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This Quick Reference Guide provides an overview of key features and functions available to CBO
Assisters and Managers within the BenefitsCal system.

It also includes guidance on the following areas:
CBO Assister - Dashboard

CBO Assister - Applications

CBO Assister - My Reports

CBO Assister - Referral Campaigns

CBO Assister - Help & Resources
CBO Manager - Dashboard
CBO Manager - Applications

CBO Manager - My Reports

CBO Manager - Referral Campaigns

CBO Manager - Staff Management

Step 1 - Welcome to BenefitsCal - Homepage

Click the Login button to login to your Assister

';Benefitsc al Home  Apply For Benefitsv  Programsv  Help
account.

Welcome to BenefitsCal.

We're here to support you with food, cash aid, and health coverage benefits.

‘What do you want to do today?

Create a BenefitsCal
Apply for benefits user account

Learn more about and apply for food, @ Manage your benefits, upload
cash aid, and health coverage programs documents, submit renewals, and

more.

Learn more about staff
accounts for Community
®) Based Organizations Explore support and

(CBOs) BenefitsCal resources

Help people apply and manage their
benefits.
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Step 2 - BenefitsCal > Login

e B TR Log in to BenefitsCal using your Email and

— Password.
Log In Don’t have an account?
Email (required) You can create either of the following accounts on BenefitsCal:

[ ‘ 8 BenefitsCal User Account

You can use this account to apply for and manage your

Password (eaured) own benefits.
000 C ity Based Or
" (CBO) Manager Account

CBO Managers are leaders in an organization that helps

others with their benefits.
“ Nate: ifeu re 2. CBO Assister,or Staf, reech outlo your

CBO Manager to create an account.

Watch this video to learn what CBOs can do on
BenefitsCal,

Step 3 - CBO Assister Dashboard

MeenefitsCal | e e e o= The BenefitsCal Assister dashboard displays six (6)
unigue areas on the screen.

Eib ook sassto User Menu - can be accessed at the top of each

screen.

Look at all you've accomplished!

My Applications — allows the Assister to start a
You are on a roll! Submit Documents . . . .
. ) e new application and see how many applications
w are in-progress, submitted, received, processing,
My Applcations p— complete and unable to process.
o L] i : Submit Documents — allows the Assister to upload
g = 0 0 documents to a customer's application or case,
0 | T as well as view their upload history.
i My Reports — shows the Assisters metrics about
Gewme .y applications they have created and submitted.
S ¢ - Referral Campaigns — shows the Assister details on
. their referral campaign(s) and metrics on how
© Help & Resources many customers have applied for benefits using
iy their referral campaign link.
o Help & Resources — provides access to FAQs,
program rules and information, and allows the

user to contact the County.
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Step 4 - CBO > Dashboard > User Menu

The customer can find several resources on the

29 BenefitsCal [ p— J User Menu
BenefitsCal logo - returns the user back to the
Hi, test assistorl dashboard from any page.

CBO San Diego

Home - same functionality as BenefitsCal logo.

Applications — provides access to create a new
application or view current user applications.

Reports — provides access to reports for each
status.

Help - provides access to blank forms (Periodic
Reports, Renewals, etc.), find an office near their
location, and view FAQs.

Language - displays the language selected from
the drop list.

User Initials — provides access to Account Settings,
Help and Resources and log out.

Search - allows to search through BenefitsCal
resources.

Step 5 - Dashboard > Manage Your Account

P BenefitsCal one wvicnrs s oo [N | © | R Click on the icon. The Manage Your Account
option navigates to a new tab where users can
make changes to their account settings: Change
password, updating their security questions, and
manage two-step verification.

test assistor1 test assistor1

Your Account Settings

Review the QG “Two-Step Verification” for
instructions for setting up two-step verification.

Two-Step Verification

I think my account is at risk v
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Step 6 - CBO > Dashboard > Help

o (Cxxm

‘ BenefitsCaI Home Applicationsv Reports Help
Mana

tanage Your Account
Help

LogOut
Help Center

| What can we help you find? ‘

@ Frequently Asked Questions (FAQs)

Get answers to common questions about applications, benefits, and more. >
D How to Apply for Benefits >
Y= Program Rules
=
Know your rights and responsibilities when applying for benefits. b
Program Descriptions
Learn about each program including how to qualify and the papers you need. s
Documents for Verification
Learn more about required papers you may need to upload for verification. ’
=7 Learning Tools >

Step 7 — CBO > Dashboard

You are on a roll! Submit Documents

Upload documents for your customer’s application or case.

