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Instructions 

 

 To register 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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 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. 

 
 

 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.’ 

 
 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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 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: 

 
 

 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. 

mailto:youraccount@ky.gov
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 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. 

 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. 

 
 
 

 The user should click on the ‘Next’ button and proceed to answer the 
questions presented.  These questions are for verification purposes if 
the user requests to have their password reset or forgets their 
password. 
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 Once the questions are answered, the user should see this screen: 

 
 
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: 

 
 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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 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. 

 

 
 
 
 
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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 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. 

 
 

 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\johndoe1), then clicking 
‘Next.’ 
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 The user will then be prompted to answer 2 sets of 3 security questions 
to verify the user. 

 
 

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

 
 

 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. 

 Important Reminder:  A user can only reset their password once in a 
24 hour period. 
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 Once the user has logged into the One Stop system, they will be 
directed to the Occupations & Professions registration 

 
 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.) 

 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.   

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

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

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

 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. 
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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. 

 
 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. 
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 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. 

 

 
 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.   

 If the user selects ‘Renew,’ they will be taken to the online renewal for 
that license.   
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 If they select ‘Terminate,’ the user will be asked to confirm their 
request, and then be sent back to their User Profile screen. 
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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. 

 
The user did not do anything to create this error.  To get rid 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). 

 


