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C4Yourself External User Guide

PURPOSE The purpose of this guide is to provide users with step-by-step instructions on completing an
online Application and submitting the application through the internet. This guide can also be
used by County Staff, Community Based Organization, or Help Desk Staff to aid users in
completing the application.
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AM | ELIGIBLE?

PURPOSE The purpose of Am | Eligible ? is to gather minimal information to determine potential
eligibility for Food Stamps.

STARTING The user has navigated to the C4Yourself Home Page, clicked the Food and Nutrition
POINT hyperlink and clicked Am | Eligible?
STEP ACTION

1 Enter Zip Code in the first text box.

2 In the second box, click the select arrow to display the number drop-down list and

select the total number of people that will be included in this application.
3 Enter the household’s Total Gross Income for the month in the last text box.
4 Click the Next button.

cAYourself® M

Access to Benefits. Simplified. English v

Am I Eligible?
This page will help you to check if you might be eligible for the Food Stamp Program.

Note: * You must answer these questions.
* What is your ZIP code?

* How many people in your home are applying for Food YT —
Stamp Program?

* How much total money (before taxes) did all the

people in your home get last month?

B

TROUBLESHOOTING  This section provides a guide on error messages that might display if the user does not
enter the correct information or leaves a field blank.

Message Action
1 | Please enter a valid ZIP Code. Have the user verify they have entered a ZIP
Code. This is a 5 digit-code.

2 | Please select how many Have the user verify they have selected the
people are applying for Food number of people they are applying for.
Stamps.

3 | Please enter your income. Enter the total amount of income for all people in

the home received last month. If zero was
received, enter 0.
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AM | ELIGIBLE? (continued)

STEP ACTION
5 The user will see one of two messages:
5.1 Based on your answers, you may get as much as...  .....
OR
5.2 Based on what you told us, we can not determine if you are
eligible........
6 Click the Next button to continue.

Home | Help

cAYourself °

Access to Benefits. Simplified. English v

Am I Eligible?
- Based on your answers, you may get as much as $668.00 from the Food Stamp Program.

Alpine, Amador, Butte, Calaveras, Colusa, Del Norte, El Dorado, Glenn, Humboldt,
Imperial, Inyo, Kern, Kings, Lake, Lassen, Madera, Marin, Mariposa, Mendocino,
Merced, Modoc, Mono, Monterey, Napa, Nevada, Plumas, Riverside, San Benito, San
Bernardino, San Joaquin, Shasta, Sierra, Siskiyou, Stanislaus, Sutter, Tehama, Trinity,
Tuolumne and Yuba Counties in California allow you to submit a Food Stamp application
online. For other counties, you can print a blank application form from the Food And Nutrition
Information Page . You can then turn your application in at your nearest social services
office.

)

Home | Help

cAYourself °

Access to Benefits. Simplified. English v

Am I Eligible?

Based on what you told us, we can not determine if you are eligible without more details.
Please complete the application which will give us the information we need to make an
eligibility determination. Alpine, Amador, Butte, Calaveras, Colusa, Del Norte, El Dorado,
Glenn, Humboldt, Imperial, Inyo, Kern, Kings, Lake, Lassen, Madera, Marin, Mariposa,
Mendocino, Merced, Modoc, Mono, Monterey, Napa, Nevada, Plumas, Riverside, San
Benito, San Bernardino, San Joaquin, Shasta, Sierra, Siskiyou, Stanislaus, Sutter,
Tehama, Trinity, Tuolumne and Yuba Counties in California allow you to submit a Food
Stamp application online. For other counties, you can print a blank application form from the
Food And Nutrition Information Page . You can then turn your application in at your nearest
social services office.

[ Newt
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LANGUAGE SELECTION

PURPOSE The purpose of Login is to allow a returning user who created a user name and password to
sign in and view or complete an E-App or access their C4 Yourself account, through the
secured website.

Currently, C4Yourself supports English and Spanish. If you would like to fill out an application
in another language, you can select the language from the drop down box of the Home page,
in the top right corner.

cAYourself

Access to Benefits, Simplified. English v

When a language other than Spanish or English is selected, the screen below will display in a
new window.

CAYourself®

Access to Benefits. Simplified.

If you wish to complete an application in a language other than English or Spanish, we will direct
you to a POF form which you can print, fill out and mail to your local office.

Click here to proceed to the state website or close this window to go back to C4Yourself.

After clicking on “Click Here”, you will be redirected to the California Department of Social
Services (CDSS) website, to forms in the language you selected. You will need to scroll down
the page and find the form called “SAWS2 Statement of Facts”. This form is an acceptable
application for Food Stamps, CalWORKSs, Medi-Cal and CMSP.

For example: If Farsi is selected, this is the screen that will display after you click on “Click
Here”
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Skip to: Content | Footer | Accessibility |Search
Separimant by CDSS | (@ This Site O Calif
\GOV  SOCIAL SERVICES —2

Forms/Brochures | Program Rules Policy/Planning

f=

Office of Governar "ﬂ"
Edmund G. Brown Jr." |

Visit his Website

Problems with downloading forms? CDSS forms and publications are availabl
Portable Document Format (PDF). For help with these files click here: Tips for Us

% About CDSS PDF Files
< CDSS Websites ) . . . _
N For Farsi forms beginning with the following letters click below:

LOGIN-RETURNING USER

PURPOSE The purpose of Login is to allow a returning user who created a user name and password to
sign in and view or complete an E-App or access their C4 Yourself account, through the
secured website.

STARTING The user has navigated to the C4Yourself Home Page and clicked the Open Saved
POINT Applications hyperlink.
STEP ACTION

1 Enter User Name in the first text box (This field is case sensitive).

2 Enter Password in the second text box (This field is case sensitive).

3 Click the Next button to continue.

cAYourself”

Access to Benefits. Simplified.
Login
If this is your first time accessing C4Yourself, Please enter your User Name and Password in the
please register a new account here. boxes below. Click on the Next button and you will

go back to the application you were completing.

User Name: | |

Password: | |

Forgot your Password?
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LOGIN-RETURNING USER (continued)

STEP ACTION

4 |The My Applications page displays.

5 | If the user has submitted applications in the past, the application will display in a list under Previous
Applications . The user can click on the E-App Number hyperlink to view the E-App Summary .

6 |To continue an application that has not been submitted, click the Continue button.

Call Me | Live Chat | Home | Help

CAYourself
1

Access to Benefits. Simplified.

My Applications

My Applications

My Applications Current Application

Last modified on 07/19/2011

Applications for Renewal/Recertification

You have no renewals to submit.

Applications Missing Information

There are no applications missing any information.

Previous Applications

E-App Number E-App Date
CIv-11-182-008730 07/01/2011
OR
LOGIN-RETURNING USER (continued)
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STEP

ACTION

7

The My Applications page displays. This is an example of when the user creates a user name and
password but does not start an application. To start the application, click the Next button.

C-Iv
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LOGIN PROBLEMS

PURPOSE The purpose of this guide is to give the user a description of messages that may display when
they are trying to log into the C4Yourself application.

STARTING The user has navigated to the C4Yourself Home Page and clicked on the hyperlink Click here

POINT under Apply for Benefits. The user has entered their user name and password and received
an error message. The error message reads: Your login information did not match our
records, Please try again.

STEP ACTION

1 Re-enter User Name in the first text box (This field is case sensitive).

2 Re-enter Password in the second text box (This field is case sensitive).

3 Click the Next button to continue.
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FORGOT USER NAME

PURPOSE The purpose of the Forgot User Name guide is to give the user instruction on what steps are
necessary if the user forgets their user name.

STARTING The user has navigated to the C4Yourself Home Page and clicked the hyperlink Click here
POINT under Apply for Benefits.
STEP ACTION

1 If the user has forgotten the user name, they will need to follow the steps for

applying for benefits on page on page 16 to create a new user name and
password. The information entered previously cannot be recovered.
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FORGOT PASSWORD

PURPOSE The purpose of the Forgot Your Password section is to give the user instruction on what
process is needed if they forget their User Password.

STARTING The user has navigated to the C4Yourself Home Page and clicked the hyperlink Open Saved
POINT Applications . The user has forgotten their password.
STEP ACTION

1 Click the hyperlink Forgot Your Password?

=)

STEP ACTION

2 The Please Enter Your User name page displays

3 Enter User Name (This field is case sensitive).

4 Click the Next button to continue.

e
=)
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FORGOT PASSWORD (continued)

STEP ACTION
5 The Secret Questions page displays.
6 Enter the answer to the first Secret Question in the first text box (This field is
case sensitive).
7 Enter the answer to the second Secret Question in the second text box (This field
is case sensitive).
8 Click the Next button to continue.
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FORGOT PASSWORD (continued)

STEP

ACTION

9 The Change Your Password page displays.

10 |Enter a new Password in the first text box (This field is case sensitive).

11 |Re-enter the Password in the second text box (This field is case sensitive).

12 |Click the Next button to continue.

STEP ACTION
13 | The Your Application page displays. The password has been changed. The
user can click on an application if one is displayed or click the Next button to
continue.
c-Iv
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CALL ME

PURPOSE The purpose of the Programs page is to allow the applicant to select the programs they wish
to apply for. In order to continue, they must select at least one of the three programs listed,
which are Food Stamps, CalWORKs, and Medi-Cal.
NOTE: The Call Me hyperlink is ONLY available for p  ersons who live and are applying
in San Bernardino or Kern County.

STARTING The user has logged into their C4Yourself Account.

POINT

STEP ACTION

1

Click the hyperlink Call Me.

2 Enter your Full Name in the Full Name text box.
3 Enter your Phone Number in the Phone Number text box. Do NOT enter
hyphens.
Here is an example of how the phone number should be entered: 90955555555
4 Click Call Me, to have a person assist you with your questions/application or click

Exit if you do not want someone to call you.

C-lv
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CALL ME (continued)

After you click “Call Me” the following screen will display indicating your request has been
submitted.
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APPLY FOR BENEFITS

PURPOSE The purpose of the Apply for Benefits link is to have the user create a user name and

password. By creating a user name and password, the applicant will be able to leave the
C4Yourself application and return to it without losing the information they already entered.
After creating a user name and password, the user will start the application.

NOTE: The User Name, Password and Secret Questions/Answers should only be entered by
the Primary Applicant/Recipient applying and should not be shared with relatives, friends,
county staff, or county based organizations (hospitals, clinics, etc.).

STARTING The user has navigated through the following pages:

POINT

1. CAYourself Home Page
2. Click the hyperlink Click here under Apply for Benefits .
The Login page is displaying.

STEP ACTION
1 [Click the register a new account here hyperlink.
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USER NAME AND PASSWORD

STEP ACTION

2 The User name and password page displays.

3 Select the County that you live in from the County drop down box.

4 Enter a User Name in the text box. The user name must be between 5 and 20
characters long and is case sensitive.

5 Enter Password in the text box (This field is case sensitive).

6 Re-enter Password in the text box (This field is case sensitive).

7 Click the select arrow box to display the drop-down list and select the First
secret question.

8 Enter your answer in the first Your answer text box (This field is case sensitive).

9 Click the select arrow box to display the drop-down list and select the Second
secret question.

10 | Enter your answer in the second Your answer text box (This field is case
sensitive).

11 | Click the Next button.

=)
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USER NAME AND PASSWORD (continued)

If you select a county that is NOT a C-IV supported county, you may see an error message after you click
the Next Button in Step 11. If you live in a non-C-1V county you can still comp  lete an application
online by clicking the “  Click Here " hyperlink . This hyperlink will take you to the California Benefits
Portal, which will direct you to another website where you can apply online.

STEP ACTION

12 | The User name and password page displays with a message that states: You
have successfully created your user name and passwo rd.
13 | Click the Next button.

=)

FIRST SECRET QUESTIONS

What is your Father’s middle Name?
What was the name of your first school?
Who was your childhood hero?

What is your favorite pastime:

What is your all-time favorite sports team?

SECOND SECRET QUESTIONS

What was the first and last name of your first boyfriend or girlfriend?
Which phone number do you remember most from your childhood?
What was your favorite place to visit as a child?

Who is your favorite actor, musician, or artist?

What is your favorite movie?
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MY APPLICATIONS

STEP ACTION

14 | The My Application page displays.

15 | Click the Next button.

C-Iv Page 21
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LET'S GET STARTED

STEP ACTION
16 | The Let's get started page displays. Note: The user must complete the Start
Application section, in order for the information to automatically be saved.
17 | To view a list of verifications the user might need to complete the application,
click the hyperlink Click here .
STEP ACTION
18 | The Verifications page displays.
19 | Click the Back button or the Next button to return to the Let's get started page.
C-Iv Page 22
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LET'S GET STARTED

STEP ACTION
20 | The Let's Get Started page redisplays.
21 | Click the Next button to continue.
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INSTRUCTIONS

STEP ACTION
22 | The Instructions page displays.
23 | Click the Next button to continue with the application.

START APPLICATION TAB

C-Iv
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PURPOSE The purpose of the Programs page is to allow the applicant to select the programs they wish
to apply for. In order to continue, they must select at least one of the three programs listed,
which are Food Stamps, CalWORKs, and Medi-Cal.