UPLOAD DOCUMENTS.

0 You submitted 0 applications this month.

[31 My Applications R the past.

Lvean to see my document upload history

'

o In Progress fiew

(@ Help & Resources

B J

Program Details. Contact County

Visit the Document Center to view which documents you've uploaded in

L.ul My Reports

‘View key metrics about application you've created and submited.
0 submitted View 0 0

Applications Submitted This Applications Completed This

Q Received View Week Mo
0 compiets — ] Referral Campaigns

Manage your referral campaigns and export your campaign reports.
0 unableto Process 3 Applications submitted using a referral code this menth.
Documents Needed

View Referral Campaigns

0 Applications Need Documents View

Under the Help Center section, the customer can
find blank forms (Periodic Reports), find an office
near their location, and view FAQs.

Below Help in the drop list is the Log Out button.

Applications:

The "My Applications” section includes a high-
level view of applications statuses.

In Progress displays how many applications are in
progress and not yet ready to submit.

Submitted displays how many applications have
been sent over to CalSAWS.

Received displays the number of applications
that have been received by the county.

Processing displays the number of applications
the county is currently processing from the CBO
account.

Complete displays the number of complete
applications from the CBO account.

Unable to Process displays the number of
applications the county is unable to process from
the CBO account.

Documents Needed displays the number of
applications with documents to upload.

Click the View button next to the status to see
applications in the selected status.
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Step 8 - CBO Assister Dashboard > Applications

Qe A tile displays each application the CBO created.

Applications Each tile displays the following:
Let's review your applications. n App“cc‘hon N Umber
TY::(hE applicant name, or the application number/status to filter the results. ‘ - - A p p "C O n'l' LOS‘I’ N O m e O n d Firs_l_ N O m e
= Application Status
[ IN PROGRESS } { SUBMITTED J [ RECEIVED } [ PROCESSING J [ COMPLETE } . DOCU menTS Needed
[ wwsscrormocess | [ socomcurs ecocs | = Remove Application (In Progress only)
Results (2) Click the View Detdails button to see information
Application Number Application Number a bOUT ThOT Opp"COﬁOh.
:::mﬁo“ Status ::::1 Htems :pplicatinn Status Start Date
9 Received 1 Documents Needed o In Progress 08/29/2025

1 Remove Application
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Step 9 — CBO Assister Dashboard > Applications > Application Details

Application Details for Application Details — displays application
78003860 information
Verification Requests — displays documents
Application Details needed and provides a simple way to upload
e documents by clicking the Upload button.
irst Name Last Name
Jerry Jose Upload History — displays the last 12 months of
documents uploaded to an application.
Date of Birth Application Date .
**[*%/2000 08/29/2025 Upload Document - provides a way to upload
other documents.
Application Status Case Number
Received Not Assigned

V|
Verification Requests

Upload Needed

Application Date 0 Days Ago

Proof of Identity
Jerry Jose (25)

( Uploaded )

Proof of Income
Jerry Jose (25)

1
Upload History

Below are the receipts for the documents you've

uploaded in the past year.
Proof of Identity Jerry Jose (25)

08/28/2025 View Receipt

UPLOAD DOCUMENT
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Step 10— CBO Assister Dashboard > Submit Documents

< sackto Dashboard The CBO can upload documents for customer’s
Dacement Cester case or application. They can click the Upload
Submit Documents Documents to enter the Document Upload flow.
i CBOs will need their customers application/case
m number and the County in order to upload
. SN Y documents.

S The CBO can also see a history of all the

documents they have upload for a customer
below in the Upload History section.

Upload History

Yo in the past year.

@ You don't have any upload receipts at this time.

