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Certification Reminder
The following requirements must be met before Case 
Assistance Affiliate permissions can be provisioned: 

1. Must be current on all Level II Certification 
requirements, including completion of:

• Background Check
• Self Attestation of Legal Employability
• Acceptable Use Agreement (AUA) 
• Navigator Certification Agreement (NCA)
• All Required Navigator Training
• Completed Certification Quiz
• Cyber Security and Attestation
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Certification 
Reminder Continued

The following requirements must be met before CAA 
permissions can be provisioned: 

2. Must complete all Case Assistance Navigator Level 
III training, including:

• Single Sign-on (State Portal Training)
• H0926 – Sharing Facts About Me and My Case 

with a Community Partner Consent Form Training
• Case Assistance Navigator (Level III) Training
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These items are accessible from your 
TexasCommunityPartnerProgram.com account. Note: Trainings may 

demonstrate application assistance.  Please disregard.



Case Assistance Affiliate



Case Assistance 
Affiliate
Case Assistance Affiliates (CAA) provide case 
management services to members on the phone. 
This includes helping:
• Educate and provide information on 

YourTexasBenefits.com to support members;
• Inform members about Your Texas Benefits 

functionality including but not limited to: managing 
messages, resetting passwords, and locating case 
status;

• Educate and promote the Your Texas Benefits 
mobile app;

• Provide address and/or fax number to members to 
submit an application.
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Information on Your 
Texas Benefits
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Search by 
keyword or 
explore by topic 
to get the 
answers you 
need.



Information on Your 
Texas Benefits
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Members can view the 
status of an 
application on 
YourTexasBenefits.com



Mobile App Functions
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Members can:
• Set up a new account
• Upgrade account to full          
access
• Report most changes
• Manage their account
• View case information
• View and manage EBT 
card information
• Upload files
• Find an office or 
community partner
• Choose to go paperless
• View Banner Message

Members cannot:
• Apply for or renew 
benefits
• Report some changes 

o Adding an 
individual

• See the complete 
account history of past 
benefits

All of this can be done 
on the website!



Faxing or Mailing an 
Application

How can I contact the 
Texas Health and Human 
Services Commission 
(HHSC)?

Mail: PO Box 149024, 
Austin, TX 78714-9024

Fax: 1-877-447-2839
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Case Assistance Affiliate
Case Assistance Affiliates (CAA) provide case 
management services to members in person. 
This includes helping:
• Assist members with mailing or faxing a signed 

completed paper application or supportive 
documents to HHSC.

• Assist members with locating their 
YourTexasBenefits.com account username;

• Assist members with upgrading their 
YourTexasBenefits.com account from limited to full 
access.

• Assist members with linking their HHSC case 
number to their YourTexasBenefits.com account.
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Case Assistance Affiliates (CAA) provide case 
management services to members in person. 
• Assist members with YourTexasBenefits.com unlock 

and password resets.
• Assist members with YourTexasBenefits.com 

account creation.
• Assist members with managing messages and 

notification settings.
• Manage benefit cases using the “Search Status” in 

the Community Partner Portal located in 
YourTexasBenefits.com.
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Case Assistance Affiliate
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Partner Login
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Members access the login page through the 
“Partner Login” link in YourTexasBenefits.com



1414

CAAs use the “COMMUNITY PARTNER STATE PORTAL 
LOGIN” button to access the State Portal login.

Partner Login



State Portal Account
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Enter User 
Name and  
Password 

When the account is initially created or a password 
reset is requested, the CAA will receive a password 
via email.

CAAs are provisioned with a State Portal (STP) account, 
which can be accessed via TxTIERS.net/portal.



16

CAAs have the following links on the Home Page 
of the State Portal:
• TIERS (Link with no functionality)
• YourTexasBenefits.com Computer Setup
• YourTexasBenefits.com Community Partner Portal
• Texas HHS Website
• Community Partner Program Website

STP Home Page
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CAAs have access to the following tabs:
• Home
• Your Texas Benefits Account Management
• Banner Message
• Offices

STP Functional Tabs
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The My Account drop-down provides access to 
the following screens:

• My Profile
• Change Password

My Account Menu



My Account Menu
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My Profile The “My Account” menu allows 
the CAA to create or update 
their security questions. 