NOTE: Persons applying for CMSP should select Medi-Cal on the Programs page. CMSP will
be a selection on a subsequent page.

STARTING The user has navigated through the following pages:
POINT - C4Yourself Home Page
Create user name and password
Let's Get Started
Instructions
The Programs page is displaying.

Step Action

1 Check the box for each program being applied for.
NOTE: If the person is applying for CMSP or Path2Health, Medi-Cal should be
selected.

2 Click the Next button to continue.
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YOUR INFORMATION

PURPOSE The purpose of the Your Information page is to gather information about the primary
applicant. Each C4Yourself application requires a primary applicant.

STARTING The user has navigated through the following pages:
POINT - Cd4Yourself Home Page
Create user name and password
Let's Get Started
Instructions
The Your Information page is displaying.

Step Action
1 Enter the First Name . This is required information.
2 Enter the Middle Name.
3 Enter the Last Name. This is required information.
4 Click the select arrow to display the drop-down list and select best way to contact
user.
5 Click the radio button to indicate if the user is homeless . If No is selected in this

step, steps 11 and 12 are required. This is required information.

Enter the Address Line 1 including house number and street name.

7 Enter additional information on Address Line 2 including space, apartment
number, building number, etc.

8 Enter the City. This is required information.

9 California will always be pre-populated in the State section.

10 | Enter the ZIP Code. This is required information.

11 | Click the select arrow to display the drop-down list and select a County. This is
required information.

12 | Enter the Contact Number . Also include the extension.

13 | Enter the Email address.

NOTE: If the primary applicant/recipient would like to have emails sent to their
personal email address when e-Messages are posted to their C4Yourself account,
an email address should be entered.

14 | Click the radio button to indicate if the person is applying for benefits on behalf of
someone else .

15 | Click the check box to indicate if the person is a minor/teenager and wants
confidential Minor Consent Services, for family planning, pregnancy related care,
mental health, drug and alcohol abuse treatment/counseling, sexually transmitted
diseases (STD) or sexual assault.

Note: If the person applying meets the criteria above and checks the box, an error
message will display stating the following: To maintain confidentiality, you must
take your application to the local social services office or eligibility worker
site. DO NOT MAIL OR SUBMIT AN ONLINE APPLICATION.

16 | Click the Next button to continue.
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YOUR INFORMATION (continued)
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SELECT ADDRESS

PURPOSE

C-Iv

The purpose of the Select Address page is to confirm the address entered by the primary
applicant/recipient. When an address is entered, the address will go through a normalization
process. If the address does not match any address known to the postal service, the page will
display the “User-entered Address”. There may be times when potential matches display due
to changes in zoning and/or software updates (see page 29).
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SELECT ADDRESS (continued)

There may be times when multiple potential matches display (due to changes in zoning,
software updates, or typographical errors). Below is an example of what the Select Address
page will display if there is a discrepancy and/or multiple potential matches.
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TELL US MORE

PURPOSE The purpose of the Tell us more page is to gather additional information about the primary
applicant. Each C4Yourself application requires a primary applicant.

STARTING The user has navigated through the following pages:
POINT - Cd4Yourself Home Page
Create user name and password
Let's Get Started
Instructions
The Tell us more page is displaying.

Step Action

Click the radio button to indicate male or female.

Click the select arrow to display the drop-down list and select the Month of birth.

Click the select arrow to display the drop-down list and select the Day of birth.

Click the select arrow to display the drop-down list and select the Year of birth.

Enter the Social Security Number.

Click the select arrow to display the drop-down list and select the Marital Status.

N[OOI IWIN(F

Check the box to indicate Elderly, Without Money, Disabled, Blind, Pregnant or
a Migrant/Seasonal Farm worker.  The user can select more than one.

8 Click the Next button to continue.
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BACKGROUND INFORMATION

PURPOSE The purpose of the Background Information  page is to gather additional information about
the primary applicant. Each C4Yourself application requires a primary applicant.

STARTING The user has navigated through the following pages:
POINT - Cd4Yourself Home Page
- Create user name and password
Let's Get Started
Instructions
- Start Application Tab
The Background Information  page is displaying.

Step Action
1 Click the select arrow to display the drop-down list and select a preferred
language.
2 Click the select arrow to display the drop-down list and indicate citizenship.
3 Click the radio button to indicate sponsored citizenship.
4 Enter the city of birth .
5 Click the select arrow to display the drop-down list and select the state you were

born in.

Click the select arrow to display the drop-down list and select the country of birth

Click the radio button to indicate Hispanic or Latino.

Check the box next to race or ethnic origin.

O[O

Click the Next button to continue.
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BACKGROUND INFORMATION (continued)
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YOUR INFORMATION

PURPOSE The purpose of the Your Information page is to gather additional information about the
primary applicant’s household. Each C4Yourself application requires a primary applicant.

STARTING The user has navigated through the following pages:
POINT - Cd4Yourself Home Page
Create user name and password
Let's Get Started
Instructions
Start Application Tab
The Your Information page is displaying.

Step Action
1 Enter the amount of rent or mortgage that will be paid the month of application.
2 Enter the amount of utilities that will be paid in the month of application if they are

not included in the rent/mortgage.

Enter in the text box how much money is currently on hand.

Check the box to indicate a hardship. The user can select more than one.

glbhlw

Click the radio button to indicate if language assistance is needed during the
interview at no cost.

6 Click the radio button to indicate if assistance is needed during the interview due to
a physical or mental condition.

Click the radio button to indicate an eviction notice.

Click the radio button to indicate a utility shut off notice.

Click the radio button to indicate food will run out in 3 days or less.

Click the radio button to indicate essential clothing is need.

R |olm|~
(N

Click the radio button to request help with transportation to get food, clothing,
medical care or other emergency item.

12 | Click the Next button to continue.
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YOUR INFORMATION (continued)
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HOW TO APPLY FOR OTHERS IN THE HOME — PEOPLE TAB

PURPOSE The Information about the people living in your home page allows the user to add other
people living in the home to the C4Yourself application.

STARTING The user has navigated through the following pages:
POINT - Cd4Yourself Home Page
- User name and password
Let's Get Started
Instructions
Start Application Tab
The Informatlon about the people living in your home page is displaying.

Step Action
1 To add another person to the application, click the Yes button.
2 If there are no other applicants, click the No button or the Next button to continue.
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INFORMATION ABOUT THE PEOPLE LIVING IN YOUR HOME

page is to give the

PURPOSE The purpose of the Information about the people living in your home

user the option to add other people living in the home to the C4Yourself application.
STARTING The user has navigated through the following areas:
POINT Create User Name and Password

Let's Get Started
Instructions
Start Application Tab

o
.

G

The Information about the people living in your home page is displaying.
Step Action
1 Enter the First Name of the person being added. This is required information.
2 Enter the Middle Name of the person being added.
3 Enter the Last Name of the person being added. This is required information.
4 Click the select arrow to display the drop-down list to select the living situation of
this person to the primary applicant.
5 Click the select arrow to display the drop-down list to select the relationship of this
person to the primary applicant.
6 Click the radio button to indicate the person purchases and prepares food with
the primary applicant.
7 Click the Next button to continue.
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TELL US MORE

PURPOSE The purpose of the Tell us more page, is to gather additional information of other people
living in the home.

STARTING The user has navigated through the following areas:
POINT - Create User Name and Password

Let's Get Started

Instructions

Start Application Tab
The Tell us more page is displaying.

Step Action

Click the radio button to indicate male or female.

Click the select arrow to display the drop-down list and select the Month of birth.

Click the select arrow to display the drop-down list and select the Day of birth.

Click the select arrow to display the drop-down list and select the Year of birth.

Enter the Social Security Number .

Click the select arrow to display the drop-down list and select the Marital Status.

N[OOI IWIN(F

Check the box/boxes to indicate Elderly, Without Money, Disabled, Blind,
Pregnant, or a Migrant/Seasonal Farm worker.

8 Click the Next button.

=) T
-

-

=)

C-lv Page 37 2/29/2012



C4Yourself External User Guide

BACKGROUND INFORMATION

PURPOSE The purpose of the Background Information  page is to gather additional information about
other persons in the home. Each C4Yourself application requires a primary applicant.

STARTING The user has navigated through the following pages:
POINT - Cd4Yourself Home Page
- Create user name and password
Let's Get Started
Instructions
- Start Application Tab
The Background Information  page is displaying.

Step Action
1 Click the select arrow to display the drop-down list and select a preferred
language.
2 Click the select arrow to display the drop-down list and indicate citizenship.
3 Click the radio button to indicate sponsored citizenship.
4 Enter the city of birth .
5 Click the select arrow to display the drop-down list and select the state you were

born in.

Click the select arrow to display the drop-down list and select the country of birth

Click the radio button to indicate Hispanic or Latino.

Check the box next to race or ethnic origin.

O[O

Click the Next button to continue.
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BACKGROUND INFORMATION (continued)

]

=)

C-lv Page 39 2/29/2012



C4Yourself External User Guide

TELL US MORE ABOUT THIS CHILD

PURPOSE The Tell us more about this child  page collects additional information on children applying
for benefits.

STARTING The user has navigated through the following areas:
POINT - Create User Name and Password

Let's Get Started

Instructions

Start Application Tab
The Tell us more about this child  page is displaying.

Step Action
1. Click the radio button to indicate if the child is a foster child.
2. Click the radio button to indicate if the child is 18-21 and claimed as a tax
dependent.
3. Click the Next button to continue.
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THIS IS WHO YOU HAVE TOLD US ABOUT SO FAR

PURPOSE This is who you have told us about so far ~ page provides a summary of who is applying for
benefits.

STARTING The user has navigated through the following areas:

POINT - C4Yourself Home Page

Create User Name and Password
Let's Get Started
Instructions
Start Application Tab
Th|s is who you have told us about so far  page is displaying.

Step Action

1 A summary page displays giving the user an overview of the people that are
included in this request for benefits. Review the information.

2 To continue without changing or adding anyone — click the No button or the Next
button.

To add another person — click the Yes button.

To remove a person — click the Remove button

alh|lw

To edit the information the user entered about a person — click the Edit button

across from the person you want to change. The page redisplays in edit mode.
5.1 The user can now change the information that was previously entered.
5.2 Click the Next button to continue.
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THIS IS WHO YOU HAVE TOLD US ABOUT SO FAR (continue d)
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JOBS
PURPOSE The purpose of the Job Information page is to ask questions about School, College,
Training, Strike, Self-Employment, or Work  that is expected in the next two months.
STARTING The user has navigated through the following areas:
POINT - Cd4Yourself Home Page
Create User Name and Password
Let's Get Started
Instructions
Start Application Tab
- People Tab
The Job Information page is displaying.
Step Action
1 Answer the questions by clicking the Yes or No radio buttons.
2 Click the Next button to continue.

C-Iv Page 43 2/29/2012



C4Yourself External User Guide

SCHOOL, COLLEGE, OR TRAINING

PURPOSE The purpose of the School, College, or Training page is to gather detailed information from
the user regarding enrollment in school, college, and/or training.

STARTING The user has answered yes to a question on the Job Information page regarding School,
POINT College, or Training.
Step Action

1 To select the person/persons attending School, College, or Training, check

the box next to the person.

N

Enter the Name of the School/Training in the text box.

3 Click the select arrow to display the drop-down list and select full or part-time
to show enrolliment of this student.

4 Enter the amount of Tuition/Fees per Term in the text box.

5 Enter the amount spent on Books, Equipment, Misc Costs per Term  in the
text box.

6 Enter the Units/Hours per week in the text box.

7 Enter the Transportation Costs in the text box.

8 Click the select arrow to display the drop-down list and select the Month of
their expected graduation date.

9 Click the select arrow to display the drop-down list and select the Day of their

expected graduation date.

10 Click the select arrow to display the drop-down list and select the Year of their
expected graduation date.

11 Click the Next button to continue.
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SCHOOL, COLLEGE, OR TRAINING (continued)
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SCHOOL, COLLEGE, OR TRAINING (continued)

Step

Action

12

The School, College, or Training summary page displays.

13

Review the information for all people listed.

14

If the list is correct, click the No button or the Next button to continue.

15

To add a person that is enrolled in school, colleges, or training, click the Yes
button. The page will refresh and provide the user a list to select the person to be
added. Repeat steps 1-11.

16

To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.

17

To edit the information provided on a person in the list, click the Edit button across
from the person you want to change. The page refreshes in edit mode.

17.1 Enter the correct information

17.2 Click the Next button.

C-lv
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SCHOOL, COLLEGE, OR TRAINING (continued)

C-lv Page 47 2/29/2012



C4Yourself External User Guide

QUIT WORK OR TRAINING

PURPOSE The purpose of the Quit Work or Training page is to gather detailed information from the
user regarding jobs or training that they have quit in the last 60 days.
STARTING The user has answered yes to a question on the Job Information page regarding Quit Work
POINT or Training.
Step Action
1 To select the person/persons that quit work or training check the box next to the
person.
2 Enter the name of the company the person/persons worked for in the text box.
3 Enter the number of hours of work/training  the person/persons worked this
month in the text box.
4 Click the select arrow to display the drop-down list and select the Month of their

last paycheck.

