BenefitsCal | Quick Guide: Community Based Organization Access Request

Purpose

The pu
person

rpose of the BenefitsCal Quick Guide is o provide instructions to assist County designated
nel, 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.
2.
3.

4.

The new CBO organization submitting a request through BenefitsCal (CBO takes Steps 1-4)
County to review task in CalSAWS (County Designated Portal Staff takes Steps 5-8)

How to create the CBO Organization and CBO Manger(s) using the Delegated Administrative
Portal (County Designated Portal Staff takes Steps 9-25)

The new CBO organization must complete process by validating the email received and
selecting a password. (CBO takes Step 26)

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.

o BenefitsCal Apply ForBenefits~  Programs«  Help &Resources

=1 How Do | Check My EBT Balance? (VK)

This is 2 test. This is 3 test
08/03/202;

Welcome to
BenefitsCal. >

Here you can apply for Medi-Cal, CalFresh and
CalWORKs.

Ready? Let's do this.

Apply Now See If You Qualify

What programs are available?

Great question. Find the programs that are right for you and your family.
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- Community Based Organization
- BenefitsCal ApplyForBenefits v Programs v  Help & Resources - (CBO)

Hew

Click the Register Your CBO
@ Already have a C4Yourself account? We'll login on a different page and get all your Acc OU nt b U 1‘1-0 n .

case details.

Log In 42 Create New Account

An account let's you see your application status and easily
Email ecuies renew your benefits.

Create Account

Password (r=gurec.

Forgot Your Password? &% Community Based Organizations
(cBO)

Rzl Help people apply for benefits and check their application

status.

Register Your CBO Account

Contact Us | Help & Resources | BenefitsCal

Register Your CBO Account

&9 BenefitsCal PUE S  S

: : CBO Completes all required fields
Register your Community Based
Organization. to request account.

| | Mark the check box for Terms and
| | Conditions.

Click the Register button.

=rdaratard and agea b= e Tarma and Condiins.
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- Request is on its way
= BenefitsCal Apply For Benefits  Programs  Help & Resources _Engli;h ~
Account request has been sent to

@ CalSAWS for county review.

Your request is on its way to the county!

What happens next?

Ta

We'll review your request.

You'll receive an email from BenefitsCal letting you

know your account has been created. This may take
a few days, but we're on it.

Make sure to check your spam folder ifyou heven't received itina
couple of days.

BACK TO HOME

Contact Us Help & Resources BenefitsCal

St o Cal Srria Offci Wabsita

1 [ Tasks @) Help (5] Resources [[]] Page Mapping [ imaging [PLog out CGISAWS S Worklisi‘ Summqry
. County designated personnel
Worklist Summary . .
R ——— receive a task in CalSAWS from
- each CBO who requested to
T . e e create a CBO account.

Los Angeles
uaT2

Case Info [ETT Empl. Child Care  Resource Fiscal Spedal Reports Client  Admin Tools
bl Erveeas Databank bes ? Corresp.

Tasks

WorditPRRE | ['search ] . . .

e — Click the hyperlink fo view al

o e Priory goy= 11-90 Days 51-60 Days _Over 60 Days ouftsta nding CBO req uests.
Request to create a CBO account Mediuf 17 11 o o

This Type 1 page took 0.45 seconds to load
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CalSAWS

Los

uAl

o @t B esorees Qoo o B3

Caselnfo  Eligibility Empl. Child Care  Resource Fiscal Special Reports Client  Admin Tools
Services Databank Units Corres;

Search By: | Croaled Daio v

From: To: Primary Case Language:

077202021 ® &

Engirsh
Spanish
Afghani

Results per Page: (<

Search Results Summary Resul -10f1
Add Task
Type/ Sub-Type  Worker ID  Case  Status Assigned DueDate  Language
Number Date
Request to create a
- 19DPL1Q4R1 Assigned 07/30/2021 08/04/2021  English
1
Tk
Assign: * Bl Reassion | Assign To:

[BYros 0w

Caselnfo  Eighiity  Empl.  Child Care Reports Client  Adrmin Tools
Services

Worklist

#- Indicates required fields

Category: Status: [Auipedin Pracas & | Priority:  [Wedus W |
Type: (A v

CaseNumber: |

Organization Leval: [Woke w | Organization Number: 1300010405 [EREES
Organization Name: Danyzl Ralph