Step 11 = CBO Assister Dashboard > Reports

€ BT The CBO can see all their applications. Choose
Reports the Report period by entering a date in the Date
et revieyour applications From and Date To fields and clicking the Apply
se the date Tilter to select a date range
button.
o B o 8 Each tile displays a program and the status of
‘ -] each application in the date range requested.
e Click Export Data to create a report in Microsoft
(MS) Excel.
CalFresh Applications =
ut
@ Complete (0)
@ Unebie toProcess (0)

Date Range : 07/30/2025 - 08/29/2025
County: All

‘Export Data

Health Coverage Applications &2

CalSAWS | BenefitsCal Community Based Organization (CBO) Dashboard



CalSAWS | Quick Reference Guide

Step 12 - CBO Assister Dashboard > Referral Campaign

The CBO can manage their referral

~1 Referral Campaigns campaign and export campaign reports.

Manage your referral campaigns and export your campaign reports. Click View Referral Campaign to view the

referral campaigns.
1 2 Applications submitted using a referral code this month.

View Referral Campaigns

Step 13 - CBO Assister Dashboard > Referral Campaigns

The CBO can manage their referral
campaign and export campaign reports.

o BenefitsCal Home Applications Reports Help om

< Back to Dashboard

Referral Campaigns What is a Referral Campaign?
© Mt 2 Reteral ampalen? ~ A referral campaign is a marketing tool. It
Areferral campaign is a marketing tool. It allows you to create a unique referral URL to track how many customers apply as a result of your outreach .
efforts. This also helps your organization to generate annual and semi-annual reports. q | | OWS you 'I'O cred fe a uni q ue referrO | U R L

to track how many customers apply as a
result of your outreach efforts. This also
helps your organization to generate
annual and semi-annual reports.

Type the name of the campaign to filter the results.

Filter

Campaign Status

[ e | Filter: When user inputs text inside the text
box, only campaigns that pertain to the
input values will be displayed.

Campaign Name
Test08 012025 12 5141 718

Comptgn S ot compign s Campaign Status: Displayed only when

oTiaf0zs O archived the CBO Organization has referral
campaigns

s 3027 120 Active: When checked, the active

o st ot S campaigns will be displayed below. If the

osjz7j2025 © active user also selects the "Archived" checkbox

S—— DownioadoRcode along with the "Active" checkbox, the

search will respond with the same result
seti.e. All the referrals.

Campaign Name
Test08 01 2025 07 00 28 786

Campaign Start Date Campaign Status

onpaozs © sctive Archived: When checked, the archived
campaigns will be displayed below. If the
user also selects the "Active" checkbox
along with the "Archived" checkbox, the

Copy Referral URL Download QR Code
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search will respond with the same result
set i.e. All the referrals.

Each tile displays the following:

Campaign Name
Campaign Start Date
Campaign Status
Copy Referral URL
Download QR Code

View Details: When clicked, the user is
navigated to the referral campaign
details screen.

Show More: On click, display 20 more
campaign cards. The "SHOW MORE"
button will display until all campaigns are
displayed on the page.
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Step 14 - CBO Assister Dashboard > Referral Campaigns > Campaign Details > -

Campaign Status Selected as Active

< Back to Referral Campaigns

Referral Campaign
ITest09 18202507 29 36 640'

Campaign Details

Campaign Status Campaign Start Date
Active 09/17/2025

Email

Phone Number

Website

Address

Share your Referral Campaign!

Referral URL
i com/r/TYWTONI

| @ COPY REFERRAL URL |

Referral QR Code

Referral Campaign Statistics

Total Unique Applications Submitted

1

Applications Submitted per Program

0 0 0

® calFresh @ Medi-Cal

CALWORKs @ GA/GR

To see all your campaign data, including applications submitted per county, select “Export Campaign Data”.

| & EXPORT CAMPAIGN DATA

Note: An application can include multiple programs. The count above shows the number of applications that included each program.

Referral campaign in "Active" status.

Campaign Name: Displays the Campaign
Name.

Campaign Details file displays the
following:

Campaign Status
Campaign Start Date
Email

Phone Number
Website

Address

Share your Referral Campaign: Only
displayed for active campaigns

Referral URL: Displays the referral URL
pulled from the database for the
campaign

Referral QR Code: Displays the referral QR
Code.

Referral Campaign Statistics: Displays the
referral campaign statistics.

= Displays the unique number of
applications submitted in BenefitsCall
using this Campaign code.

