CalHEERS

California Healthcare Eligibility, Septem ber 1 9, 2025

Enrollment, and Retention System

This Job Aid illustrates the account settings functionality for Family Planning, Access, Care, and
Treatment (Family PACT) and is written from the perspective of a Site Certifier. Account Settings are
available to all users who have a Family PACT account, including:

e Clients

e Provider Staff

e Service Center Representatives (SCRs)
o Site Certifiers

e Super Admin

The following features allow users to change their password and security information. Users may also
update their personal details such as first and last name:

e Personal Details

e Login Information

e Security Preferences
Navigate to Account Settings

Users may access the account settings by clicking the Profile icon (orange circle with user initials) on
the header. Clicking the Account Settings link displays the Personal Details page.

’}HCS ‘ *FamilvPACTQ Manca"gznr:lent 0 Dashboard ‘ Notifications o

Account Settings
Access Management Dashboard

Log Out

Site Certifier Switch location
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JOB AID: ACCOUNT SETTINGS

Personal Details

The Personal Details page displays the Account Settings section in the left navigation panel.
Clicking the Account Settings caret collapses/expands the section and displays the following [four]
section links: Personal Details, Login Information, Security Preferences, [and Site Access].
Users can quickly navigate to the section or page by clicking the link for that page.

[Note: The Site Access link only displays for Site Certifiers and Provider Staff.]

The Personal Details page displays with user information entered during account creation. Users may
update the following fields:

’)HCS ‘ *FamilyPAC'lQ Manca“geen:-lent 0 Dashboard ; Notifications a @& EN -

e First name

T | James Tyler ACCOUNT SETTINGS
¢ Middle name — Displays only Personal Details
for Super Admin, SCR Admin, Accountsetrings B o
Site Certifiers, and Provider personal Details [ames |
Staff Login Information
Middle name
Security Preferences
[ ] LaSt name Site Access ‘ ‘
Note: Phone number and Email [Lescname
Address fields display when e ‘
applicable and are not editable Phone number
on thls page (676) 876-9676

Email address

The HAP ID field only displays
for Clients.

Clicking the Save changes button

confirms the changes and displays a
Changes saved. message in the bottom
left of the page.

jamestyler@mailinator.com

o Changes saved. x
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Changing a Password

Users may change their current password by clicking the Login Information link in the Account
Settings section. The Login Information page displays with the user's Username and masked
Password. This page allows the user to change/reset the current password.

; Client
’)HCS ‘ *Famdyw‘aq Manalgeer:'nent

0 Dashboard ‘ Notifications

JT James Tyler

ACCOUNT SETTINGS

Login Information

Account Settings ~
Username
Personal Details tylerjames
Login Information
Password

Security Preferences

Site Access

# Reset Password

¢ Clicking the Reset Password link displays the Reset Password page

On the Reset Password page, the user enters the current and new password. As each password rule
is met, the color of the text changes to green and a check mark displays next to the rule indicating the

criteria has been met.

The Reset password button enables when
the New Password and Confirm
Password field entries match.

e Clicking the Reset password button
confirms the new password and
displays the message Password
updated successfully. message

° Password updated successfully. x

e Clicking the Back link or the Cancel
button discards changes and closes
the Reset Password page

Family Planning, Access, Care, and Treatment (Family PACT)

€« Back

Reset Password

Enter your new password.

* Current Password

P o

‘ ............... ° ‘

© 15-50 characters

@ Use upper and lowercase letters

@ At least 1 number or special character

@ Not contain dictionary words or common keyboard patterns

@ Not be one of your previous 24 passwords

* Confirm Password

Cancel
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Update Verification Methods and Security Preferences

Users may also update the current security preferences. Clicking the Security Preferences link in the
Account Settings section displays the Security Preferences page. The user may add, remove, or edit
the contact or verification method(s):

e The + Add link

displays next to the ’)HCS ‘ * Family PACT Q Man?iqeer:-n:ent 0 Dashboard ‘ Notifications 0 ®
security preference
when the method has JT James Tyler ACCOUNT SETTINGS
not been registered Security Preferences
Account Settings ~

o The Edit link displays

neXt tO Security Personal Details ° EhanSomber @ Edit
preference when the Login Information (676) 876-9676
Standard text messaging rate applies.
method has been Security Preferences
registered Site Access
a Email Address + Add

No email address registered

Adding a Security Preference otherwise known as a verification method:

¢ Clicking the + Add link next to the Phone Number displays the Register Your Phone Number
page

o Entering a phone number and clicking the Send code button sends a verify code to the
phone number entered and displays the Verify Your Phone page

& Back € Back

Register Your Phone Number Verify Your Phone

We will send a One-Time passcode to verify your phone number. Once the phone number is confirmed, it will be Enter the 6-digit code sent to your phone number: (see) w»e-3636

added to your verification methods
[4][s][4]

* Phone number
Didn't get the code yet?

(456) 464-6545| | Resend code If you do not get the code, try to log in again

“
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e Clicking the + Add link next to an
unregistered email displays the
Register Your Email Address page

e Entering an email, selecting a

language for email

communications, and clicking the
Send code button sends the verify

code to the email entered

Register Your Email Address

We will send a One-Time Passcode to verify your email address. Once the email address is confirmed, it will be
added to your verification methods.

* Email address

| mike.ross@mailinator.com ‘

Email language @

| English v ‘

Hint: This will default to English if another language is
not chosen.

