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ABC Portal Overview

Kentucky Alcoholic Beverage Control (ABC) has moved to a fully digital license and renewal
application process on the Salesforce platform to streamline operations. The ABC Portal will be used
to submit, review, approve and deny applications per local ordinances.

Salesforce and ABC Terminology

Read through the common Salesforce and ABC terminology below, which is leveraged throughout the
customized user guides for the Alcohol Beverage Control (ABC) Portal.

Term Definition
Objects Objects provide the structure for storing data.
Records A Record is a single instance of a Salesforce Object. For example, “John Jones” might be

the name of a Contact Record.

Tabs Objects can be referred to as Tabs in the navigation bar, like Accounts and Contacts. This
allows you to quickly access Records within an Object.

List Views List View allows you to sort/filter Records within an Object.
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Chatter

Chatter is a collaboration tool that functions similar to popular social media tools. Chatter
allows users to post questions, reply to conversations, @mention colleagues to trigger
notifications, and create #hashtags to create trending and grouping of conversations.

Application

An application represents a request for a license for a business site. There are various
types of applications. The application review process is dependent on the type of
application.

Application Types: New, Renewal, Amendment,
Re-Quote, Temporary, Minor Premises, Transfer Alcohol, Free Sample, Private Event,
Dormant and Ownership Change.

User

A user is anyone who logs in to Salesforce and needs access to the records. Every user in
Salesforce has a user account.

Contacts

Contacts represent business proprietor, partner(s) and all the persons having interest in
the business to be licensed. List all the owners, officers, directors, partners, managing
members, members and shareholders. If privately-help, show 100% of ownership. If
publicly-traded, list the three highest ranking officers and any natural person who owns
ten (10) percent or more. If non-profit, list the highest ranking director or officer.

Sites

Sites of Business Operation.

ABC Portal Login/Registration

LOCAL ABC ADMIN LOGIN

Login in to your portal here to review applications https://abc-portal.ky.gov/ and click on
in your jurisdiction. the login button in the local abc admin
login section.

1. Go to the Kentucky Alcoholic Beverage
Control (ABC) Portal at
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https://abc-portal.ky.gov/login

@ Citizen (or) Business Partner Sign In

Sign in with your Kentucky Online Gateway Account.

A Email Address

Enter Email Address

@® Password Forgot/Reset Password?

Enter Password

Resend Account Verification Email

WARNING

This website is the property of the Commonwealth
of Kentucky. This is to notify you that you are only
authorized to use this site, or any information
accessed through this site, for its intended
purpose. Unauthorized access or disclosure of
personal and confidential information may be
punishable by fines under state and federal law.
Unauthorized access to this website or access in
excess of your authorization may also be
criminally punishable. The Commonwealth of
Kentucky follows applicable federal and state
guidelines to protect the information from misuse
or unauthorized access.

Don't already have a Kentucky Online Gateway Citizen

Acco

unt?

K} Create An Account

2. Click the Sign In button if already have an account associated with the ABC Licensing Portal.
If this is your first time accessing the new ABC Licensing Portal, then click the Create Account

3.

button.

All fields with * are required.

* First Name

* E-Mail Address

* Password

Mobile Phone

Street Address 1

City

Question

Question

In what city were you born? (Enter full name of city only)

What was the name of your first pet?

Please complete your Kentucky Online Gateway Profile

@ If you already have an existing Kentucky Online Gateway (KOG) Account, please click here to reset your
password OR click on the CANCEL button below to log into your account.

Please fill out the form below and click Sign Up when finished.

* Verify E-Mail Address
* Verify Password

Language Preference

English

Street Address 2

State

Kentucky

* Answer

* Answer

* Last Name

ar

Zip Code

CANCEL

1. Complete the necessary fields. A red asterisk indicates that a field is required. Click Sign Up. You
will be required to verify your account after completing sign up - check your email inbox.
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Review Applications

& | HITESH JAISL.. ™ 2

1. You will receive an email notification upon assignment to an application. You can also access
assigned applications on the ABC Licensing Portal. After you have logged into the ABC Licensing
Portal, you can click on the Home button to return to the homepage at anytime.

2. Click on your name/profile at the top right of the screen to logout.

Applications
Local ABC Pending Applications » »

liteme| LIST VIEWS

All Applications
Application Created Today

w  Local ABC Pending Applications [Pinned list)
Local ABC Pending Applications [Non Reg)
Recently Viewed

Temporary Applications In Review

3. The homepage will show a list of assigned applications. You will see a list of filtered applications,
called list views. Select Local ABC Pending Licenses list view to view applications assigned to you
based on your county/precinct. Temporary applications will have a separate list view.

v Application Number

Q-18425

4. Click on a hyperlinked application.

Application
Q_-'lassa o =+ Follow Edit

DETAILS RELATED

v Application Information

Account! Application Completed %

Govt Contaet Validation P 100%

Company Name Date of Submission
UAT Test Business1 12/M12/201%

Application Number
A-1853%

Date of Issuance/Denial

Status: Precinct Type

InReview Wet h

Primary Contact

Alcohol Type
Saurabh Gupta _ Distilled Spirits:Wine h

Batched

Primary Use

5. You will be able to review a new application and approve or deny on the basis of criteria within
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your local jurisdiction. The application number will be highlighted at the top of the record. The
applicant will also be able to reference this number on their application view.

