ACH PAY INFORMATION
New users will need to complete registration at the Kentucky.gov portal via the registration link below. Follow the steps to create a username and password and answer the personal security questions. To get started go to the below website and GET REGISTERED. If possible, please provide a primary user and 2 backups.
Registration Link: https://secure.kentucky.gov/portal/registration.aspx 
ACH Pay SETUP
[bookmark: _Hlk46839745]Step 1: Provide the following information. NOTE: Each district user will need register with their own information.
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[bookmark: _Hlk46841735]Step 2: Decide on a “Username”. Click on the “Username requirements” to see requirements. NOTE: Each district user will need register with their own username
[image: ]
Step 3: Decide on a “Password”. Click on the “Password requirements” to see requirements. NOTE: There should be a different password for each registered user in your district.
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Step 4: Choose your Security Questions and Answers.
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Step 5: Check the box.
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Last Step: Be sure to PRINT this page so that you will have all the information that you entered for your records. Click on the “Complete registration” button. You are now done registering.
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GET ACCESS
Once the “Username” and “Password” have been created, please notify Patricia Boler (patricia.boler@ky.gov) or Bethany Crockett (bethany.crockett@ky.gov) via email of the new username that should be GRANTED ACCESS to the application. This is a necessary step! All new users must be added before they will be able to make a payment. 
NOTE: If you are replacing a former employee please include that information in the email so that the former employee can be removed from the account.
MAKE A PAYMENT
Once the new user has been given access to the application, they may then go to the ACH Pay - Shopping cart link (below) to log in and make a payment. (Add this link to your favorites!)
ACH Pay application (make a payment): https://secure.kentucky.gov/ACHPay/shoppingcart 
MAKE A CHANGE
[bookmark: _GoBack]To make changes to the district's bank account information for the Federal Reimbursement click on the “ACH Change Form” link below. This link takes you to the Kentucky.gov homepage where you must first log into your account. Once logged in scroll to the bottom of the screen where you can choose the “Request Type” and then follow the prompts.
ACH Change Form: https://secure.kentucky.gov/formservices/ACHPay/Request 
If you have any problems or issues with the Kentucky.gov website, please contact one of the following individuals in the Finance - Controller’s Office:
· Bethany Crockett at Bethany.Crockett@ky.gov or (502) 564-6690
· Patricia Boler at Patricia.Boler@ky.gov or (502) 564-1449
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By subscribing to the Commonwealth News Center, you will receive summaries via email of news releases on topics of your choosing on a daily or

weekly basis absolutely free.
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