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[bookmark: _Toc238827826]Eligibility Training 
Guide

Eligibility Training is an instructor-led training designed for hands-on learning the CWS-CARES system within the training environment. This training phase is scenario-based and enables participants to execute key actions and business processes using data and scenarios that mirror production conditions, providing both functional and experiential readiness. 
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[bookmark: _Toc238827827]Lesson 1: Review Activity/Course Summary
[bookmark: _Toc234441191][bookmark: _Toc238827828]Course Summary 
This course will cover new areas of CWS-CARES functionality related to Eligibility. This includes components designed to support the collection and communication of information necessary for the determination and redetermination of Eligibility for children in, including Foster Care, Kin-Gap, Non-Related Legal Guardianships and Alternative Care settings. 

Please note: AAP Eligibility will be covered in our session dedicated to Adoptions. 

[bookmark: _Toc238827829]Audience 
Anyone in your organization that is responsible for providing Eligibility and Rate information/documents to CalSAWS Eligibility Workers (i.e., Eligibility Resources). This functionality will be enabled in CWS-CARES through the following permissions: 

· Case Management Workers 
· Case Management Supervisors 
· Emergency Response Workers 
· Emergency Response Supervisors 
· CalSAWS Read/Write Users (optional) 

Please Note: While above is our intended audience, we recommend that anyone who may benefit from and/or may be assisting in performing related activities should attend. 

[bookmark: _Toc238827830]Supporting On-Demand Learning 
The following On-Demand modules are essential learning modules available in CWS-CARES and should be complete prior to attending this ILT session.  

· CWS-CARES - Audit and Approval History on Records 
· CWS-CARES - Creating & Completing Tasks 
· CWS-CARES - Creating & Managing Person Records 
· CWS-CARES - Documenting Addresses 
· CWS-CARES - Creating a Contact Note 
· CWS-CARES - Managing & Uploading Documents 
· CWS-CARES - Managing Primary & Secondary Assignments 
· CWS-CARES - Supervisor Review and Approvals 
· Eligibility - Foster Care Redeterminations 
· Eligibility - Request Determination 




[bookmark: _Toc234441193][bookmark: _Toc238827831]Lesson 2: Eligibility Determination

[bookmark: _Toc238827832]Scenario Narrative
Once the children are placed, their cases are assigned to a CARES Eligibility Resource who begins work on the children’s Eligibility Records. The CARES Eligibility Resource initiates a Case Link to CalSAWS. Next, the CARES Eligibility Resource enters the rate information in CARES for Victor and Peter’s placements. Depending on county practice, the Eligibility Resource may need to obtain supervisor approval on the proposed rates prior to sending the information to CalSAWS. When all approvals are received, the rate request information is sent to CalSAWS.  
 
The CARES Eligibility Resource then begins the process of reviewing and gathering the information required to determine eligibility for foster care. The CARES Eligibility Resource first validates that information used to support the SOC 158A and FC 2 has been populated from the child’s case, court, placement, and case plan records. The CARES Eligibility Resource sends information that has been populated into the SOC158A and FC2 to CalSAWS as it becomes available. The Eligibility Resource will enter the child’s income and property information and related Home Removal information in the related Eligibility Record, as needed. Next, based on county business practice, the CARES Eligibility Resource generates and signs the SOC 158A and FC2. 
  
After CalSAWS receives the required information and the eligibility determination request is approved, the child can begin receiving foster care funding to support the costs of housing the child. 

[bookmark: _Toc238827833]Accessing Data Seeded Cases
Attendees should be able to use the case they created during the Screening & Referrals course, but if there are issues, we have seeded cases for trainees in the environment.
Follow the steps below to access a data seeded Family Reunification case that can be used to complete the functionality in this lesson:
STEP 1: Ensure you are logged into the CARES104 Training Environment 

STEP 2: From your homepage, search for your assigned Case ID in the global search
NOTE: You can get this number from your course facilitators

STEP 3: Click the hyperlinked Case ID to navigate to the specific case you will use

STEP 4: Click the Case Details tab on the case

STEP 5: Click Assignments and select the New button in the right-hand corner

STEP 6: Enter the mandatory fields
· Responsibility: Primary
· Caseload: Select Yourself
· Reason for Assignment: Administrative Reason
STEP 7: Click Save

[bookmark: _Toc238827834]Reviewing and updating Eligibility records in CARES
NOTE: There are multiple ways to access the Eligibility Record, through Task 		Notification, Current Case Assignments, and the Navigation Menu.   

STEP 1: On the Case page, select the Placement Information tab and then the Eligibility subtab. 

STEP 2: On the Eligibility section, click the Eligibility ID link. 
NOTE: The initial Eligibility Record is created when the Child Location (Placement Record) is completed in CWS-CARES. 

[bookmark: _Toc238827835]Verifying information in the Eligibility Record 
Check the information for accuracy, particularly in the Mandatory Child Eligibility Request Information section. Most of the information on this page populates from other areas in CARES.   

STEP 1: On the Eligibility record, select the Details tab on the left navigation panel. 

STEP 2: If any changes are made on the page, click the Save button.  

STEP 3: Click the X on the Eligibility tab to navigate back to the main Case page.

Edit the Person Record
Most of the information in the Eligibility Record is drawn from other pages in CWS-CARES. 
NOTE:  
· For changes to the Placement Address, Removal Date, County of Placement or Placement Date, go to Placement/Rates tab on the Placement Record.  
· For missing information about Sex at Birth for the Focus Child, go to the Persons Involved tab, the Person Information tab on the Person Record, and the SOGIE section.  
 
STEP 1: From the Case record, select the Persons Involved tab on the left navigation panel. 

STEP 2: On the Core Participants(s) section, click the Person name link for the Focus Child role.

STEP 3: From the Person Record, click the Person Information tab, then the Details subtab on the left navigation panel.  

STEP 4: On the Details page, edit fields as needed and click the Save button. 

NOTE: 
· On the Person Information section, verify that the Date of Birth, Social Security Number, Sex at Birth (if applicable) are entered. 
· Changes made on the Person Record will be displayed in the Mandatory Child Eligibility Request Information section on the Eligibility record. 

STEP 5: Click the X on the Person record to navigate back to the main Case page.

STEP 6: Click the Placement Information tab, then the Eligibility subtab. 

STEP 7: On the Eligibility section, click the Eligibility ID link.

STEP 8: Within the Eligibility record, click the Details tab on the left navigation panel.  

