CalSAWS Welcome to BenefitsCal:
Training for Community Based Organizations




BenefitsCal

Community Based Organizations (CBOs) can use BenefitsCal to help
people apply and manage their benefits.

In BenefitsCal, CBO staff can have either a CBO Manager account or a
CBO Assister account.

Who uses a CBO Manager account?
CBO Manager Accounts are or leaders or people in charge at the CBO.
They can oversee the work of their staff, who are called CBO Assisters.

Who uses a CBO Assister account?

CBO Assisters are usually staff members who work for CBO Managers. If
you need a CBO Assister account, ask your CBO Manager to make one for
you.

What can CBO Accounts do?
Both CBO Manager and Assister accounts can submit applications,
upload documents, generate reports, and more.
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BenefitsCal

= BenefitsCal can be used to apply for the below programes.
Click on the links for a brief overview of each program.
Please note that individuals can only apply for General
Assistance in a County office.
 Medi-Cdal
« CalFresh
« CalWORKs

= Currently, CBOs can only use BenefitsCal for applications
and reports. CBOs cannot view case information. Once
Release of Information (ROI) functionality is added, the
CBO will be able to view case information IF an individual
has submitted the ROI for the CBO. ROI functionality is
currently scheduled for implementation at the end of 2026,
although this is subject fo change.
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https://www.slocounty.ca.gov/departments/social-services/medical-resources
https://www.slocounty.ca.gov/departments/social-services/medical-resources
https://www.slocounty.ca.gov/departments/social-services/medical-resources
https://www.slocounty.ca.gov/departments/social-services/medical-resources
https://www.slocounty.ca.gov/departments/social-services/calfresh
https://www.slocounty.ca.gov/departments/social-services/calfresh
https://www.slocounty.ca.gov/departments/social-services/cash-assistance-programs/services/calworks-cash-aid
https://www.slocounty.ca.gov/departments/social-services/cash-assistance-programs/services/calworks-cash-aid

BenefitsCal

e BenefitsCal Videos: hitps://www.youtube.com/channel/UCCdgEsuQPy

SOAShIE-msz7Q

e BenefitsCal Quick Reference Guides: Community Based Organizations
(CBOs) Dashboard (calsaws.org)

CalSAWS.org

YouTube

\

J

Micro Videos Quick Reference
Guides
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https://www.youtube.com/channel/UCCdgEsuQPysaAShiE-msz7Q/featured
https://www.calsaws.org/benefitscal/
https://www.youtube.com/channel/UCCdgEsuQPysaAShiE-msz7Q
https://www.youtube.com/channel/UCCdgEsuQPysaAShiE-msz7Q
https://www.youtube.com/channel/UCCdgEsuQPysaAShiE-msz7Q
https://www.youtube.com/channel/UCCdgEsuQPysaAShiE-msz7Q
https://www.calsaws.org/wp-content/uploads/2021/09/BenefitsCal_RG_Community_Based_Organizations_Dashboard.pdf
https://www.calsaws.org/wp-content/uploads/2021/09/BenefitsCal_RG_Community_Based_Organizations_Dashboard.pdf

BenefitsCal

All users of BenefitsCal are responsible for ensuring that Personally
Identifiable Information (Pll) of clients is protected and
safeguarded. Safeguarding client information is not just best

practice - it's the law.

e Handle client documents discreetly, secure them when
unattended, and ensure only authorized individuals view or access
them. This includes client information displayed on BenefitsCal
screens,

e Always double check Pllis for the correct individual when entering
in BenefitsCal, as well as uploading documents.

e When providing documents to clients face-to-face, ensure that you
have verified their identity and the client is being given their own
information, and not someone else’s.

e Always double check addresses before mailing sensitive
information,

e When discussing Pll, make sure you're in an area where you can
maintain privacy and not be overheard by others
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Create an Account




BenefitsCal
CBO Access Request Process

CBO Submits County County CBO receives

Access Reviews the creates the email invifing
Request Form Form CBO Account them to login

Considerations before you request a CBO Manager Account:

» A CBO Assister account can be created in real-fime by a CBO
Manager account.

» BenefitsCal CBO users who already have an account for use in
another county, do not need a new account.