5 Click the select arrow to display the drop-down list and select the Day of their last
paycheck.

6 Click the select arrow to display the drop-down list and select the Year of their
last paycheck.

7 Enter the last paycheck amount (before deductions)  the person/persons
worked for in the text box.

8 Enter the amount of tips or commissions the person/persons earned in the text
box.

9 Click the Next button to continue.
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QUIT WORK OR TRAINING (continued)
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QUIT WORK OR TRAINING (continued)

Step Action

10 | The Quit Work or Training summary page displays.

11 | Review the information for all people listed.

12 | If the list is correct, click the No button or the Next button to continue.

13 | To add a person that quit work or training, click the Yes button. The page will
refresh and provide the user a list to select the person to be added. Repeat steps
1-9.

14 | To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.

15 | To edit the information provided on a person in the list, click the Edit button next to
that person. The page refreshes in edit mode.

15.1 Enter the correct information

15.2 Click the Next button.
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QUIT WORK OR TRAINING (continued)
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STRIKE
PURPOSE The purpose of the Strike page is to gather detailed information from the user regarding
someone who is on strike.
STARTING The user has answered yes to a question on the Job Information page regarding Strike.
POINT
Step Action
1 To select the person/persons that is on strike check the box next to the person.
2 Enter the Name of the Company the person/persons worked for in the text box.
3 Enter the Name of the Union the person/persons worked for in the text box.
4 Click the select arrow to display the drop-down list and select the Month they
went on strike.
5 Click the select arrow to display the drop-down list and select the Day they went
on strike.
6 Click the select arrow to display the drop-down list and select the Year they went
on strike.

7 Click the Next button to continue.
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STRIKE (continued)
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STRIKE (continued)

Step Action
8 The Strike summary page displays.
9 Review the information for all people listed.
10 | Ifthelistis correct, click the No button or the Next button to continue.
11 | To add a person that is on Strike, click the Yes button. The page refreshes and
provides the user a list to select the person to be added. Repeat steps 1-7.
12 | Toremove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.
13 | To edit the information provided on a person in the list, click the Edit button. The
page refreshes in edit mode.
13.1 Enter the correct information.
13.2 Click the Next button to continue.
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STRIKE (continued)
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JOB AND JOB HISTORY

PURPOSE The purpose of the Job and Job History page is to gather detailed information from the user
regarding someone who has a job.

STARTING The user has answered yes to a question on the Job Information page regarding a Job.

POINT

Step Action

1 To select the person/persons that is working or expects to be working in the
next two months, check the box next to the person.

N

Click the radio button to indicate Work or Training.

3 Click the radio button to indicate Self-employment.

4 Click the select arrow to display the drop-down list and select the Month they
began work or training.

5 Click the select arrow to display the drop-down list and select the Day they began
work or training.

6 Click the select arrow to display the drop-down list and select the Year they
began work or training.

7 Click the select arrow to display the drop-down list and select the Month they
ended work or training.

8 Click the select arrow to display the drop-down list and select the Day they ended
work or training.

9 Click the select arrow to display the drop-down list and select the Year they

ended work or training.

10 | Enter the Name of the Company that the person/person works for or is planning
to work for in the next two months.

11 | Enter the Job title of the person.

12 | Enter the Number of Hours of work per month  the person works.

13 | Enter the Monthly Gross Income  (before taxes) the person earns per month.

14 | Enter the amount of Tips or commission the person receives.

15 Click the Next button to continue.
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JOB AND JOB HISTORY (continued)
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JOB AND JOB HISTORY (continued)

Step Action
16 | The Job summary page displays.
17 | Review the information for all people listed.
18 | Ifthelistis correct, click the No button or the Next button.
19 | To add a person that is working or is going to be working in the next two months,
click the Yes button. The page refreshes and provides the user a list to select the
person to be added. Repeat steps 1-15.
20 | Toremove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.
21 | To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.
21.1 Enter the correct information
21.2 Click the Next button.
P
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JOB AND JOB HISTORY (continued)
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INCOME INFORMATION

PURPOSE The purpose of the Income Information page is to ask questions about different types of
income in the household.

STARTING The user has navigated through the following areas:
POINT - Cd4Yourself Home Page
- Create User Name and Password
Let's Get Started
Instructions
Start Application Tab
People Tab
- Jobs Tab
The Income Information page is displaying.

Step Action

1 Answer the questions by clicking the Yes or No radio buttons.

2 Click the Next button to continue.
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INCOME INFORMATION (continued)
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INCOME FROM OTHER SOURCES

PURPOSE The purpose of the Income From Other Sources page is to gather detailed information from
the user regarding someone who has other income.

STARTING The user has answered yes to the first question on the Income Information page regarding a
POINT specific type of income.
Step Action

1 To select the person that has income from other sources, check the radio button
next to the person.

2 Check the box next to the Source of Money . The user can select more than one
source of money for each person.

3 Enter How Much income the person receives from the corresponding Source of
Money.

4 Click the select arrow to display the drop-down list and select How Often the
income is received.

5 Click the Next button to continue.
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INCOME FROM OTHER SOURCES (continued)
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INCOME FROM OTHER SOURCES (continued)

Step

Action

The Income from Other Sources summary page displays.

Review the information for all people listed.

If the list is correct, click the No button or the Next button.

OOV

To add a person that has income from other sources, click the Yes button. The
page refreshes and provides the user a list to select the person to be added.
Repeat steps 1-5.

To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.

11

To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.

11.1 Enter the correct information

11.2 Click the Next button.
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INCOME FROM OTHER SOURCES (continued)
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INCOME FROM OTHER SOURCES CONTINUED

PURPOSE The purpose of the Income From Other Sources Continued  page is to gather detailed
information from the user regarding someone who has other income.
STARTING The user has answered yes to the second question on the Income Information page
POINT regarding a specific type of income.
Step Action
1 To select the person that has income from other sources, check the box next to
the person.
2 Check the box next to the Source of Money . The user can select more than one
source of money for each person.
3 Enter How Much income the person receives from the corresponding Source of
Money.
4 Click the select arrow to display the drop-down list and select How Often the
income is received.
5 Click the Next button to continue.
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INCOME FROM OTHER SOURCES CONTINUED (continued)

Step

Action

The Income from Other Sources summary page displays.

Review the information for all people listed.

If the list is correct, click the No button or the Next button.

OOV

To add a person that has income from other sources, click the Yes button. The
page refreshes and provides the user a list to select the person to be added.
Repeat steps 1-5.

To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.

11

To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.

11.1 Enter the correct information

11.2 Click the Next button.
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INCOME FROM OTHER SOURCES CONTINUED (continued)
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INCOME FROM UNEMPLOYMENT OR DISABILITY INSURANCE

PURPOSE The purpose of the Income from Unemployment or Disability Insurance page is to gather
detailed information from the user regarding someone who has unemployment or disability
benefits.

STARTING The user has answered yes to the first question on the Income Information page regarding a

POINT specific type of income.

Step Action

1 To select the person/persons that has income from other sources, check the
radio button next to the person.

2 Check the box next to the Source of Money . The user can select more than one
source of money for each person.

3 Enter How Much income the person receives from the corresponding Source of
Money.

4 Click the select arrow to display the drop-down list and select How Often the
income is received.

5 Click the Next button to continue.
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INCOME FROM UNEMPLOYMENT OR DISABILITY INSURANCE (c ontinued)

Step Action
6 The Income from Unemployment or Disability Insurance summary page
displays.
7 Review the information for all people listed.
8 If the list is correct, click the No button or the Next button.

9 To add a person that has income from unemployment or disability insurance, click
the Yes button. The page refreshes and provides the user a list to select the
person to be added. Repeat steps 1-5.

10 | Toremove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.

11 | To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.

11.1 Enter the correct information

11.2 Click the Next button.
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INCOME FROM UNEMPLOYMENT OR DISABILITY INSURANCE (c ontinued)
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FREE HOUSING OR RENT, UTILITIES OR CLOTHING

PURPOSE The purpose of the Free housing or Rent, Utilities, Food or Clothing page is to gather

detailed information from the user regarding someone who receives these benefits free or in
exchange for work.

STARTING The user has answered yes to the first question on the Income Information page regarding a
POINT specific type of income.
Step Action
1 To select the person that receive housing or rent, utilities, food or clothing free or
in exchange for work, check the radio button next to the person.
2 Check the box next to What the person receives. The user can select more than
one source for each person.
3 Click the radio button to indicate if the person receives the item Free or in
Exchange for work.
4 Enter the Value of the item the person receives in the text box.
5 Enter Who Provides the Item of the item in the text box.
6 Click the Next button to continue.
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FREE HOUSING OR RENT, UTILITIES, FOOD, OR CLOTHING (Continued)
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FREE HOUSING OR RENT, UTILITIES, FOOD, OR CLOTHING (Continued)

Step

Action

The Free housing or Rent, Utilities, Food or Clothing

summary page displays.

Review the information for all people listed.

If the list is correct, click the No button or the Next button.

PO

To add a person that receives Free housing or Rent,

Clothing , click the Yes button. The page refreshes and provides the user a list

to select the person to be added. Repeat steps 1-6.

Utilities, Food or

11

To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.

12

To edit the information on a person in the list, click the Edit button. The page

refreshes in edit mode.
12.1 Enter the correct information
12.2 Click the Next button.
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FREE HOUSING OR RENT, UTILITIES, FOOD, OR CLOTHING (Continued)
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CHANGE IN INCOME

PURPOSE The purpose of the Change in Income page is to gather detailed information from the user
regarding someone who receives these benefits free or in exchange for work.

STARTING The user has answered yes to the first question on the Income Information page regarding a
POINT specific type of income.
Step Action

1 To select the person who expects a change in income, click the radio button next
to the person.

2 Check the box next to the Type of Income the person expects to change. The
user can select more than one source for each person.

3 Click the select arrow to display the drop-down list and select the Type of
Income.

4 Enter the new Amount of the income in the text box.

5 Click the select arrow to display the drop-down list and select the Month they
expect the income to change.

6 Click the select arrow to display the drop-down list and select the Day they
expect the income to change.

7 Click the select arrow to display the drop-down list and select the Year they
expect the income to change.

8 Click the Next button to continue.
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CHANGE IN INCOME (Continued)

Step Action

9 The Change in Income summary page displays.

10 | Review the information for all people listed.

11 | Ifthelistis correct, click the No button or the Next button.

12 | To add a person that receives Change in Income , click the Yes button. The
page refreshes and provides the user a list to select the person to be added.
Repeat steps 1-7.

13 | Toremove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.
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14

To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.

13.1 Enter the correct information

13.2 Click the Next button.

CHANGE IN INCOME (Continued)
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EXPENSE INFORMATION

PURPOSE The purpose of the Expense Information page is to ask questions about different types of
expenses in the household.
STARTING The user has navigated through the following areas:

POINT - Cd4Yourself Home Page

- User Name and Password
Let's Get Started
Instructions
Start Application
People Tab
Jobs Tab

- Income Tab

The Expense Information page is displaying.

Step Action

1 Answer the questions by clicking the Yes or No radio buttons.

2 Click the Next button to continue.

- <
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MEALS AND ROOM

PURPOSE The purpose of the Meals and Room page is to gather detailed information from the user
regarding Meals and/or Room expenses.

STARTING The user has answered yes to the question on the Expense Information page regarding
POINT Meals and Room.
Step Action
1 Check the box next to meals and/or room that is by the person that has this
expense.
2 Enter How Much is paid for this expense.
3 Click the select arrow to display the drop-down list and select How Often the
expense is paid.
4 Click the Next button to continue.

=)
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MEALS AND ROOM (continued)

Step Action
5 The Meals and Room summary page displays.
6 Review the information for all people listed.
7 If the list is correct, click the No button or the Next button.
8 To add a person that pays for meals and/or a room, click the Yes button. The
page refreshes and provides the user a list to select the person to be added.
Repeat steps 1-4.
9 To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.
10 | To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.
10.1 Enter the correct information
10.2 Click the Next button.
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MEALS AND ROOM (continued)
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DISABLED ADULT CARE

PURPOSE The purpose of the Disabled Adult Care page is to gather detailed information from the user
regarding the expense.
STARTING The user has answered yes to the question on the Expense Information page regarding
POINT Disabled Adult Care.
Step Action
1 | Check the box next to the person/persons that pays the Disabled Adult Care
expense.

2 | Enter How Much is paid for this expense.

3 | Click the select arrow to display the drop-down list and select How Often the
expense is paid.

Enter Who Else Pays.

(G283

Click the Next button to continue.

=)
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DISABLED ADULT CARE (continued)

Step

Action

The Disabled Adult Care summary page displays.

Review the information for all people listed.

If the list is correct, click the No button or the Next button.

OOV

To add a person that pays for disabled adult care, click the Yes button. The page
refreshes and provides the user a list to select the person to be added. Repeat
steps 1-5.

To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.

11

To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.