HELPFUL HINT: The very first time a CAA logs in they are 
prompted to update the “My Profile” section by selecting and 
answering security questions. Successfully completing the “My 
Profile” section will allow users to reset their password in the 
future.
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The “My Account” menu allows 
the CAA to change their 
password.

Account Passwords can only be changed 
once every 24 hours. 

Input 
current 
password. 

Create a new password 
ensuring all listed 
requirements are met.  

My Account Menu
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CAAs having trouble accessing their State Portal 
account should contact their Community Support 
Specialist (CSS) and provide the following 
information:

• Name
• Email Address
• Phone number
• Organization Name

STP Account



22

Your Texas Benefits 
Account
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Your Texas Benefits 
Account
Prior to utilizing the YourTexasBenefits.com Account 
Management function, CAAs are required to 
verify the member’s identity.  

Members must be in person to utilize this 
feature.

Acceptable forms of verification are:
• Valid driver's license or Department of Public 

Safety ID card
• Birth certificate
• Hospital or birth records
• Adoption papers or records
• Work or school ID card
• Voter registration card
• Wage stubs
• U.S. passport



To avoid creating duplicate accounts, be sure to 
search for an existing YourTexasBenefits.com account 
prior to providing assistance. If an account is not 
found, create a new one.
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Search for User 
Account

* Fields with red asterisks 
must be completed
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If the "Multiple matches found" message appears, add 
another identifying element to the search criteria such 
as:

• Member’s Social Security Number
• Eligibility Determination Group (EDG) Number
• TIERS Case Number
• Member’s Individual Number

Search for User 
Account
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Search for User 
Account

The following information is displayed: 
• User account name
• Date of birth
• Access type
• Link to change the type of account 

access
• Link to reset the password
• Member address
• Member email address
• Member phone number



Search for User 
Account
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This member is not known to HHSC and would 
need to provide additional information to obtain 
full access
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Currently assistance creating accounts through the STP is 
not tracked on HHSC reports.

CAAs can create a YourTexasBenefits.com 
user account in the STP for members.

Create a User 
Account



All boxes with a red asterisk (*) 
must be completed.

At least one 
field must be 
completed to 
link a case to 
an account.

Create a User 
Account

Your Texas Benefits accounts created through the STP are 
initiated as Full Access accounts and do not require 
electronic authentication.  

CAAs must verify the identity of the member prior to 
assisting them.
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One of the following identifiers is required to link an 
existing case to a YourTexasBenefits.com user 
account in the STP:

• SSN
• Eligibility Determination Group (EDG) Number
• HHSC case number  
• Individual ID

When an account is successfully created, a pop-up 
screen will appear with instructions (in English and 
Spanish) for creating a password. The member will 
be given a temporary password in order to complete 
this step.

The member will need to sign on through 
YourTexasBenefits.com and create a permanent 
password.

Create a User 
Account
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The user account must be linked to the member’s 
HHSC case to access the manage, renewal, and change 
options in Your Texas Benefits.

Create a User 
Account



32

CAAs must always verify the member’s 
identity prior to changing a 

YourTexasBenefits.com password.

Enter the member’s user account name.  
Select the Search button.

Reset Password



Reset Password
Verify that the displayed information belongs to the 
member being assisted prior to resetting a password.

The member’s name and identifying information are displayed 
for the ‘User Account Name’ entered.

Select the Reset Password button.

Members unable to verify personal identity information are 
required to go to YourTexasBenefits.com to reset a password.
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Once the CAA has 
selected OK to change 
the password, a 
temporary password 
screen with instructions 
will populate in a new 
window. 
There is a “Print this 
page” link located in the 
upper left-hand corner of 
the new window.

A warning message will display.  Select Yes to continue. 

Reset Password
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Upgrade Account 
Access

CAAs can change a member’s YourTexasBenefits.com 
account access from limited to full case access.

Enter the user account name and select the "Enable 
Full case Access" button.
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Enter one of the required elements to enable
full case access:

• HHSC Case Number
• Eligibility Determination Group (EDG) Number
• Member Individual Number
• Member Social Security Number

Upgrade Account 
Access
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Note: Members must have a case number, EDG number or an 
individual number to be linked to an HHSC case. 