= Number of total applications by
program will be displayed by
categorized bar chart outline.

= All 4 programs will be always displayed

EXPORT CAMPAIGN DATA:

Upon click, the indicated report will
export the data. Sample in "Referral
Campaign Data Export". A new file will be
downloaded in the user’s browser.
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Step 15 - CBO Assister Dashboard > Referral Campaigns > Campaign Details > .

Campaign Status Selected as Archived

< Back to Referral Campaigns
Referral Campaign

Test08 01 2025 12 5141 718

‘Campaign Details

Campaign Status Campaign Start Date
Archived 07/31/2025

Email

Phone Number

Website

Address

Campaign Archived Date
09/15/2025

Referral Campaign Statistics
Total Unique Applications Submitted
Applications Submitted per Program
1
o g 0 0
® CalFresh @ Medi-Cal
@ CALWORKs ®GA/GR
Note: An application can include multiple programs. The count above shows the number of applications that included each program.
To see all your campaign data, including applications submitted per county, select “Export Campaign Data”.
& EXPORT CAMPAIGN DATA

Referral campaign in "Archived" status.

Campaign Name: Displays the
Campaign Name.

Campaign Details file displays the
following:

Campaign Status
Campaign Start Date
Email

Phone Number
Website

Address

Referral Campaign Statistics: Displays the
referral campaign statistics.

= Displays the unique number of
applications submitted in BenefitsCal
using this Campaign code.

= Number of total applications by
program will be displayed by
categorized bar chart outline.

= All 4 programs will be always
displayed

EXPORT CAMPAIGN DATA:

Upon click, the indicated report will
export the data. Sample in "Referral
Campaign Data Export". A new file will
be downloaded in the user's browser.
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Step 16 — CBO Dashboard > Help Center > Program Details

S Program Descriptions display each program
W Qlfresh Food S i > available with a brief description. Click on a
program file to view details about the program.

@. Disaster CalFresh

Helps viith the food needs of people within a 30-day psriod after a flood, fire, earthquake, or other natural disastar.

At the bottom of the page Apply Now or Ask
G Medi-Cal (Health Coverage) Robin buttons are available.

st or familiss payingforprivst hesithcare, suchss

2 visa federal tax credt

premiu

@ County Medical Services Program (CMSP)
parary ¢

for other who liveina
ty. 1 you apply Cal, the county you qualiy. Vi

Helpswith cash to pay for rent, housing, food, elothing, 3 o & pregnancy
home.

I (] CalWORKSs (Cash Aid) I
i for . inthe >

6, General Assistance or General Relief (GA/GR)
Gash assistance are natabe to suppe theiroun
public funds, or thisa
sentatives for more information.

q) General Relief Opportunities for Work (GROW)
Provides wark and G ( ot

Los Angsles
County.

(§) Refugee Cash Assistance (RCA)
A cash aid program for immigrant groups that aren't eligible for other cash aid programs. This includes refugees. This also
ncludes pespia who are seeking o have basn grantad asyium

a Trafficking and Crime Victims Assistance Program (TCVAP)
Acashaid fort srarteitizens vi

lifyifo

ﬁ] Welfare-to-Work (WtW)

Ifyou recsive CalWORKS and can work, you must tske partin Welfare-to-Work activities to continue torecsive cash sid.
v . oftheCalif Kids Program

(CalWORKs)

@ Cash Assistance Program for Immigrants (CAPI)
Cash sid to elderly, blind, and disabled people who are legally in the country. Reciplents must not be able to get
E Income/State toimm

Ready to apply or have mare questions?
APPLY NOW [ Ask Robin ]

Step 17 — Help Center > Contact County

Request a Call Back. Allows you to leave a message
7 BenefitsCal o st e v [ S for the County to call you back during regular
business hours.

< Back to Help Center

Request a Call Back

et o S o ot e This feature is a customer-initiated process. While
pption to reqest 2 call back during business CBOs cannot use it on behalf of the customer, they
st can assist by informing customers about the option.
: This feature is only available in counties where it is

Great! Select the button below to share your details and requesta bl d
tac enabpled.

