck

Emal  |kycottestl @gmail.com
Please enter Email created in Kent

Submit

e On the Occupations & Professions registration page, the user will need
to enter the information requested. The user name should include the
@cit.ky.gov tag used for signing into One Stop. (Hint: any field with a
red bar next to it is a required field.)

e The user should select an appropriate board with which they are
licensed or certified, and the appropriate license type that they hold
with that board.

e The user should also use the same user name and email address that
they used when registering with One Stop.

e After they have entered the correct information, they should click on
‘Submit’ to send their information to Occupations & Professions.

e If the information they entered is correct, the user will be taken to
their Occupations & Professions home page.

e If the information they entered is incorrect, or doesn’t match what is
on record for them with the Office of Occupations & Professions, they
will be instructed to correct the information or call the Office of
Occupations & Professions to verify their information.

12
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Once at the Occupations & Professions home page for their account, the user

should click on the ‘User Profile’ link at the top of the page to see their details.
[/ ticenses: Home ~ salesfor x | Office of Occupations & | x \ .__ KY ONP Public % K Occupetions and Proic < \__ N S

<« C' f | @ https//kyonp.force.com/customers/apex/LicenseeProfilepage?sfdc.tabName=01ro00000009jfy x| =

Licensee Profile Details

Edit
—Personal Information
Sufix Middle Name
Firstame  Don Maiden Hame
Lastlame  Duck UserlD  kycoftesti@gmail.com
Date of Birth
rAddress Information
Mailing Street  ANIMAL CONTROL AGENCY. Other street
Mailing City ~ FRANKFORT Other City
Mailing State/Province  Kentucky Other stateiProvince
Country  United States Other Country  United States
Mailing ZiplPostal Code 40601 Other ZipiPostal Code
rContact Inf
Mobile Phone
Other Phane Email  kycoftesti@qmail.com
License Information
License Number License Type Board Name Status Issue Date Expire Date Business License
9999 Animal Cantrol Agency Board of Veterinary Examiners Aciive 71512012 9/30/2014

e In order to edit their address or contact information, the user will need
to click on the ‘Edit’ button at the top of the screen. This will give the
user a screen where they can edit the information, then ‘Save’ what
they have.

[/ ticenses: Home ~ satestor x [ Office of Occupations & | x Y .__ KY ONP Public %V Kv occupations and proic x YL §

[l

% =

&« C A | 8 https;//kyonp.force.com/customers/LicenseeProfileEditPage?id =00300000004 azli

Home UserProfile

Edit Profile Details i

Save | Cancel

rPersonal Information

Sufix Middle Name
Firstlame  Don Maiden Name
Lastlame  Duck UseriD  fycoftesti@amail.com
Date of Birth

rAddress Information

Maiing Street Otner street
4
uallog €1y [ FRAKFORT otner city
usiig state | iCantucky B Otner state [ jona— B
Maiing Country | nited States v Other Coumtry [ United States v
Mailing Zip/Postal Code I 40601 Other ZipiPostal Code
rContact Inf
mobile Prone
Other Phane Email  fcotesti@amail com
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e Back at the User Profile screen, the user can click on their License
Number to be taken to a screen showing details regarding that license.

[/ Licenses: Home ~ salesfor x | Office of Occupations & ¢ % Y _ KY ONP Public

%V KY Occupations and Prof: % Y3 [

€« cC f https://kyonp.force.com/customers/LicenseeProfilepage?id=00300000004azliAAI % =
‘ Home UserProfile |
Licensee Profile Details
Edit
r—Personal Information
Sufix Middle Name
Firstame  Don Maiden Name
Lastame  Duck UseriD  fycottesti@amail.com
Date of Birth
rAddress Information
Mailing Street  ANIMAL CONTROL AGENCY Other Stroet
Mailing City ~ FRANKFORT Other City
Mailing State/Province  Kentucky Other StateiProvince
Country  United States Other Country  United States
Mailing ZiplPostal Code 40601 Other ZipiPostal Code
rContact Ir ion
Mobile Phone  (999)999-9999
Other Phone Email  fycottesti@amail.com
License Information
License Number License Type Board Name Status. Issue Date Expire Date Business License
9989 Animal Control Agency Board of Veterinary Examiners Active 71512012 913012014
httpsi//kyonp.force com/ i ; -
'V Licenses: Hore ~ salesfo: x 1 || Office of Occupations & ¢ x | __ KY ONP Public x y KY Occupations and Profe x W | [=Tax
« cCH https://kyonp.force.com/customers/LicenseDetail Page ?id=a0Co0000000tMYSEAM 7 =

Kentuicky.gov

Home UserProfile

9099
Backto Profile Page

License Number
Email
Status

Issue Date

Privacy | Disc

9999
kycottest1@gmail.com
Active

7i512012

mer | Individuals with Disabilities

Selected License Record Details
Board Name

License Type

Expire Date

Renew | Terminate

Board of Veterinary Examiners
Animal Control Agency
913012014

e If the license is in the time frame specified by that Board for renewals,
the user should see a ‘Renew’ button, and a ‘Terminate’ button.

e If the user selects ‘Renew,’ they will be taken to the online renewal for
that license.

14
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o |f they select ‘Terminate,” the user will be asked to confirm their

request, and then be sent back to their User Profile screen.
- ticenses Home - et Y7 Ofie of Occupations &/ x Y OWPRubic ' kY Occupstonsand ot

€ - C fi [ @ htipsy/kyonp.force.com/customers/Termination?id=a0Co0000000tMYSEAM 3| =

Home UserProfile

I hereby cartity that all information provided by me on this form is true and cormectto the best of my knowledge

| AGREE
© yes O No

15
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Once the user is done with their session, they should click on the ‘Log Out’ link
at the top right corner of the page.

This will take them to a screen that tells them they are logging out of the
Occupations & Professions site, and the One Stop site.

Their log out will send them to a page that shows an error message that reads
“ An error occurred. Contact your administrator for more information.

';, Licenses: Home ~ salesfar x V|| Office of Occupations & ¢ x \_ KY ONP Public 3 [ error x Sl

€« C i | 8 httpsy/fscitky.gov/adfs/ls/?wa=wsignoutl.0&wreply=https%3a%2f%2fkyonp.force.com%2fcustomers%2fsecur%2flogoutjsp e =

Kentucky.gov

An error occurred
ed. Contact your administrator
on.

Kentucky

One Stop

BUSINESS PORTAL

WARNING

/ou that you are only authorized to use this site, or any.

This website i the property of the Commonwezlth of Kentucky. Thi
gh thi

The user dld not do anvthlng to create thls error. To get rld of the error
message, the user can refresh (F5) their screen (see screen below), or go back
to the Occupations & Professions home page by entering the website’s url in
their address bar (http://dop.ky.gov).

[/ ticenses: Home ~ satestor x Y [Z] Office of Occupations & i x Y_ KY ONP Public 2 [ signout =[x
& C A | 8 https/fscitky.gov/adfs/ls/?wa=wsignoutl.08&wreply=https%3a%:2f%2fkyonp.force.cor utjsp Y=
Kentucky.gov
Slgn out
ssfully signed out.
Kentucky

One Stop

BUSINESS PORTAL
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