11.1 Enter the correct information

11.2 Click the Next button.
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DISABLED ADULT CARE (continued)
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CHILD CARE
PURPOSE The purpose of the Child Care page is to gather detailed information from the user regarding
the expense.
STARTING The user has answered yes to the question on the Expense Information page regarding
POINT Child Care.
Step Action
1 Check the box next to the person/persons that pays the Child Care expense.
2 Enter How Much is paid for this expense.
3 Click the select arrow to display the drop-down list and select How Often the

expense is paid.

Enter Who get care .

4
5 Enter Money Paid By Others for this expense.
6 Click the Next button to continue.
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CHILD CARE (continued)

Step

Action

The Child Care summary page displays.

Review the information for all people listed.

If the list is correct, click the No button or the Next button.

P (O

To add a person that pays for child care, click the Yes button. The page refreshes
and provides the user a list to select the person to be added. Repeat steps 1-6.

To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.

12

To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.

12.1 Enter the correct information

12.2 Click the Next button.
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CHILD CARE (continued)
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CHILD SUPPORT

PURPOSE The purpose of the Child Support page is to gather detailed information from the user
regarding the expense.
STARTING The user has answered yes to the question on the Expense Information page regarding
POINT Child Support.
Step Action
1 Check the box next to the person/persons that pays the Child Support expense.
2 Enter Amount Paid per Month  for this expense.
3 Click the Next button to continue.

=)
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CHILD SUPPORT (continued)

Step Action
4 The Child Support summary page displays.
5 Review the information for all people listed.
6 If the list is correct, click the No button or the Next button.
7 To add a person that pays for child support, click the Yes button. The page
refreshes and provides the user a list to select the person to be added. Repeat
steps 1-3.
8 To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.
9 To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.
9.1 Enter the correct information
9.2 Click the Next button.
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CHILD SUPPORT (continued)
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SPOUSAL SUPPORT

PURPOSE The purpose of the Spousal Support page is to gather detailed information from the user
regarding the expense.

STARTING The user has answered yes to the question on the Expense Information page regarding
POINT Spousal Support.
Step Action

1 Check the box next to the person/persons that pays the Spousal Support

expense.
2 Enter Amount Paid per Month for this expense.
3 Click the Next button to continue.

=)
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SPOUSAL SUPPORT (continued)

Step Action
4 | The Spousal Support summary page displays.
5 | Review the information for all people listed.
6 | If the listis correct, click the No button or the Next button.
7 | To add a person that pays for spousal support, click the Yes button. The page
refreshes and provides the user a list to select the person to be added. Repeat
steps 1-3.
8 | To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.
9 | To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.
9.1 Enter the correct information
9.2 Click the Next button
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SPOUSAL SUPPORT (continued)
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MEDICAL TREATMENT

PURPOSE The purpose of the Medical Treatment page is to gather detailed information from the user
regarding Medical expense(s) and whether or not they need to request for Medical coverage
for the three months prior to the month they are applying in.

STARTING The user has answered yes to the question on the Expense Information page regarding
POINT Medical Treatment.
Step Action

1 Check the box next to the person/persons that paid medical treatment expense.

2 Click the select arrow to display the drop-down list and select the Months of

Care the expense was paid.
3 Click Yes or No radio buttons if Medi-Cal requested for these months
4 Click the Next button to continue.
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MEDICAL TREATMENT (continued)

Step

Action

5

The Medical Treatment summary page displays.

Review the information for all people listed.

If the list is correct, click the No button or the Next button.

6
7
8

To add a NEW person that pays for medical treatment OR to add additional
months for the original person, click the Yes button. The page refreshes and
provides the user a list to select the person to be added or to add months to the
original person. Repeat steps 1-4.

To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.

10

To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.

10.1 Enter the correct information

10.2 Click the Next button.
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MEDICAL TREATMENT (continued)
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MEDICAL EXPENSE

PURPOSE The purpose of the Medical Expense page is to gather detailed information from the user
regarding Medical expense(s).

STARTING The user has answered yes to the question on the Expense Information page regarding
POINT Medical Expense.
Step Action

1 Check the box next to the person/persons that paid medical expenses.

2 Enter How Much paid for this expense.

3 Click the select arrow to display the drop-down list and select How Often the

expense is paid.
4 Click the Next button to continue.

=)
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MEDICAL EXPENSE (continued)

Step

Action

The Medical Expense summary page displays.

Review the information for all people listed.

If the list is correct, click the No button or the Next button.

(N[O |01

To add a person that pays for medical expense, click the Yes button. The page
refreshes and provides the user a list to select the person to be added. Repeat
steps 1-4.

To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.

10

To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.

10.1 Enter the correct information

10.2 Click the Next button.
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MEDICAL EXPENSE (continued)
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MEDICARE COVERAGE

PURPOSE The purpose of the Medicare Coverage page is to gather detailed information from the user
regarding Medicare.

STARTING The user has answered yes to the question on the Expense Information page regarding
POINT Medicare Expense.
Step Action
1 Check the box next to the person/persons that paid Medicare expenses.
2 Enter the Medicare claim number.
3 Click the select arrow to display the drop-down list and select Part A Payment
Type.
4 Click the select arrow to display the drop-down list and select Part B Payment
Type.
5 Click the Next button to continue.

=)
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MEDICARE COVERAGE (continued)

Step Action
6 The Medicare Coverage summary page displays.
7 Review the information for all people listed.
8 If the list is correct, click the No button or the Next button.
9 To add a person that pays for medical coverage, click the Yes button. The page
refreshes and provides the user a list to select the person to be added. Repeat
steps 1-5.
10 | Toremove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.
11 | To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.
11.1 Enter the correct information
11.2 Click the Next button.
c-Iv Page 104 2/29/2012



C4Yourself External User Guide

MEDICARE COVERAGE (continued)
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OTHER HEALTH COVERAGE

PURPOSE The purpose of the Other Health Coverage page is to gather detailed information from the
user regarding health insurance they currently have.
STARTING The user has answered yes to the question on the Expense Information page regarding
POINT Other Health Coverage Expense.
Step Action
1 Check the box next to the person/persons that paid Other Health Coverage
expenses.
2 Enter in the text box how much the other health coverage expense is.
3 Click the select arrow to display the drop-down list and select How Often the
expense is paid.
4 Click the Next button to continue.

=)
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OTHER HEALTH COVERAGE (continued)

Step

Action

The Other Health Coverage summary page displays

Review the information for all people listed.

If the list is correct, click the No button or the Next button.

(N |1

To add a person that pays for other health coverage, click the Yes button. The
page refreshes and provides the user a list to select the person to be added.
Repeat steps 1-4.

To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.

10

To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.

10.1 Enter the correct information

10.2 Click the Next button.
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OTHER HEALTH COVERAGE (continued)
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HOUSING COSTS

PURPOSE The purpose of the Housing Costs page is to gather detailed information from the user
regarding housing expenses.

STARTING The user has answered yes to the question on the Expense Information page regarding
POINT housing expenses.
Step Action

1 Check the radio button next to the person that paid Housing Costs expenses.

2 Check the box next to the Type of housing expense.

3 Enter in the text box how much the housing expense is.

4 Click the select arrow to display the drop-down list and select How Often the

expense is paid.
5 Click the Next button to continue.
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HOUSING COSTS (continued)

Step Action
6 The Housing Costs summary page displays.
7 Review the information for all people listed.
8 If the list is correct, click the No button or the Next button.
9 To add a person that pays for housing cost expense, click the Yes button. The
page refreshes and provides the user a list to select the person to be added.
Repeat steps 1-5.
10 | Toremove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.
11 | To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.
11.1 Enter the correct information
11.2 Click the Next button.
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HOUSING COSTS (continued)
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UTILITY COSTS

PURPOSE The purpose of the Utility Costs page is to gather detailed information from the user
regarding housing expenses.

STARTING The user has answered yes to the question on the Expense Information page regarding
POINT utility expenses.
Step Action

1 Check the box next to the person that paid Utility Costs expenses.

2 Check the box next to the Type of utility expense.

3 Enter in the text box how much the utility expense is.

4 Click the select arrow to display the drop-down list and select How Often the

expense is paid.
5 Click the Next button to continue.
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UTILITY COSTS (continued)

Step Action
6 The Utility Costs summary page displays.
7 Review the information for all people listed.
8 If the list is correct, click the No button or the Next button.
9 To add a person that pays for utility expense, click the Yes button. The page
refreshes and provides the user a list to select the person to be added. Repeat
steps 1-5.
10 | Toremove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.
11 | To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.
11.1 Enter the correct information
11.2 Click the Next button.
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UTILITY COSTS (continued)
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IN HOME SUPPORTIVE SERVICES

PURPOSE The purpose of the In-Home Supportive Services page is to gather detailed information from
the user regarding IHSS.

STARTING The user has answered yes to the question on the Expense Information page regarding
POINT IHSS.
Step Action
1 Check the box next to the person/persons that paid In-Home Supportive
Services expenses.
2 Enter in the text box how much the utility expense is.
3 Click the select arrow to display the drop-down list and select How Often the
expense is paid.
4 Click the Next button to continue.
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IN HOME SUPPORTIVE SERVIES (continued)

Step

Action

The In-Home Supportive Services summary page displays.

Review the information for all people listed.

If the list is correct, click the No button or the Next button.

(N |1

To add a person that pays for IHSS expense, click the Yes button. The page
refreshes and provides the user a list to select the person to be added. Repeat
steps 1-5.

To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.

10

To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.

10.1 Enter the correct information

10.2 Click the Next button.

C-lv

Page 116 2/29/2012




C4Yourself External User Guide

IN HOME SUPPORTIVE SERVIES (continued)
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PROPERTY INFORMATION

PURPOSE The purpose of the Property Information page is to ask questions about different types of
property in the household.
STARTING The user has navigated through the following areas:

POINT - Cd4Yourself Home Page

- Create User Name and Password
Let's Get Started
Instructions
Start Applications Tab
People Tab
Jobs Tab
Income Tab

- Expenses Tab

The Property Information page is displaying.

Step Action
1 Answer the guestions by clicking the Yes or No radio buttons.
2 Click the Next button to continue.

N
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SOLD, SPENT, OR GIVEN AWAY PROERTY

PURPOSE The purpose of the Sold, Spent, or Given Away Property  page is to gather detailed
information from the user regarding property that was sold, spent, or given away in the last
three months.

STARTING The user has answered yes to the question on the Property Information page regarding
POINT property that was Sold, Spent, or Given Away.
Step Action
1 Check the box next to the person/persons that pays that sold, spent, or gave
away property in the last three months.
2 Enter What item was sold, spend or given away in the text box.
3 Click the select arrow to display the drop-down list and select the Month of the

month property was sold, spend or given away.

4 Click the select arrow to display the drop-down list and select the Day the
property was sold, spend or given away.

5 Click the select arrow to display the drop-down list and select the Year the
property was sold, spend or given away.

6 Click the Next button to continue.

=)
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SOLD, SPENT, OR GIVEN AWAY PROPERTY (continued)

Step

Action

The Sold, Spent, or Given Away Property summary page displays.

Review the information for all people listed.

If the list is correct, click the No button or the Next button.

PO

To add people that sold, spent, or gave away property click the Yes button. The
page refreshes and provides the user a list to select the person to be added.
Repeat steps 1-6.

11

To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.

12

To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.

12.1 Enter the correct information

12.2 Click the Next button.
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SOLD, SPENT, OR GIVEN AWAY PROPERTY (continued)
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OWN PROPERTY

PURPOSE The purpose of the Own Property page is to gather detailed information from the user
regarding property that is owned or being purchased somewhere.
STARTING The user has answered yes to the question on the Property Information page regarding
POINT property that is Owned Property.
Step Action
1 Check the box next to the person/persons that owns or is buying property
somewhere.
2 Check the box next to the type under Property used as .
3 Click the select arrow to display the drop-down list and select the Type of the
property.

Enter the Amount Owed in the text box.

(G283

Click the select arrow to display the drop-down list and select the Month you
expect to return to the property.

6 Click the select arrow to display the drop-down list and select the Day you expect
to return to the property.

7 Click the select arrow to display the drop-down list and select the Year you
expect to return to the property.

(0]

Answer if there is Lien on the property by clicking the Yes or No radio buttons.

9 Enter the property address by clicking Edit Address
9.1 Enter address.

L

10 | Click the Next button to continue.

11 | Click the Next button to continue.
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OWN PROPERTY (continued)
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OWN PROPERTY (continued)

Step Action
12 | The Own Property summary page displays.
13 | Review the information for all people listed.
14 | If the listis correct, click the No button or the Next button.
15 | To add a person that owns property, click the Yes button. The page refreshes
and provides the user a list to select the person to be added. Repeat steps 1-10.
16 | Toremove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.
17 | To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.
17.1 Enter the correct information
17.2 Click the Next button.
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OWN PROPERTY (continued)
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OTHER PROPERTY

PURPOSE The purpose of the Other Property page is to gather detailed information from the user
regarding property that someone might own.

STARTING The user has answered yes to the question on the Property Information page regarding
POINT property that may be owned by someone.

Step Action

Click on the radio button next to the person that might have property.