STEP 9: On the Mandatory Child Eligibility Request Information section, review the information. 

NOTE: If the changes from the Person Record do not appear on the Eligibility Record, refresh the page.

STEP 10: On the Eligibility Record, click the Submit Data to CalSAWS button to initiate the case link request with CalSAWS.


NOTE: 
· The CalSAWS Case ID and the Payment County will populate on the Eligibility highlights panel when the link is established￼￼. Once the case link request is sent, review and complete the remaining sections of the Eligibility Record as appropriate. 
· Additional data submitted to CalSAWS will enter a queue until the case link is established, which can take several days. 

Placement / Rates Page
STEP 1: On the Eligibility page select the Placement/Rates tab in the left navigation panel.
The Placement/Rates page will populate. 

STEP 2: Review the following sections to verify that the information is accurate: 
· Placement/Rates
· Placement Information
· Payee Information
· Primary Substitute Care Provider Information
· Infant Supplemental Rate Information
· Rates Requested

STEP 3: On the Placement/Rates section, you can click the Placement Name link to view/edit the Rates in the Child Location tab.  

[bookmark: _Toc238827836]Entering and Requesting Placement Rates
 
STEP 1: On the main Case page, click the Placement Information tab then the Child Locations subtab on the left navigation panel.

STEP 2: On the Child Locations section, select the appropriate Child Location ID link.  

STEP 3: On the Child Location page, click the Rates tab on the left navigation panel.

STEP 4: On the Rates Request section, click the New button. 

STEP 5: On the Details page, complete the fields in the Rate Information section:
· Rate Category: Select Ongoing
· Rate Type: Select State Standard Rate
· Rate Subtype: Select Level of Care
· LOC Type: Select Basic Level Rate
· Frequency: Select Monthly
· Rate Start Date: Select today’s date 

NOTE: 
· The options in the Rate Type field are dependent upon the selection made in the Rate Category field.
· Additional fields may dynamically populate based on the selection in the Rate Subtype field. For example, if State Standard Rate is selected as the Rate Type and Level of Care for the Rate Subtype, the LOC Type field will display.

STEP 7: On the CWS-CARES Approval Workflow Information section, select the No-Rate ready to be sent to CalSAWS radio button for the CWS-CARES Approval Workflow Needed? field.

NOTE: 
· Counties who use this workflow may differ in their business practice regarding which rates this is used for. When using the CWS-CARES approval workflow, the rate will not be added to the Rate Requested section on the Eligibility Record or sent to CalSAWS until the supervisor approves the rate. If the CWS-CARES approval workflow is not used, the rates will be considered approved and automatically added to the Rate Requested section on the Eligibility Record. 
· If the approval workflow is used, select the Yes option which will show additional fields. Select an option from the Approval Supervisor picklist menu and click the Save button.  
· If the approval workflow will not be used, select the No – Rate ready to be sent to CalSAWS option and click the Save button. 

STEP 6: Click the Save button.
NOTE: 
· After the Save button is clicked, the system sends a request to the supervisor. The supervisor receives a notification about the need to review and approve the rate decision. 
· Once the case link is established, the system will run a nightly automated batch that checks for any new data to send to CalSAWS.  
· Rates that are entered on the Child Location record are auto-populated in the Placement/Rates tab in the Eligibility Record.   

STEP 7: Click the X on the tab to navigate back to the main Case page. 


[bookmark: _Toc238827837]Entering Income and Property Information 

Add New Child Income Information 
STEP 1: Click the Placement Information tab, then the Eligibility subtab on the left navigation panel. 

STEP 2: On the Eligibility page select the Child Income and Property tab on the left navigation panel to display the Income Information section. 

STEP 3: On the Income Information section, click the New button. 

STEP 4: On the Information section, complete the following mandatory fields: 
· Type: User Created
· Subtype: User Created
· Start Date: User Created
· Current Value: User Created
·  Frequency: User Created

STEP 5: Click the Save button. 

NOTE: 
· When the Type field is selected, the Subtype field will activate. The Subtype field options will change depending on which option is selected in the Type field. 
· If there is uncertainty on the Start Date and/or Current Value, the Eligibility Resource needs to enter their best estimate.  

STEP 5: Navigate back to the Child Income Information section and on the Income Information section select the Income/Property ID link. 

View or Edit Child Income Information 
STEP 1: On the Information section, view and edit the information. If edits are made, select 
the Save button. 

NOTE: To close out the income source, input an End Date. 

STEP 2: Navigate back to the Eligibility record.


Add New Child Property Information 
STEP 1: On the Eligibility page select the Child Income and Property tab on the left navigation panel. 

STEP 2: On the Property Information section, click the New button. 

STEP 3: On the New Income & Property page, complete the mandatory fields: 
· Type: User Created
NOTE: When the Type field is selected, the Subtype field will activate. 
· Subtype: User Created
· Start Date: User Created
· Current Value: User Created

STEP 4: Click the Save button. 

View and Edit Child Property Information 
STEP 1: Navigate back to the Child Property Information section, select the Income/Property ID link on the Property Information section. 
NOTE: You may need to refresh the section by clicking on the refresh icon within the section. 

STEP 2: On the Information section, view and edit the information. If edits are made, select the Save button. 

NOTE: To close out the property source, input an End Date. 

Home of Removal 
STEP 1: On the Eligibility page, select the Home of Removal tab on the left navigation panel. 
NOTE: 
· On the Home of Removal page, the Parent/Legal Guardian/Indian Custodian Information and Sibling Information sections will display. This also includes Stepparents or Step Siblings related to the home of removal in the Eligibility Record.  
· The child does not have to be physically removed from this person. They must have lived with that person at the time of removal or within the prior 6 months. If the child did not live with any parent, legal guardian or Indian custodian in the month of removal or prior six months, nothing will populate here. If it is known that the child did live with a parent, guardian, or Indian custodian at removal or the six months prior, and their name is not selectable, check the person Roles and Relationships and make the necessary corrections.
· The same steps apply to either a Legal Guardian or an Indian Custodian.  

STEP 2: On the Parent/Legal Guardian/Indian Custodian Information section click the New button. 

NOTE: If Parent, Legal Guardian, or Indian Custodian is not available when the New button is selected, verify that the person’s role is correct in the Person Record. Also, verify that all the Relationships are added and correct in the Person Record.  