6. Inthe Details tab of the application you can view the application records fields. The key fields
are available in the Application Information section, which include the Account
(business/company), Primary Contact (applicant), Precinct type, Alcohol type.

boiayment Information

> ABC Licensing Review
» ABC Enforcement Review

» Local Admin Review

w

IF Purchasing an Existing Business

W

Quota Retail Package

~

Transporter Type Licenses

Local Ordinance

w

7. Expand and collapse the arrows next to each section to review the application fields.

DETAILS RELATED e

E Quote Lines (2)

LINE NAME QUANTITY PRODUCT PRODUCT CODE
QL-0082725 1.00 Licenses ue -
QL-0082724 100 Quota Retail Drink LD -

View All

D Payments {0)
Field Reports (0}
Approval History (0)

B Documents (0)

8. Click on the Related tab on the application to view related items including Quote Lines, which
are the license type selection, payments, field reports, approval history and related documents
uploaded by the applicant.

Chatter on Applications

Instead of sending email or phone communications with the assigned Licensing Specialists,
Investigator and others involved in approving and reviewing applications, you can alternatively use
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the Chatter feature. This will allow for historical conversations to be visible on the application and not
require you to keep track of email conversations. Chatter posts will not be visible to the applicant.

ACTIVITY CHATTER o

Post

@{John Smith] | have a question... o

ADD TOPIC
To

- Q Ox=m

1. Click on the Chatter tab to the right of the application, which works similarly to social media
posts.

2. Click in the Post section. Use the @mention feature to tag a reviewer or approver (i.e. @Joe
Smith) on the Chatter post.

3. Upload files to Chatter posts using the paper clip icon.

4. Click Share to post.

Email on Applications

The benefit of the email functionality is that the email record will save on the application for historical
reference. This will create visibility for all those involved in approving and reviewing applications.
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o ACTIVITY | ChATTER 1. Click on the Activity tab to the
 — right of the application.

EMAIL 2. The From field will auto-populate
with your email address.

* From hitesh Jaisinghain <hhhjai 32+n@gmail com= v
3. Add the applicant’s email address
To co e or other contact email address
Subject | EnterSubject.. (i.e. licensing specialist) in the To
field.
4. Enter an email subject in the
o subject field.
5. Enter the email message text.
6. The application will auto-populate
in the Related To field.
flim|[@8d 7. Click Send.
Related To

B a5 ° x

View Applicant Contact Information

If you need to contact the applicant, you can easily locate his or her contact information.

Application
Q-18540

DETAILS  RELATED

~ Application Information

Account@d Date of Submission
Kentucky- Business for Admins 11/20/2019
Company Mame Date of Issuance/Denial

Rohit Classic Beverages

Application Number Precinct Type

A-18503 Wet

Status@ Alcohol Type

Approved Malt Beverage;Distilled Spirits;Wine;Non-Beverage
Primary Contact{) Primary Use

Rohit Shetty e Retail Selling
Out of State Recard Type
New Application

1. From an Application, make sure you are no the Details tab.
2. Click on the hyperlinked Contact Record in the Primary Contact field.
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Contact

Rohit Shetty o °

Title Account Name Phone (2) » Email Contact Owner
Rohit Classic Beverages (123) 243-2432 harshvardhan.bhati+rohit@mtxb2b.com e KYLicensing Site Guest...

DETAILS  RELATED

Name Title
Rohit Shetty

3. Within the Contact Record Header, you can see the Phone Number
4. And the Email Address.

Approve or Decline New Applications

Application

Q-18538

DETAILS RELATED

» Application Information
» Payment Information
» ABC Licensing Review

» ABC Enforcement Review

~ Local Admin Review o

Local ABC Admin Approval Regquired?

L

Local ABC Status

Pending o o
Local ABC Admin

@ Local Admin UAT

Local ABC Denied Reason

1. Open an application. Go to the Local Admin Review section. You will not be able to edit any
fields outside of the Local Admin Review section.

2. If Local Admin approval is required then you will see a checkbox marked in that field.

3. Within the Local Admin Review section, click on the pencil icon to edit/update fields.

ABC Licensing Portal User Guide: Local ABC Admin - Page 9 MT

ALCOHOLIC BEVERAGE CONTROL




Local ABC 5tatus

Pending b

Mone
v Pending
Approved

Declined

4. Click on the Local ABC Status dropdown menu to update the status from pending to approved

or declined.
Local ABC Denied Reason °

» IF Purchasing an Existing Business

» Quota Retail Package
» Transporter Type Licenses

» Local Ordinance

Cancel

5. If you deny an application, then you can provide a reason in the Local ABC Denied Reason field.
6. After you update fields, Click Save.

After you have completed your section within the application, the application will continue onto an
assigned Licensing Specialist to approve or deny.An email notification will be sent to the licensing
specialist.

View Licensing Specialist and Enforcement Contact Information

The visibility between Local ABC Admins, Licensing Specialists and Enforcement on the digital
application allows for quicker and easier communications.
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Application
Q-18538

DETAILS RELATED

> Application Information

» Payment Infermation

w ABC Licensing Review o

Licensing Specialist Status
Pending

Licensing Specialist
0 Jane Smith

Documents Checked

o
Missing Info/Documents

Miszing Documenits

v ABC Enforcement Review °
Imvestigator Status

Field Report Status

Imvestigator

0 Joe Smith

Imvestigation Supervisor

Open an application. Go to the ABC
Licensing Review section to view the
Licensing Specialist review status and
missing documents fields. The assigned
Licensing Specialist field will have a
hyperlinked name listed.

Go to the ABC Enforcement Review
section to view the investigator review
status and field report status. The
assigned investigator and investigation
supervisor fields will have a hyperlinked
name listed.

Click on the hyperlinked User Record.

User

Jane Smith

Title

DETAILS RELATED
v About

Name
Licensing Specialist UAT

Manzger

v Contact o

Email
jame.smith@ky.gov

Title
Licensing Specialist
Company Mame

ABC

Phone

123-123-1234

4. Go to the Contact section to view his or her email and phone information.

*

N
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