Upgrade Account 
Access

Once the account has been 
successfully upgraded, this 

screen is displayed.



38

CAAs can assist members with setting up alerts and 
paperless options through the “Message Center”.

Manage Messages
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• Link Authorized Representative page is for members who are 
acting as the Authorized Representative for another member on 
a specific case.

• Link HTW Legal Guardian should be done by the member in 
YourTexasBeneifts.com and not the CAA.

CAAs do not use these pages:

• “Link Authorized Representative” page; and
• “Link Healthy Texas Women Legal Guardian” page

Unused Pages



YourTexasBenefits.com

Community Partner 
Portal
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CAAs can access the YourTexasBenefits.com CPP Portal 
through the STP landing page.

Your Texas Benefits 
Community Partner Portal
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CPP Portal User 
Agreement

The CAA will be directed to the YourTexasBenefits.com “User 
Agreement” to read and accept the terms. Once completed 
the CAA will be directed to the Community Partner Portal 
Home page.
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Helpful Links

Reminder: 
CAAs cannot 
provide 
application 
assistance 

Your Texas Benefits CPP 
Portal Landing Page



The green banner indicates the computer is set 
up to track CAA assistance.

Your Texas Benefits 
CPP Portal
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Searching case status shows member case information 
such as:

•Case number
•Benefit program
•Members listed in the household
•Benefit amount or if the benefit is active
•Case status
•Period begin date
•Review date
Use the information under "Review date" to help 
members track renewal dates to avoid any coverage 
interruptions. 

Search Case Status
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CAAs can search by:

• Member User name

• Member Social Security 
number

• Member Case number

Search Case Status
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A search by the “User name” will display any application, 
change or renewal activity tied to that member’s 
account.

Search Case Status
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A search by the “User name” will display the case 
status for all cases associated  with that username.

Search Case Status
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A search by the member’s “Social Security 
Number”  will display any application, change or 
renewal activities as well as case status tied to 
that member’s SSN.

Search Case Status
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A search by the member’s “Case number” will 
display any application, change and/or renewal 
activities, as well as any current case status tied to 
that case number.

Search Case Status
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Setup Computer
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Selecting the “Set Up” button tracks assistance on 
YourTexasBenefits.com

This action logs the CAA out of the STP.

Setup Computer



“Clear Community Partner Data” removes 
the Cookie (tracking) from the browser. 

Clear Community 
Partner Data
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Report a Change
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CAAs can assist members in person with reporting a 
change to their benefits case using YourTexasBenefits.com.
• After logging in, a member will select their case number 

to report a change.
• Members must have a valid consent form on file before 

a CAA can assist with reporting a change.



Report a Change
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Members can report address and household composition 
changes, as well as changes to income or resources like 
vehicles and bank accounts.



Uploading Documents
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CAAs can assist members in person with uploading 
documents needed to verify case information such as:
• Paystubs, birth certificates, immigration documents, 

domicile verification, and tax status declaration. 
• Members must have a valid consent form on file before 

a CAA can assist with uploading documents.



Uploading Documents
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H0926: Consent Form
“Sharing Facts About Me 

and My Case”



“Sharing Facts about Me and My Case with a Community Partner”

CAAs providing benefit assistance to members are required to 
obtain consent from everyone that is assisted.
The Community Partner Program (CPP) utilizes a fully 
automated consolidated member consent form H0926 “Sharing 
Facts about Me and My Case with a Community Partner.” 
The CPP form H0926 serves as acknowledgement by the 
member that they are willingly sharing information with a CAA 
and allows for the release of case information through 
YourTexasBenefits.com and through HHSC representatives 
including 2-1-1 Option 2.
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H0926 Consent 
Form
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When working with a CAA, members will be prompted to indicate the level of 
information they wish to share with the CAA assisting them.  

Members can choose to share:

• only the information necessary to manage their HHSC benefits. (This option 
does not allow the CAA to receive member information from 
YourTexasBenefits.com or HHSC).

• their limited case information through YourTexasBenefits.com.
• unlimited case information with the CAA through HHSC (2-1-1, Option 2); or
• only the specific information they have indicated on the consent form through 

HHSC (2-1-1, Option 2).

Members will be prompted to complete a consent form as soon as they 
log into their account while working with a CAA.

