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What is the Document Upload Portal? 

  

The Document Upload Portal is a secure online portal for providers to submit their clients’ 
required documentation to the KDHE. This is the sole purpose of the Document Upload 
Portal. 

These documents may include birth certificates, proof of citizenship, diplomas or other 
required documentation.  

To use the Document Upload Portal, go to the home page and sign up to create an 
account. 

This is the URL:   

https://docuploadportal.kees.ks.gov/apspssp/docUpload.portal 

  

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdocuploadportal.kees.ks.gov%2Fapspssp%2FdocUpload.portal&data=04%7C01%7CTheresa.Steinlage%40ks.gov%7C2e8b707ec11549d62dd408d99b032a9a%7Cdcae8101c92d480cbc43c6761ccccc5a%7C0%7C0%7C637711260155632632%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=KCgAe5zgqv%2FLb5poiwk69YGSKkZxW2RasMleaqNTfiU%3D&reserved=0
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Part 1 — Sign Up and Create an Account 

  

1. On the Document Upload Portal homepage choose Sign Up (located in the right-

hand corner of the page). 

 

2. Read the Welcome page, and select the Continue button to go to the User Online 

Account Credentials page.  

 

3. A red asterisk* indicates the required fields 

in the Document Upload Portal. 

a. Follow the instructions to create 

a User Name, and Password. 

b. Passwords are good for 60 days. 
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4. Enter Personal Information. 

5. Enter Contact Information. 

a. Use this format for the phone number:(999)999-9999 

b. The Email is used to send a Validation Token necessary to complete the Sign 

Up process. 

 

 

6. Select security questions and enter the answers in the fields provided. 

7. Select Save and Continue to go to the Verify User Account Credentials page. 
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8. On the Verify User Account Credentials page. Check to see if everything is 

correct. Select Save and Continue. You will be taken to the Thank you for signing 

up page. 

 

9. On the Thank you for signing up page, there is a Validation Token field. Enter 

the Validation Token and select Continue to be taken to Email Validation 

Success.  
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a. The Validation Token is sent to the email entered in the User Online 

Account Credentials page. 

b. The Validation Token adds an extra layer of security to the account. There is 

an unlimited number of tries to correctly enter the Validation Token; but once 

a token is sent, it is only valid for ten minutes. 

c. You will receive this message when a Validation Token is sent: 

i. A Validation Token has been sent to <user email address>. 

d. You will be able to Resend a Validation Token an unlimited number of times. 

e. If you select Resend within 10 minutes of receiving the first token, you will 

receive the same token. Once 10 minutes have passed, you will receive a 

new token. 
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10. On the Email Validation Success page, select Close to be taken to the Document 

Upload Portal homepage. 

 

 

Once you are in the Document Upload Portal, if you are inactive for more than 15 minutes, 

you will be logged out automatically. 

A WARNING! will appear after you’ve been inactive for 10 minutes. At five minutes 

remaining, a timer will begin counting down. 
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Part 2 - Two-Step Authentication 

  
Providers who have already set up an account with the Document Upload Portal will encounter 

the Two-Step Authentication for the first time when logging into their Document Upload 

Portal account after 03/18/2023. Two-Step Authentication also appears for all providers new 

to Document Upload Portal after 03/18/2023. 

  

1. Log In to the Document Upload Portal. 

 

  

2. Enter your User Name and Password and select Log In button.  
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3. Confirm your identity by selecting the Send button to receive your verification code to the 

reported email address. 

 

  
4. A 6-digit verification code will be sent to the email address on file. 

  

5. Enter the verification code from the email received in the Verification Code box and select 

the Submit button. 
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Part 3 - Upload Documents 

  

  

1. Select the Upload Documents Link to go to the Consumer Case Search page. 

 

  

2. Enter the consumer’s 8-digit Medical Case Number. 
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a. The consumer’s Medical Case Number is located in the headers of any forms or 

notices sent from the KanCare Clearinghouse. 

 

  

3. Enter the Primary Applicant’s Date of Birth in the field provided. 

a. The Primary Applicant is always an adult who is applying for themselves, their spouse, 

their minor children or other children living in the house. 

  

4. Choose Search to be taken to the Upload Documents for Case page. 
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5. Review the criteria for documents to be uploaded. These are at the top of the Upload 

Documents for Case page.

  

6. Select Choose Files. 

7. Choose the file to be uploaded and click Open. You can do this multiple times to upload 

more than one file or document. 

 

a. Documents to be uploaded must be one of the file types listed in the Upload 

Documents for Case page. Attempting to choose a document that isn’t one of the file 



13 

2/11/2025 1:01 PM 

 

types supported, results in the message, Error! The document type is not supported and 

the document cannot be uploaded. 

b. The file size should not be more than 25 MB. Chosen files are listed on the Upload 

Documents for Case page. Their size is shown in the center column. 

 

c. Trying to upload a document larger than 25 MB results in the message File Too Large. 

To avoid this, divide too-large documents into several smaller documents (less than 25 

MB) that can be uploaded. 

 

  



14 

2/11/2025 1:01 PM 

 

8. Once you’ve retrieved the file(s) you want, click Upload. 

9. A pop-up will appear. Check to see if the Case Number is correct and click OK. 

 

10. You will be taken to the Document Uploaded Successfully for Case page. Print or Save to 

File the verification that the document(s) has been successfully uploaded. 

 

11. Select Next.  
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12. To begin the process of uploading documents for another client, select Search New Case. 

  

  

13. If you are finished, click Log Out (located under your name in the upper right of your screen). 
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Part 4 - Forgot Your User Name or Password? 

  

  

If you enter the incorrect User Name and/or Password more than 10  times, Your account will be 
locked for 1 hour. You will receive the message: 

Your account is Locked. 

You can login after 1 hour. 

 

FORGOT/RESET PASSWORD 

  

You will need to create a new password after 60 days. If you create a password that matches any of 
the previous 24 passwords you will receive the message: 

Error! Password cannot be one of the previous twenty-four passwords. 

  

1. If you forget your password, on the Log In page, select Click here if you forgot your 

password. 
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2. On the Forgot/Reset Password page, enter your User Name. 

3. Select Continue. 

  

4. On the Verify User page, answer the Security questions.  

5. Select Continue to be taken to the Reset Password page. 

 

  

6. On the Reset Password page, follow the password guidelines and type a new password in the 

fields provided. 

7. You automatically log in once your password is reset. C 
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FORGOT USER NAME 

  

1. If you forget your User Name, on the Log In page, select Click here if you forgot your 

username. 
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2. On the Forgot User Name page, enter your Last Name, First Name and Date of Birth in the 

fields provided. 

3. Choose Submit. You will be taken to the Verify User page. 

  

  
4. On the Verify User page, answer the security questions.  

5. Select Continue to be taken to the User Name Confirmation page. 

 

  
6. Your user name will be on the Forgot User name Confirmation Page. You will also see a 

message suggesting you change your password if it is close to the 60-day deadline. 

7. Choose Continue. You will be taken to the Document Upload Portal homepage where you 

can Login.  
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