Check the box next to the Type of Property.

Enter the Current Value in the text box.

Enter the Amount owned (if any) in the text box.

Enter the Name of Bank in the text box.

Enter the Account/Policy # in the text box.

N[OOI WIN|(F-

Enter the Address of Bank by clicking Edit Address
7.1 Enter address.

Click the Next button -

(0]

9 Click the Next button.
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OTHER PROPERTY (continued)
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OTHER PROPERTY (continued)

Step Action

10 | The Other Property summary page displays.

11 Review the information for all people listed.

12 If the list is correct, click the No button or the Next button.

13 | To add a person that might own property, click the Yes button. The page
refreshes and provides the user a list to select the person to be added. Repeat
steps 1-9.

14 | Toremove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.

15 | To edit the information on a person in the list, click the Edit button. The page

refreshes in edit mode.
15.1 Enter the correct information
15.2 Click the Next button.
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OTHER PROPERTY (continued)
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INCOME FROM PROPERTY

PURPOSE The purpose of the Income from Property page is to gather detailed information from the
user regarding income from property people in the home are expecting to receive.

STARTING The user has answered yes to the question on the Property Information page regarding
POINT people who expect to get money from property.
Step Action
1 Check the box next to the person/persons that owns or is buying property
somewhere.
2 Enter the Amount Owed in the text box.
3 Click the select arrow to display the drop-down list and select How Often the
income is received.
4 Click the Next button.
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INCOME FROM PROPERTY (continued)

Step Action
5 The Income from Property summary page displays.
6 Review the information for all people listed.
7 If the list is correct, click the No button or the Next button.
8 To add a person that might get money from property they own, click the Yes button.
The page refreshes and provides the user a list to select the person to be added.
Repeat steps 1-4.
9 To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.
10 To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.
10.1 Enter the correct information
10.2 Click the Next button.
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INCOME FROM PROPERTY (continued)
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PERSONAL PROPERTY

PURPOSE The purpose of the Personal Property page is to gather detailed information from the user
regarding personal property which costs at least $500 or which is now worth at least $500 (Do
not include wedding/engagement rings or heirlooms. List jewelry worth more than $100).

STARTING The user has answered yes to the question on the Property Information page regarding
POINT personal property.
Step Action
1 Check the box next to the person/persons that owns personal property.
2 Enter the Item in the text box.
3 Click the select arrow to display the drop-down list and select the Month you
bought the property.
4 Click the select arrow to display the drop-down list and select the Day you bought
the property.
5 Click the select arrow to display the drop-down list and select the Year you
bought the property.
6 Enter the Amount Owed in the text box.
7 Click the Next button.
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PERSONAL PROPERTY (continued)

Step Action
8 The Personal Property summary page displays.
9 Review the information for all people listed.
10 If the list is correct, click the No button or the Next button.
11 To add a person that might own personal property, click the Yes button. The page
refreshes and provides the user a list to select the person to be added. Repeat steps
1-7.
12 To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.
13 To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.
13.1 Enter the correct information
13.2 Click the Next button.
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PERSONAL PROPERTY (continued)
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MOTOR VEHICLE

PURPOSE The purpose of the Motor Vehicle page is to gather detailed information from the user
regarding a motor vehicle
STARTING The user has answered yes to the question on the Property Information page regarding a
POINT motor vehicle
Step Action
1 Check the radio button next to the person who owns or has their name on a
vehicle registration.
2 Click the select arrow to display the drop-down list and select the Year of the
vehicle.
3 Enter the Make of the vehicle in the text box.
4 Enter the Model of the vehicle in the text box.
5 Enter the License Number in the text box.
6 Enter the Estimate Value in the text box.
7 Enter the Balanced Owed in the text box.
8 Indicate if the vehicle is Licensed by clicking the Yes or No radio buttons.
9 Click the select arrow to display the drop-down list and select the Use of the
vehicle.
10 Click the Next button.
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MOTOR VEHICLE (continued)
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Step Action
11 The Motor Vehicle summary page displays.
12 Review the information for all people listed.
13 If the list is correct, click the No button or the Next button.
14 To add a person that might have use of or have their name on the registration of a motor
vehicle, click the Yes button. The page refreshes and provides the user a list to select
the person to be added. Repeat steps 1-10.
15 To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.
16 To edit the information on a person in the list, click the Edit button. The page refreshes
in edit mode.
16.1 Enter the correct information
16.2 Click the Next button.
c-Iv
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MOTOR VEHICLE (continued)
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OTHER INFORMATION

PURPOSE The purpose of the Other Information page is to ask questions about different types of
situations that a household might have.

STARTING The user has navigated through he following areas:

POINT - Cd4Yourself Homepage

Create User Name and Password
Let's Get Started
Instructions
Start Application
People Tab
Jobs Tab
Income Tab
Expenses Tab
- Property Tab
The Property Information page is displaying.

Step Action

1 Answer the questions by clicking the Yes or No radio buttons.

2 Click the Next button to continue.

= -
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OTHER INFORMATION (continued)

PURPOSE

situations that a household might have.

STARTING The user has navigated through the following areas:

POINT

C4Yourself Home Page

Create User Name and Password
Let's Get Started

Instructions

Start Application Tab

People Tab

Jobs Tab

Income Tab

Expenses Tab

Property Tab

The Other Information continued  page is displaying.

The purpose of the Other Information page is to ask questions about different types of

Step

Action

Answer the questions by clicking the Yes or No radio buttons.

Click the Next button to continue.

C-Iv
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OTHER INFORMATION (continued)

PURPOSE

STARTING

POINT

situations that a household might have.

C4Yourself Home Page
Create User Name and Password
Let's Get Started

Instructions

Start Application Tab

People Tab
Jobs Tab
Income Tab
Expenses Tab
Property Tab

The Other Information continued

The user has navigated through the following areas:

page is displaying.

The purpose of the Other Information page is to ask questions about different types of

Step

Action

Answer the questions by clicking the Yes or No radio buttons.

Click the Next button to continue.
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SHELTER/FACILITY

PURPOSE The purpose of the Shelter/Facility page is to ask questions about different types of
situations that a household might have.
STARTING The user has answered yes to the question on the Other Information page regarding living in
POINT a Shelter /Facility.
Step Action
1 To select the person that is participating in a shelter program, check the radio
button next to the person. The user can only select one person at a time.
2 Check the box to show the Type of Facility the person is participating in.
3 Click the select arrow to display the drop-down list and select the Month you
entered the shelter/facility.
4 Click the select arrow to display the drop-down list and select the Day you
entered the shelter/facility.
5 Click the select arrow to display the drop-down list and select the Year entered
the shelter/facility.
6 Click the select arrow to display the drop-down list and select the Month you
expect to leave the shelter/facility.
7 Click the select arrow to display the drop-down list and select the Day you expect
to leave the shelter/facility.
8 Click the select arrow to display the drop-down list and select the Year you
expect to leave the shelter/facility.
9 Click the Next button.

- 13
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SHELTER/FACILITY (continued)

Step Action
10 The Shelter/Facility summary page displays.
11 Review the information for all people listed.
12 If the list is correct, click the No button or the Next button.
13 To add a person that lives in a Shelter/Facility, click the Yes button. The page
refreshes and provides the user a list to select the person to be added. Repeat
steps 1-9.
14 To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.
15 To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.
15.1 Enter the correct information
15.2 Click the Next button.
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SHELTER/FACILITY (continued)
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FOOD PROGRAMS

PURPOSE The purpose of the Food Programs page is to collect information regarding a food program

the person takes part in.

STARTING The user has answered yes to the question on the Other Information page regarding food
POINT programs.
Step Action

1 To select the person that is participating in a food program, check the radio

button next to the person. The user can only select one person at a time.

2 Check the box to show the Program the person is participating in.
3 Click Next to continue.
™
_/
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FOOD PROGRAMS (continued)

Step

Action

4

The Food Programs summary page displays.

5 Review the information for all people listed.
6 If the list is correct, click the No button or the Next button.
7 To add a person that is in a Food Program , click the Yes button. The page refreshes
and provides the user a list to select the person to be added. Repeat steps 1-3.
8 To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.
9 To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.
9.1 Enter the correct information
9.2 Click the Next button.
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FOOD PROGRAMS (continued)
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DISCONTINUED BENEFTS

PURPOSE The purpose of the Discontinued Benefits page is to ask questions about people who had
from Cash Aid, Food Stamps or Medi-Cal stopped because they were work or training
sanctioned, failed to meet able-bodied adult without dependent (ABAWD) work rules or for
Intentional Program Violation or welfare fraud.

STARTING The user has answered yes to the question on the Other Information page regarding
POINT Discontinued Benefits.
Step Action
1 To select the person/persons that have been discontinued from Food Stamps,
Cash Aid or Medi-Cal, check the box next to the person.
2 Click the select arrow to display the drop-down list and select the Program your
benefits were discontinued for.
3 Click the select arrow to display the drop-down list and select the Month you had
your benefits discontinued in.
4 Click the select arrow to display the drop-down list and select the Day you had
your benefits discontinued in.
5 Click the select arrow to display the drop-down list and select the Year you had
your benefits discontinued in.
6 Click the select arrow to display the drop-down list and select the State you had
your benefits discontinued in.
7 Click the select arrow to display the drop-down list and select the County you
had your benefits discontinued in.
8 Click the Next button.

C-lv Page 148 2/29/2012



C4Yourself External User Guide

DISCONTINUED BENEFITS (continued)

Step Action

9 The Discontinued Benefits summary page displays.

10 | Review the information for all people listed.

11 | If the list is correct, click the No button or the Next button.

12 | To add a person that has been discontinued from benefits, click the Yes button. The
page refreshes and provides the user a list to select the person to be added. Repeat
steps 1-8.

13 | To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.

14 | To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.

14.1 Enter the correct information

14.2 Click the Next button.

DISCONTINUED BENEFITS (continued)
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AUTHORIZATION

PURPOSE The purpose of the Authorization page is to gather information from the user about someone

who has authorization to use their Food Stamps.

STARTING The user has answered yes to the question on the Other Information page regarding
POINT Authorization to use their Food Stamps.
Step Action
1 To select the person that will have authorization to use food stamps, check the
box next to the person. If this person is someone out of the home, see step 2.
The user can only select one person.
2 If the person is Someone Outside the Home , enter the name of the authorized
person in the text box.
3 Click the Next button.

C-lv

.
=)

Page 151 2/29/2012



C4Yourself External User Guide

RUNNING FROM THE LAW

PURPOSE The purpose of the Running from the Law page is to gather information from the user about
people who may be running from the law to avoid prosecution, custody or confinement, or is
in violation of probation or parole.

STARTING The user has answered yes to the question on the Other Information page regarding
POINT Running from the Law.
Step Action
1 To select the person/persons that are running from the law, check the box next
to the person
2 Click the Next button.

=)
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RUNNING FROM THE LAW (continued)

Step Action
3 The Running from the Law summary page displays.
4 Review the information for all people listed.
5 If the list is correct, click the No button or the Next button.
6 To add people that are running from the law, click the Yes button. The page refreshes

and provides the user a list to select the person to be added. Repeat steps 1-2.

7 To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.
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DRUG-RELATED FELONY

PURPOSE The purpose of the Drug-Related Felony page is to gather information from the user about
people who have been convicted of a drug-related felony since August 22 1996.

STARTING The user has answered yes to the question on the Other Information and Other
POINT Information continued pages regarding a person who has a drug-related felony conviction.
Step Action

1 To select the person/persons that have a drug-related felony, check the box

next to the person.
2 Click the Next button.
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DRUG-RELATED FELONY (continued)

Step

Action

The Drug-Related Felony summary page displays.

Review the information for all people listed.

If the list is correct, click the No button or the Next button.

oUW

To add people that have a drug-related felony, click the Yes button. The page

refreshes and provides the user a list to select the person to be added. Repeat steps
1-2.

To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.
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PREGNANCY
PURPOSE The purpose of the Pregnancy page is to gather information from the user about who is
pregnant.
STARTING The user has answered yes to the question on the Other Information and Other
POINT Information continued pages regarding a person who is pregnant.
Step Action
1 To select the person/persons that are pregnant, check the box next to the
person. User can select more than one person at a time.
2 Click the select arrow to display the drop-down list and select the Month the baby
will be born in.
3 Click the select arrow to display the drop-down list and select the Day the baby
will be born in.
4 Click the select arrow to display the drop-down list and select the Year the baby
will be born in.
5 Click the Next button.

.
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PREGNANCY (continued)

C-Iv

Step Action

6 The Pregnancy summary page displays.

7 Review the information for all people listed.

8 If the list is correct, click the No button or the Next button.

9 To add a person that is pregnant, click the Yes button. The page refreshes and
provides the user a list to select the person to be added. Repeat steps 1-5.

10 | To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.

11 | To edit the information on a person in the list, click the Edit button. The page

refreshes in edit mode.
11.1 Enter the correct information
11.2 Click the Next button.
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PREGNANCY (continued)
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MILITARY SERVICE

PURPOSE The purpose of the Military Service page is to gather information from the user about who is
in or was in the Military.