Editing a Security Preference otherwise known as a verification method:

o Clicking the Edit link next to
a registered phone number
displays the Edit Your
Registered Phone Number

page

o Entering a new phone
number and clicking the
Send code sends a
verify code to the phone
number entered

JT) James Tyter ACCOUNT SETTINGS
Security Preferences
Account Settings ~
Personal Details @ Phone Number (# Edit { Remove
Login Information (676) 876-9676
Standard text messaging rate
Security Preferences applies.
Site Access
@ Email Address (# Edit @ Remove
tylerjames@mailinator.com
English
Change preferred verification method
€ Back

Edit Your Registered Phone Number

We will send a One-Time passcode to verify your phone number. Once the phone number is confirmed, it will be
added to your verification methods.

* Phone number

(564) 655-5565 |
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e Clicking the Edit link next to a & Back
registered email displays the

Edit Your Registered Email Edit Your Registered Email Address

Address page We will send a One-Time Passcode to verify your email address. Once the email address is confirmed, it will be
added to your verification methods. We will not send you a code if you are only updating your email language
preference.

o Entering a new email,

selecting an email * Email address

language, and clicking the | mike ross@mailinatorcom \
Save changes button

sends an email to the Email language @

email address entered. English v ‘
The Family PACT One Hint: This will default to English if another language is

not chosen.

Time Passcode email
includes the code to verify

the email

e The Remove link displays next
to a registered verification method. Clicking the Remove link displays the Remove verification
method? popup

JT ) James Tyler ACCOUNT SETTINGS
o Clicking the Remove

verification method SEELTIET FGHErENEES

Account Settings ~
button removes the
verification method from Personal Details @ Phone Number & Edit {§ Remove
the user’s account and Login Information (676) 876-9676
H Standard ]
dISpIayS the message Security Preferences E,;opr;,:: e messaang vt
Verification Method ,
Site Access

removed.

@ Email Address # Edit [ Remove

m
=

tylerjames@mailinator.com

e English
° Verification Method removed. X 9

(@) ClleIng the Cancel Change preferred verification method
button closes the popup

Note: The Remove link displays when a user &

has added both Phone Number and Email

Address verification methods, as at least one is Remove verification method?
required. Please confirm that you would like to remove the following

verification method:

Email address
marcom@mailinator.com

Cancel

Family Planning, Access, Care, and Treatment (Family PACT) Page 6 of 8




JOB AID: ACCOUNT SETTINGS

¢ The Change preferred verification method button also displays when both verification

methods have been registered. Clicking the Change preferred verification method button

displays the Change preferred verification method page allowing the user to select the

preferred verification method

o Selecting the preferred
verification method and
clicking the Save changes
button updates the
preferred verification
method

o Clicking the Cancel button
closes the popup

[Viewing Site Access

Change preferred verification method

Choose your preferred verification method.

Phone Number
(676) 876-9676

Email Address
tylerjames@mailinator.com

B Save changes

Cancel

The Site Access link displays in the Account Settings section for the Site Certifiers and Provider
Staff. Clicking the Site Access link displays all the Site Certifier locations the user is associated with.

The number of locations
displays next to the Site
Certifier [#].

e Site name JT ) James Tyler

e Site address

Account Settings

[ ] NPI Personal Details

Login Information
Security Preferences

Site Access

Family Planning, Access, Care, and Treatment (Family PACT)

_ Cli
’)HCS ‘ % Family PACT Q Manalgeenr;ent

a Dashboard ‘ Notifications o

ACCOUNT SETTINGS

Site Access

These are the provider sites you are associated to. If you have
been associated to a site in error, please reach out to the Office
of Family Planning.

Site Certifier (3)

AIDS PROJECT OF THE EAST BAY

8400 ENTERPRISE WAY, STE 101,
SANTA ANA, CA, 92173

NPI: 9990001385

ELM CHILDRENS COMM HLTH

2798 ELM AVENUE, SUITE 330,
GLENDALE, CA, 92173

NPI: 9990000418

SCHWARTZ, STANLEY H MD INC

12980 FREDERICK ST,
BLOOMINGTON, CA, 92173

NPI: 9990002449
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Note: A Privileged Provider Staff (#) section displays for Provider Staff who have been given
additional privileges.

° CI|Ck|ng the t00|tlp dISp|ayS ’}HCS | * Family PACT Q, Manca";e“n:ent e Dashboard ‘ Notifications
the message: You have

access management JM ) Josh miller ACCOUNT SETTINGS
Iocatlons] Account Settings ~

These are the provider sites you are associated to. If you have
been associated to a site in error, please reach out to your Site

Personal Details Certifier.

Login Information
9 Privileged Provider Staff (3) @

Security Preferences
AIDS PROJECT OF THE EAST BAY

Site Access 8400 ENTERPRISE WAY, STE 101,
SANTA ANA, CA, 92173

NPIL: 9990001385

Med and Care Clinic

2742 Oak Rd, 203,
Walnut Creek, CA, 94597

NPIL: 9200000121

TEST MEDICAL CLINIC

600 MAIN STE,
SOLEDAD, CA, 93960

NPI: 2003822517

Provider Staff (1)

ELM CHILDRENS COMM HLTH

2798 ELM AVENUE, SUITE 330,
GLENDALE, CA, 92173

NPIL: 9990000418
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