CalSAWS | Editing the RE Due Month

The purpose of this fact sheet is to provide instructions on how to edit the RE Due

Month for a program.

Note: Workers must have the Redeter Due Month Edit security group to take

these actions.
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How to Edit the RE Due Month:

1. Navigate to the Case Summary page
e Click the View Details button in the program block (in this example,
we will edit the CalFresh RE Due Month
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2. Click Edit on the program detail page
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3. The most current RE record will display
e Enter the correct RE Due Month
¢ Click Save and Return. The RE Begin Month will be adjusted based

on RE Due Mn’rh and Reporting type.
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