BenefitsCal | Quick Guide: Report a Change

Purpose High-Level Process Flows

The purpose of this BenefitsCal Quick Guide is
to provide instructions to assist customers with e
reporting a change. Change

E-Signature

Customers can see the changes that they
have reported in the past 12 months by
clicking the hyperlink in the Report History

section. Report History
Confirmation Receipt

Report Change

Change Details
Information

Change Summary

FAQs

Q: Can more than one change be reported at the same time?
A: Yes, a customer may report multiple changes in one fransaction.

Q: The customer can’t remember if they reported a household change.
A: Customers can review the Report History to see if the change has been reported through
BenefitsCal.

Q: When can customers report a change?

A: Customers can report changes to any active case. A customer may not report a change with
just a pending application, for example.
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Report a Change

Report a Change Dashboard > Report a Change

View Report History | From the Customer Dashboard, a customer may
select the Report a Change hyperlink.
What to report and when.
The system will then display a Report a Change
RO summary screen explaining what must be reported,
10 days and when, by expanding the help components.

If it's bean more than 10 days. it's
akay. Sl repart your change

Click the View Report History hyperlink to see what has
Required items to report: been reporTed.

+ What do | need to report for

? CalFresh? ¥

You must repoart the fellawing.

me riges above

ing Threshold
sure what that
amaunt i isted on a
document you received called SAR
2 or contact your casewoker.

= Receipt of substantial lottery or
gambling winnings

= Work or training hours drop 1o less
than 20 hours a week or B0 hours
& month and you are an Able
Bodied Adult Without Dependents
[ABAWD)

- What do | need to report for

! CalwoRKs? v

Wou must report the fallowing:

= Gross monthly income rises above
your Inceme Reporting Threshold
1 sure what that

. na
<1 L you received called SAR

2 or contact your casewoker.

= Change in address

= If someene in your heuseheld
has a warrant out for their arrest

= If someone in your househald is in
wviolation of probation or parole.
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£ Back o Report a Change

Report History

Below are the changes you reported
within the past 12 manths.

Case Numbar 123456
11002/ 2031

Case Number 123456
B— View receipt
Case Number 123456

Vierw receipt
RVERI0R0 B n

Cage Number 123456

i View receipt
08/ R 2012

View receipt

Case Number 123456

Report a Change History

The report history displays changes reported within the
past 12 months. Customers can click the View receipt
hyperlink for more details.

Click the Back to Report a Change hyperlink at the
top of the screen.

Other items you can report:

* Contact information

. Somone maved in our out of your
house

* Married/Divorced
* Baby
* Change in job/income

* Pregnancy

Ready to report a change?
Select your case and let’s do this.

I - Select One -

REPORT CHANGE

Report a Change > Getting Started

At the bottom of the Report a Change screen, select
a case number from the drop list.

- There may be just one case number within the
list.

Click the REPORT CHANGE button.
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Select Changes to Report

What changes would you X X
like to report? Click the checkbox for each item that has a change

to report.
Select all that apply.

D People

Someone moved In, moved out, had

a by, o sdopied s ol More than one change can be reported at
- a time - select all the changes that apply.

Money frarm a job, self-employement
o @y money received

Click the NEXT button.

D Your Information

Change In address, marital status,
name, or gender dentity.

D Household Details
Change in schoal status or
pregnancy.

D Expenses

Incresse or decrease in rent,
medical, childcare, or other
expenzes.

D Assets

Bought, sold, traded, or gave away an
assat, including a car, a homa, or
financial accounts.

[ D Something Else ]

Change Details

What do you need to Click the checkbox for each item that has a change

update?
to report.
Select all that apply.

[:] People Moved Into the
Home
Includes adopting a child,

‘ Click the NEXT button.

[j People Moved Out of the
Home

[:] Someone Had a Baby

’ E] Someone Passed Away I

‘ D Something Else ]

l
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Example: Change Details Information
Let’s get some details . . .
about this newborn. The system will ask additional questions about the

st Name s change. The example displayed is for a newborn — the
| system will prompt the customer to enter the

e Hame newborn’s information:

l

First Name
Middle Name
Last Name
Suffix

Other Names
City

State

Date of Birth
Relationship

AN NI N NN Y N NN

[ Click the NEXT button.

Example: Change Details Summary
Fh‘ﬂf;‘gﬂrzj';id"_e”"‘“"s The system will display details of the changes, the

customer can edit or remove the information.

Newborn May Doe (3 months)

pateofih sroreo Click the ADD ANOTHER button to report another
@ eon 1] remane | change of the same type (household member in this
- case).

@ ADD ANOTHER Click the NEXT button.
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Change Summary
Here's a summary of ) )
your changes. The change summary displays what the customer is

o everything ok b 1 ot it e reporting and allows changes by clicking the edit
information using the buttons below. bU-I--I-on .
Newborn & e To add another change, click the REPORT ANOTHER
May Doe (3 months) CHANGE button.
Date of Birth 09/19/2020
e comething meeing? Once all changes are reported, click the NEXT button.
REPORT ANOTHER CHANGE

NEXT
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Review and Submit
Please sign below.
N Before signing the form to submit changes, the

e customer can select the Review my report hyperlink to
review a summary of the changes entered.

Customers are responsible for reading “Rights and
Responsibilities” and “Program Rules and Penalties.”

The Head of household or household’s authorized
representative enters First Name, Last Name, and
today's Date (MM/DD/YYYY).

Click the checkbox to electronically sign the change
report.

Click the SUBMIT button.

functionalities are available on the Data
Collection pages. Reported Changes will
=2 display right below the top buttons on the
Data Collection pages. Please review the CalSAWS
Quick Guide “BenefitsCal Integration” for more
information.

O CalSAWS: Within CalSAWS, new e-data

Signature of head of household
or household's authorized
repregsentative

gl

: | By checking this bax, you are
signing this farm electranscally
Yauw agres thal your electrani:
signature |8 the kegal equivalent
of your manual signature,

] -
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Review and Submit
@ After submission of the changes, a confirmation

receipt is available including:
We got your reported

changes.
v' Date
Confirmatien Receipt v T|me
e v' Case Number
e v Changes
— Click a save receipt method text, email or print a
Text, email or print a copy of COpy
your receipt for your records
D = 8 Click the BACK TO DASHBOARD button.

Download or print a
summary of your changes
fior your records.

&) (8)

BACK TD DASHEDARD
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