When the new tab opens, click on the Select Your
County drop list and find your county. Click on the
T ———  REQUEST A CALL BACK button and enter your First
Name, Last Name, and Phone Number and click the
Submit button.
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Step 18 - Welcome to BenefitsCal — Help Center

Ll Senter From the bottom of the Customer Dashboard,
select the Take me to the help center hyperlink
for help content. Alternatively, from the User
Menu, select Help and Resources.

What can we help you find? ‘

@ Frequently Asked Questions (FAQs)

Get answers to comman questions sbout applications, benefits, and more

The Help Center has several resources to assist.

m How to Apply for Benefits >

Select any file to open for detailed information.

= Program Rules
=

Know your rights and responsibilities when applying for benefits.

Progras Desciiptions Training videos are also available on
YouTube within the BenefitsCal channel
for easy access.

Lesrn sbout esch program includi qualify and th aid

Documents for Verification

Lesrn more about required papers you may nesd to upload for verification

@ Learning Tools >

[ How-to Videos

Wstch How-to Videos on setting up your account, uploading documents, submitting reports, and mare.

[_‘i:_] EBT & Surcharge-free ATM Locator >

@ Chat with a County Representative

Need more help? Chat with a caseworker during regular business hours.

J Call Me

Don't have time to chat? Leave usyour phone number and a brief message, and we'll call you back during normal business >
hours

(§y Find an Office >

Assister FAQs

Q: Can | create a CBO Assister account by myself, or do | need my Manager’s help?

A: CBO Assisters cannot create accounts for themselves, they must be created by a CBO Manager.

Q: If | have an Assister account and | become a Manager, can | update my current account or do |
need to fill out an whole new Manager account??

A: The type of account you have cannot be changed. You will need to request a CBO Manager
account.

Q: When | try to log in, | see a message telling me my account is inactive. What should | do to re-
activate my account?

A: CBO Assisters can contact their Manager to re-activate their account.
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Step 19 - Manager Dashboard

You are on a roll!

0 o voosumiedo sppcaons s v o —
(D) Staff Applications e
Lyt s documes o sty
Manage your st spplicatons
View Staff Applications
tiem ey crestd snd ubmited
[r— 0 1]
Aoplict T

[ My Applications

- s | ety
20m

u

d e

G 3 NPT
Documents Needed
SRR : [ |

@ Help & Resources

B 7
mmmmmmmmmm Contsctcourty

The CBO Manager has the same access as an
Assister. However, a CBO Manager also has
access to the following:

View Staff Applications — shows all staff members'
applications.

My Reports — shows the Manager metrics about
applications they and their staff have created
and submitted.

Staff Management - allows the Manager to mark
an Assister as inactive or add new Assisters.

Referrral Campaigns — allows the Manager to

create areferral campaign, add organization
details, and generate a link and QR code for

distribution.

Step 20 - Manager Dashboard > View Staff Applications

ome  Applicationsw  Staff Management Reports Help [IZFTRNNENEY

%% BenefitsCal

< Back to Dashboard

Staff Applications

Staff Name

Staff Status

Active Inactive

3 ICH [ IO [ O
N I O O o o
N A O I O
N IR IO O o o

Managers can choose to look at all Staff
Applications or individual applications by clicking
the Staff Name drop list and selecting staff
members.

When Staff Status is displayed, the Manager can
select Active or Inactive.

Click the tile to see the applications in the status
selected.

Managers can also complete applications for
staff.
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Step 21 - Manager Dashboard > Reports

Reports

Let's review your reports.

Use the date filter to select a date range or select the name
of a staff member

Date From Date To
07/30/2025 ‘ 08/29/2025 |
Staff Mame
Al W
County
Al W
CalFresh Applications E
& Total
In Frogress (o}
Submitted (D)
Received (€]
@ Frocessing ()
@ complezrin]

i unable to Process {0}

Date Rangs : 07,30/2025 - 08/20,2025

Assister : All Staff

County: All
Export Dats
Health Coverage Applications @
3 Totsl

In Prograss (G

Submitted (0)

Received (3
P Processing ()
@ complez= o}

i unable to Process 0}

Datz Range : 07,30/2025 - 08/20/2025
Aszister - All Staff

County - All

Ewport Data

The Manager can see all the applications that
their staff members submit.

