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Business Request Instructions for HRGs: Part-time to Full-time Benefits Eligible 

 

1.        Go to Extranet.Personnel.ky.gov and click on Resources>HR Administrators.  

 

1A.  Or go directly to 
https://hr.personnel.ky.gov/_layouts/15/Sp.Login.Custom/Login.aspx?ReturnUrl=%2f_layout
s%2f15%2fAuthenticate.aspx%3fSource%3d%252F&Source=%2F 

2. Sign in. 

 

3. Click on Business Request in the first paragraph OR scroll down to the blue 
charm box and click on Business Request. 

 

https://extranet.personnel.ky.gov/Pages/default.aspx
https://hr.personnel.ky.gov/_layouts/15/Sp.Login.Custom/Login.aspx?ReturnUrl=%2f_layouts%2f15%2fAuthenticate.aspx%3fSource%3d%252F&Source=%2F
https://hr.personnel.ky.gov/_layouts/15/Sp.Login.Custom/Login.aspx?ReturnUrl=%2f_layouts%2f15%2fAuthenticate.aspx%3fSource%3d%252F&Source=%2F
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4. Enter the initial information needed to begin the Business Request. Click Next. 

 

5. Select appropriate agency. Click Next. 

 

6. Select Insurance Coordinator. Click Next.  

 

 

7. To create a ticket to process “PT to FT Benefits Eligible” members, click the box 
marked Here. 
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8. Enter the necessary info. Example – PerNr 12345/last name SMITH is going from an 
Interim status to Full-time employee effective 3/16/2026. Please update the eligibility for 
this member’s benefits and add ESS new hire tiles for online enrollment.  

9. Submit!  

 

 

10. HRG should see the confirmation screen and receive an email notification.  

 

 

11. Make sure to submit this ticket after the Employee’s action has cleared workflow.  

12. Should your employee encounter any issues in ESS after you have received the 
closed ticket email notification, email EIB@ky.gov.  

mailto:EIB@ky.gov?subject=PT%20to%20FT%20Benefits%20Eligible