STEP 3: Complete the following on the Parent/Legal Guardian/Indian Custodian Information section:
· Name: Select the Parent from the picklist. 
· Date Last in the Home: Enter today’s date
NOTE: 
· The other sections and fields are prepopulated. Leave as is. 
· Repeat the steps for the other parent. 
· If Yes is selected for any field in the Deprivation Information section, subsequent date fields appear and need to be completed. 


STEP 4: Click Save. 

STEP 5: Navigate back to the Eligibility record.

Add New Parent/Legal Guardian/Indian Custodian Income Information
STEP 1: Within the Eligibility Person record, click the Income and Property Information tab on the left navigation panel. 

STEP 2: On the Income Information section, click the New button. 
The page will refresh with additional fields and sections.

STEP 3: Select the Income and Property information tab. In the Income Information section, click the New button.​ 

STEP 4: On the New Income & Property page, complete the following mandatory fields: Type, Subtype, Start Date, Current Value, and Frequency. User created for all fields.

STEP 5: Click the Save button.​ 
NOTE:  
· When the Type field is selected, the Subtype field will activate. The Subtype field options will change depending on which option is selected in the Type field.  
· If there is uncertainty on the Start Date and/or Current Value, the Eligibility Resource needs to enter their best estimate. 
· These steps are identical to those covered in the Child Income and Property Information lesson in this program. 


Add New Parent/Legal Guardian/Indian Custodian Property Information 
STEP 1: Within the Eligibility Person record, select the Income and Property Information tab. 

STEP 2: On the Property Information section, click the New button.​ 

STEP 3: On Information section, complete the following mandatory fields: Type, Subtype, Start Date, and Current Value. User created for all fields.

STEP 4: Click the Save button.​ 

NOTE:  
· When the Type field is selected, the Subtype field will activate. The Subtype field options will change depending on which option is selected in the Type field.  
· If there is uncertainty on the Start Date and/or Current Value, the Eligibility Resource needs to enter their best estimate. 
· These steps are identical to those covered in the Child Income and Property Information lesson in this program. 

STEP 5: Click the X on the Eligibility Person record to navigate back to the Eligibility record.
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STEP 1: Within the Eligibility record, select the Home of Removal tab on the left navigation panel. 

STEP 2: On the Sibling Information section, click the New button 
The new Eligibility Person Details page will then populate. 

STEP 3: On the Sibling Information section, select the name of the sibling from the picklist 
	NOTE: 
· If the sibling does not display, that’s because the Relationship wasn’t established in the Person record. 
· The fields are prepopulated.

STEP 4: Click the Save button. 

STEP 5: Within the Eligibility Person record of the sibling, click the Income and Property Information tab and complete the Income Information and Property Information sections as done in the Parent sections above. 

STEP 6: Click the X on the various tabs to navigate back to main Case page.

[bookmark: _Toc238827839]Complete SOC 158A (Foster Child’s Data Record and AFDC-FC Certification)
To complete the SOC 158A in CWS-CARES, follow these steps:  
 
STEP 1: Within the Eligibility record, click the Foster Care Eligibility Request Information tab then the SOC 158A subtab on the left navigation panel.  
 
The page will display the following sections:  

· Assignment Data 
· Case Data 
· Removal Data 
· Court Data 
· Placement Data 
· Inter-County Transfer Data 
· Case Plan Data 
· Adoption Data 
· ICPC Data 
 
NOTE: Most of the information contained in these sections is populated from other areas within CWS-CARES, such as Court Data and Placement Data.
STEP 2: On the Removal Data section, select an option from the Family Structure (user created) picklist.

STEP 3: On the Court Data section, complete the following: 
NOTE: The following fields are available to address situations where kids are re-entering nonminor dependents or are youth turning 18 in Non-Related Legal Guardianship (NRLG). 
· Voluntary Re-Entry Agreement for Extended Foster Care Date: Select today’s date
·  Date SOC 155B Signed:

NOTE: The SOC 155B is the Mutual Agreement for 18 Year Olds.

STEP 4: Review the Placement Data section: 
NOTE: If the child's placement was disrupted and the child was not in another Foster Care type setting, the Social Worker (following their county business process) could complete this section to advise the CalSAWS EW that a Bed Hold is in place (or not), so that the CalSAWS EW can take appropriate action in CalSAWS.
· Bed Hold: Select No
· Bed Hold: Leave blank
· Bed Hold End Date: Leave blank

STEP 5: On the Inter-County Transfer Data section, the fields should be competed when an ICT is in process or has been completed.  

STEP 6: On the Case Plan section, select an option from the Preplacement Preventative Service picklist, if applicable.

STEP 7: Click the Save button.  

STEP 8: Within the Eligibility Record, click the Submit Data to CalSAWS button. 
NOTE:
· The new data will be sent in near real time. If the Submit Data to CalSAWS button is not selected, the data will go in an overnight batch.  
· If a case link is already established, the CalSAWS Case ID will populate on the Eligibility record banner. 
· If the case link has not yet been completed by CalSAWS, an error message is displayed and the information goes into queue to be sent once the link is complete.  

[bookmark: _Toc238827840]FC 2 Statement of Facts Supporting Eligibility for AFDC-FC (Foster Care)
STEP 1: Click the Foster Care Eligibility Request Information tab and click on the FC 2 subtab on the left navigation panel within the Eligibility record.
The page displays the following sections: Child Information, Deprivation – Initial Intake Only. The information contained in the sections is populated from other areas within CWS-CARES.  

STEP 2: On the Child Information section, complete the following:
· Reason worker is completing form for the Parent/Legal Guardian: Select Not available.

STEP 3: Complete the Deprivation – Initial Intake Only section:
· Would the services case file support a determination that the parent or relative from whom removed had minimal income and resources and that the child probably would have been eligible for public assistance in the month of removal?: Select Yes
· Are the mother and father living together at the Time of Removal?: Select Yes
· Has the child lived with the parent or relative from whom removed within the last six months? (Eligibility): Select Yes

STEP 4: Click the Save button. 
[bookmark: _Toc238827841]Complete the CW51 Child Support: Good Cause Claim for Non-cooperation
 
STEP 1: Within the Eligibility record, click the Child Support Eligibility Request Information tab in the left navigation panel. 
NOTE: The page will default to the CW 51 subtab. 

