
CAN CHECK REQUEST USER GUIDE 

This guide will show you how to successfully submit a Central Registry Check for 
Campbellsville University School of Nursing



WHAT YOU NEED TO BEGIN

• Make sure you are using Google Chrome as your browser on a desktop not a mobile device.

• CAN Checks can take up to 30 days for completion. Please ensure you are submitting in 
appropriate time frame to allow completion for clinical requirements.

• Please have at least one form of supporting identification documentation saved to your computer 
for uploading to application when prompted 
• Approved Documents:

• Driver’s License, State ID, Birth Certificate, Social Security Card, Passport OR Work ID

• Document File Types (only the following file types are accepted):

• .jpeg , .png , .bmp , .pdf

• Please remember to proof your documents and make sure they meet the following criteria:

• Document image is clear and can be clearly recognized and read

• File size is 2mb or smaller

• If you are under age 18, a copy of the Parental Consent form must be uploaded along  with the 
supporting document from the list above (This form is found on the Home Page under the 
Instructions Section)

• Please have credit/debit card information. A non-refundable payment will be required for 
completion.



STEP BY STEP INSTRUCTIONS

1. Open your browser and enter the 
following URL:

sso.kog.ky.gov

2. Sign in if you already have an account 
with Kentucky Online Gateway, if not 
select create account.

3. Launch the “CAN Payment and 
Verification” option



4. Once the CAN browser opens, use the 
“form” drop down menu and select the 
option “Central Registry Check (DDP-
156)”

5. Select from the categories list:
“Supports for Community Living 
(SCL) Employee (Required by 907 
KAR 1:145)”

AND
“Michelle P. Waiver (Required by 907 
KAR 12:010)”

6. Once selected, continue to scroll 
down and enter all the required 
Personal Information fields



• A L L  P E R S ON A L  I N F O R M AT I O N 
F I E L D S  A R E  R E Q U I R E D. 

• I F  E I T H E R  “ M I D D L E  N A M E ”  O R  
“ M A I D E N/  N I C K  
N A M E /OT H E R ”  I S  N OT  
A P P L I C AB L E  E N T E R  “ N / A ” .

• I F  YO U  D O  N OT  H AV E  A  
S O C I A L  S E CUR I T Y  O R  
TA X PAY E R  I D E N T I F IC AT I ON  
N U M B E R , P L E A S E  E N T E R  A L L  
N I N E S  I N  T H E  S S N  F I E L D  A N D  
T H E N  U S E  T H E  “ OT H E R ”  B OX  
U N D E R  “ R E G UL AT I ONS ”  TO  
E X P L A I N  W H Y  YO U  A R E  
U S I N G  A L L  N I N E S .

• A L L  F I E L D S  A R E  R E Q U I R E D  E X C E P T  F O R  
A D D R E S S  L I N E  2  ( O P T I O NA L )

• I F  YO U  H AV E  L I V E D  AT  YO U R  C U R R E NT  
A D D R E S S  F O R  L O N G E R  T H A N  5  Y E A R S , 
P L E A S E  M A R K  T H E  Q U E S T IO N A S  Y E S  A N D  
P RO C E E D TO  T H E  “ E M P L OY E R  S E C T IO N” .

• I F  YO U  H AV E  L I V E D  AT  OT H E R  L O C AT I O NS  
I N  T H E  L A S T  5  Y E A R S , P L E A S E  M A R K  T H E  
Q U E S T I ON A S  N O.

• If you select no, a second question will appear asking 
if your previous address is/was international.

• If yes continue to the “Employer Section”

• If no, the “Previous Address section will 
populate.

• Click on “Add Previous Address”

• If you have more than one additional 
address, click on “Add Previous Address” 
again until you have entered all the 
necessary addresses.

7. Enter Personal Information

8. Enter Current Address



9. Employer / Agency Information
Please select the box under Employer / Agency 
Information to authorize the information being 

sent to Campbellsville University School of 
Nursing

Enter the information in the field below the 
checked box exactly as you see here. 

If the check does not get sent to the correct 
person, you will have to reorder and pay for an 
additional check as the fee is non-refundable.

***PLEASE DOUBLE CHECK THIS 
INFORMATION***

If an email address is entered that is not 
associated with a KOG login, you will get a 
message in red under the email box stating 
the Employer address does not exist in the 

system or is incorrect.

Results will not be mailed to an Employer or 
Agency. Only valid emails associated with a 
KOG account will have the results sent to 

them electronically.

Campbellsville University School of Nursing

tbmarlow@campbellsville.edu

1 University Drive UPO 800

Campbellsville KY 42718



10. View / Upload Documents

Refer Back to “What You Need” Slide For 
Approved Document Information

• Enter a “Document Description”

• Click on “Choose File”

• Select your file and click on “Open”

• The document file name will appear 
beside “Choose File”

• Click on “Upload” to add the 
document to your request After uploading the document(s), select one of the following:

“Save and Add Applicant” – This will save the current 
request and add a request for an additional individual. (You 
will not use this option because you should   only be 
submitting checks for yourself)
“Save” – This will save the current request to be submitted 
later. (The request will display at the bottom of the screen 
under “Dashboard” to be viewed or edited)
“Submit” – This will save the request and proceed to the 
Payment Portal. (A confirmation screen will populate 
prompting you to either “Cancel” or “Continue to Submit”)



11. Choose Payment
• Select the “Pay by Credit/Debit Card” Option

• Select “Proceed to E-Sign”

• Select “Sign & Pay”



12. Enter Payment Information

• Enter your credit/debit card information on the “Select Payment 
Type” screen

All fields are required except for “Address Line 2” and “Email Address”

The fee is $10.00 per CAN check application and is non-refundable

• Select Next to continue to the “Payment Overview”

• If all of the details are correct select “Pay Now”

After successfully submitting payment, a CAN Check Request Receipt 
will be displayed with a Confirmation number of the payment and can 
be printed or emailed.

• Click on “Complete Payment and Return to CAN”

If “Complete Payment and Return to CAN” is not selected, 
the application will not be submitted for review



CONFIRMATION AND RESULTS

Once the Payment is complete a confirmation screen 
will populate and an email will be sent to the address 
on file for the application.

A Case Number will be given starting with CHRS.

The status of the request will be updated to Submit.

Note - Please allow up to 30 days for processing. 
When your results are complete you will receive a 
confirmation email at the address on file and you can 
return to your dashboard to view/print the results.

Printing/Saving: Once your CAN check is 
complete you will be able to view, print and 

save the results.

1. Launch the CAN Payment and Verification app from 
the KOG apps page.

2. Go to My Dashboard and scroll down to where 
your application is listed.

3. Click on Print.

4. Click on the dropdown arrow next to the Disk 
image and select PDF.

5. Open the PDF, you will be able to print and/or save 
the completed CAN check.
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