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Licensing - Community Partners KC Registration Instructions 2012 

 
Individuals must perform a one time registration to the Knowledge Center Global 
Learning Management System (LMS) in order to access the training. 
 
Definitions: 
 
Local Agencies are those local government social service agencies. 
 
Community Partners are those organizations that provide community wide social 
services such as adoption agencies, courts, etc.. 
 
Licensing Community partners are generally those entities such as adult homes and day 
care providers seeking licensing training. 
 
Go to https://covkc.virginia.gov/dss/external on the internet.  This is the logon page for 
Social Services Local Agencies, Community Partners and Licensing Community 
Partners. 
 
 It will take you a few minutes to get registered but mistakes will delay your approval.  
Follow these instructions carefully! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://covkc.virginia.gov/dss/external
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The following set of instructions is for License Community Partners 
 
Step # 1.  Click the Register button on the logon page. 
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Step #2.  Select Non State radio button then click the Submit button 
 

 
 
 
Step #3.  Fill in the form as noted below…. Then click the next button 
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Step # 4.   Tell the system about your supervisor. 
 
 

 
 
 
Step # 4.1 verifying the supervisor.  
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Step # 4.2 Selecting Supervisor OR indicating that none exist. 
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Step # 5.1   Selecting the Organization is VERY important. Please take time to follow 
these instructions carefully.  
 

• Look for the Dept. of Social Services – External Entities on this following list. 
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Steps  5.2 through 5.5 (follow the steps in the illustrated boxes) 
 
 
 

• Click the box in front of the name Dept. of Social Services – External Entities 
( see illustration below) this will cause a drop down of all sub categories (see 
below) 

 
 
 

Go To Next Page 
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Step # 6.  Job Title.    We do not populate this field at this time.   Type none in the text 
box and click the Search button. 
 

 
 
 
 
 
 
 

Go To Next Page 
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Step 6.1 Job Title 
 

 
 
 
Step #7 Create the record 
 

 
Step # 8.  The request was submitted to the unit registrar in step 7.   You will receive a 
reply via email within 48 hours. 