STEP 2: On the Parent 1 Referred to Child Support, complete the following:
· Name of Parent: Select the mother from the picklist

STEP 3: Complete the Claim Determination – County Use Only section:
· Is there Good Cause? Select Yes-Do Not Refer for Child Support
· Reason for Good Cause: Select Parents' annual income is less than $100,000 or 400% of the federal poverty level
· Date of Determination: Select today’s date

STEP 4: Complete the Parent 2 Referred to Child Support: 
· Name of Parent: Select the father from the picklist

STEP 5: Complete the Claim Determination – County Use Only section:
· Is there Good Cause? Select Yes-Do Not Refer for Child Support
· Reason for Good Cause: Select Parents' annual income is less than $100,000 or 400% of the federal poverty level
· Date of Determination: Select today’s date

NOTE: 
· If you select both parents, different selections can be made under each parent.
· Depending on the selections made, additional fields display.

STEP 6: Click the Save button.

STEP 7: On the Eligibility Record, click the Submit Data to CalSAWS button on the upper right hand corner. 

NOTE: If a case link is already established, the CalSAWS Case ID will populate on the Eligibility record.
Sending New Information to CalSAWS
STEP 1: Click the Submit Data to CalSAWS button on the upper right corner. 
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Generate SOC 158A 
STEP 1: Within the Eligibility record page, click the drop arrow to the right of the eSign button and select Generate Document from the picklist. 
The Generate Document window will display. 

STEP 2: On the Document Type field select SOC 158A.  

STEP 3: After selecting the document, the Select a Date field will display. Auto populated. 

STEP 4: Click the Generate button.  
NOTE: 
· The Select a Date field allows a user to generate an SOC 158A for a prior date. The earliest date for which a form can be generated is the date the case link is completed. 
· The generated SOC 158 A will display under the Document tab in the left navigation panel under the Document List.   

STEP 5: To view the generated document, click the Documents tab on the left navigation panel.

STEP 6: On the Document List section, select the dropdown arrow next to the document. 
NOTE: A menu displays that allows you to perform the following functions: Delete, Download, Print, Rename Document, Update Category & Type, Update Status, Upload New Version, and View.  

STEP 7: Select Update Status.

STEP 8: On the Update Document Status pop up, for Document Status, select Final.

NOTE: If the form is going to be submitted to CalSAWS, it needs to be in Final status. 

Generate FC 2 Document 
STEP 1: On the Eligibility record, click the picklist arrow to the right of the eSign button and select Generate Document from the picklist.  

The Generate Document window will display.

STEP 2: On the Document Type field select FC 2 - Statement of Facts Supporting Eligibility for AFDC-FC in the picklist. 

STEP 3: The Select A Date field will populate. Enter today’s date by clicking the calendar icon. 

STEP 4: The Please Select Document Language field will default to English, but Spanish is also available. Leave as is. 

STEP 5: Click the Generate button. 

STEP 6: The generated FC2 document will display under the Documents tab within the Documents List section.  

STEP 7: On the Document List section select the dropdown arrow and select Update Status.
 
STEP 8: On the Update Document pop-up, for Document Status, select Final.

	NOTE: If the form is going to be submitted to CalSAWS, it needs to be in Final Status.


Generate ARC 1 Document  :  

The ARC 1 is sent to the Relative Caregiver for completion. Counties may vary as to who provides the form to the Relative Caregiver, and when.  
STEP 1: Within the Eligibility Record, click the dropdown arrow in the upper right corner and select Generate Document. 

STEP 2: On the Generate Document pop-up, complete the following fields:
· Document Type: Select ARC 1 & ARC 1A from the picklist 
· Please Select Document Language: This defaults to English (leave as is) but Spanish is also available.

STEP 3: Click the Generate button: 
 
STEP 4: Within the Eligibility Record, click the Documents tab on the left navigation panel. 

NOTE: 
· The document will be listed in the Document List section.
· This document is also available for electronic signature. 

STEP 5: On the Document List section, select the dropdown arrow next to the document and select Update Status. 

STEP 6: On the Update Document Status pop-up, for Document Status, select Final.
NOTE: If the form is going to be submitted to CalSAWS, it needs to be in Final Status.

Generate the CW 51 Document
STEP 1: Within the Eligibility page, click the picklist arrow to the right of the eSign button and select Generate Document from the picklist.

A Generate Document pop-up page will display.

STEP 2: Click the Document Type picklist menu and select CW 51 – Child Support – Good Cause Claim for Noncooperation.

STEP 3: The Please Select Document Language field, it defaults to English. Leave as is. 

STEP 4: On the Select a Parent field, select both parents from the picklist.

STEP 5: Click the Generate button.

STEP 6: To view the document, select the Documents tab in the left navigation panel. The document will be listed on the In Progress Document List section.

STEP 7: On the Document List section, select the dropdown arrow next to the document.  
STEP 8: Select Update Status.

STEP 9: On the Update Document Status pop up, for Document Status, select Final.

NOTE: If the form is going to be submitted to CalSAWS, it needs to be in Final status. 


[bookmark: _Toc238827843]Providing Supplementary Placement Information to CalSAWS    
[bookmark: _Toc238827844]For a Placement Change
STEP 1: Click the Placement Information tab, then the Child Locations subtab, on the left navigation panel.

STEP 2: On the Child Locations section, click the current Child Location ID link.  

STEP 3: Click on the End Placement button in the upper right corner. 

STEP 4: On the End Placement Details page, in the Current Placement End Details section, select either Placement Change or Placement End in the Select End Current Placement Reason field. 

STEP 5: Select the Reason for Placement Change and the End Date (Eligibility) date, and then select Save & Proceed.  
This will inform Eligibility of the Placement Change. 

STEP 6: Click the X on the Child Location record to navigate back to the main Case page.


[bookmark: _Hlk220937017][bookmark: _Hlk220937394][bookmark: _Hlk220937449][bookmark: _Hlk220937484][bookmark: _Hlk220937645][bookmark: _Hlk220937690][bookmark: _Hlk220937793][bookmark: _Hlk220937903][bookmark: _Hlk216706547][bookmark: _Hlk219984584][bookmark: _Hlk220939053][bookmark: _Hlk220939066]For a Change in Placement Circumstances
STEP 1: Click the Placement Information tab, then the Eligibility subtab on the left navigation panel.
STEP 2: On the Eligibility section, click the Eligibility ID link. 
STEP 3: Within the Eligibility record, click the Send Communication button in the upper right corner. 
STEP 4: On the Create New CalSAWS/Eligibility Communication section, complete the following:
· Request for Information Categories: Select Hold Request for the Following 
· Communication Content Field: Select Hold payment until further clarification

NOTE: The information cannot be sent to CalSAWS until the Case Link has been established.
STEP 5: Click the Save button. 
STEP 6: Click the X on the New Eligibility Application Transaction to navigate back to the Eligibility record.

