BenefitsCal | Quick Guide: Messages and Actions

Purpose High-Level Process Flows

The purpose of this BenefitsCal Quick Guide is to
provide instructions to assist customers with using

message and action features in BenefitsCal. BenefitsCal
Homepage

Messages allows customers to send messages to
their caseworkers, and caseworkers can send
messages back to customers.

Actions allows caseworkers to send a task, with
instructions, to customers for them to complete
through BenefitsCal.

Message Center

Messages
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FAQs
Q: What's the difference between a message and an action?

A: An action is a task the customer should complete and is initiated by the caseworker. Messages
can be used to share information with a customer or for a customer to ask a question to their
caseworker.

Q: How long does a caseworker have to reply to a message?
A: As stated on the screen, the caseworker will respond within five (5) business days.
Q: Can the customer reply to a message?

A: No, through the messaging feature customers can send a new question/message and read
messages from their caseworker. However, if the caseworker needs a response from the customer,
they will use the respond with information action type which displays in the BenefitsCal “actions”
section.

Q: What do the action statuses mean?

A: Action needed = incomplete action; Pending review = action completed and sent to the
caseworker; and Action closed = caseworker has reviewed the action.

Q: What are the different action types?

A: Document upload, review a notice, and respond with information.
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Messages and Actions

Customer Dashboard

; BenefitsCal Homeelpv
If you have logged in to
your BenefitsCal
. account with a linked
e B e case, you can access

Read More < >

the Message Center.

Welcome, uattwmO02 Click the MESSAGES tab
in the navigation bar.

Things to do Your Application and Cases

View your open application and cases.
You don’t have anything due at this time.

Message Center

= BenefitsCal Home Messsges Helpw

You can find all your
messages in the
Message Center Message Center.

Actions (3) Messages (4) Notices (2) Messages are divided

in to three categories:

Filters » ° ACTIOHS
o Messages
""" e Notices
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Messages Message Center -
Messages

= BenefitsCal Home Messages Helpw

You can view the
messages you've sent

Message Center to caseworkers and the
Actions (3) Messages (4) Notices (2) meSSOgeS YOU’Ve
received.
Filters » C“Ck MESSAGE MY
CASEWORKER fo
e compose a message.
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Messages Message My
Caseworker

# BenefitsCal s Daca By When using the
messaging feature, you
can expect to hear
back from your
caseworker in about

@ You can expect to hear back from your caseworker in about 5 business days. If this is urgent, please contact your flve (5) b U Si ness d Oys .

< Back to Messages

Message My Caseworker

county office.

Don't see your questions listed az on option to message your caseworker? We may have the answer in our FAQs or Help Videos! Visit the Help Center. TO Se n d O m eSSO g e :

Looking for a form? Download it from the Help Center.

1. Select the case

Select your caze NUMBER. rezured

[Fsenccn v number — a drop
S ——— list will appear
[semecre . with case

What canwe help you with? jeswires n U m ber(S) 1‘0
[Fsenccn v choose from.

2. Select the

(e relevant
program need —
a drop list will
appear with
programs to
choose from.

3. Select a pre-
defined question
from the drop list.
Or select “other”
—a box will
appear to write
in a question.

Click the SEND
MESSAGE button.

BenefitsCal | Messages and Actions




Messages We got your message!

- A green box will

#® BenefitsCal Home Messsges Helpw appear with a
confirmation that the
message has been
sent.

£ Back to Messages

Message FBC244

@ We got your message! You can expect a reply from a caseworker within 5 business days.

Click the BACK TO
MESSAGES button.

Messages Message Center -
Messages
y B fitsCal . o O .
#m BenefitsCa ome messages Help The sent message will

now appear at the top
of the messages. When
a caseworker responds,
Actions (3) Messages (5) Notices (2) a new box will appear
atf the top, labeled

“Message Received.”

[ ] F—

Message Center

You can filter
your messages
by date, case,
read, unread,
and sent/received.
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Actions

Home Messsges Helpw [ ~

; BenefitsCal

Message Center

Actions (2)

[Z MESSAGEMY CASEWORKER

Filters >

Messages (4) Notices (2)

senvices to help me:

Message Center -
Actions

From the Message
Center, you can
navigate to the Actions
tab to view tasks that
are sent to you by your
caseworker.

Click ACTIONS to view
all actions.

Actions

; BenefitsCal

Message Center

Actions (9) Messages (4) Notices (13)

riers s

08728,

From: Waorker ID90ASD0012N

Send in paystub

20275
0275

© Action Needed
Cas 724
(D Action Needed

@ Action Needed

ase 0275

View your document

Message Center -
Actions

You can view all the
actions that are sent to
you by your
caseworker.

Click on an action with
the status ACTION
NEEDED to complete an
action.
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Actions Complete Action

< Backto Actions The caseworker will

Action #CS5022876 choose one of three (3)
action types to send
the customer, this will

Worker ID 90AS00012N

change the button
labels. The action will
include a subject line
and insfructions for
what is needed.

Case 0275724

send in paystub

Need all of September 2022 paystubs

© Need help with this action? AN
Not sure what to upload? View acceptable documents for verification here. .
If you don’t have this document, your caseworker may be able to help you. Contact your county office. YOU Con e”‘her SeIeC‘I‘ TO
complete the action or
inicate you hove
T Y comPeted the
1 ALREADY COMPLETED THIS ACTION .
action.

Click on UPLOAD MY
DOCUMENTS to
complete this action.

Actions Completed Action

You should follow the
flow based on the
specific action type
you received from your
caseworker.

” Benefitsca] Home Messages Helpv

Your action is complete!

° File(s) Uploaded

To view your confirmation receipt, visit your Document Center.

Once the action is

L
When your caseworker is done reviewing your files, they will close the action. Complefe‘d’ YOU II See O
TR confirmation and what

fo expect next.

Click on BACKTO
ACTIONS to view all
Action.

@ Next, we'll review your files.
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Actions Message Center -
Actions

..\ BenefitsCal Home Messages Helpv

The completed action
will now appear with
the status “pending
review.” When a

Message Center

Actions (9) Messages (4) Notices (13) COSGWOI’keI’ I’eVieWS -I-he
action, they will

change it to “action
— closed” — if further

oo e action is required the
caseworker will send a
new action.

06/29/202203:54 pm @ Action Needed

From: Worker ID 90LS002C00 Case 0275724

You can filter
your messages
by date, case,
read, unread,

and sent/received.
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