STARTING The user has answered yes to the question on the Other Information and Other
POINT Information continued pages regarding a person who is in or was in the military.
Step Action
1 To select the person/persons those are in or have been in the military, check the
box next to the person.
2 Click the select arrow to display the drop-down list and select the Branch of
Service .
3 Click the select arrow to display the drop-down list and select whether or not the
person had an Honorable Discharge .
4 Click the select arrow to display the drop-down list and select the Month they
enlisted.
5 Click the select arrow to display the drop-down list and select the Day they
enlisted.
6 Click the select arrow to display the drop-down list and select the Year they
enlisted.
7 Click the select arrow to display the drop-down list and select the Month they
were discharged.
8 Click the select arrow to display the drop-down list and select the Day they were
discharged.
9 Click the select arrow to display the drop-down list and select the Year they were
discharged.
10 Click the Next button.

| |
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MILITARY SERVICE (continued)

C-Iv

Step

Action

11

The Military Service summary page displays.

12 | Review the information for all people listed.
13 | If the list is correct, click the No button or the Next button.
14 | To add a person that was in or is in the military, click the Yes button. The page

refreshes and provides the user a list to select the person to be added. Repeat steps
1-10.

15

To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.

16

To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.

16.1 Enter the correct information

16.2 Click the Next button.
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MILITARY SERVICE (continued)
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MEDICAL CONDITION

PURPOSE The purpose of the Medical Condition page is to gather information from the user who has a
medical condition which makes it difficult to work or take care of their needs due to an injury
or accident.

STARTING The user has answered yes to the question on the Other Information and Other

POINT Information continued pages regarding a person who has a medical condition.

Step Action

1 To select the person/persons who have a medical condition, check the box next
to the person.

2 Check the box if the medical condition is a result of an Injury/Accident.

3 Click the select arrow to display the drop-down list and select the Month the
medical condition began.

4 Click the select arrow to display the drop-down list and select the Day the
medical condition began.

5 Click the select arrow to display the drop-down list and select the Year the
medical condition began.

6 Click the select arrow to display the drop-down list and select the Month the
person is expected to recover.

7 Click the select arrow to display the drop-down list and select the Day the person
is expected to recover.

8 Click the select arrow to display the drop-down list and select the Year the person
is expected to recover.

9 Click the Next button.

f T e
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MEDICAL CONDITION (continued)

C-Iv

Step

Action

10

The Medical Condition summary page displays.

11 | Review the information for all people listed.
12 | If the list is correct, click the No button or the Next button.
13 | To add a person who has a medical condition, click the Yes button. The page

refreshes and provides the user a list to select the person to be added. Repeat steps
1-9.

14

To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.

15

To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.

15.1 Enter the correct information

15.2 Click the Next button.
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MEDICAL CONDITION (continued)
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OTHER AVAILABLE HEALTH CARE

PURPOSE The purpose of the Other Available Health Care page is to gather information from the user

who can get health care coverage from an employer or absent parent but have not yet applied
for coverage.

STARTING The user has answered yes to the question on the Other Information and Other

POINT

Information continued pages regarding a person who has other available health care.

Step Action
1 To select the person/persons that have or may have other health care coverage,
check the box next to the person.
2 Click the check box next to the Insurance Source.
3 Enter the Provider Name in the text box.
4 Click the Next button.

C-lv
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OTHER AVAILABLE HEALTH CARE (continued)

C-Iv

Step Action

5 The Other Available Health Care summary page displays.

6 Review the information for all people listed.

7 If the list is correct, click the No button or the Next button.

8 To add a person who has other health care coverage, click the Yes button. The page
refreshes and provides the user a list to select the person to be added. Repeat steps
1-4.

9 To remove a person from the summary list, click the Remove button. The page
refreshes and the person is no longer displayed in the summary.

10 | To edit the information on a person in the list, click the Edit button. The page

refreshes in edit mode.
10.1 Enter the correct information
10.2 Click the Next button.
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OTHER AVAILABLE HEALTH CARE (continued)

C-lv Page 167 2/29/2012



C4Yourself External User Guide

ADDITONAL SERVICES

PURPOSE The purpose of the Additional Services page is to ask the user if they would like information
sent to them regarding additional services available.
STARTING The user has answered yes to the question on the Other Information and Other
POINT Information continued pages regarding additional services.
Step Action
1 Answer the guestions by clicking the Yes or No radio buttons.
2 Click the Next button to continue.
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ADDITONAL SERVICES (continued)

C-lv

Step Action
3 The Additional Services summary page displays.
4 Review the information listed.
5 If the list is correct, click the Next button.
6 To remove list, click the Remove button. The page refreshes and the Additional
Services Question page displays.
7 To edit the information, click the Edit button. The page refreshes in edit mode.

7.1 Enter the correct information
7.2 Click the Next button.
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ADDITONAL SERVICES (continued)
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APPLICATION SUMMARY

PURPOSE The purpose of the Application Summary page is to give the user an opportunity to review
each section of the application before it is submitted. The user can click any hyperlink to see
a summary of the information given for a section.

STARTING There are two ways a user can access this page:
POINT
A. The user has navigated through he following areas:

C4Yourself Home Page

Create User Name and Password

Let's Get Started

Instructions

Start Application Tab

People Tab

Jobs Tab

Income Tab

Expenses Tab

Property Tab

Other Information Tab

B. The user has completed the section on Your Information and clicked the Submit button.

Step Action
1 To view a specific section of the C4Yourself application, click the hyperlink for
that section.
2 By clicking the hyperlink, the user is navigated to the summary page of that
section. To exit a summary page, click the Next button on the summary page.
3 Click the Next button.
~
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ADDITIONAL SERVICES

PURPOSE The purpose of the Additional Services page is to inform the user of reasons they may be
eligible for Expedited Food Stamps, as well as provide links to the National School Lunch
Program (NSLP) and Women, Infants and Children Program (WIC).

STARTING - Cd4Yourself Home Page
POINT . Create User Name and Password
Let's Get Started
Instructions
Start Application Tab
People Tab
Jobs Tab
Income Tab
Expenses Tab
Property Tab
Other Information Tab
Application Summary

Step Action

1 Review the information

2 Click the Next button.
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YOUR APPLICATION IS READY FOR SUBMISSION

PURPOSE The purpose of the Your Application is ready for submission
an office to service this application
STARTING The user has navigated through the following pages:

POINT - C4Yourself Home Page
- Create User Name and Password

Let's Get Started
Instructions
Start Application
People Tab
Jobs Tab
Income Tab
Expenses Tab
Property Tab
Other Information Tab
Application Summary
Expedited Food Stamps

page is for the user to select

Step Action
1 Review the information.
2 Select an office by clicking the radio button next to the office of choice.
3 Click the Next button.

C-Iv Page 174

2/29/2012



C4Yourself External User Guide

C-lv Page 175 2/29/2012



C4Yourself External User Guide

DISCLAIMER (SAWS2A)

PURPOSE The Disclaimer page is the customer’s rights and responsibilities for Cash Aid and Food
Stamps (CalFresh) and is the equivalent of the SAWS2A. To continue, the customer must
read the rights and responsibilities, scroll down to the bottom of the page and check the box
indicate they have read the document. The SAWS2A can also be printed.

Step Action
1 Click the Print button to print a copy of the Rights and Responsibilities.
2 Review the information and scroll down to the bottom of the Disclaimer document.
3 Once the Disclaimer section has been read, check the box next to ‘| have read the

Rights, Responsibilities and other Important Information’.

4 Click the Next button.

5 Click the Back button or Exit to return to the prior page.
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E-SIGNATURE
PURPOSE The purpose of the E-Signature page is for the user to certify and sign the application.
STARTING The user has navigated through the following areas:

POINT - Cd4Yourself Home Page
- Create User Name and Password

Let's Get Started
Instructions
Start Application Tab
People Tab
Jobs Tab
Income Tab
Expenses Tab
Property Tab
Other Information Tab
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Application Summary
Expedited Food Stamps
Your Application is ready for submission

In order to electronically sign the e-Application, an eSign Username and PIN must be created
for EACH person who needs to sign the e-Application (i.e. primary applicant, second parent in
the home, interpreter, etc.). Once an eSign Username is created, it will appear as a selection

in the “Name” drop down box.

The following instructions are for customers who ha ve already created an eSign
Username/PIN.

Step Action
1 Read the Certification section.
2 Click the select arrow to display the drop-down list and select the Name.
3 Enter eSign Username
4 Enter eSign PIN
5 Click Submit Your Application.

E-SIGNATURE (continued)
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E-SIGNATURE (continued)
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The following instructions are for customers who ne

username/PIN .

ed to create an eSign

Step Action
1 Read the Certification section.
2 Click the select arrow to display the drop-down list and select Create New E-
Signature.
3 The Page will refresh and the Create a New E-Signature page will display.

=)

Step

Action

4 Click the select arrow to display the drop-down list and select Add a Person.
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E-SIGNATURE (continued)
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Step Action
5 Enter the First Name of the person who you are creating an E-signature for.
6 Enter the Middle Name of the person who you are creating an E-signature for.
7 Enter the Last Name of the person who you are creating an E-signature for.
8 Click the button next to Male or Female .
9 Click the select arrow to display the drop-down list and select the Month of birth.
10 | Click the select arrow to display the drop-down list and select the Day of birth.
11 | Click the select arrow to display the drop-down list and select the Year of birth.
12 | Enter the persons Social Security Number .
13 | Click the select arrow to display the drop-down list and select the persons Marital
Status.
14 | Click the Next button.

1111

.

-
=
=)

The page will refresh and return you to the Create a New e-Signature page.

Step Action
15 | Click the select arrow to display the drop-down list and select the person you just
added.
16 | To edit the information on a person in the list, click the Edit button. The page
refreshes in edit mode.
17 | Toremove a person from the list, click the Remove button. The page refreshes
and the person is no longer displayed.

E-SIGNATURE (continued)
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E-SIGNATURE (continued)
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Step Action

18 | Enter this persons e-Signature Username .
The user name must be between 5-20 letters or numbers (no characters).

19 | Enter this persons e-Signature PIN.
The PIN must be between 5-20 letters or numbers (no characters).

20 | Re-enter the e-Signature PIN.
The PIN must be between 5-20 letters or numbers (no characters).

21 | Click the select arrow box to display the drop-down list and select the First secret
question.

22 | Enter your answer in the first Your answer text box (This field is case sensitive).

23 | Click the select arrow box to display the drop-down list and select the Second
secret question.

24 | Enter your answer in the second Your answer text box (This field is case
sensitive).

25 | Click the Next button. The Next button will return you to the E-Signature page.

26 | Click the select arrow to display the drop-down list and select the person you just
added.

27 | Enter the eSign Username .

28 | Enter the eSign PIN.

29 | Click the Submit Your Application button.

=)
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RESETTING USERNAME AND PIN

If a customer forgets their eSign Username or ePIN they will receive an error message.

-

Step Action

1 Click the click here hyperlink.

Step Action

2 Click the select arrow to display the drop-down list and select the eSign Username
that needs to be reset.
3 Click the Next button.
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RESETTING USERNAME AND PIN (continued)
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Step Action
4 Enter Your Answer to Secret Question number 1 in the Your Answer box.
5 Enter Your Answer to Secret Question number 2 in the Your Answer box.
6 Click the Next button.

1
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RESETTING USERNAME AND PIN (continued)
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Step Action
7 Enter Your New Username in the User Name box.
8 Enter Your New PIN in the PIN box.
9 Re-enter Your New PIN in the PIN box.
10 | Click the Next button.
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CONGRATULATIONS!

PURPOSE The purpose of the Congratulations page is to provide the user with an e-App Number and
the address of the office where the application was sent.

STARTING The user has clicked the Submit Application button on the E-Signature page.
POINT
Step Action

1 Read the Congratulations page.

2 Click the Print button to print a copy of the application.

3 Click the View Summary button to view the application that was submitted.

4 To close the application, click the Exit button. This will log the user out.

=)
=)
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TIMED OUT

PURPOSE The purpose of the Timed Out page is to provide a security feature for the user. If the user

needs to leave the application and isn’t able to return, the application will lock until the user
does return and enters their user name and password again.

Helpful Tip: Occasionally the application will display the timed out message when you try to
log on or in the middle of completing the application, prior to the 30 time out period. Should
this occur, you can either refresh the page or close the browser window and reopen it. Either
method should resolve the issue.

STARTING The user has left the application idle for 30 minutes or more.
POINT
Step Action

1 The user will be directed back to the login page. The user can enter their User

Name and Password to return to the application.

C-Iv
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MY MESSAGES

PURPOSE

STARTING
POINT

The purpose of this section is to provide a review of the My Messages section. The My
Messages tab will display key dates (i.e. holidays/office closures) and messages sent to the
user. The example below shows the user has received a message regarding a new
document. To view the document, the user will need to go to the My Forms tab (see page
182). A worker also has the ability to send a personalized message. If the customer receives
either type (system generated or sent by the worker), they cannot reply or send messages
back to the worker from their C4Yourself account.

NOTE: The messages posted will be purged on a quarterly basis, so the user may have
questions about an old message that no longer displays because it is out-dated.