Communications and Transactions to CalSAWS
To send communications and transactions to CalSAWS, follow these steps:  
STEP 1: Within the Eligibility record, click the Communication & Transactions tab on the left navigation panel. 
NOTE: The page will default to the To CalSAWS subtab.
STEP 2: View the Communications to CalSAWS and Data Transaction to CalSAWS sections.
 


Communications and Transactions From CalSAWS
To view communications and transactions from CalSAWS, follow these steps:  
 
STEP 1: Within the Eligibility Record, click the Communication & Transactions tab then the From CalSAWS subtab on the left navigation panel.   

STEP 2: The information from CalSAWS will display on the  Communications from CalSAWS and Data Transaction from CalSAWS sections.  

[bookmark: _Toc234441194][bookmark: _Toc238827845]Lesson 3: Foster Care Eligibility Redeterminations
[bookmark: _Toc238827846]Scenario Narrative
A year has passed from the child's initial determination and now it's time for an annual redetermination. 

[bookmark: _Toc238827847]Reviewing and Updating the Eligibility Record for Accuracy
Review My Redetermination Due Dates report 
STEP 1: From the Home page, click the drop-down arrow on the Navigation Menu and select Reports.  

STEP 2: On the left navigation panel, click All Reports.   

STEP 3: Click on the My Redetermination Due Dates link under the Report Name column.   
· Use the Search field in the top right of the Reports page for quick access to the report. 
· If there any available records, the County Redetermination Due Dates report will display for supervisors to review.  

STEP 4: Click the X on the My Redetermination Due Dates tab to navigate back to the Case record.
 

Review/Update Eligibility Record  

STEP 1: On the Eligibility page, review and update the Eligibility Record as needed. Important subtabs to review in the left navigation panel include:     
· Placement/Rates  
· Child Income & Property  
· Foster Care Eligibility Request Information (SOC 158A and FC 2)  
· Child Support Eligibility Request Information  
· Extended Foster Care Information (for Non-Minor Dependents)   
· Kin-GAP Information (for relative legal guardians)   
STEP 2: On the Eligibility page, click the Submit Data to CalSAWS button in the top right corner.  

STEP 3: Click the Send Communication button in the top right corner of the page.   

STEP 4: On the Create New CalSAWS/Eligibility Communication section, complete the mandatory fields:
·  Request for Information Categories: Select RE notification from the picklist.
· Communication Content: Select CWS-CARES redetermination review complete. FC2 to indicate that an FC2 document has been uploaded as part of the redetermination.   

STEP 5: Click the Save button.
NOTE: The information cannot be sent to CalSAWS until the Case Link has been established.

STEP 6: Click the X on the New Eligibility Application Transaction to navigate back to the Eligibility record.


[bookmark: _Toc238827848]Generating the ARC 2  
STEP 1: On the Eligibility page, click the dropdown arrow in the upper right corner and click the Generate Document button.   

STEP 2: On the Generate Document pop-up, complete the mandatory fields: 
· Document Type: Select ARC 2
· Please Select Document Language: Defaults to English. Leave as is.
· Select A Date: Prepopulates to today’s date. Leave as is.

STEP 3: Click the Generate button.  

STEP 4: Click the Documents tab on the left navigation panel and view the In Progress Document List section. 

NOTE: Eligibility Resources should always review generated documents for completion and accuracy  

STEP 5: Click the drop-down arrow to the far right of the document and select View. 

STEP 6: On the Document List section, click the dropdown arrow. 
	
STEP 7: Select Update Status.

STEP 8: On the Update Status pop-up, for Document Status, select Final.
 

[bookmark: _Toc238827849]Sending updated information to CalSAWS 

STEP 1: When the Eligibility Re-Determination is completed, select the Submit Data to CalSAWS button from within the Eligibility Record. 

[bookmark: _Toc234441195][bookmark: _Toc238827850]Lesson 4: Kin-GAP Benefits
[bookmark: _Toc238827851]Accessing Data Seeded Cases
Follow the steps below to access a data seeded Permanent Placement Case that can be used to complete the functionality in this lesson:
STEP 1: Within the Case, click the Case Details tab on the left navigation panel, then click the Assignments subtab. 

STEP 2: On the Assignments section, click the New button.

STEP 3: Complete the mandatory fields on the Select Assignment section: 
· Responsibility: Select Primary
· Caseload: Select Yourself

STEP 4: Complete the following in the Assignment Details section:
· Reason for Assignment: Select Administrative Reason

STEP 5: Click Save

[bookmark: _Toc238827852]Scenario Narrative
A child with an active Child Welfare Court case where the Service Component is Permanent Placement is scheduled for a WIC 366.26 (Selection and Implementation) Hearing where the recommendation to the Court is to award legal guardianship to the child’s relative foster caregiver. Prior to the hearing, the child’s social worker will have discussed the option of guardianship with the caregiver, completed and signed SOC369 and SOC369A with the relative caregiver, and changed their role to prospective legal guardian. 
At the hearing, the Court granted guardianship and dismissed dependency, and the Worker updates the Court Minute Order in CARES. Afterwards, the CARES User end dates the youth’s current Child Location and records the Foster Care Exit information for the removal episode. The hearing date for termination of dependency and the end date for the Foster Care placement is then sent to CalSAWS in preparation to change the program type from Foster Care to Kin-GAP.
Prior to creating a new Child Location to track the child’s new living arrangement with their legal guardian, the CARES User will change the Case Type from Child Welfare Court to Relative Guardianship-Without Dependency, update the Role for prospective legal guardian to "Legal Guardian", and record a new Removal episode where the Primary Reason for Removal is "Guardianship Established."
A new Kin-GAP eligibility record is automatically created, and the CARES User submits the Case Link request to CalSAWS. The CARES User then completes the Kin-GAP Information details, SOC 369, and SOC 369A sections of the Eligibility record and receives determination from CalSAWS on the Kin-GAP eligibility record.


[bookmark: _Toc238827853]Requesting Information Regarding a Child’s Kin-GAP Eligibility from CalSAWS  
Generate SOC 369 Predetermination and SOC 369A Predetermination Forms  
SOC 369 Predetermination 
STEP 1: Click the Placement Information tab then the Eligibility subtab on the left navigation panel.

