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BenefitsCal | Quick Guide: Community Based Organization Access Request 

Purpose 
The purpose of the BenefitsCal Quick Guide is to provide instructions to assist County designated 
personnel, who may be the existing County Help Desk Administrators create new Community-Based 
Organization (CBO) accounts in the Delegated Admin Portal. The guide will walk through the process 
from: 

1. The new CBO organization submitting a request through BenefitsCal (CBO takes Steps 1-4) 
2. County to review task in CalSAWS (County Designated Portal Staff takes Steps 5-8) 
3. How to create the CBO Organization and CBO Manger(s) using the Delegated Administrative 

Portal (County Designated Portal Staff takes Steps 9-25) 
4. The new CBO organization must complete process by validating the email received and 

selecting a password. (CBO takes Step 26) 
5. To add CBO Assisters under the CBO Manger, please reference Community Based 

Organizations Dashboard Refence Guide on the BenefitsCal Site or LMS. 
 
 
  
CBO Request Account: 

 

 

BenefitsCal Home Page 
Click the Log In button.  
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Community Based Organization 
(CBO) 
Click the Register Your CBO 
Account button.   
 

 

  

Register Your CBO Account 
CBO Completes all required fields 
to request account.  
 
Mark the check box for Terms and 
Conditions.  
 
Click the Register button.  
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Request is on its way 
Account request has been sent to 
CalSAWS for county review.  
 
 
 

 

 
 

CalSAWS > Worklist Summary 
County designated personnel 
receive a task in CalSAWS from 
each CBO who requested to 
create a CBO account.  

Click the hyperlink to view all 
outstanding CBO requests. 
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CalSAWS > Task 
County designated personnel 
receive a Request to create a 
new CBO account task. 

Click the Edit button to open task. 

 

 

 

CalSAWS > Worklist 
The County designated personnel 
will need to follow county process 
to review request. 

Click the Edit button to open. 
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CalSAWS > Task Detail 
Refer to the Long Description in 
CalSAWS to complete the request 
in the Delegated Admin Portal. 

 

 

 

Delegated Admin Portal 
County designated personnel 
logs in to the Delegated Admin 
Portal. 

Refer to CIT #0233 to see who has 
access to create/approve 
accounts in the Delegated 
Administration Portal.   
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Delegated Admin Portal > 
Organization 
Click Organization on the left side 
navigation. 

 

Delegated Admin Portal > 
Organization 
First, search to see if the 
Community Based Organization 
currently exists. Note: Ensure your 
search is by long name and by 
CBO acronym, if appropriate, to 
avoid potentially creating any 
duplicate CBO accounts. 

To search enter the organization 
name in the Search field and 
click Enter. 
If organization is found, skip to 
Step 15 to add a new manager. 

If no results found, click the +New 
Organization button and go to 
step 12.  
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Delegated Admin Portal > 
Organization 
Add a new CBO Organization to 
the database by entering the full 
name of entity or their 
acknowledged acronym. 
(Example: California State 
University, Chico or CSUC) CBO 
name in the field.  

Click the Save button. The new 
Organization is now created. 

 

 

 
 
 

Delegated Admin Portal > 
Organization 
Search the newly created 
organization by entering the 
name in the search field and click 
Enter on keyboard.  

The new Organization displays the 
organization type, creation time, 
and status.   

To edit information, click the 
ellipsis (…) on the right side. 

If another CBO Organization 
needs to be searched or added, 
repeat steps 10 – 13, otherwise go 
to Step 14. 
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Delegated Admin Portal > User 
Add a new CBO manager by 
clicking on User on the left side 
navigation.  

 

 

Delegated Admin Portal > User 
First, search to see if the user 
already exists.  

To search enter the user’s name in 
the Search field and press Enter. 
If results are found, please go to 
step 18 to add new provision. 
Otherwise, go to Step 16. 
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Delegated Admin Portal > User 
To add a new user, click the 
+New User button. 

 

 
 

 

Delegated Admin Portal > User 
Complete New User information 
using the task information in 
CalSAWS.  

Click the Save button. 
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Delegated Admin Portal > User 
Search for newly created user by 
entering the user’s name in the 
search field and click Enter.  
The newly created user 
information displays: Username, 
First Name, Last Name, Email 
address, County Number, County 
Name, and User Type.  

Click on the new user’s row to 
view details as shown in Step 19. 

To edit information, click the 
ellipsis on the right side. 

 

 

 

 

Delegated Admin Portal > User 
Details 
Verify all information has been 
completed and that the correct 
organization is listed.  
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Delegated Admin Portal > User > 
Provisioning Roles 
Click Provisioning Roles. 

 

 

Delegated Admin Portal > User > 
Provisioning Roles 
Click +Add Provisioning Roles 
button to add.  
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Delegated Admin Portal > User 
>Provisioning Roles 
Enter CBO in the search field and 
press Enter.  Click CBO Manger 
and click Save 

 

 

Delegated Admin Portal > User 
This individual is now provisioned 
as a CBO Mangaer.  

A message will appear 
‘Provisioning Roles successfully 
added’. 
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CalSAWS > Task Detail 
To complete the process in CalSAWS 
by indicating the task is complete: 
Return to the CalSAWS Task Detail 
Page and check the box next to 
‘Mark Task as Complete’ at the 
bottom right of the screen and click 
the Save and Return button. 

 

 

 

CalSAWS > Worklist 
Validate the Status is Completed.  
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CBO Email 
This image is the email sent to the 
designated CBO Manager to 
inform the CBO Manager that a 
BenefitsCal account has been 
created and to follow the 
instruction to verify the email 
address and set the password. 

The CBO Manager is to click the 
link provided in the email and 
enter the user ID (email address) 
and will receive a prompt to 
create a password. 

 

The following Quick Guides are 
available in the Learning 
Management System (LMS): 

• BenefitsCal Reset Password 
Quick Guide 

• BenefitsCal Two-Step 
Verification Quick Guide 

• BenefitsCal Community 
Based Organization 
Dashboard Quick Guide 
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