Choose the report period by entering Date From
and Date To.

Click a staff member or ‘all’ from the Staff Name
drop list.

Click a county name or ‘all’ from the County drop
list.

To see the Report, click the Apply button.

Each graph displays the application status for
each program in the date range requested.

Click Export Data to create a report in MS Excel.
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Step 22 - CBO Manager Dashboard > Referral Campaign

The CBO Manager can manage their
referral campaign and export campaign
Manage your referral campaigns and export your campaign reports. reports.

=] Referral Campaigns

1 2 Applications submitted using a referral code this month. Click View Referral Cqmpaign to view the

referral campaigns.
View Referral Campaigns

Step 23 - CBO Manager Dashboard > Referral Campaigns > Campaigns

2% BenefitsCal  ome sictorss  Safibonagement feors el (+Y <. @ The CBO Manager can manage their
referral campaign, generate and export
campaign reports.

< Back to Dashboard

Referral Campaigns Campaigns: When selected, the user is

navigated to the referral campaign
screen.

| o conrnon | Reports: When selected, the user is
navigated to generate a report screen.

Campaigns Reports
—_—

© What is a Referral Campaign? v

Create New Referral Campaign: Upon
e thenameof e campottofler e et click, user will navigate to Create New
Referral Campaign page, where they will
be able to create their referral

Campaign Status

Active Archived C O m po ig ns M
[ e What is a Referral Campaign?
On click, collapse or expand the inline
help.

Filter: When user inputs text inside the text
box, only campaigns that pertain to the
input values will be displayed.

Campaign Status: Displayed only when
the CBO Organization has referral
campaigns.
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mosgne Active: When checked, the active
campaigns will be displayed below. If the
SR S user also selects the "Archived" checkbox
e @ s along with the "Active" checkbox, the
— ——— search will respond with the same result
e set i.e. All the referrals.
N — Archived: When checked, the archived
or/suj20zs © hctive campaigns will be displayed below. If the
P Downiond 08 Code user also selects the "Active" checkbox
along with the "Archived" checkbox, the
m search will respond with the same result

seti.e. All the referrals.

Each campaign file displays the following:

Campaign Name
Campaign Start Date
Campaign Status
Copy Referral URL
Download QR Code

View Details: When clicked, the user is
navigated to the referral campaign
details screen.

Show More: On click, display 20 more
campaign cards. The "SHOW MORE"
button will display until all campaigns are
displayed on the page.
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Step 24 - CBO Manager Dashboard > Referral Campaigns > Create New

Referral Campaign

Home Applicationsv ~Staff Management Reports Help [N v

; BenefitsCal

< Back to Referral Campaigns

Create New Referral Campaign

Campaign Name (required)

This is the title of your referral campaign.

Campaign Start Date (zquirec)

MM/DDJYYYY & ’

This is the date we will start tracking applications submitted via this
referral campaign.

Custom Referral Code (required)

This will be used to generate your referral URL.

Share your details with
customers

This information will be shared to customers when they apply using
the referral link or QR code.

CBO Contact Information

Email

Phone Number

Website

| |

CBO Address

Address Line 1

Address Line 2

city

State

-Select One- v ‘

Zip Code

Preview of Referral URL

CREATE REFERRAL CAMPAIGN

@ Search Q

The CBO Manager can create new
Referral Campaigns by completing the
required fields (Campaign Name,
Campaign start date, Custom Referral
code) in the Create New Referral
Campaign section and clicking the
CREATE REFERRAL CAMPAIGN button.

Additionally, Managers enter details
about their organization and contact
information to share with customers who
apply using a referral campaign link by
completing “Share your details with
Customers” section.
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Step 25 - CBO Manager Dashboard > Referral Campaigns > Reports

< Back to Dashboard

Referral Campaigns

Campaigns

Generate a Report
Select the campaign data you would like to export.

Applications submitted between:

Date From Date To

Reports

MM/DD/YYYY

MM/DD/YYYY I ‘

Campaign Status
Active Archived

Campaigns

All

é EXPORT CAMPAIGN DATA

Generate a Report screen is displayed
only for CBO Manager accounts.

Date From: the campaigns and
applications submitted from this date.