STEP 2: On the Eligibility section, click the Eligibility ID link.

STEP 3: Select the Kin-GAP Information tab then Kin-GAP Information Details subtab on the left navigation panel. 

STEP 4: On the Kin-GAP Predetermination Details section, for Approved Home with relative for 6mo.?  Click the Yes radio button.

STEP 5: Click Save.   

STEP 6: On the upper right-hand corner, select the dropdown carrot on the banner and select Generate Document.   

STEP 7: On the Generate Document pop-up, the Select Template Type defaults to State, leave as is. 

STEP 8: For Document Type, select SOC 369 Predetermination.

STEP 9: For Document Language, it defaults to English. Leave as is.

STEP 10: Click Generate. 


SOC 369 A Predetermination
STEP 1: At the top right of the screen, select the dropdown carrot and select Generate Document.   

STEP 2: On the Generate Document pop-up, the Select Template Type defaults to State, leave as is.

STEP 3: For Document Type, select the SOC 369A Predetermination.

STEP 4: The Document Language defaults to English, leave as is.

STEP 5: Click Generate. 

STEP 6: Click the Documents tab on the left navigation panel. 

STEP 7: Verify the SOC 369 Redetermination and SOC 369A Predetermination forms have successfully generated and listed in the Document List section with the status of ‘Draft’. 


Verify Kin-GAP Information Is up to Date   
STEP 1: Within the Eligibility record, click the Kin-GAP Information tab and the Kin-GAP Information Details subtab on the left navigation panel. 

STEP 2: Verify that the information is up to date. Make any necessary changes then click Save.   
 

Send Request for Information (RFI) to CalSAWS  
STEP 1: Select the Send Communication button on the top right corner of the Eligibility record.  

STEP 2: On the Create New CalSAWS/Eligibility Communication section complete the following: 
· Request for Information Categories: Select Kin-GAP Notification
· Communication Content: Select A Pre-Determination for Kin-GAP is being requested. Please complete and return no later than 10 days from this date.

STEP 3: Click Save.   
NOTE: 
· If more than 10 days have elapsed with no response, resend the Kin-GAP Notification by selecting Kin-GAP Pre-Determination Response date elapsed. Please provide Kin-GAP Pre-Determination results in the Communication Content picklist.  
· The information cannot be sent until the CalSAWS Case Link has been established. 

STEP 4: Click the X on the open tabs to navigate back to the main Case page.


Update Prospective Legal Guardian Role 
STEP 1: On the left navigation panel, click on Persons Involved tab.

STEP 2: On the Core Participants section, click the Person ID link of the Substitute Care Provider. 

STEP 3: On the Person Information section, click the Role dropdown and remove Relative then select Prospective Legal Guardian to be added as an additional role for Substitute Care Provider.
STEP 4: Scroll down to the Relative/Non-Relative field and select Relative.

STEP 5: Click Save. 

STEP 6: Click the X on the tab to navigate back to the main Case page. 


Complete Prospective Legal Guardian Assessment
NOTE: Ensure that the Service Component is now Permanent Placement. 

STEP 1: On the left navigation panel, click the Assessments tab.

STEP 2: On the Other Assessments section, click the New button. 

STEP 3: On the New Assessments page, select Prospective Legal Guardian Assessment then click Next. 

STEP 4: On the Assessment Information section, enter the following information: 
· Focus Child(ren): Defaults to Focus Child. 
· Primary Prospective Legal Guardian: Select the Substitute Care Provider previously created. 
· Assessment Status: Defaults to Draft. Change to Complete.
NOTE: If the Assessment Status is changed to Complete, the various sections and fields become mandatory.

STEP 5: Complete the following sections and fields:
Preliminary Assessment of the Eligibility & Commitment of Identified Potential Legal Guardian
· Social History: Type Test
· Results of Criminal History Clearance: Type Test
· Results of CWS History Clearance: Type Test
· Motivation for Seeking Legal Guardianship: Type Test
· Capability to Meet Child(ren)’s Needs: Type Test
· Understanding of the Legal and Financial Rights and Responsibilities of Legal Guardianship: Type Test
· Commitment to Permanent Plan: Type Test

Relationship of Child(ren) to Prospective Legal Guardian
· Duration and Character of Relationship with Child(ren): Type Test
· Degree of Attachment: Type Test
· Child(ren)’s Statement(s) Concerning Placement and the Legal Guardianship: Type Test

STEP 6: Click Save. 

STEP 7: Click the X on the Prospective Legal Guardian Assessment-Assessments tab to navigate back to the Case page.


[bookmark: _Toc238827854]Validate Documents Received from CalSAWS   
NOTE: When uploading docs, only the following file types can be accepted by CalSAWS: jpg, jpeg, gif, png, tif, or pdf. If the CARES User uploads documents with file types other than these, the CalSAWS user will be unable to view them. 

STEP 1: On the left navigation panel, click the Placement Information tab, then the Eligibility subtab. 

STEP 2: On the Eligibility section, click the Eligibility ID link.

STEP 3: Within the Eligibility record, click the Documents tab on the left navigation panel.

STEP 4: On the Documents from CalSAWS section (if there are documents available, select the dropdown arrow for the Kin-GAP document type and select Download.   

STEP 5: On the downloaded form, validate the AFDC-Foster Care to Kin-GAP amounts have been populated and make note of the amounts.

NOTE: The predetermination response from CalSAWS can be found on the Eligibility page, by selecting the Communications & Transactions tab, then From CalSAWS subtab, under the Communication from CalSAWS section.   

STEP 6: Click the Kin-GAP Information tab, then the Kin-GAP Information Details subtab on the left navigation panel.
STEP 7: On the Kin-GAP Predetermination Details section, the Predetermination Requested Date field will be populated for the request just made. 
NOTE: The Predetermination Response Needed By field, date will be 10 days after the Requested Date. 

STEP 8: Click the checkbox: Guardianship Assessment Completed, if the guardian assessment is complete. 

STEP 9: Click the Save button.  

NOTE: The Kin-GAP rate will be shared with the caregiver so they can compare their current rate with the new one. Please note that the new rate may be lower than the current rate.  

