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CA-213363: Lobby Device Platform 

Consolidation/Modernization  

1 EMPLOYEE PORTAL GUIDE 

1.1 Self-Service Kiosk Home/Landing Screen  

Employee Only Portal displays after the users clicks on the “County of XXX” 3 times 

sequentially within 5 seconds from the Self-Service Kiosk home/landing screen. 
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1.1.1 Employee Portal Home Screen 

The Employee Only Portal landing screen displays 3 buttons: 

1. Cancel - Clicking the “Cancel” button re-directs the user back to the Self-Service 

Kiosk home/landing screen.  

2. Continue - Clicking the “Continue” button re-directs the user to the ForgeRock 

log-in screen (these are the same screens used to log-in to other applications 

such as CalSAWS). 

3. Device Registration - Clicking the “Device Registration” button re-directs the user 

to the ForgeRock device registration log-in screen (these are ForgeRock screen 

used to associate Kiosk devices with CalSAWS-provided kiosk credentials). 
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1.1.2 Employee Portal- Device Registration 

The Employee Portal -Device Registration is used to register and deregister a kiosk 

device. Start the registration process by selecting Device Registration. 

 

 

Enter the CalSAWS-provided kiosk credentials and select Log In.  

Note: Each credential can only be registered to 1 device at a time.  



 

CalSAWS | Employee Portal Walkthrough   5 

 
 

Users will be re-directed to this page initially after Log In. This page will display the Forge 

Rock user details.  

 

 
 

User will be re-directed to this page after clicking on the dashboard header at the top 

left-hand corner. Users will have the option to disable the device from the account by 

clicking on ‘x (Disable Deice)’ icon. 
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If the Kiosk credentials entered are already associated to a device, the following screen 

displays. Select Deregister Kiosk Device to remove the association of credentials with 

this device. After deregistration, the credentials can be used to register a different 

device. 

 
 

1.1.3 Employee Log-In/ForgeRock Mockup 

Users will be re-directed to the CalSAWS log-in screen when they select Continue. 
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Enter the CalSAWS username and click on LOG IN. 
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Enter the CalSAWS Password and click on LOG IN. 

 
 

Review the terms and condiitons and click ACCEPT. 
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Enter the one-time password and click on LOG IN. 

 
 

 

If an incorrect password or username is entered, the user will have the option to Return 

to Login screen and enter the correct user credentials to access the Employee Portal.  

 

1.1.4 Employee Portal Screen 

The Select an Office screen automatically displays after the user is successfully 

authenticated in ForgeRock. Users that are associated to multiple offices will see their 

assigned location(s) in the drop list. 
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After the office is identified, click Select to access the Employee Portal landing screen. 

 
 

The Employee Portal displays the following option(s) based on county configuration: 

• Lobby Check-In 

• Barcode Scanner  

• Configure Kiosk 

• Device Configuration 

 

Note: The Configure Kiosk and Device Configuration option only displays for users with 

the ‘RemoteKioskConfiguration’ security right assigned. Most staff do not need this right 

for their daily functions. 
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If the user does not have the security right ‘RemoteKioskConfiguration’ assigned to their 

CalSAWS User ID. They are limited to Lobby Check-In and Barcode Scanner button 

options. 
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1.1.4.1 Device Configuration Screen 

The purpose of the Device Configuration screen is to link a CalSAWS device number to 

the device. This is a necessary step for Kiosk to determine which office to associate 

Reception Log records to and which device action(s) to display. 

  
 

Enter the Device Number that is generated in CalSAWS and click Save. The Device 

Number can be retrieved from the Device Management Detail screen or the Device 

Assignment screen. 
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1.1.4.2 Configure Kiosk Screen 

The purpose of the Configure Kiosk screen is to update the flow associated with a 

device in an office. 

The ‘Please Select Device’ field will display a list of devices assigned to the current 

user’s office. If the user is associated to multiple offices the field will display devices for 

all locations. 

The ‘Please Select Flow’ field will display a list of all available flows in the user’s county. 

 
 

A message will display when the user clicks on the Save button and there’s an error 

being returned from the webservices. 
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1.1.4.3 Barcode Scanner Screen 

The purpose of the barcode scanner screen is to scan a time-sensitive CalSAWS 

barcoded document to update the associated Customer Reporting entry for the 

document to ‘Received’.   

 

Select Scan to initiate the barcode scanner function.  
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If the device has a built-in camera, the worker can align the barcode at the bottom of 

the CalSAWS Customer Reporting document in the camera view section of the screen.

 
Barcode Scanning Mode (barcode scanner view for built in camera) 

 

Users will see the screen below when the device does not have a built-in camera, 

permission was not granted to access the built-in camera, or device is connected to a 

barcode reader. 
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If using a barcode reader peripheral, proceed to scan the CalSAWS Customer 

Reporting document barcode. 

