


http://www.hwcws.cahwnet.gov/countyinfo/county_contacts/admin_info.asp 											ADMINISTRATOR INFORMATION
1. CDSS-Recognized County Administrator List
The CDSS-Recognized County Administrator List includes the names of CWS/CMS County Administrators that have been authorized by their County Child Welfare Director/Designee Authorized to sign for Director or Chief Probation Officer/Designee Authorized to sign for Chief Probation Officer.  These executives are designating [Authority] to CDSS-Recognized County Administrators.  A “Best Business Practice” that the State recommends to counties includes adding 2 CDSS-Recognized County Administrators for both Child Welfare and for Probation.  This designation offers these [County Administrators] authority to contact a CWS/CMS State Administrator at CDSS.  CDSS-Recognized County Administrator action requests to the State Administrator will primarily be limited to CWS/CMS level of [Authority] changes including changes for:  1) Users, 2) Office Administrators or 3) County Administrators through Resource Management in the CWS/CMS Application.  Please note, for purposes of security, CWS/CMS users outside of those authorized by County Executive staff, will not have permissions to request CWS/CMS Resource Management [Level of Authority] changes from the CDSS CWS/CMS State Administrator.

[bookmark: _GoBack]Counties that wish to have County CWS/CMS users authorized for [County Administrator] level of [Authority] and to be [added] or [deleted] to/from the CDSS-Recognized County Administrator List for either Child Welfare or for Probation, please read and act on the procedures noted below. 

Copy and paste the information noted below to identify the County CWS/CMS user that you are authorizing to be [Added] to or [Deleted] from the CDSS-Recognized County Administrator List to be included in your letter to the CDSS CWS/CMS State Administrator. 

Name:																		Click here to enter text.
County:																	Click here to enter text.
User ID:																	Click here to enter text.
User’s current CWS/CMS level of [Authority]:		Click here to enter text.
Job Title:																	Click here to enter text.
Organization:															Click here to enter text.
Domain Number:													Click here to enter text.
Office Name:															Click here to enter text.
Mailing Address:														Click here to enter text.
E-mail Address:														Click here to enter text.
Direct Phone Number:											Click here to enter text.
Fax Number:															Click here to enter text.
Supervisor’s Name and Title:								Click here to enter text.

2. CWS/CMS User’s level of [Authority] Changes in the CWS/CMS Application 
Check box if appropriate (If a CWS/CMS user is added to the CDSS-Recognized County Administrator List, the user’s level of [Authority must be changed to a [County Administrator] 
 ☐ 	Request for CWS/CMS State Administrator to change user’s CWS/CMS level of [Authority] in the CWS/CMS Application - - 
From: Click here to enter text. To:  Click here to enter text.
======================================================================================================
CUT AND PASTE INFORMATION ABOVE THIS LINE INTO COUNTY LETTERHEAD 

REMINDERS

1. Submit the request on County Letterhead
2. Include signature block and signature of the County Child Welfare Director/Designee Authorized to sign for Director or Chief Probation Officer/Designee Authorized to sign for Chief Probation Officer
3. If this change creates a void at another level of [Authority], please ask your County SPOC to make those CWS/CMS 
[Resource Management] changes
4. Check your County’s webpage on Office of Systems Integration (OSI) CWS/CMS Office’s website to see if revisions are needed.
5. The County staff person with Administrative Privileges to this web page can go to the County Logon to make those changes
6. CWS/CMS Program Policy questions:  CDSS/CFSD/CMS Support Bureau
7. CWS/CMS data entry questions:  Office of Systems Integration (OSI) regionally assigned Systems Support Consultants
Submit requests to the CDSS CMS Program Policy Unit

Submission method(s):

1) Scan/e-mail and Questions ?’s :	mailto:CMSProgramPolicyUnit@dss.ca.gov (Preferred Submission Method)

2) USPS mail:                       				CMS Program Policy Unit, CDSS, CMS Supp Bur, 744 P Street, MS 8-5-75, Sacramento, CA  95814 

