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1.0 Delegated Administration Feature 
 
The intent of the Delegated Administration feature is to enable users that have been 
identified and assigned privileges the ability to create, modify (roles and details), and 
disable users; as well as grant administrative privileges to other users. A delegated 
administrator is a user who is granted admin-level privileges in order to carry out 
these functions. This guide will walk you through how to navigate this feature, using 
images from the Child Care Provider Portal as an example.  
  
2.0 New User Welcome Email 
 
When a new user is created, this user will receive an email from 
support@calsaws.org informing the user that “Your CalSAWS account has been 
created”. To activate the new user’s account, the user must check their email to 
retrieve a unique link for password reset. Please follow the instructions provided in 
this email to reset your password. The new user will become active in the CalSAWS 
system once their password is reset. 
*For Non-LA County users only 

 
3.0 Delegated Administration Portal Link 
 

To access the Delegated Administration Portal please use the following link: 
.  

 
 
4.0 Delegated Administrator Capabilities 
 

Delegated Administrators Can: 

Create New Users 
Add an individual with no previous CalSAWS ID to the CalSAWS system; creating a new 
account 
 
Edit Users 
Modify the details for an existing user within the CalSAWS system 
 
Assign Access 
Assign a CalSAWS user a defined role or group membership that provides a 
certain level of system access based on the parameters of the role 
 
Disable Users 
Disable an existing user within the CalSAWS system; the user is not permanently 
removed 
 
Revoke Access 
Disable CalSAWS system access or defined privileges for a designated user. This 
function is used in cases where an employee leaves the company, changes 
roles/departments, etc. 
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Assign Administrator Roles 
Assign administrator privileges to another user. Administrator privileges include the ability 
to manage other users, assign roles, and revoke access [CalSAWS Help Desk Only] 
 
Revoke Administrator Roles 
Disable a user’s administrator privileges 








