[bookmark: _Toc238827855]SOC 369
STEP 1: Within the Eligibility record, click the Kin-GAP Information tab, then the SOC-369 subtab and complete all relevant fields in the SOC 369 section:    

STEP 2: On the Legal Guardianship Payment Option field select one from the picklist:  
· Option 1 is AFDC-FC/ARC to Kin-Gap  
· Option 2 is AFDC-FC/ARC to CalWORKS  
· Option 3 is CalWORKS to Kin-GAP  

NOTE: Depending on the selection made, the respective checkbox will automatically be selected: 

STEP 3: Complete the respective From AFDC-FC (ARC, ARC, or CalWORKS) Amount fields (from the predetermination made by CalSAWS).  

STEP 4: Click the Save button.  
 

[bookmark: _Toc238827856]Complete the SOC 369A form 
STEP 1: From the Eligibility page, click the Kin-GAP Information tab, then the SOC 369A subtab.    

STEP 2: Under the SOC 369A section, complete all relevant fields:
· Kin-GAP Benefit of S_ _ _ per month: Enter a dollar amount
· Federally Eligible: Select Yes. Once Yes is selected the State Eligible field defaults to No.
· Beginning Date of Payment: Select today’s date

 STEP 3: Click the Save button.  
NOTE: The child will be Federally Eligible or State Eligible, but not both.

STEP 4: On the top right corner, click the Send Communication button. 
The Eligibility Application Transaction page displays.   

STEP 5: Under the Create New CalSAWS/Eligibility Communication section complete the following:  

· Request for Information Categories: Select Kin-GAP notification 
· Communication Content: Select Please open Kin-Gap Case  

STEP 6: Click the Save button. 
NOTE: The information cannot be sent to CalSAWS if the Case Link has not been established. 

STEP 7: Click the Submit Data to CalSAWS button on the upper right corner of the Eligibility record. 


[bookmark: _Toc234441196][bookmark: _Toc238827857]Requesting Signatures on a Kin-GAP SOC369 and 369A Agreements 
Wet Signature 
STEP 1: Select the Documents tab within the Eligibility record.

STEP 2: Locate the SOC 369 document in the Document List section.

STEP 3: Click the down arrow to the right side of the document and select the Print option.  
	The document then displays on the Print Document page.

NOTE: 
· The document is then printed, and the worker would obtain the required signatures. The document would then be uploaded into the Eligibility record.
· The Or drop files feature is also available.  
· The uploaded document is then visible in the Document List section.  

STEP 4: Click the X on the Print Document tab to navigate back to the Eligibility record.
 


eSignature 

STEP 1: Click the eSign button in the top right corner of the Eligibility record.  

STEP 2: On the Send Document for Electronic Signature pop-up, complete the following:
· Select Template Type: Defaults to State. Leave as is. 
· Document Type: Select the SOC 369A 
· Please Select Document Language: Defaults to English. Leave as is. 
· Signer Role 1 (Prospective Legal Guardian/Legal Guardian): Select the Caregiver from the picklist. 
· Signer Email 1: Populates from Person Record 
· Signer 2 (Social Worker): Select yourself. 

STEP 3: Click the Generate button.  

STEP 4: On the Document List section, locate the SOC 369A (within the Documents tab), and from the dropdown menu on the right, select Update Status.   

STEP 5: On the Update Document Status pop-up, for Document Status select Final.   

STEP 6: Click Save. 


[bookmark: _Toc238827858]Providing finalized guardianship documents to CalSAWS  

STEP 1: Click the Documents tab on the left navigation panel, within the Eligibility record. 

STEP 2: On the Document List section, click the Upload button on the right corner. 

STEP 3: On the Document Details section, complete the following:
· Document Category: Select Courts
· Document Type: Select Letters of Guardianship
· Document Status: Defaults to Final. Leave as is. 

STEP 4: Click Upload Files.

STEP 5: Double click the name of the document from your device. 
	The document then displays beneath the Upload Files button.

STEP 6: Click Upload.
	The document then displays on the Document List section. 

STEP 7: Click the Send Communication button on the upper right corner of the Eligibility record.

STEP 8: On Create New CalSAWS/Eligibility Communication section complete the following: 
· Request for Information Categories: Select Document Uploaded and Available for Review 
·  Communication Content: Select Document Uploaded and Available for Review.

STEP 9: Click Save.  
NOTE: The information cannot be sent to CalSAWS until the Case Link has been established.

STEP 10: Click the X on the various tabs to navigate back to the main Case page.

[bookmark: _Toc234441197][bookmark: _Toc238827859]Lesson 5: Non-Related Legal Guardianships (NRLG) Benefits
[bookmark: _Toc238827860]Accessing Data Seeded Cases
Follow the steps below to access a data seeded Permanent Placement Case that can be used to complete the functionality in this lesson:
STEP 1: Ensure you are logged into the CARES104 Training Environment.

STEP 2: From your homepage, search for your assigned Case ID in the global search
	NOTE: You can get this number from your course facilitators.

STEP 3: Click the hyperlinked Case ID to navigate to the specific case you will use.

STEP 4: Click the Case Details tab on the case.

STEP 5: Click Assignments and select the New button in the right-hand corner.

STEP 6: Enter the mandatory fields
· Responsibility: Select Primary
· Caseload: Select Yourself
· Reason for Assignment: Select Administrative Reason

STEP 7: Click Save.

[bookmark: _Toc238827861]Scenario Narrative
A child has been in out of home placement with a non-relative Resource Family for several months. Reunification efforts have ended and a 366.26 Hearing has been scheduled. The CM worker has discussed the possibility of legal guardianship with the Resource Family caregiver and they are willing to move forward with guardianship
The courts worker will document that a subsequent 366.26 Hearing took place. At that hearing, a judge determines that legal guardianship is the appropriate path forward and establishes guardianship and terminates dependency. Both of these findings and orders are documented as part of the minute order on the case. 
At this point, the case type will automatically change in the system to reflect Non-Related Legal Guardianship - Juvenile Dependency Court/WIC 300, Without Dependency. Depending on county business practice, the worker may choose to close the removal record and open a new one or keep the original one open.  

[bookmark: _Toc238827862]Updating the Eligibility Record, as needed 

NOTE: If a data seeded case is not available to Create a new Eligibility Record for the NRLG case:   
· Refer to Case Management Engagement: Create Case program to create a non-investigative case using Case Type of Non-Related Legal Guardianship-Juvenile Dependency Court/WIC 300, with Dependency or Non-Related Legal Guardianship-Juvenile Dependency Court/WIC 300, without Dependency.  
· Refer to Placement: Initiate Placement program to complete a placement (Child Location) that automatically creates an Eligibility Record.  