» BenefitsCal CBO accounts can submit applications for any county
that has adopted BenefitsCal.
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BenefitsCal: CBO Access

T

Login X
Apply for Benefits
Upload Documents

View Reports on their customer applications

X X X X X

Export reports to Excel

View all applications for their staff

X X X X X X

View Reports that include all applications for their
staff

Resume an application on behalf of their staff
Add/Remove staff within their organization

Create a referral campaigns

<X X X X

View and track referral campaigns
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BenefitsCal

You can request a CBO account to gain access to BenefitsCal, on this screen
below:

_— > :
” Benefltsw | sv  Programsv  Help & Resowrces

Click Login

Already have a CaYoursell account? We'll login on a different page and get all your
. 5 Use CaYourself Login
case details,

Log In 47 Create New Account
An account let's you see your application status and eonily
Ema rene enefits

Select to
Register

Your CBO

10600t Your Pasyword? 2% Community Based Organizations
(CBO) Account

Log In

Help people apply for benefits and check thelr application

status

Register Your CBO Account
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BenefitsCal
Fill out the requested information to complete the access request

Register your Community Based
Organization.

Crganization Name e

Primary Contact First Name iguire

Fill out the Pyttt

requested LB

information |
T Click the drop
‘ list and select
- the county
(o you assist the
[ most often
|
|
o Click

“register” to
submit the
request

| understand and agree to the Terms and Conditio
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BenefitsCal

Once approved by the county, you'll receive an email inviting you to login to
BenefitsCal, like this below:

Hello,

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

Your userlD: johndoel0@mailinator.com

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

Complete your BenefitsCal Registration

Plzase do not reply to thiz email. It has been automatically genersted and replies will goto
an unattended inbax

IFyou have any guestions, contact us at helpi@BenefitsCal.org

Thank you,

BenefitsCal

This message (incuding any stischments} contsins confidential information intended for s specific individuel
and purpese, end is protectad by lyw. f you are not the intended recipient, you should delete this messape.

Any unawthorized dizclosure, copying, or distribution of this messape, or the taking of any action bezed on it,
is strictly prohibited.

#m BenefitsCa

® ®

Tozye gt @ S02T Manatmlal Alls et aares
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Request a CBO Account
know...

CBOs will request access through an online form, that
Is routed to the County for review and setup within
ForgeRock

CBOs must request access (online form)
Two roles: CBO Manager and CBO Staff

CBO Managers can add additional staff at their
organization (no need to request from the County)
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As a CBO Manager you can add your own staff
accounts.
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CBO Access

Managers can grant access to their staff

Look at all you've accomplished!

You are on a rolll

1 You submitted 1 applications this manth.

() Staff Applications

Manage your staff's applications.

4 In Erogress View

3 submitted

CBO
Managers can
add staff
accounts in
real-time

6 Applications Need Documents
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Submit Documents

Upload documents for an application or cas= to any county.

UPLOAD A DOCUMENT

Lt My Reports

Wiew key metrics about application you've created and submited.

Applicstions Submitted Thizs Week | Applications Processed This Month

%22 Staff Management

Manage your staff's information and BenefitsCal accounts.

p & Resources
J

Pragram Details Contact County

Click
“Add

Staff”

Home  Applications

s\ Benefits

< Back to Dashboard

Staff Management

Staff Name

All

Staff Status

Active Inactive

& pratchoz pratebofirstz

& FName LName

& assistorReturns assistorRetums




CBO Access
Managers can grant access to their staff

Let's create an assister account.

Fill out basic | |
information

on the Staff
Member

Click “create”
and the Staff

Member will get
an email to login
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Frequently Asked Questions (FAQS)

Q: Do | need to request access in every County?

A: No, you only need to request access once. If you already have an account in
BenefitsCal, you can continue to use the same account credentials across the counties.

Q: How long will it take to get access?
A: Access requests are processed by each County staff.

Q: What if a CBO did not get their account set up email?

A: CBO should check their spam or junk folders. They could also try to reset their password
on BenefitsCal.com by clicking on forgot password.
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Apply for Benefits




BenefitsCal: CBO
Begin a New Application

Look at all you've accomplished!

You are on a roll!

2 You submitted 2 applications this month. Stq rt a N ew
Application

1 In Progress
2 submitted
u Received
u Frocesszad
ﬂ Mot Accepted
Documents Needed

2 Applications Mesd Documents

Video

Apply for Benefits
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https://www.youtube.com/watch?v=U1rZOW1DpSg

BenefitsCal: How 1o Resume an Application
Select "In Progress” applications to finish and submit.

Click “In
Progress” to

Look at all you've accomplished!

You are on a roll!

review Draft

2 You submitted 2 applications thiz month. A I. t.
p p plications.
=] Applications New Application Type the applicant name, or the application number/status to filter the results.

