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Professional Education  
CAN Check Instructions  
For technical support issues with the CAN report, please contact the help desk at 866-231-0003 Option 3 

during the hours of Monday – Friday 7:30am – 5:00pm or TWISTHelpDesk@ky.gov. 

Click each step to go to that section 

1. Create an account with the Kentucky Online Gateway (Page 2-5) 

2. Order your CAN Report (Page 6 – 11) 

a. Note: In Employer / Agency Information Section 

i. Undergraduate Candidates: Input teacher.admissions@eku.edu 

ii. Student Teaching Candidates: Input the email address received from your 

district 

3. If necessary, Download your completed CAN report as a PDF (Page 12 – 13) 

a. Note: If you did NOT input teacher.admissions@eku.edu for your CAN check, you MUST 

follow these directions to submit your CAN check to Professional Education Services at 

EKU 
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Page 2 of 13 
 

Create an account with the Kentucky Online Gateway 
1. Open your browser and enter the following URL: https://ssointernal.chfs.ky.gov 

2. Click “Create New Account.”  

 

https://ssointernal.chfs.ky.gov/
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3. Enter the required information on the displayed screen and click the Sign Up button to complete 

your KOG Profile. NOTE: The provided email address will be used for the account username. 

 
4. A success message is displayed if required information was submitted. An email from 

KOG_DoNotReply@ky.gov is automatically sent to the email address provided. NOTE: The 

requestor has 4 hours to complete the registration process, or a new registration must be 

completed. 

 
a. If an email is NOT received within 30 minutes, check your Spam or Junk folder. 

mailto:KOG_DoNotReply@ky.gov


Page 4 of 13 
 

b.  If the verification email is not there, click on the No Email Received link. Enter the 

previously provided email address and click Verify to resend email

 
 

5. Access your email account and click on the activation link in the Account Verification email to 

complete validation of the requested KOG profile. 

 
6. Once the user clicks on the email activation link the requestor will be sent to the Validate New 

Account screen where they will be prompted to Continue to Sign In. 
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7. User will be redirected to the KOG External Gateway Log In screen. Enter your username and 

click Next.  

 

8. Enter your password and click Verify 

 

Congratulations! You have successfully created your Kentucky Online Gateway account.  

Click here to return to the start 

Click here for ordering your CAN check directions 

Click here for directions to retrieve your CAN report  
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Ordering your CAN Report 
1. Log into the Kentucky Online Gateway using the username and password set up previously 

https://kog.chfs.ky.gov 

 

2. Go to CAN Payment and Verification and click “Enroll” 

 
  

  

https://kog.chfs.ky.gov/
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3. In the upper left side of the screen, click on “Form” and select “Central Registry Check (DPP-

156) “

 
4. Check the third box “Public School Employee, Student Teacher, Contractor, or School-Based 

Decision-Making Council Member (Required by KRS 160.380)“
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5. Fill out the Personal Information section. Use the name, sex, and date of birth listed on your ID. 

For “Date of Initial Hire” put the start date of classes for the current semester

 
6. Fill out the Current Address section with your permanent address. If applicable, include previous 

addresses. 
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7. Under Employer / Agency Information, check the box next to “In addition to receiving the results 

myself, I authorize the Cabinet for Health and Family Services to share the results with the 

following employer or agency. Results will not be mailed.” 

 

a. For Undergraduate students: Input EKU Teacher Admissions for the name, and 

teacher.admissions@eku.edu for the email address.  

b. For MAT Students: Refer to your MAT checklist 

c. For Students who are Student Teaching: Contact the district you are student teaching at 

and enter the email address they tell you to.  

8. Add a photo of one of the following supporting documents: EKU Student ID, Driver’s 

License/Learner’s Permit/State ID, Birth Certificate, Social Security Card/Individual Taxpayer ID, 

Passport or work ID. 

 

mailto:teacher.admissions@eku.edu
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a. Click “Browse” and select your file

 
b. Title the document, and click “Upload” NOTE: If your file is too big (more than 2 MB) it 

will not upload! Taking a screenshot of your photo usually is enough to fix any issues 

with file size.

 
9. Individuals Under 18 Only: Upload Parental Consent form 

a. Click the link in the View / Upload Documents section that says “parental consent form” 

b. Have your legal guardian fill out the parental consent form 

c. Follow the directions for step 8 to upload the parental consent form 
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10. Click “Save” and then click “Submit” in the bottom right corner

 
11. Click “Submit” again to confirm your submission

 
12. Proceed to the payment section. 

Click here to return to the start 

Click here for directions to retrieve your CAN report 
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Accessing and submitting your completed CAN 
1. Log into the Kentucky Online Gateway using the username and password set up previously 

https://kog.chfs.ky.gov 

 

2. Go to “CAN Payment and Verification” and click “Launch”

 

https://kog.chfs.ky.gov/
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3. In the upper left corner, click “My Dashboard” to access the Requestor Dashboard 

 
4. You will be able to view and access your CAN report on this page. Requests lacking uploaded 

documentation will be indicated with a Y in the “Document Missing” column.

 
5. When your CAN report is complete, it will say “Completed” in the “Status” column.

 
6. When completed, click on “Print” and save that page as a PDF. 

a. NOTE: If you do not click “Print” you will not have the correct version of your CAN 

check! 

7. That PDF will be sent to… 

a. UNDERGRADUATE CANDIDATES Enrolled in CED 100/150/200: Email to 

teacher.admissions@eku.edu if Employer/Agency information section was left blank 

b. UNDERGRADUATE CANDIDATES Applying for Professional Education: Attach to 

application for professional education. 

c. MAT CANDIDATES: Refer to your Checklist! 

d. STUDENT TEACHERS: Upload to TaskStream in the Student Teaching Documents Section  

Click here to return to the start 

 


