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1.0 INTRODUCTION 

This User Guide is intended as an aid to citizens applying for State position using LHDCOS 

system for the first time or thereafter.  LHDCOS is an application for people seeking 

employment with the local health Departments in the Commonwealth of Kentucky.   

2.0 KENTUCKY ONLINE GATEWAY(KOG) 

The Kentucky Online Gateway(KOG) is the single sign-on portal for the Commonwealth of 

Kentucky.  Each user of the application will need to have a KOG account.  You will use this 

account to access the site.  When first visiting the application without a KOG account you will 

be redirected to KOG to sign up for an account. The first screen you will see is the page below.  

You will pick from the options as follows:   

• If you are a citizen looking for employment at a local health Department you will choose 

the first option.   

 

  
 

If you picked the first option, you can either sign in if you already have a KOG account or create 

an account. 

 

For new accounts, you will fill out the form below and click the Sign Up button. 
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Once logged into KOG, you will arrive on the dashboard. A new user logging into KOG for the 

first time will land on the “All Apps” tab. This dashboard initiates the application request 

process, wherein selecting the “Enroll” button on the widget takes you to the role selection 

page within the Request Application.  For the LHDCOS application select the LHDCOS Search 

and Apply widget to request Citizen Role. 

 

 
 

 

You will complete the process by requesting the citizen role and providing the prerequisites. 
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You should pick Citizen Role from the screen above and follow the workflow.  The Citizen Role 

will be given access immediately. 

 

Once a user has gained access to LHDCOS, they will always land on the “My Apps” tab going 

forward.  They will select the LHDCOS widget and click the Launch button to proceed to the 

application. 
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3.0 CITIZEN ROLE 

When you enter the application as a citizen role, you will land on the Home page below.  You 

have options to search jobs or create your profile.  You will need a profile and an application in 

order to apply for a job, but you can search jobs without either one.   

 
To enter your profile click on the Update Profile button.  Fill out the required fields with * and 

click the Save and Continue button.   
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You can continue filling out your application at this point or you can come back to the Update 

Profile at any time and finish filling out your application.  The application screens are self-

explanatory.  Each screen has a Save and Continue button.  Please remember to click this 

button each time before exiting the application screens in order for all your changes to be 

saved in case you have to return later to continue filling out your application.    
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If you have any relative employed with a Kentucky local health department, select “Yes” from 

drop down and provide their name and department information. 
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If offered employment, confirm your availability to work, permit to drive, and verify that you 
are a citizen of the united states or provide proof that your immigration status permits you to 
work. 
 

 
 

Provide your educational background. Use drop down where applicable. Later in the 

application, there will be a place for you to upload copies of transcripts. 
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If you have a license, certificate, or other authorization to practice a trade or profession, 
provide that information by clicking “Add Certificate” for each license or certificate. Later in the 

application, there will be a place where you can upload copies of your certificates and 
licenses.  



 

   

 Cabinet for Health and Family Services Page 11 

 

 
Provide your past work experience in this section. You will be allowed to “Continue” only after 

you fill in all required fields (*). 
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As you add your experience in above screen, entered information will be displayed in grid 

below. 

 
Upload Transcipts in section below. As you upload the documents, uploaded document 

information will be displayed in grid below. 
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If you have any additional information  related to your education or experience that you could 

not provide any of the sections above, you may use the section below the transcript upload to 

enter them. 

 

 

 

Please make sure you click “Save & continue” to save all the uploaded documents and 

additional information entered, if any, in the free format text box. 

 
Once you complete your application, you will need to sign it (type in your name) and enter 

current date and click the Save and Continue button.    

 

After clicking on the Save and Continue button you will see the screen below.  You have 

completed your application and you are ready to apply for jobs.  You application is good for one 

year from the time you signed it.  After that, you will be asked to update your application 

before applying for more jobs.  At any time, you can update your application from the Update 

Profile button on the Home screen. 
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To search click on the Search Jobs link on the menu bar or button on the Home screen.  You will 

see the screen below.  You can filter your search using the dropdowns and click the Search Jobs 

button.  From the listing, you can click on the View link to see a description of the job.  If you 

are interested in applying for the job simply, click the Apply link in the listing.  You must have a 

completed application and the job must be in the Open status to apply for it. 

 
You should receive the message, “Application process completed!!” after clicking the Apply link. 

You can go back to Job Search screen from here to continue applying for open jobs.   

 