Click

L | “Continue” to
IN PROGRESS { SUBMITTED } { RECEIVED } [ PROCESSED } [ NOT ACCEPTED } { DOCUMENTS NEEDED ] ih
2 Submitted - resume e
application
Results (2) p p
D Received
Application Number m Application Number
0 Processad 112534 112536
Last Name First Name Last Name First Name
D Mot Accepted Jane Mary Mays Mandy
Application Status Start Date Application Status Start Date
Documents Needed @ in Progress 09/07/2021 @ 1 Progress 09/07/2021
2 Applications Need Documents
Il Remove Application i Remove Application
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BenefitsCal: How to Upload Documents after
applying
Select “Submitted” applications to finish and sub

Click
“Submitted”
to upload

more
documents

=] Applications

1 In Progress

2 submitt=d

0 Received View
0 Processad
0 votAccepted View

Documents Meeded

2 Applications Meed Documents View
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< Back to Dashboard

Applications

Let's review your applications.

Type the applicant name, or the application number/status to filter the resulty

Click “View
Details”

Results (4)

Application Number
108471

View Details

Last Name First Name
King Pumpkin
Application Status Action ltems
0 Submitted 2 Documents Needed
Application Number
View Details
108988
Last Name First Name
Anna Apple
Application Status Action ltems
0 Submitted 2 Documents Needed

Application Detail Up|00d mc

112532 documen

Application Details

First Mame Last Name
Derek Jones

Date of 2irth Application Date
e 2001 09/07/2021
Application Statuz Caze Mumbar
Submitted Not Assigned

Verification Details

Upload Needed
Application Dete 0 Days Ago

Photo ID/Social Security Card
Dersk Jones (20)

Upload
Citizenship Verification/Birth Certificate
Derzk Jones (20)

Upload

Upload History
Below are the receipts for the documents you've uploaded in
the past year.

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

UPLOAD DOCUMENT




Frequently Asked Questions (FAQS)

Q: Can | frack the status of the application after it's submitted?

A: Yes, right from the CBO dashboard - select to view the application for a status or export
a report to excel. Please note: the application status will display; the ineligibility reason
code will not display as it requires a Release of Information (ROI) form.

Q: Can | upload more documents after submitting the application?

A: Yes, access the previously submitted application and select to “upload documents” to
upload more. CBO users can only upload for apps in “In Progress” or “Submitted” statuses.

Q: What if someone goes on vacation - who can help the client to complete their
application?

A: CBO Managers can view all applications (including in progress) for all staff within their
organization and can resume and complete an application for a resident.

Q: Can CBO users see the application summary for a customer?

A: A PDF application summary is only available to download on the confirmation screen,
iImmediately after the application is submitted.

Q: Can CBO users see case numbers?

A: A CBO user can see the case number for CalFresh applications, submitted through their
account, when the application is converted to case, which occurs around the time a
county worker begins to process the application.

CalSAWS | BenefitsCal Training




CBO Dashboard




CBO Dashboard: Manager

View all
applications
for the
organization
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Look at all you've accomplished!

You are on a rolll

w You submitted 0 applications thiz month.

Staff Applications

Manage your staff's applications.

View Staff Applications

[l Applications

@ Mew Applicatiol

0 In Progress

0 submitted

0 Received

0 Not Accepted

Documents Needed

ﬂ E E E E E I
H H H H H H

0 Applications Need Documents

View Reports

that include all
Ll My Reports qpps for lI.he
View key metrics about application you've created and submited. orgqnizqtion

3L Ly

Applications Submitted This Week Applications Prog

Add/Remove
292 Staff Management S.I.qff w“,hin

Manage your staff's information and BenefitsCal accounts.

their

organization

(® Help & Resources

J

Program Details Contsct County




CBO Dashboard: Staft
After logging in, this dashboard displays for CBO Staff users.

s BenefitsCal Applicstions~ Reports  Help &Resources

Navigation
Menvu Hi, Jane

Look at all you've accomplished!

You are on a roll! Lul My Reports
View key metrics sbout application you've created and submitad.

0 0

A ns Submitted This Week Applicstions Processed This Month
=] Applications ) e Applicati i
Ap p|icqﬁon S " ===

(@ Help & Resources
Q submitted

Q Received
Program Details Contact County H el p
iz Resources
View Help Center
(Q notaccepted

ocu
(Q #epiicstions Need Documents
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Frequently Asked Questions (FAQS)

Q: Will | be able to upload SAR7 documents for clients?

