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In 2020, we launched a new process for ICs/HRGs to submit applications and supporting documentation 
to us, the DEI Upload Link. Although there have been many benefits to the process, such as expediting 
delivery of documents to DEI, we have seen a few concerns. After listening to some feedback from ICs, 
we believe it is better to offer a method for an IC to attach the completed application that the member 
completes. This will reduce the number of errors being entered into the online application. It will also 
reduce the number of entries an IC has to make. As a reminder, the enrollment application is an editable 
document, and the member can complete in electronically, with no need to print.  
 
Currently, an IC must enter the entire application into the DEI Upload link and then our team re-enters 
that information into KHRIS, which is then sent to our benefit vendors. Effective Monday, March 6, that 
method will still be available but will eventually be phased out.  
 
Going forward, you will use the same link to access the DEI Upload tool, but now you will select Active 
Agency PDF Upload. As of now, a PDF file (.pdf) is still the only acceptable format to attach a document, 
but we are researching to add other options. NOTE: TRS/KPPA retiree ICs, you will continue to use the 
TRS/KPPA PDF Upload which has been active for some time now. Once you select the Active Agency 
PDF Upload, you will enter a few required fields and then attach the application along with supporting 
documentation, if needed. You will find detailed steps attached.  
 
As a reminder, applications you enter through this method are uploaded within 24 hours directly to our 
document storage queue. The applications are processed and entered into KHRIS in the order they are 
received. We recommend using the electronic process instead of mail, fax, or email. NOTE: You should 
continue to enter New Hires in KHRIS, as well as any other actions that you have access to enter.  The 
online tool should only be used for the new hires that you cannot enter in KHRIS.  
 

https://apps.personnel.ky.gov/DEIFormUpload/login/UploadLogin


Website for ICs/HRGs to submit applications, exceptions, and supporting documentation to DEI (excludes life 
but it is coming soon):    https://apps.personnel.ky.gov/DEIFormUpload 

Log in using your KHRIS user ID and password. Once you log in, select Active Agency PDF Upload. 
 
Things to know before you begin: 

1. All documents must be a PDF document. If the application doesn’t upload, you will be notified by DEI 
the following day to upload it again (we receive kickout reports).  

a. To convert a document to PDF: 
i. Click file, then select Save as Adobe PDF; OR 

ii. Click print and then in the printer field choose Microsoft Print to PDF as the printer 
option, and then save. 

2. Make sure you select Save for each document that is uploaded, or it won’t attach. 
3. Make sure all supporting documentation is uploaded with the application. 
4. If you hit submit and it shows something is missing, please look for missing sections. 

 
This is the first screen after you enter your login credentials.  

 

You will select the Plan Year and Reason for Application (required fields) and Change in Employee Status or 
Qualifying Event(s) if applicable. 

 

 
 
 
 
 
 

https://apps.personnel.ky.gov/DEIFormUpload


If you know the KHRIS PerNr or Employee ID, enter the information, and then enter (on your keyboard). The 
remaining fields will auto populate. If you do not have the KHRIS PerNr or Employee ID, you must enter the 
KHRIS Org#, Cost Center#, Company#, Company Name, Employee SSN, Last Name, and First Name.  

NOTE: If you are entering a transfer and enter the PerNr, the information that auto populates will more 
than likely be from the previous agency. Please ensure you update the fields to reflect your agency 
information. 

 

The Comments section is for any additional notes you would like to add or pertinent information that we need 
to know about the document being submitted. If there isn’t anything needed, then leave the field blank. 
 
The Application is required – you will select Choose File, select the file you want to use, and then click Save.  
If you have supporting documentation, follow the same steps for Extra Documentation. Make sure you select 
Save for each document that is uploaded, or only the documents you did select Save for will upload. Then select 
Submit at the bottom of the page. 

 

 

 

 

 

 

 

 



This is the final page and YOUR CONFIRMATION of the upload. We recommend you print this page and 
attach to the hardcopy of the application that you will keep in your files. 

 

 