(This form is only valid when received electronically through YourTexasBenefits.com)

H0926 Consent 
Form



 CAAs must be logged into YourTexasBenefits.com or have the computer 
set up to track assistance to access the H0926.

 CAAs must have the member complete the H0926 consent form prior 
to providing benefit management.

 Members must indicate the amount of information they are willing to 
share.

 Consent is only valid for up to one year from the date it is signed and 
submitted.  

 Members can choose an earlier expiration date.  
 If no expiration date is entered, the date defaults to one year.
 The member must indicate consent by signing with their 

YourTexasBenefits.com password.
 The consent form is electronically stored by HHSC.
 Consent can be withdrawn at any time.
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H0926 Consent Form



Be familiar with the following options in 
order to educate members and obtain 
consent.
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H0926 Consent Form
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All members working with a CAA must answer “Yes” to the initial 
consent question.  This question acknowledges the member is aware 
they are sharing their personal information with a CAA to manage 
their benefits online. Members are not required to work with a CAA 
to do so.

Members who 
do not agree 
will not be able 
to work with a 
CAA to manage 
their benefits.

Providing Consent
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Consent Levels
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This option allows the member to provide additional consent 
that releases case information to the CAAs.  

Next, a member will decide how 
they want to allow HHSC to 

share their case information with 
the CAA.
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Consent Levels
If the member wants to share additional 
benefit/case information with the CAA, they must 
indicate the level of information they want to 
share:

1. Share only my information available through 
YourTexasBenefits.com inquiry: case number(s), 
benefits program(s), case member name(s), benefit 
amount or active or inactive benefits status, start date 
and renewal date.
• This option applies to Case Assistance 

Affiliates and gives consent for release of 
case information available when using the 
Search Case Status feature in Your Texas 
Benefits only.

• This option does not allow 2-1-1 case 
information agents or CPP to share 
information with the CAA.
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Consent Levels
2. Share all my case records with this community 
partner. This allows HHSC to release my case 
information electronically through 
YourTexasBenefits.com and verbally through 2-1-1.

• When this level is selected the HHSC 
representatives will be able to discuss the 
member’s case information with a CAA.

• This includes 2-1-1, option 2 case 
information agents and information when a 
case review is requested from the CPP.

3. Only share the following information from my case 
record with this community partner. This selection only 
applies to information released verbally through 2-1-1.

• This option allows HHSC to release only the 
information indicated by the member in the 
text box provided on the form.
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CAAs can perform a search of consent forms submitted by 
their organization. CAAs can verify the member has a consent 
form on file with the organization by performing this search 
prior to assisting a member.

“CONSENT FORM 
SEARCH”

Consent Form Search
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Only forms submitted by the member when 
working with the CAA’s organization can be 

viewed.

Community Partner ID 
automatically populates based on 
the logged in CAA.

Enter the member’s “User name” 
or “Case number.”

Consent Form Search



If the member has more than one case linked to their username 
all forms submitted for all cases linked to that username will be 
displayed.

“User name” search will display consent forms 
submitted by the member for that organization.

Consent Form Search
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CAAs do not have the 
ability to search for 
member information in 
YourTexasBenefits.com 
without a valid electronic 
H0926 form on file for 
the member they are 
assisting.

Paper consent forms are 
not valid in this situation 
and are watermarked 
with “SAMPLE”.

Consent Form & Case 
Status Search
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Consent Form & 
Case Status Search

When conducting a Case Status Search, the member 
must have provided  the CAA  with one of the 
following levels of consent for the search functionality 
to work:

o Share only my information available through 
YourTexasBenefits.com inquiry: case number(s), 
benefits program(s), case member name(s), benefit 
amount or active or inactive benefits status, start 
date and renewal date.

o Share all my case records with this community 
partner. This allows HHSC to release my case 
information electronically through 
YourTexasBenefits.com and verbally through 2-1-1.
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Consent Form & 
Case Status Search

When no valid consent form is on file for the 
member, the CAA will receive the following message 
below and must assist the member in submitting a 
current valid consent form.

“No valid consent form found OR Search criteria 
entered is incorrect. Please verify and resubmit”

1234567891



Questions
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Thank you
CPP@hhs.texas.gov

mailto:CPP@hhsc.state.tx.us
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