A: Yes, if you have the customer’s case number, you can upload a SAR7
form through document upload.

Q: When can we view more information about the application including the
reason for denial (if applicable)?

A: A Release of Information (ROI) form is required to provide access to this
information. This new functionality will be available at a sfill to be
determined future date.

Q: What data is included in CBO reports?

A: The export includes application number, programs, county, submission
date, application status, and staff name (for CBO Managers only).
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CBO Referral URL




CBO Referral URL

Q: What information can the CBO see when an application was
submitted via referral URL?

A: Only aggregate counts for submitted applications by county and
programs.

Q: Is there a limit on the number of CBO referrals URLs that a CBO can
create?

A: No.

Q: Can the whole organization see the referral URLs?

A: Yes, the referral URLs and the associated data is connected o the
whole organization.

Q: Do CBO Managers and Assister have the same functionality?

A: No. CBO Managers can create or archive a referral URL, view
campaign data, and generate reports. CBO Assisters can see the
active referral URLs and view campaign data.
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Help Features




BenefitsCal
Help Center

” Be n efits C a | Applicationsv Reports Help & Resources

Help Center

@ Frequently Asked Questions (FAQs)

Get answers to common questions about applications, benefits, and more. >
m How to Apply for Benefits >
¥v—= Program Rules
= >

Know your rights and responsibilities when applying for benefits.

Program Descriptions

Learn about each program including how to qualify and the papers you need. >
Acceptable Documents for Verification

Learn more about required papers you may need to upload forverification. >
f& Learning Tools >
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BenefitsCal
How-to Videos

/ﬂ BenefitsCal

HOME VIDEOS PLAYLISTS COMMUNITY CHANNELS ABOUT Q

— SORTBY

@
ol ] |

— Account

Uploads

Periodic
NTelelgfigle]

[ 2
.. JEd ﬂ\" o sencEHE]

‘ .- 426 .-
BenefitsCal: Periodic Report @ BenefitsCal: sCal: How to submita : BenefitsCal: How to Linkan  : BenefitsCal: How to create an :
(SAR7) CalFresh al renewal. account to your case account

624 views * 3 months ago 175 views * 3 montf S S OIS BT FoK views * 3 months ago 398 views + 4 months ago 627 views * 4 months ago

cC cc cc cC

Customer
- Dashboard

B<€w to Apply for o
Benefits

How to Linka =
Case

How to Report a e

Change

« How to Upload 9
a Document Overview

b, b » 3
e > P 3 ) * 9
woEDNG meEANG  BEONG e EANG  weenEH

BenefitsCal: Community nefitsCal: How to apply for : BenefitsCal: Howtoreporta : BenefitsCal: Howto uploada : BenefitsCal: How to link a : BenefitsCal: Customer X

Based Organization (CBO)... change document case Dashboard Overview
1.4K views + 5 months ago K views + 5 months ago 2 3K views * 5 months ago 5.9K views * 5 months ago 7.4K views *+ 5 months ago 954 views * 5 months ago
e cc cc cc cc

How to Reset o
Your Password

.
Sutimit Applicanons
View CEO Dashboards
Create & Manage (80 Accounts
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BenefitsCal
Quick Reference Guides

CO|SAWS News Meetings ~ System Updates

Quick Reference Guides

Please see below for the BenefitsCal Quick Reference Guides for Community Based
Organizations (CBOs) who do not have access to the Learning Management Solution (LMS).
The CalSAWS Project is working to add a new screen to BenefitsCal to host CBO materials.

Quick Guide: Apply for Benefits

Quick Guide: CBO Referral Campaign

Quick Guide: Community Based Organization Request Access
Quick Guide: Create an Account for New Users

Quick Guide: Customer Dashboard

Quick Guide: Disaster CalFresh Benefits

Quick Guide: Electronic Benefits Transfer (EBT)

Quick Guide: Find Your Caseworker

Quick Guide: Link to Case

Quick Guide: Messages and Actions

]
Quick Guide: Opt into Electronic Notices EverthIng We Covered
Quick Guide: Periodic Reporting o o . .
Quick Guide: Renewal tOdqy IS lnCIUded |n thS
Quick Guide: Report a Change °
Quick Guide: Request an Appointment Reference G U |d e
Quick Guide: Reset Password
Quick Guide: Student App
Quick Guide: Two-Step Verification
Quick Guide: Upload Documents

Quick Guide: Upload Documents within an Application
Reference Guide: Community Based Organizations (CBOs) Dashboard
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