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Community-Based Organization (CBO) Request 
Access 
BenefitsCal 
This Quick Reference Guide (QRG) provides instructions to assist CBO Managers regarding how to 
submit an Access Request, to gain access to the BenefitsCal application. 

CBOs can submit an access request to the County they work with most frequently. Once access is 
provided, the CBO may submit applications on behalf of customers in any County in California. 

 

 

 

Step 1 –  BenefitsCal Home Page 
Click the Log In button. 

 
 

 

 

CBO Request Access 
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Step 2 –  Community Based Organization (CBO) Manager Account  
Click the CREATE AN ACCOUNT button on the Community Based Organizations (CBO) tile. 
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Step 3 –  Select Community Based Organization (CBO) Manager Account 

Select CBO Manager Account from the account creation menu. 
 

 
 

Step 4 –  Request your Community Based Organization Manager Account 
1. Enter the name of your Community Based Organization. 
2. Enter the First and Last name of the user requesting access. 
3. Enter the physical address of the Community Based Organization. 
4. Enter the email address for the user. This will become the user’s ID to access BenefitsCal. 
5. Enter a mobile phone number (optional). Can be used for password reset or two-step verification. 
6. From the drop list select the County the user works with most often. This is the County that will 

review the access request. 
Please note: This County can be different from the address provided within the form. 

7. Check the box to agree to the Terms and Conditions. 
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8. Click Register. 
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Step 5 –  Community Based Organization (CBO) Account Requested 
The access request has been submitted to the specified County for review and approval. 
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Step 6 –  Community Based Organization (CBO) Email Confirmation 
When the County approves the request and grants access, the CBO user will receive an email similar 
to the example below. 

To complete the process, the user should click the Complete your BenefitsCal Registration link in the 
email to verify their email address and set a password for future logins. 
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Q: If no one in my organization has a BenefitsCal account, can I still create a CBO Manager 
account? 
A: Yes, creating a CBO Manager account will also add your organization if it’s new to BenefitsCal.  

Q: If there are multiple Managers in my organization, do we need to share an account or can we 
request separate accounts? 
A: You can request more than one CBO Manager account for each CBO. However, please make 
sure that when you request your accounts you all use the same Organization Name. 

Q: When I try to log in, I see a message telling me my account is inactive. What should I do to re-
activate my account? 
A: If you are a CBO Assisters, please contact your organization’s Manager. If you are a CBO 
Manager, contact your county office to re-activate it. 

Q: How can I request an account if I am a CBO Assister? 
A: CBO Assisters cannot create accounts for themselves, they must be created by a CBO Manager. 

Q: Can I use my email to create multiple accounts? 
A: No, each account on BenefitsCal must have a different email address. 
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