 

Barcode Scanning Mode (barcode scanner view with barcode reader)  
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If the barcode has been successfully scanned, the Customer Reporting entry for the 

associated document that was scanned will be updated to ‘Received’ status and 

when user clicks on the Log Out button a receipt will be generated. 
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The screen below is displayed when the scanner has failed to scan the barcode scan 

successfully. 

  
Barcode Scanning Mode (Fail Scan)  

 

The screen below is displayed when the receipt fails to print but the status on the 

Customer Reporting entry is successfully updated to ‘Received’. 

 
Barcode Scanning Mode (Error message pop-up for receipt failed)  
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The screen below is displayed when there is no printer connection found. 

 
Barcode Scanning Mode (Error message pop-up for no printer found)  

 

The screen below is displayed when there is no barcode scanner, built in camera or 

permission was not granted for the built-in camera. 

 
Barcode Scanning Mode (Error message pop-up for no barcode scanner found, no 

built-in camera or permission not granted for built in camera) 
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1.1.4.4 Lobby Check-In Screen Mockup 

Lobby Check-In screens display after the user clicks on the ‘Lobby Check-In’ button 

from the Employee Portal screen. 

 

Clicking on the Check-In with Case Number button will re-direct the user to the ‘Check-

In’ screen.  

Clicking on the Check-In without Case Number button will re-direct the user to the 

‘Check-In: Add Individual’ screen. 

 



 

CalSAWS | Employee Portal Walkthrough   21 

1.1.4.4.1 Lobby Check-in Without Case Number 

In order to check-in without a case number. The user is prompted to enter all the 

required fields on the ‘Check-In: Add Individual’ screen. The fields that are required are: 

1. First and Last Name  

2. Visit Purpose 

 
 

Once the required information is entered, the Check-In button can be clicked.  
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A check-in confirmation screen will be displayed after each successful check-in. Users 

can print a receipt by clicking on Print Receipt option or click on Close to return to 

Employee Portal home screen.  
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If the check-in has failed, an error message will be displayed asking the user to try 

again. Click Close and Check-In to try again, or click the  Back button on the footer 

of the screen to navigate back to the ‘Check-In Landing’ screen. 

 

 
 

1.1.4.4.2 Lobby Check-In with Case Number 

The ‘Check-In’ screen is accessed when the user clicks on the Check-In with Case 

Number button from the ‘Check-In Landing’ screen. 
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The user has four options to choose from to check in with case number.  

1. Correspondence- Clicking on the “Correspondence” button will re-direct the 

user to the ‘Check-In: Correspondence’ screen. 

2. EBT Card- Clicking on the “EBT Card” button will trigger the application to look for 

a card reader that is configured to the device and re-direct the user to the 

‘Check-In: EBT Card’ screen. 

3. Scheduled Appointment- Clicking on the “Scheduled Appointment” button will 

call the existing appointments and will re-direct the user to the ‘Check-In: 

Appointments’ screen. 

4. Individual Lookup- Clicking on the “Individual Lookup” button will re-direct the 

user to the ‘Check-In: Individual Lookup’ screen.  
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1.1.4.4.2.1 Check-In: Correspondence 

When the user selects the Correspondence option, the ‘Check-In: Correspondence’ 

screen is displayed with barcode scanning instructions.  

 
 

Clicking the Scan button will trigger the application to look for the barcode scanner 

device or to access the built-in camera of the device. 
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When there’s no barcode reader detected, permission is not granted to access the 

built-in camera, or when the device does not have a built-in camera the error message 

below is displayed. 
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When no case number is returned the error message below will display. Clicking on the 

Close button will close the message. 

 

 

 
 

When the case number is returned, user selects the case, they are directed to the 

‘Case Number Lookup’ screen (Please refer to section 1.1.4.4.3) to select the 

program/visit purpose or upload document or drop off document and to complete 

check-in process.  

 

1.1.4.4.2.2 Check-In: EBT Card 

When the user selects the EBT Card option, the ‘Check-In: EBT Card’ screen will be 

displayed with instructions to swipe the EBT Card at the top of the screen. 
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If the swipe was successful, User will then be re-directed to the ‘Check-In: Search by 

Case Number’ screen. The ‘Case Number’ screen will display a list of Case Number that 

belongs to the same county.  

The user can then Select the case number from the search results to check-in.  

When the user selects the case, they are directed to the ‘Case Number Lookup’ screen 

(Please refer to section 1.1.4.4.3) to select the program/visit purpose or upload 

document or drop off document and to complete check-in process.  
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1.1.4.4.2.3 Check-In Appointments 

 

The ‘Check-In: Appointments’ screen is accessed when the user clicks on the 

Scheduled Appointment button from the Check-In screen.  