The user has accessed their My C4Yourself and clicked on My Messages or logged into C4
Yourself by clicking My Messages on the Home Page.

Step

Action

1 Click the hyperlink to review the message.

2 Click the Remove button to permanently delete the message.

3 Click the Close button to hide the text under the hyperlink. This does not delete
the message.

C-lv
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MY THINGS TO DO

PURPOSE

STARTING
POINT

C-Iv

The purpose of this section is to provide a review of the My Things To Do tab. From the My
Things To Do tab, the user can start a new application, complete their redetermination
(renew/recertify), register/deregister their C4Yourself account with their case, link a
C4Yourself account to their case, or update an existing application. Managing applications
can also be completed through the My Applications tab (page 186).

The user has accessed their My C4Yourself and clicked on My Things To Do or logged into
C4 Yourself by clicking My Things To Do on the Home Page.
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REGISTER/DEREGISTER AN ACCOUNT

C-Iv

Register an account

“Register With My County” is for recipients (persons who have already applied), who did not
submit an application through C4Yourself, but have created a C4Youself account. By
“registering”, they will be able to view information about their case on the My Benefits tab.
When the request to register is complete, a message will be displayed in the My Messages
tab, indicating the request has been processed. To register your C4Yourself account to your
case, click the Click here hyperlink

>

Deregister an account

Recipients also can request their account be “de-linked”. For example: if a recipient gets
divorced and removes the spouse from their existing case, they can request their current
C4Yourself account to be delinked. After deregistering, you will not be able to view the case
information you were linked to unless you request another link. When the deregistering
requested is complete, a message will be displayed in the My Messages tab, indicating the
request has been processed. To deregister your C4Yourself account to your case, click the
Click here hyperlink.

D
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REPORT MY CHANGES

Report My Changes allows a customer to send changes in their household, to their worker
electronically. Changes that can be reported may include but are not limited to:
- Address Change
Someone moved into or out of the household (including newborns)
An increase, decrease in income
Income that started or stopped
A change in property (for example a car was purchased or sold)
Changes to employment — started/stopped working
Changes to school/training status — started/stopped attending school/training
Changes to expenses (for example a rent/mortgage increase)
Other (When “Other” is selected, a text box will display. This will allow a customer to
enter any changes other than what'’s listed above. For example, if a customer was
pregnant and miscarried, the customer could report the date of the miscarriage.

STARTING The user has accessed their My C4Yourself and clicked on My Things To Do or logged into
POINT C4 Yourself by clicking My Things To Do on the Home Page.
Step Action
1 Click the Report My Changes (in the blue field on the left).
2 Scroll to the top of the page.
3 Click the Click here hyperlink.
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REPORT MY CHANGES (continued)

.

Step Action

1 Select the current Case Number from the Case Number drop down box.

NOTE: the Case Number drop down box, will display all case numbers where the
customer is the Primary Applicant/Recipient. If they are not the Primary/Applicant
Recipient on the case, but are receiving benefits on another case (For example

Food Stamps), that case number will not display. A case number will only display
for active/pending cases, where the e-Application has been linked to a C-IV case.

2 Click the Next button to start reporting a change or to finish reporting a change.

3 Click the Back button or the Exit button to return to the prior page.
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REPORT MY CHANGES (continued)

.

Step Action
1 Click the Yes or No Radio button for any change in the household.
Note: If Yes is selected for “Has your address changed”,” Has there been a
change in anyone’s expenses” will automatically be selected. The new
rent/mortgage/utilities amount(s) should be reported with the address change.
2 Click the Next button to continue reporting a change.
3 Click the Back button or the Exit button to return to the prior page.
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REPORT MY CHANGES (continued)

=)
== =)

Information The user has answered yes to the question on the Report My Changes page, indicating
about the people personal information changed and/or someone moving into or out of the home.
in your home

Step Action

1 | Enter the First Name of the person who either had a change in
personal information or moved into or out of the home.

2 | Enter the Last Name of the person who either had a change in
personal information or moved into or out of the home.

3 | Click the select arrow to display the drop-down list and select the
Living situation of the person.

Click the radio button next to Male or Female .

(G20 F>Y

Click the select arrow to display the drop-down list and select the
Marital Status of the person.

6 | Click the select arrow to display the drop-down list and select the
Month of birth.

7 | Click the select arrow to display the drop-down list and select the
Day of birth.

8 | Click the select arrow to display the drop-down list and select the
Year of birth.

9 | Enter the Social Security Number.

10| Click the select arrow to display the drop-down list and select the
Month of the change.

11| Click the select arrow to display the drop-down list and select the
Day of the change.

12| Click the select arrow to display the drop-down list and select the
Year of the change.
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REPORT MY CHANGES (continued)

13| Click the radio button to indicate the person buys and prepares
food with the primary applicant.

14| Enter the new Email address.

15| Enter the new Contact Number.

Note: If a new phone number is being reported, the customer
should report the type of phone number in the other section
(Home, Cell, Neighbor, Work, etc.).

16| Click the Next button to continue.

17| Click the Back button or the Exit button to return to the prior page.

=)
(=
G
= -
)

=
< [ )
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REPORT MY CHANGES (continued)

Step

Action

18

The ‘This is who you have told us about so far’ summary page
displays. Review the information for all people listed.

19

If the list is correct, click the No button or the Next button.

20

To add a person that had other changes click the Yes button. The
page refreshes and the user can add another person. Repeat
steps 1-16.

21

To remove a person from the summary list, click the Remove
button. The page refreshes and the person is no longer displayed
in the summary.

22

To edit the information on a person in the list, click the Edit button.
The page refreshes in edit mode.

22.1 Enter the correct information

22.2 Click the Next button.

=

=)

23

Click the Next or No button to continue.

C-lv
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REPORT MY CHANGES (continued)

Address Change The user has answered yes to the question on the Report My Changes page, indicating
there was a change of address. If everyone in the household moved, a change in address
record should be created for each person.

Step Action

1 | Click the select arrow to display the drop-down list and select the
Person Name who has a change in address.

2 | Click the radio button next to Are you homeless?

Physical Address

Enter the Physical Address on line 1

3

4 | Enter the City

5 | Click the select arrow to display the drop-down list and select the
State.

6 | Enter the Zip Code in the Zip Code text box.

7 | Click the select arrow to display the drop-down list and select the
County of residence.

8 | Click the radio button next to ‘Is your mailing address the same
as your physical address?’

Note: If the customer has a PO BOX, this should be entered on
Address Line 1 of the Mailing address section.

9 | Enter the Mailing Address on line 1

10| Enter the City

11| Click the select arrow to display the drop-down list and select the
State.

12| Enter the Zip Code in the Zip Code text box.
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REPORT MY CHANGES (continued)

13

Click the select arrow to display the drop-down list and select the
County of residence.

14

Click the Next button to continue.

15

Click the Back button or the Exit button to return to the prior page.

C-lv
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REPORT MY CHANGES (continued)

Step Action

16| The ‘Change in Address’ summary page displays. Review the
information for all people listed.

17| If the list is correct, click the No button or the Next button.

18| To add a person that had other changes click the Yes button. The
page refreshes and the user can add another person. Repeat
steps 1-15.

19| To remove a person from the summary list, click the Remove
button. The page refreshes and the person is no longer displayed
in the summary.
20| To edit the information on a person in the list, click the Edit button.
The page refreshes in edit mode.

20.1 Enter the correct information

20.2 Click the Next button.

=
=)

21| Click the Next or No button to continue.
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REPORT MY CHANGES (continued)

Income Change The user has answered yes to the question on the Report My Changes page, indicating
there was a change in earned and/or unearned income.

Step Action

1 | Click the select arrow to display the drop-down list and select the
Person Name who has a change in income.

2 | Click the select arrow to display the drop-down list and select the
Type of Change.

3 | Click the select arrow to display the drop-down list and select the
Type of Income.

Enter the Amount of Income

(G20 FY

Click the select arrow to display the drop-down list and select How
often this income is received.

6 | Click the select arrow to display the drop-down list and select the
Month of change.

7 | Click the select arrow to display the drop-down list and select the
Day of change.

8 | Click the select arrow to display the drop-down list and select the
Year of change.

9 | Click the Next button to continue.

10| Click the Back button or the Exit button to return to the prior page.
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REPORT MY CHANGES (continued)

= =)

Step

Action

The ‘Change in Income’ summary page displays. Review the
information for all people listed.

12

If the list is correct, click the No button or the Next button.

13

To add a person that had other changes click the Yes button. The

page refreshes and the user can add another person. Repeat
steps 1-9.

C-lv
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REPORT MY CHANGES (continued)

14

To remove a person from the summary list, click the Remove
button. The page refreshes and the person is no longer displayed
in the summary.

15

To edit the information on a person in the list, click the Edit button.
The page refreshes in edit mode.

15.1 Enter the correct information

15.2 Click the Next button.

=
=)

16

Click the Next or No button to continue.
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REPORT MY CHANGES (continued)

Change in Job  The user has answered yes to the question on the Report My Changes page, indicating
and Job History there was a change in someone’s Job.

Step Action

1 | Click the select arrow to display the drop-down list and select the
Person Name who has a change in their Job.

2 | Click the button next to Work or Training .

3 | Click the button next to Self-employed .

4 | Click the select arrow to display the drop-down list and select the
Month the change started.

5 | Click the select arrow to display the drop-down list and select the
Day the change started.

6 | Click the select arrow to display the drop-down list and select the
Year the change started.

7 | Click the select arrow to display the drop-down list and select the
Month the change ended.

8 | Click the select arrow to display the drop-down list and select the
Day the change ended.

9 | Click the select arrow to display the drop-down list and select the
Year the change ended.

10| Enter the Employer's name.

11| Enter the Job Title .

12| Enter the Number of hours of work per month

13| Enter the Monthly Gross Income (this is the amount before
Taxes are taken out).

14| Enter the amount of any tips or commissions received on this
Job.

15| Click the Next button to continue.

16| Click the Back button or the Exit button to return to the prior page.
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REPORT MY CHANGES (continued)

Step

g
o

17

The ‘Change in Job and Job History’ summary page displays.
Review the information for all people listed.

18

If the list is correct, click the No button or the Next button.

19

To add a person that had other changes click the Yes button. The
page refreshes and the user can add another person. Repeat
steps 15.

20

To remove a person from the summary list, click the Remove
button. The page refreshes and the person is no longer displayed
in the summary.

REPORT MY CHANGES (continued)
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21

To edit the information on a person in the list, click the Edit button.
The page refreshes in edit mode.

21.1 Enter the correct information

21.2 Click the Next button.

=
)

22

Click the Next or No button to continue.

REPORT MY CHANGES (continued)
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Property Change The user has answered yes to the question on the Report My Changes page, indicating
there was a change in Property. This may include but is not limited to open or closing a
checking account/savings account and/or purchasing/selling property.

Step Action

1 | Click the select arrow to display the drop-down list and select the

Person Name who has a change in their Property.

2 | Click the select arrow to display the drop-down list and select the
Type of Change in their Property.

3 | Enter what changed . For Example if a car was purchased, the
customer should enter ‘I bought a car'.

4 | Click the select arrow to display the drop-down list and select the
Month the change started.

5 | Click the select arrow to display the drop-down list and select the
Day the change started.

6 | Click the select arrow to display the drop-down list and select the
Year the change started.

7 | Enter a value in the Amount text field. The amount should either
be the balance of the open/closed account or the amount received
or paid for property.

8 | Click the button next to Money Owed . For example if the customer
is reporting a car was purchased, if there is a balance owed, select
yes.

9 | Click the Next button to continue.

10| Click the Back button or the Exit button to return to the prior page.

REPORT MY CHANGES (continued)
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Step

Action

11

The ‘Change in Property’ summary page displays. Review the
information for all people listed.

12

If the list is correct, click the No button or the Next button.

13

To add a person that had other changes click the Yes button. The
page refreshes and the user can add another person. Repeat
steps 1-9.

14

To remove a person from the summary list, click the Remove
button. The page refreshes and the person is no longer displayed
in the summary.

15

To edit the information on a person in the list, click the Edit button.

The page refreshes in edit mode.
15.1 Enter the correct information
15.2 Click the Next button.

=
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16

Click the Next or No button to continue.

REPORT MY CHANGES (continued)
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Change in School  The user has answered yes to the question on the Report My Changes page, indicating
or Training there was a change in school or training. This may include but is not limited to
starting/stopping school/training and/or a change in school/training tuition/fees.

Step Action

1 | Click the select arrow to display the drop-down list and select the
Person Name who has a change in their school or training.

2 | Enter the Name of the School .

3 | Click the select arrow to display the drop-down list and select the
Enroliment Status.

4 | Enter the amount of Books, Equipment, Misc Costs per Term.

5 | Enter the amount of Tuition/Fees per Term.

6 | Enter the number of Units/Hours per Week.

7 | Enter the amount of Transportation Costs ( bus, train, etc.).

8 | Click the select arrow to display the drop-down list and select the

Month the person will graduate school/training.

9 | Click the select arrow to display the drop-down list and select the
Day the person will graduate school/training.