Primary Case Language:

of17

Search Results Summary Results 1

. Type / Sub-Type  Worker ID Case  Status Assigned DueDate  Language
Number Date
— —~ = —~ — —
@
TTEGTT N —-—
190PL1Q4LE Assigned 0g/1102021 . o Englsn (D)
(]
190PL1Q4LE Assigned 08/11/2021 08/18/2021 English m
J otaon S - )
PLIGALE e ra02 )
19DPLIGHLE Assigned 08/11/2021 . o Englis
: @ . =
19DPLIQ4LE Assigned 08112021 oo, Erglih
@
190PLIGALE Assigned O8/11/2021 (. oo English [ £ |
Regussttocreatn s @
= - 150PLIG4LE Assigned 08/11/2021 o .0 Englsh
- Request to creste & @
| E— = 4LE Assigns. 8/11/202 lish [=03
mi—— 190PLICHLE signad 08/11/2021 g0 00y Engli [ it ]
Request togreata 3 . @
e 1900110418 Assigned 08/11/2021 . . English [ it }
= Regquest to @
Reg 1ol . - 3
e 15DPL1GQ4LE Assignad 08/11/2021 oo oo0n,  English @
2 £ b ( @
THusslocoal®  jopRL1G4LS Assianed 08/12/2001 .. _.___. Enalsh R

| 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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—alSAWS [ souemes (5] Tasss @) Hestp [ meseusrees [[]) Poge seapping [ imeging 24 Log ous

08 Angeles Casalnfo  Eligibili Emgl. Child Care Resourcy
uar2 9B s Dacabank

CalSAWS > Task Detail

Fiscal Sgegal Reparts _Client  Admin Tooks
nits Corresp.

- e — Refer to the Long Description in
: CalSAWS to complete the request
- e e in the Delegated Admin Portal.

Category: Status:
Salf Service Portal Assignad

Communications

Type:

Requast o creats a CBO

account

Created Date: Worker Assigned: * Assigned Date:
08/18/2021 130PLLG4LE 02/18/2021
Due Date: ¥ Expiration Date:

08/23/2021 10/02/2021

Long Description:

Request to create a CBO account has been received through SenefitsCal
FIRST NAME = Ben

LAST NAME = Californiz

EMAIL = jsiller@:

ADDRESS1 = 123 Main St

ADDRESS2 = nul

PHONE NUMBER = 5167167735

PHOME EXTEMSION =

PHOMNE TYPE =

ZIP = 33002

COUNTY CODE = 19

ORGANIZATION = BensfitsCzl Organizationl

Delegated Admin Portal

CalSAWS 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.

User Name
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rganization
o n
2 User

Hello, Joyce

Delegated Admin Portal >
Organization

Click Organization on the left side
navigation.

13720:06:14.6972

saws 0 s -
Q B opase Organization

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.

ssssss

AAAAA

8 oriten Organization
@ roe {osted identiy resources
- + New Organization Q  BenefitsCal Organization x
Orge Orge Type < Ti

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
i 8 EenefitsCal Organization Add a new CBO manager by
0w S clicking on User on the left side
navigation.
0 .
_ Delegated Admin Portal > User
. User First, search to see if the user
. - already exists.
e ot e To search enter the user’s name in
o w u R the Search field and press Enter.
o e If results are found, please go to
e step 18 to add new provision.
- ) | Otherwise, go to Step 16.
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Delegated Admin Portal > User

User To add a new user, click the

Hosted identity resources.

+New User button.

No Users Found

Try a new search in the seach box above.

Delegated Admin Portal > User

Complete New User information
using the task information in
CalSAWS.

Click the Save button.

Fegquest to create 3 CBO account has been received through BenefitsCal
FIRST NAME = Ben

LAST NAME = California

EMAIL = jsillerg@: ~

ADDRESS1 = 123 Main 5t

ADDRESS2 = null

PHOMNE NUMBER = 9167187735

PHOME EXTENSION =

PHOME TYPE =

ZIp = 35002

COUNTY CODE = 19

QRGANIZATION = BensfitsCal Organizationl

¢ Task History
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B o User

= [ pes

Usernam First Last Email
e Name Name Address

mufa123
mufat®s Mufa Tinmaker @mailina
tor.com

County County User
Number Name Type

Los
1
P Angeles =0

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.

saws & UserList

mufal23

I

mufa123@mailinator.com

19

Los Angeles

saws & UserList

active

%

2021-07-30T16:10:31.961-07:00

w

0 Karthik Krish...

n Karthik Krish... |

Delegated Admin Portal > User
Details

Verify all information has been
completed and that the correct
organization is listed.
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SAws & UserList 0 Karthik Krish...