Date To: the campaigns and applications
submitted up to this date.

Campaign Status: Displayed only when
the CBO Organization has referral
campaigns

Active: When checked, the active
campaigns will be displayed below. If the
user also selects the "Archived" checkbox
along with the "Active" checkbox, the
search will respond with the same result
set i.e. All the referrals.

Archived: When checked, the archived
campaigns will be displayed below. If the
user also selects the "Active" checkbox
along with the "Archived" checkbox, the
search will respond with the same result
seti.e. All the referrals.

Campaigns: The drop-down menu will
display all campaigns of the organization.
When selected, campaigns will be
extracted.

Manager can click “EXPORT CAMPAIGN
DATA" button to export the indicated
report data.
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Step 26 - CBO Manager Dashboard > Referral Campaigns > Campaign Details

> Campaign Status Selected as Active

< Back to Referral Campaigns
Referral Campaign
I Test09 18 2025 07 29 36 640 I

Campaign Details

Campaign Status Campaign Start Date
Active 09/17/2025

Email

Phone Number

Website

Address

TJ ARCHIVE CAMPAIGN

Share your Referral Campaign!

Referral URL
i com/r/TYWTONI

l D COPY REFERRAL URL

Referral QR Code

< DOWNLOAD QR CODE

Referral Campaign Statistics

Total Unique Applications Submitted

1

Applications Submitted per Program

0 0 0

@ calfresh @ Medi-Cal

CALWORKs @ GA/GR

Note: An application can include multiple programs. The count above shows the number of fons that included each program.

To see all your campaign data, including applications submitted per county, select “Export Campaign Data”.

I & EXPORT CAMPAIGN DATA

Referral campaign in "Active" status.

Campaign Name: Displays the Campaign
Name.

Campaign Details tile displays the following:

Campaign Status
Campaign Start Date
Email

Phone Number
Website

Address

Edit: upon clicking this button, the Manager
will be navigated to Edit tile where they
can update the CBO contact
information and CBO address.

Share your Referral Campaign: Only
displayed for active campaigns

Referral URL: Displays the referral URL pulled
from the database for the campaign

Referral QR Code: Displays the referral QR
Code.

Referral Campaign Statistics: Displays the
referral campaign statistics.

= Displays the unique number of
applications submitted in BenefitsCal
using this Campaign code.

=  Number of total applications by
program will be displayed by
categorized bar chart outline.

= All 4 programs will be always displayed

EXPORT CAMPAIGN DATA:

Upon click, the indicated report will export
the data. Sample in "Referral Campaign
Data Export". A new file will be downloaded
in the user's browser.
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< Back to Referral Campaigns
Referral Campaign

Test09 18 2025 07 29 36 640 oo )
Upon clicking “EDIT” button on “Campaign

Campaign Details Details page, the new ftile will be expanded,
Eampian i Compi S and Manager can update CBO Contact
e e information and CBO Address.

CBO Contact Information

Email

| . Also, Managers can archive the campaign
Phane umber after clicking “ARCHIVE CAMPAIGN" button.

| (fw) femit-tait |

Website

CBO Address
Address Line 1

Address Line 2

City

State

‘ -Select One- ~ |

Zip Code

TJ ARCHIVE CAMPAIGN
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_..

Step 27 - CBO Manager Dashboard > Referral Campaigns > Campaign Details

> Campaign Status Selected as Archived

< Back to Referral Campaigns

Referral Campaign

I Test08 01 2025 12 5141 718'

Campaign Details

Campaign Status Campaign Start Date
Archived 07/31/2025

Email
Phone Number
Website

Address

Campaign Archived Date
09/15/2025

.
e
Referral Campaign Statistics

Total Unique Applications Submitted

1

Applications Submitted per Program

Applications Submitted per Progran

0 d 0 0

® CalFresh @ Medi-Cal

@ CALWORKs @ GA/GR

Note: An application can include multiple programs. The count above shows the number of applications that included each program.

To see all your campaign data, including applications submitted per county, select “Export Campaign Data”.

& EXPORT CAMPAIGN DATA

Referral campaign in "Archived" status.

Campaign Name: Displays the
Campaign Name.