10| Click the select arrow to display the drop-down list and select the
Year the person will graduate from school/training.

11| Click the select arrow to display the drop-down list and select the
Month the person started attending school/training.

12| Click the select arrow to display the drop-down list and select the
Day the person started attending school/training.

13| Click the select arrow to display the drop-down list and select the
Year the person started attending school/training.

REPORT MY CHANGES (continued)
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14

Click the select arrow to display the drop-down list and select the
Month the person stopped attending school/training.

15

Click the select arrow to display the drop-down list and select the
Day the person stopped attending school/training.

16

Click the select arrow to display the drop-down list and select the
Year the person stopped attending school/training.

17

Click the Next button to continue.

18

Click the Back button or the Exit button to return to the prior page.

REPORT MY CHANGES (continued)
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Step

Action

19

The ‘Change in School or Training’ summary page displays.
Review the information for all people listed.

20

If the list is correct, click the No button or the Next button.

21

To add a person that had other changes click the Yes button. The
page refreshes and the user can add another person. Repeat
steps 1-17.

22

To remove a person from the summary list, click the Remove
button. The page refreshes and the person is no longer displayed
in the summary.

23

To edit the information on a person in the list, click the Edit button.
The page refreshes in edit mode.

23.1 Enter the correct information

23.2 Click the Next button.

=
=)

24

Click the Next or No button to continue.

REPORT MY CHANGES (continued)

C-lv

Page 211

2/29/2012



C4Yourself External User Guide

Expense Change The user has answered yes to the question on the Report My Changes page, indicating
there was a change in expenses. This may include but is not limited to rent, utilities, child
care, and child/spousal support.

Step Action

1 | Click the select arrow to display the drop-down list and select the
Person Name who has a change in their expenses.

2 | Enter the type of the expense that is paid.

Note: This field is a dynamic field. For example, if you type “C” in
the box and nothing else, the field will show a list of suggested
expenses with the letter “C” in it. If the expense being reported
does not display, the expense can be typed in without selecting a
expense from the drop down box.

3 | Enter the amount of the Amount Paid per Month

4 | Click the Next button to continue.

5 | Click the Back button or the Exit button to return to the prior page.

REPORT MY CHANGES (continued)
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Step Action

6 | The ‘Change in Expenses’ summary page displays. Review the
information for all people listed.

7 | If the list is correct, click the No button or the Next button.

8 | To add a person that had other changes click the Yes button. The
page refreshes and the user can add another person. Repeat
steps 1-4.

9 | Toremove a person from the summary list, click the Remove

button. The page refreshes and the person is no longer displayed
in the summary.

REPORT MY CHANGES (continued)
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10| To edit the information on a person in the list, click the Edit button.
The page refreshes in edit mode.

10.1 Enter the correct information

10.2 Click the Next button.

=
=)

11| Click the Next or No button to continue.

REPORT MY CHANGES (continued)

Other Information ~ The user has answered yes to the question on the Report My Changes page, indicating
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there was other information that changed. This may include but is not limited to reporting a
pregnancy/birth, change in immigration status, or someone became disabled or deceased.

Step Action
1 | Enter the Other Information that changed.
2 | Click the Next button to continue.
3 | Click the Back button or the Exit button to return to the prior page.

=)

Step Action
4 | The ‘Other’ summary page displays. Review the information for all
people listed.
5 | If the list is correct, click the No button or the Next button.

6 | To add a person that had other changes click the Yes button. The

page refreshes and the user can add another person. Repeat
steps 1-3.

REPORT MY CHANGES (continued)
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7 | Toremove a person from the summary list, click the Remove
button. The page refreshes and the person is no longer displayed
in the summary.

8 | To edit the information on a person in the list, click the Edit button.
The page refreshes in edit mode.

8.1 Enter the correct information

8.2 Click the Next button.

-

=)

9 | Click the Next button to continue.

)

REPORT MY CHANGES (continued)

Confirm Your  After completing the necessary pages, for reporting changes, a summary of all the changes
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Changes reported will display. Customer’s should print this page and keep it for their records.
Step Action

1 | Click the Print button to print the summary page.

2 | To remove information from the summary list, click the Remove
button. The page refreshes and the information is no longer
displayed in the summary.

3 | To edit the information in the list, click the Edit button. The page
refreshes in edit mode.

4 | Check the box next to ‘Please enter the name of the person
reporting these changes’ , and type the name of the person
reporting the changes.

5 | Click the Next button to continue.

6 | Click the Back button or the Exit button to return to the prior page.

=)

PURPOSE

C-lv
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MY BENEFITS

The purpose of the My Benefits tab is to provide the user with a review of their

e

application/benefits. The My Benefits tab provides the user with their Case Number, Worker

Page 217

2/29/2012



C4Yourself External User Guide

Name/Number, status of their benefits (Pending, Active, Denied or Discontinued), the amount
of their benefits for that month, their reporting months and if they are eligible to Cash Aid or
Food Stamps, a link to the State’s website so they can view their EBT (electronic benefit
transfer) balance (see page 186). If the user has applied for Medi-Cal (without Cash Aid), the
Medi-Cal section will display their share of cost (SOC) and whether or not they are receiving
full or restricted medical benefits. The My Benefits section will be updated on a monthly basis.

STARTING The user has accessed their My C4Yourself and clicked on My Benefits or logged into C4
POINT Yourself by clicking My Benefits on the Home Page.
Step Action

1 Click the <Program > hyperlink to expand or close the section.

2 Click EBT Link to access the State website, for benefit balance(s).

MY BENEFITS (continued)

C-Iv Page 218 2/29/2012



C4Yourself External User Guide

MY BENEFITS (continued)
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MY BENEFITS (continued)
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MY FORMS

PURPOSE

STARTING
POINT

C-Iv

The purpose of the My Forms tab is to provide the user a central area for any forms or
requests that require an action. In the example below, the worker has posted a Verification
Request List and a Status Report. In this scenario, the user would click on the Verification
Request List and view what information or documents their worker has requested. They would
also click on Medi-Cal Status Report so they could print, complete and return the document.
The user can upload their documents or send any documents/verification by mail or they can
FAX the information. If the user wants to FAX the information, they can click on the FAX
Cover Sheet hyperlink, print the document, and FAX it with their information. If the user wants
to mail their information, they can click on the Mail in Cover Sheet hyperlink and send it with
their information.

If the customer is on Food Stamps for CalWORKSs they will receive an electronic QR-7 (status
report) in addition to one mailed through the mail. If they choose to, they can electronically
sign and submit the QR-7 back to their worker. A QR-7 with this functionality will be displayed
with an “Editable” status on the My Forms page.

The user has accessed their My C4Yourself and clicked on My Forms or logged into C4
Yourself by clicking My Forms on the Home Page.

To complete the QR-7 electronically, the customer will need to click the Quarterly Eligibility
Status Report hyperlink. Once the hyperlink is clicked, the QR-7 will display (see snapshot
below). Four pages will display for the customer. The first page provides instructions to the
customer and what type of information they need to report. Page 2 is blank. Page 3 displays
questions 1-3 and page 4 displays 4-9 as well as the customer signature area. To view a
sample of the form, click here.

Once the customer has answered all the questions, typed their name in the signature box,

and click the save button, they will receive a “Form Saved” message. When they close that
window (below), the status will be updated to “Sign”.
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MY FORMS (continued)

In order to complete the electronic signature process, the customer must click the “Sign”
button to access the Electronic Signature page. On the Electronic Signature page, the
customer will need to complete the following:

Step Action
1 Check the Check to Sign check box.
2 Enter the name of the person signing in the Name text field.
3 Click the Sign button.

If they have completed these steps, page below will display. When the QR-7 status is
Viewable, no changes can be made.

C-Iv Page 223 2/29/2012



C4Yourself External User Guide

MY FORMS (continued)
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MY FORMS (continued)

MY FORMS (continued)
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In addition to mailing and faxing forms to their worker, they can also upload documents to the
case or e-application. Documents can only be uploaded in a PDF or TIF form  at.

STARTING The user is currently on the My Forms Tab:
POINT

Step Action
1 | Click the Select Document button under the Upload My
Documents section.

Step Action

2 | Select Case (if there is an open case) or E-Application (if there is
no open case) from the Link Document To drop down box. This is
required information.

3 | Select the Case Number or E-application you want to tie the
documents to. This is required information.

Enter the First Name .

Enter the Middle Name.

oo~

Click the Browse button to search for and select the document
you want to send. This is required information. Documents can
only be uploaded in a PDF or TIF format.

7 | Click the Continue button

MY FORMS (continued)

C-lv Page 226 2/29/2012



C4Yourself External User Guide

Step

Action

Click the Upload Button to send the document OR Select
Document to attach additional documents.

.

Once Upload is clicked, a message will appear in the My Messages tab confirming the

document(s) was successfully sent.

MY APPLICATIONS

PURPOSE

C-lv

The purpose of the My Applications tab is to allow the user to complete a new application,

submit missing information, complete a renewal/recertification or view a prior application they
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submitted.
STARTING The user has accessed their My C4Yourself and clicked on My Applications or logged into C4
POINT Yourself by clicking My Applications on the Home Page.

What is a “Current Application”?

A “Current Application” is an application that was started, but it was not finished
and/or Submitted to the local office.

What is a “Renewal/Recertification”?

A “Renewal/Recertification” occurs once a year.

What is an “Application Missing Information™?

An “Application Missing Information” is an e-Application that was submitted to an
office, reviewed by a Worker, and was missing information. When this occurs, the
worker can send a copy of the e-Application back to a C4Yourself account, so the
user can complete the missing information. When an e-Application displays with an
edit button in this section you may also have a Message from your worker under the
My Messages tab.

What is a “Previous Application”? A previous application is an application that has
already been submitted to a local office. E-Applications under this section cannot be
changed or resent to a worker/office.

Step Action
1 To continue entering information for an application you have not submitted, click
the Continue button.
2 To add/edit information on a pending application, click the Edit button
3 To view a prior application, click the E-App Number hyperlink.

-

COUNTY BASED ORGANIZATION (CBO) ACCOUNT

C-Iv
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CREATE A CBO ACCOUNT
PURPOSE County based organizations (CBO), which assist applicant/recipients, can create a C4Yourself
account.

NOTE: The User Name, Password and Secret Questions/Answers should only be entered by
the Primary Applicant/Recipient applying and should not be shared with relatives, friends,
county staff, or county based organizations (hospitals, clinics, etc.).

STARTING You are on the C4Yourself Login page.
POINT
STEP ACTION

1 (Click the register a new CBO account here hyperlink.

.

STEP ACTION
2 On the CBO Account Registration page, enter the Organization name. This is
required information.

3 Enter a Primary Contact Name. This is required information.

4 Enter the Address Line 1 including house number and street name. This is
required information.

5 Enter additional information on Address Line 2 including space, apartment

number, building number, etc.

6 Enter the City. This is required information.

7 California will always be pre-populated in the State section.

8 Click the select arrow to display the drop-down list and select a County. This is
required information.

9 Enter the ZIP Code. This is required information.

10 | Enter the Contact Number . Also include the extension.

11 | Enter the Email for the organizations primary contact.

CREATE A CBO ACCOUNT (continued)

| STEP | ACTION
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12 | Enter the organizations Account Name . The hame must be between 5 and 20
letters or numbers.

13 | Enter Password in the text box (This field is case sensitive).

14 | Re-enter Password in the text box (This field is case sensitive).

15 | Enter your organizations Tax ID in the Your answer text box (This field is case
sensitive).

16 | Enter your organizations first year of funding in the second Your answer text box
(This field is case sensitive).

17 | If you have read and understood the Privacy Statement, check the check box to
the left.

18 | Click the Next button.
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CREATE A CBO ACCOUNT

USER NAME AND PASSWORD (continued)
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C-Iv

STEP ACTION
19 | The User name and password page displays with a message that states: You
have successfully created your user name and passwo rd.
20 | Click the Next button.
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CBO APPLICATION TAB

PURPOSE

C-Iv

The Application tab is where all applications can be started and where applications that are
not submitted are saved.

The Disaster Food Stamp/CalFresh section will ONLY be displayed when a Federal
emergency has been declared.

Each application is given a unique application id, which will display while you are in the
application, as well as on when you are viewing your unsubmitted applications. When the
application has NOT been submitted, the continue button will display allowing that application
to be accessed. Once an e-application has been submitted, the continue button will no longer
display and the application cannot be viewed.
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CBO APPLICATION TAB (continued)
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CBO E-APP STATUS TAB

PURPOSE

C-Iv

The e-App Status page is where organizations can track the process of applications they have
assisted with.

To pull the statistics for the whole organization, leave the application assistor field blank. To
pull the statistics for individual application assistors, enter their name in the application
assistor text field. The assistors name must be entered how they entered their name on the
application.

The statistics are broken into program counts and overall application totals. NOTE: The Medi-
Cal counts will include CMSP if you are assisting a customer in a CMSP county.
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CBO RESOURCES TAB

PURPOSE The CBO Resources tab can be used to start a new application or to access various
programs forms and policy links.
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