Delegated Admin Portal > User >
Provisioning Roles

B Organizat o
Mufa Tinmaker . e e .
i e 0 Click Provisioning Roles.
. ‘y‘ ” mufal23

mufal23@mailinator.com

- N
© 0 =51 pelegated Admin Portal > User >
Provisioning Roles
B 0 Sl e Click +Add Provisioning Roles
o button to add.
[
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Delegated Admin Portal > User
>Provisioning Roles

. Enter CBO in the search field and
e press Enter. Click CBO Manger
and click Save

Add Provisioning Roles

e @ | pelegated Admin Portal > User
B omsten . This individual is now provisioned
Mufa Tinmaker
@ e as a CBO Mangaer.
P — A message will appear
‘Provisioning Roles successfully

Raw JSON

8O ManaE'er Odded 1 .

@ Provisioning Roles .
successfully added [N
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CalSAWS

Loz Angeles
w2

Tasks

Case Mumber:

(] sowenst [ ankn. @riei (5] eesomcen [ ace rampana [ macims (B8 ton

Case Info NS0T Child care  Resource

- Fiscal
Databank

Empl. Spedal RepOrs Clie
saris [ e

| T Admin Tocls
Commesp.

Task Detail

Case Number: %

— oo rs e
Workist Categery: Status:
self sarvice Portal nssignad
Worklist PR RE Communications
Wiork Order Type:
“Approvals Request to create a CBO
account
Created Date: Worker Assigned: * Assigned Date:
08/16/2021 QOLSOOCSO0 08/23/2021
Due Date: % Expiration Date:
08/23/2021 10/02/2021

Long Description:

Request to create a CBO account has been received through BanefitsCal
FIRST MAME = Chotest

LAST NAME =
EMAIL = Rany
ADDRESS1 = 01
ADDRESS2 = null

PHONE NUMBER = 6185554444

z0gdispostabla.com
Family

PHONE EXTENSION =
PHONE TYPE =

ZIP = 30007

COUNTY CODE = 19
ORGANTZATION = CBO Test

BiMark Task as Completd

» Task History

Save and Return

CalSAWS

TR

(s I wten (Grinin [ e 3y Ot

Cose Info alY Empl. Child Care Fiscal

Resource
Senvices Databank

Spedal Reports Cllen

it Admin Tools
Units Comesp.

Organization Name:

Search By: [Cresizd Dae v

From: To: Primary Casa L
A JE= Engizn

Spanan

Adghani ol

Resaits per Page: [T
Search Results Summary Results 1 - 5 of 5

- Type / Sub-Type Worker ID  Case

Status  Mssigned DueDate  Language
Humber Date
TS @
u B e R con ED
Request ta create 3 .
90L500CS500 Completed 08/18/2021 06/23/2021 English
CBO account & pluic gl 2 @

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.

BenefitsCal | Community Based Organization Access Request




Hello

We created vour CBO account on the BenefitsCal portal. Please
follow the below instructions te complete vour sccount registration
process,

Your wser[D
mufal 23 & mailimator com

Please venfy vour email address and set vour password by clicking on

this hek

Fleaw d oot repis & G sm] 3 baa been sutomatcall peevabed mnd reples will potoan
wnatieeded iy

Wrou baw e gaeliess comie i 2 kg BenefinC alar

1 s
Henedialal

Thi By Sl e e, [tk bl Al S, St B b el i ekl
Parpein. msd i protecid b e 3 vow ot e moeted recpuied, voy vl Saiehs S masge s
e Jintiorew toprEf o Exttatvn of S emiage of St of e cSon taskd = £ o

T T—

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):

e BenefitsCal Reset Password
Quick Guide

e BenefitsCal Two-Step
Verification Quick Guide

e BenefitsCal Community
Based Organization
Dashboard Quick Guide
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