Campaign Details file displays the
following:

Campaign Status
Campaign Start Date
Email

Phone Number
Website

Address

Referral Campaign Statistics: Displays the
referral campaign statistics.

= Displays the unique number of
applications submitted in BenefitsCal
using this Campaign code.

= Number of total applications by
program will be displayed by
categorized bar chart outline.

= All 4 programs will be always
displayed

EXPORT CAMPAIGN DATA:

Upon click, the indicated report will
export the data. Sample in "Referral
Campaign Data Export". A new file will be
downloaded in the user’s browser.

CalSAWS | BenefitsCal Community Based Organization (CBO) Dashboard



CalSAWS | Quick Reference Guide

Step 28 - Manager Dashboard > Staff Management

- Managers can add Assisters and view staff
ARE-SEICE - information and mark a staff member as inactive.

< Back to Dashboard

Staff Management m

Staff Name

Staff Status

v Active Inactive

@ John William

@ John William

@ John William

@ RuhiDoe

@ John William

Step 29 - Manager Dashboard > Staff Management > Add Staff

O BenefitsCal  tom b Sartmt s o o= Tq create an Assister account, the Manager can
click the “Add Staff” button and complete the
“Let’s create an assister account” form.

Let's create an assister account.

T Complete the form and click the CREATE ASSISTER
| \ ACCOUNT butfon.
|
—_— |
;4:1 #:;» ‘
—_ |
—_ |
C |
= :
‘C!,}::One— o ‘

Zip Code

CREATE ASSISTER ACCOUNT
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An email will then be sent to the Assister’s email
- prompting them to create an account by clicking
BenefitsCal “Complete your BenefitsCal Registration™ link.

Hello,

We created your CBO account on the BenefitsCal portal. Please
follow the below instructions to complete your account registration
process.

Your userID: jim_dee_0l@mailinator.com

Please verify your email address and set your password by clicking on
this link:

Complete your BenefitsCal Registration

Please do not reply to this email It has been sutomatically generated and replies will go to an
unattended inbox.

If vou have any questions, contact vour kocal office.

Thank von,
Banefit:Cal

This message {including any asac hments) contains confidential information miended for a specific indavidual and
purpase, and is protected by law. IF you are not the insended recipient, you should delese this message. Any
losare, copying. o af this message. or the toking of any action based oo it, is strictly

prohibited.

L I —— Logie The Assister will then be asked to set their
password. Once they have entered their
password and then re-entered it again to confirm

Lets finish sctting up your it, they can click “Save” fo finish creating their
—— CBO Assister account.

=

Your password €an't includs commonly used words {ike “Password’)
(ke *quierty123°) It must include at least

racter ({@¥S%E)

Confirm Password assizc

The twe passwords should match,

v lunderstand and agree to the Terms and
Conditions.
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s BenefitsCal Home  Apply For Benefitsw  Programsv  Help

Now, let's set up a few
questions in case you forget
your password.

First Security Question e

| semaone- v

AnSwer eauies

Only include lerters and numbers.

Third Security Question ez

‘,mm, v ‘

Answer eqyiee)

Manager FAQs

Q: If no one in my organization has a BenefitsCal account, can I still create a 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. If you and another
Manager belong to the same organization, please make sure that when you request your accounts
you all use the same Organization Name.

Q: When | try to log in, | see a message telling me my account is inactive. What should | do to re-
activate my account?

A: Please reach out to your County Office for help re-activating your account.
Q: Can a | delete a CBO Assister account if they are one of my staff?

A: CBO Managers cannot delete Assister accounts, they can only deactivate them.

General FAQs

Q: If a customer submits an application through my referral campaign link, will | be able to see their
application details?

A: No, if a customer submits an application on their own after clicking the referral link, it will count as
a submitted application in your Referral Campaign Statistics and Reports, but you will not be able to
see any application details.

Q: If | am assisting a customer, can | log into their account to help them with their case?
CalSAWS | BenefitsCal Community Based Organization (CBO) Dashboard
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A: No, CBO users should not log in to a customer's account under any circumstances. If you are
assisting a customer in person, they can log in to their account and go through it with you.

Q: What information do | need from my customer in order to upload documents to their
case/application?

A: You will need your customer’s application or case number as well as their County in order to
upload documents.
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