
Renewal Application 
Welcome Page 

 

First time user must click here to 
register as a user 

Returning user 



 
• Each authorized user will need to enter the KDHE provided Person or Organization 

ID and the facility seven-digit License Number (including the leading zeros). This 
information is unique to each owner. 

     
Examples: 
       KDHE Person or Organization ID:   
                   License Number:   * Do not include the dash or digits listed after.  

 
• An organization is provided a single  Organization ID, regardless of the number of 

facilities owned.   
 
• Registration is to be completed by the owner or an authorized representative. 
 
• Once registered, you or your authorized representative will login using the User Id 

and Password you created. 
 
• Remember to save and secure your User Id and Password for future use. 
  

 

12345 

0012345 

Directions to register for currently licensed facilities 



REMEMBER to save and secure your 
User Id and Password  for future use. 

If you currently have a valid 
license, select Yes 

        Renewal Application 



Renewal Application 
Renew KDHE License 

•  If you have more than one Facility displayed, select the Facility you want to renew. 
•  Review your current KBI list by clicking on [Affiliates] and then scroll down the page until 
    the detailed list is displayed. (Note any changes that need to be made). 
• PLEASE NOTE: Affiliates should be added, edited or removed within the Renewal application. 
•  If you are currently a licensed day care provider- Click on [Renew KDHE License]. 
 

Click here to view current KBI List (Affiliates) 



Click on “Click here to begin”. 
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Renewal Application 

Assessment Summary 



Renewal Application 
Program Type 

The type of program will pre-populate. 

Select “Yes” to enroll with DCF. 

Click on [Next] to continue. 



Renewal Application 
Verifying Information 

Verify facility information.   The facility address cannot be edited.  If the facility has moved, 
an Initial Application is required.  Click on [Next] or Click [Save] to exit. 

Note: the links that are available 
while viewing the  facility 

information page.  



If you clicked on “Save”, the following page will be displayed. 

Click on [Continue]. 

        Renewal Application 



Renewal Application 
Facility Mailing Address and Phone Numbers 

Enter/edit facility mailing and phone number information. 

Click on [Next]. 

Note: If Alternate and/or Fax number is not entered, a message will display.  

Click [Next] again to continue. (These are not required fields so you can go to the  next 
screen without entering this information). 

 
 



Renewal Application 
Owner Physical Address  

If a Social Security number is not entered, a warning message will be displayed. By 
not completing the SSN field, the processing of the application may be delayed.  
Enter a Social Security number if the field is blank. 
Click on [Next]. 



If you select to enroll with DCF, this screen will be displayed.  

Click on [Next] to continue. 
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           Renewal Application 
DCF Headquarters Information 



If you select to enroll with DCF, this screen will be displayed. 

Enter information.  Click on [Next]. 

Renewal Application 
        DCF Page 



Renewal Application 
    Modify Affiliates 

• Select an [Action] for each affiliate  (No change, Edit, Expire). 
• To add affiliates, click [Add Affiliate] for each affiliate and enter their First, Middle, Last name 

and Suffix, (i.e.- Sr, Jr, III), if applicable. 
• To remove someone you just added: 1.) click on the box after “Remove” and then 2.) click on 

[Remove Affiliate]. 
• Click [Next] when finished selecting an action for each affiliate and adding additional affiliates. 
 



SSN warning message 
displayed if not entered 

Renewal Application 
Affiliate Information  

A page will populate for each person entered.  Enter all requested identifying information - note 
the Affiliate name will be displayed at the top of the page. 
Click on [Next]. Note – If a SSN  is not provided, a warning message will be displayed that this may 
delay the application process. Enter the SSN if available and click on [Next]. 
 



Renewal Application  
KBI/DCF Screening Page 

All questions are required to be answered.   Click on [Next]. 



Carefully read each question.  All questions are required to be answered. 
Click on [Next]. 

Renewal Application 
   KDHE Agreement 



 

 
If you enrolled by selecting yes at the beginning of the application, this page will appear. 
Click on [Next]. 
 

            Renewal Application 
  DCF Notifications and Agreements 



NOTE: Once you sign your application you cannot go back and make any changes to the 
application. 

• To review your application, save your application if you have not done so yet. 

• Click on “Review or Make Changes” to review your application information for accuracy and 
make any necessary changes. 

Once you have completed the above steps: 
1. Respond to each statement. 

2. Sign and date. 

3. Click on [Submit]. 
 NOTE: Your application will be processed in the order received once you submit your payment 
              online. 

Renewal Application 
    Signature Page 



                                               Assessment Summary  
PLEASE read the entire page.  Note the application tracking number assigned to the application. In 
order to pay fees, return to [Home] by clicking on the “X”  in the upper-right corner to close this 
screen and click on Pay KDHE Fee / Manage My Applications.  
 

javascript:SWESubmitForm(document.SWEForm1_0,s_9,"s_1_1_13_0","")�
javascript:SWESubmitForm(document.SWEForm1_0,s_9,"s_1_1_13_0","")�


The Application Tab is used to: 

     (1.) Submit Attachments – attachments must be attached prior to paying fees 

     (2.) Pay Fees 

     (3.) Print Application Summary  

           Renewal Application 
Attachments and Paying Fees  



Renewal Application 
Required Attachments 

Note: Additional documentation may be required for  Child Care Center, Preschool, 
School Age Program, and Drop In Program renewal applications, such as the Program 
Director’s Annual Report. Please review “Required Documentation”. 
 

Mailing required documentation instead of submitting electronically may delay 
processing of the application. Include business name, license number and facility 
address on all correspondence.  Maintain a copy of all submitted documentation. 

You may add Attachments in the [Application] Tab.  Select the correct application 
and click on [Attachments]. 
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  Renewal Application  
Attach Documentation 

Click here to Browse for 
[Attachments] 

Click on [New] 



Renewal Application  
Browse for Attachment 

Click on [Browse…] to locate attachment. 



Renewal Application 
Attachment Located 

Click on the attachment. 

Click on [Open]. 



Renewal Application 
Attachment Added 

 
Note the attachment is now displayed in the “Attachment Name” field. 
Once an attachment is saved, it cannot be modified or removed. Comments can be added 
in the “Comments” box. 
 

Comments box 



Click on “Pay KDHE Fee / Manage My Application” to make payment. 

Renewal Application 
Pay KDHE Fee 



                 Renewal Application 
                Pay Fees 

Click on [Pay Fees]. 

KDHE Status must be “Awaiting 
Payment” to pay fees. Refresh page as 
necessary. 



Renewal Application 
1st page displayed to Pay Fees  

Enter all required billing information. 

Click on [Continue]. 



Renewal Application 
Credit Card Information 

Enter  Credit Card information.  

Click on [Continue]. 



Renewal Application 
Payment Approval Status 

This payment was 
“APPROVED” 

If the payment was approved, the application has been submitted.  

A notification email will be sent to the email address given when registering as a user. 

**If the payment is declined, use a different credit card or contact your credit card 
company.  This is not a KDHE system, so we are unable to assist with declined cards. 



   Renewal Application 
 Application Summary  

To print the Summary, select the correct application and click on the “KDHE Application 
Summary” link.  

The Summary will print as a PDF document.   









                     Renewal Application 
   Client and Provider Portal Home Page 

Click on [Manage My Facilities and Affiliates] any time to update  
your affiliate list or check the status of your application. 

 

Manage My Affiliates 
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