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Password Recovery
The password recovery feature will allow you to reset your password in the event that you have
forgotten your password or your password has expired. Passwords are set to expire every 90 days and
will require you to change or reset your password.
Using the password recovery feature will not send you your current password, but will generate a
random password using letters, numbers and special characters. The system will email this password to
you at the email specified in your profile.
Follow the steps below to reset your password:
1. Click on the “Forgot your password?” link.

2. Enter your email address to recover your password in the box and click next. Your email address
is the one you originally registered with the system.
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3. Answer the security question that you have chosen. Press “next” to continue.

4. Answer the second security question that comes up. Then click “submit”.

5. An email will be sent to you with the randomly generated password. Login with new password.
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6.

Immediately a screen will appear asking you to change your password. The screen will ask for
the current password (this will be the randomly generated password) and then ask for the user
to pick a new password. Passwords require at least 8 characters including 1 number, 1 capitol
letter and 1 special character. You will also be asked if you wish to modify your Security
Questions. If this is something that needs to be done click “Yes”. If the security questions are
fine, “No” is the default choice. Finish filling in the box and click “Submit”.

7.

Once the process is complete, you will know by the screen that pops up.

Edit My Profile
This page allows you to keep your contact information up-to-date.
1. To edit your profile: click on the tab at the top that says “My Profile”.
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2. Click on the first link on the left side, “Edit My Profile”.

3. Make sure that all the fields marked in red are filled out. When all finished click the “Update”
button at the bottom of the page.

SMS Number and SMS Carrier Instructions
KS-HAN can send messages via SMS (Text). To receive alerts in this format, fill in your cell phone
number. Directly underneath SMS Number is a drop down box, in this box select which carrier you are
with. After these are selected, you should be able to hold the cursor over these fields and see your SMS
Tag line. (The tag line is similar to your cell phone’s texting “email” address.) See below to view how the
screen should look when the cursor is held over the phone number.

KS-HAN User Manual_v.2_010314

Page 6

Adding Multiple Roles Instructions
KS-HAN messages are targeted to fit information needed by a variety of roles. A user can select multiple
roles within KS-HAN depending on their job functions. Proper and complete selection of roles will
ensure that the users receive the messages pertinent to their work in public health.

Note: If your email changes email preparedness@kdheks.gov for assistance. Staff can modify an
email address and update the user’s username.

Edit My Password & Security Question
The Edit My Password function will allow you to change your current password. This differs from the
Password Recovery section (mentioned above) as you will need to have your active password to change
to a new password. This function is used so your password doesn’t expire. On this screen you can also
edit your security questions, which are used when you recover your password.
1. To edit your password and secret question: click on the tab at the top that says “My Profile”.

2. Click on the second link on the left side, “Edit My Password”.
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3. The same page that pops up for Password Recovery will come up to change your password. You
will need the current password. The new password should contain at least 8 characters including
1 number, 1 capital letter and 1 special character. From this page you can also change your
security questions.

4. Make sure to click “Submit” and wait for the screen confirmation that says the password has
been successfully updated.
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Alerts, Advisories, and Updates
Alerts, Advisories and Updates can be viewed from two separate places. KS-HAN will store all alerts,
advisories and updates so you can go back and view the documents for as long as you wish.
1. To view alerts, advisories or updates: click on the tab at the top that says “My Profile”.

2. Click on the fourth link on the left side, “Alerts, Advisories & Updates”.

3. A screen will show up with three folders one for alerts, one for advisories and one for updates.
Click on the folder name, and a screen will come up with all the documents in that folder. You
will have the option to view the document from this page.
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Document Library
The Document Library is very similar to the “Alerts, Advisories & Updates” menu. With this tab, you can
view documents that have been placed in specially created folders for you to view.
1. To view documents placed in the library: click on the tab at the top that says “My Profile”.

2. Click on the fifth link on the left side, “Document Library”.
3. A screen will show up with the folders that have been created. Click on the folder name, and a
screen will come up with all the documents in that folder. You will have the option to view the
docment from this page.
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User Directory – UNDER DEVELOPMENT, Release date TBD
Users can utilize the “user directory” function to look up fellow KS-HAN users. Under this function
people can do broad searches or they can do very specific searches. Categories in which to search for a
person include: City of Residence, First or Last Name, Organization, Role, State or Email.
1. To look people up: click on the tab at the top that says “My Profile”.

2. Click on the last link on the left side, “User Directory”.
3. A screen will come up that will allow you to search for users with in different searches. You can
search with only one category filled out, or as many as you want to fill out.
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