The user can enter the case number in the Case Number field and click on the Search 

button to look up the list of appointments for the day and for the specific office. 

The user can Select the appointment from the search results to check-in and are 

redirected to the ‘Purpose of Visit’ screen. (refer to section 1.1.4.4.4). 

Note: The search results will display only appointments with a status of Scheduled or 

Rescheduled. 
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When there are no appointments returned from the case search the error below 

displays. 
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1.1.4.4.2.4 Check-In: Individual Lookup 

The ‘Check-In: Individual Lookup’ screen is accessed when the user clicks on the 

Individual Lookup button from the ‘Check-In’ screen.  Individuals can be looked up by: 

1. Case Number- Clicking the “Case Number” button will re-direct the user to the 

‘Check-In: Search by Case Number’ screen. 

2. Name - Clicking on the “Name” button will re-direct the user to the ‘Check-In: 

Search by Name’ screen. 

3. CIN - Clicking on the “CIN” button will re-direct the user to the ‘Check-In: Search 

by CIN’ screen. 

4. BenefitsCal E-mail - Clicking on the “BenefitsCal E-mail” button will re-direct the 

user to the ‘Check-In: Search by BenefitsCal E-mail' screen. 

 

 

1.1.4.4.2.4.1 Check-In: Search by Case Number  

The ‘Check-In: Search by Case Number’ screen is accessed When the user clicks on the 

Case Number button from the ‘Check-In: Individual Lookup’ screen. 

The user can enter the customer’s Case Number in the Case Number text field and click 

on Search Button. 

Once the user enters the required data, the search button is enabled, and the user can 

click on Search button for results.  
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If the case number is found, the results will appear on the ‘Check-In: Search by Case 

Number’ screen.  
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When the user selects the case, they are directed to the ‘Case Number Lookup’ screen 

(Please refer to section 1.1.4.4.3) to select the program/visit purpose or upload 

document or drop off document and to complete check-in process.  
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When there’s no case number found for the County that the logged in user belongs to, 

the result section will display the message ‘No case number found for this County.’

 

 

1.1.4.4.2.4.2 Check-In: Search by Name 

The ‘Check-In: Search by Name’ screen is accessed when the user clicks on the Name 

button from the ‘Check-In: Individual Lookup’ screen.  

The user is then prompted to enter all required fields, including an SSN or a Date of Birth.  

Once the user enters the required data, the search button is enabled, and the user can 

click on Search button for results.  
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When the user selects the case, they are directed to the ‘Case Number Lookup’ screen 

(Please refer to section 1.1.4.4.3) to select the program/visit purpose or upload 

document or drop off document and to complete check-in process.  

 
 

When there’s no case number found, the result section will display the message ‘No 

case number found for this County,’ in red.    
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1.1.4.4.2.4.3 Check-In: Search by CIN 

The ‘Check-In: Search by CIN’ screen is accessed when the user clicks on the CIN 

button from the ‘Check-In: Individual Lookup’ screen.  

The user can enter the customer’s CIN number in the CIN text field once the user enters 

the required data, the search button is enabled, and the user can click on Search 

button for results.  
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The search results will display a list of case numbers found in the county that the logged 

in user is associated to and where the person (based on the CIN number) is a part of.  
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When the user selects the case, they are directed to the ‘Case Number Lookup’ screen 

(Please refer to section 1.1.4.4.3) to select the program/visit purpose or upload 

document or drop off document and to complete check-in process.  

 

 
 

When there’s no case number being returned, the message ‘No Case Number(s) found 

for this County’ will be displayed.  
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1.1.4.4.2.4.4 Check-In: Search by BenefitsCal E-mail 

The ‘Check-In: Search by BenefitsCal E-mail’ screen is accessed when the user clicks on 

the BenefitsCal E-mail button from the ‘Check-In: Individual Lookup’ screen.  

To use this feature, the customer must already be registered in BenefitsCal and have 

their case linked to their BenefitsCal account.  

The user can enter the customer’s BenefitsCal E-mail in the E-Mail text field. Once the 

user enters the required data, the search button is enabled, and the user can click on 

Search for results. 
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The search results will display a list of case numbers found in the county that the logged 

in user is associated to and where the person (based on the BenefitsCal E-mail) is a part 

of.  

When the user selects the case, they are directed to the ‘Case Number Lookup’ screen 

(Please refer to section 1.1.4.4.3) to select the program/visit purpose or upload 

document or drop off document and to complete check-in process.  
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When there’s no case number found for the BenefitsCal email, the message ‘No Case 

Number(s) found for this County’ is displayed in red 
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1.1.4.4.3 Lobby Check-in Case Number Lookup 

The ‘Case Number’ lookup screen is accessed when the user clicks on the Select button 

for the corresponding Case Number on the result section from the following screens. 