Follow the steps below to request a Non-Related Legal Guardian (NRLG) determination:  
STEP 1: Click the Placement Information tab, then the Eligibility subtab on the left navigation panel. 

STEP 2: On the Eligibility section, click the Eligibility ID link.
STEP 3: Within the Eligibility record, click the Details tab on the left navigation panel and verify the information is current and accurate.   


[bookmark: _Toc238827863]Sending Letter of Guardianship to CalSAWS 
Sending the Request  
STEP 1: Within the Eligibility record click the Send Communication button on the upper right corner. 

The Eligibility Application Transaction page displays.   
 
STEP 2: Under the Create New CalSAWS/Eligibility Communication section:  
· Request for Information Categories: Select NRLG Notification from the picklist.  
· Communication Content: Select NRLG Juvenile Court Case Received – Need to Establish Case from the picklist.  

STEP 3: Click the Save button.  
	
NOTE: The information cannot be sent to CalSAWS until the Case Link is established. This should be Step 1, if not completed. However, we will not be demonstrating case linking in CalSAWS during this training course.

STEP 4: Click the X on the New Eligibility Application Transaction to navigate back to the Eligibility record.


Sending Guardianship Letter 
 To Upload Guardianship Letter (JV330) issued by Court into the Eligibility record, complete the following:  
STEP 1: Click the Documents tab on the left navigation panel, within the Eligibility record. 

STEP 2: On the Document List section, click the Upload button on the right corner. 

STEP 3: On the Document Details section, complete the following:
· Document Category: Select Courts
· Document Type: Select Letters of Guardianship
· Document Status: Defaults to Final. Leave as is. 

STEP 4: Click Upload Files.

STEP 5: Double click the name of the document from your device. 
	The document then displays beneath the Upload Files button.

STEP 6: Click Upload.
	The document then displays on the Document List section. 

STEP 7: Select the Send Communication button on the upper right corner of the Eligibility Record page.  

STEP 8: On the Create New CalSAWS/Eligibility Communication section complete the following:
· Request for Information Categories: Select Document Uploaded and Available for Review from the drop-down
· Communication Content: Select Document Uploaded and Available for Review from drop-down. 

STEP 9: Click Save.  

STEP 10: From the Eligibility page, on the top right, click on Submit Data To CalSAWS button.  

STEP 11: On the Eligibility page, in the left navigation page, select the Communications & Transactions tab and then the From CalSAWS subtab.   
The response indicating the case has been established will appear in the Communications from CalSAWS section.  



[bookmark: _Toc230333868][bookmark: _Toc234441198][bookmark: _Toc238827864]Lesson 6: Alternative Care 
[bookmark: _Toc238827865]Accessing Data Seeded Cases
Follow the steps below to access a data seeded Family Reunification Case that can be used to complete the functionality in this lesson:
STEP 1: Ensure you are logged into the CARES104 Training Environment.

STEP 2: From your homepage, search for your assigned Case ID in the global search

NOTE: You can get this number from your course facilitators

STEP 3: Click the hyperlinked Case ID to navigate to the specific case you will use.

STEP 4: Click the Case Details tab on the case.

STEP 5: Click Assignments and select the New button in the right-hand corner.

STEP 6: Enter the mandatory fields
· Responsibility: Select Primary
· Caseload: Select Yourself
· Reason for Assignment: Select Administrative Reason

STEP 7: Click Save.

Scenario Narrative
A Case Management worker has documented a Youth’s Hospitalization in an Alternative Care Setting Child Location Record due to severe physical abuse in the home. The CARES Eligibility Resource is made aware that a Medi-Cal Eligibility record has been automatically created and validate the Mandatory Child Eligibility Request Information section. Following this validation, the CARES Eligibility Resource initiates a Case Link to CalSAWS.
The worker then populates the Medi-Cal application information and generates an MC 250 if required to ensure that there is medical coverage while the child remains hospitalized. After the Case Link has been established, the system sends this additional information to CalSAWS. The CalSAWS Eligibility Worker reviews the Medi-Cal information and approves the determination in CalSAWS. Once complete, the CARES Eligibility Resource receives the determination in the Youth’s Eligibility Record.

[bookmark: _Toc238827866]Requesting a Case Link from CalSAWS
STEP 1: To submit a case link request to CalSAWS, the Submit Data to CalSAWS button is selected. When CalSAWS has processed the request and established the case link, it will appear under the CalSAWS Case ID in the banner. 

NOTE: The CARES 104 Training environment will not support case linking for users. The case linking process will not be demonstrated.



[bookmark: _Toc238827867]Reviewing and updating a Medi-Cal Eligibility Record
STEP 1: Click the Placement Information tab, then the Eligibility subtab on the left navigation panel within the Case.

STEP 2: On the Eligibility section, click the Eligibility ID link.

STEP 3: Select the Medi-Cal Eligibility Request Information tab on the left navigation panel within the Eligibility record page. 
	You will be redirected to the MC 250 page.

STEP 3: Complete the MC 250 section:
· Medi-Cal Application Type: Select New Application 

NOTE: 
· The Eligibility Resource can select Yes, if appropriate for the Child is detained under welfare and institutions code section 602, and SSI/SSP. 
· Much of the information on the form is populated from other areas of CARES.  

STEP 4: Click the Save button.

STEP 5: Select the Submit Data to CalSAWS button at the top of the page, immediately, so that the information can also be sent with the overnight batch.

NOTE: If the Case Link is established and you click the Submit Data to CalSAWS button, you are not waiting for the overnight batch--instead, your data will be sent to CalSAWS in near-real time. 


[bookmark: _Toc238827868]Generating a Medi-Cal Application Form (MC 250)
STEP 1: On the upper right corner of the page, click the drop down arrow to the right of the eSign button and select the Generate Document.

STEP 2: On the Generate Document pop up complete the following:
· Select Template Type: Defaults to State, leave as is.
· Document Type: Select MC 250
· Select A Date: Defaults to today, leave as is. 

STEP 3: Click the Generate button.

STEP 4: To view the document, click the Document tab on the left navigation panel. 

The document displays under the Document List section.

NOTE: 
· If the form is going to be submitted to CalSAWS, it needs to be in Final status. 
· This document is also available for electronic signature. 



[bookmark: _Toc238827869]Receiving a Medi-Cal Determination 

STEP 1: Select the Communications & Transactions tab and the From CalSAWS subtab on the left navigation panel within the Eligibility record.  

The information will appear in the Communications from CalSAWS section. 
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