• Check-in: Correspondence 

• Check-in: EBT card 

• Check-In: Search by Case Number 

• Check-In: Search by Name 

• Check-In: Search by CIN  

• Check-In: Search by BenefitsCal E-mail 

The ‘Case Number’ lookup screen will display a list of programs that are still assigned to 

a worker for the selected Case Number along with the program status.  

Program section displays a list of programs that is still assigned to a worker for the 

selected Case Number along with the program status.   

 

 
 

Clicking on the Select button by a Program will hide the Upload Document(s) and the 

Print Receipt for Drop Off section and display the Participants section.  
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Once the user clicks on the Select button in the participants section the user is directed 

to the ‘Purpose of Visit’ screen (Please refer to section 1.1.4.4.4). 

1.1.4.4.3.1 Upload Documents(s) 

‘Upload Document(s) Quick Guide’ screen that is accessible by clicking the Select 

button on the Upload Document(s) section found on the ‘Case Number Lookup’ 

screen. 

Note-The functionality to upload documents through the Lobby Check-In functionality 

flow (Employee facing) can’t be supported for the Kiosk device. This is due to the Kiosk 

not having a built-in camera.    
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Clicking on the Next button will open the camera view (camera view will look different 

and will have different functionalities as this is dependent on the device that is used).  
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Once a document/image is captured, the user is directed to the upload document(s) 

screen where the user will need to select the Program Type, Select Individua’ and 

Document Type. 

1. Program Type- This will have a list of programs with a worker assigned for the selected 

Case Number. 

2. Select Individual- This will have the list of participants for the selected program. 

3. Document Type – This will list specific, commonly uploaded types of documents. 
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Clicking the Next button when it is enabled (in blue) will re-direct the user to the ‘Review 

Document(s)’ screen where the user has an option to Add More or Submit documents.  

Selecting Add More prompts users to capture additional screens or documents 

following the above steps. 
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Once the user clicks on Submit, if the submission is successful, it will automatically 

generate and print an uploaded document(s) receipt. The following pop-up message 

will display, “All uploaded documents will be reviewed before the reporting process is 

considered complete.” 
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If the submission is unsuccessful, the following pop-up message will display under the 

Submission Failed text, “An error occurred while submitting your verification 

document(s). Please try again.” 
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1.1.4.4.3.2 Print Receipt for Drop Off 

If the customer is at the office to drop off any time sensitive documents, the user can 

select any of the below receipt types listed under the Receipt Types section of the 

screen.  

1. Drop of Documents 

2. QR7/SAR7 

3. RE/RD 



 

CalSAWS | Employee Portal Walkthrough   53 

 
 

Clicking on the Select button will automatically print a receipt when the application 

detects the printer automatically and re-direct the user back to the ‘Check-In Landing’ 

screen.  
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1.1.4.4.4 Purpose Of Visit 

‘Purpose of Visit’ screen is accessible when the user clicks on the Select button for a 

specific appointment found on the ‘Check-In: Appointments’ screen (See section 

1.1.4.4.2.3) or clicks on the Select button for a specific participant found under the 

Participants section on the ‘Case Number’ screen (See section 1.1.4.4.2.4). 

Individual is the name of the participant for the appointment that was selected from 

Check-In and Visit Purpose will automatically have Appointment selected. 
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Visit Purpose will default to blank when the screen opens when the ‘Purpose of Visit’ 

screen was accessed through the ‘Case Number’ screen.  
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Check-In button will be enabled (blue in color) when all required fields (Individual and 

Visit Purpose) have a value entered/selected. 

 

 
 

Clicking on the ‘Case Number’ lookup button will create a Reception Log Detail record 

in CalSAWS and generate a check-in number to be assigned to the check-in.  
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1.1.4.4.5 Select Printer 

‘Select Printer’ screen is accessible when the application is generating a receipt to be 

printed, and the application does not detect the printer automatically when clicking 

on the Select button from the three options listed on: 

• The ‘Print Receipt for Drop Off’ screen,  

• Print Receipt button found on the pop-up message that is displayed on the 

‘Check-In’ screen, or the  

• Submit button found on the ‘Review Document(s)’ screen 

 

When the application can detect a printer, the printer information will display on the 

Selected Printer field.  

Note- The Select Printer text field is not be editable. User is not able to enter information 

on the text field, the application will auto populate the name of the printer onto the 

text field when a printer is found.  
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An Error pop-up message will display when the user is re-directed to the ‘Select Printer’ 

screen and the application cannot detect a printer automatically when the screen 

initially loads, or when the user clicks on the Print button on the ‘Select Printer’ screen 

and the application cannot detect a printer automatically.   
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Pop-up error message ‘There are no printer found’ will display when the user clicks on 

the Search button on the ‘Select Printer’ screen and the application cannot detect a 

printer automatically.  

 
 

 


