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Creating a CCRS Account

1. In order to access the Cal Civil Rights System (CCRS), you need to create a free user
account. You must have an email account in order to create a CCRS user account. The
supported internet browsers and versions that will work best with the system are Internet
Explorer 11, Edge 20, Chrome 56, Firefox 50, and Safari 11 or higher.

2. You can create a new CCRS user account by going to the site by entering
https://ccrs.dfeh.ca.gov in your internet address bar.

3. Once you press enter you will be taken to the LOGIN screen.

4. Click the “New User?” link in the last line of the login page

5. You will be taken to the REGISTER screen where you will be required to enter your
Login Information: Email, Personal Information: First Name, Last Name, Phone,
Street, City, State, and Postal Code. If you do not have an address, you can still register
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by clicking the Register without an address checkbox underneath the box where you
can enter a Mobile number.

(eon

REGISTER

If you need an accommodation for a disability in order to complete an intake form,
Call 844-541-2877 (voice), 800-700-2320 (TTY) or California's Relay Service at 711, or email accommodations@dfeh.ca.gov.

Login Information

Email complainant doe@gmail com
* Required
Personal Information
Salutation v
First Name Jane
* Required
Last Name Doe
* Required
Phone (555) 555-5655

* Required. Enter 10 digits

Mobile
Enter 10 digits
Register without an address
Street 1 Complainant Way

6. Scroll to the bottom of the page and click Submit. This will take you to the Registration
Confirmation page, which tells you that your account has been set up and that you will
be getting an email with a temporary password.

% California Department of oL
“ “ ogin
"GOV Fair Employment and Housing

CAL CIVIL RIGHT

Registration Confirmation

Thank you for registering. An email has been sent to you with your temporary password

Go to Login Page

7. Go to your email account, open the email sent to you from the CCRS system, and click
the link in the email.
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8. Once you click the link in your email you will be taken to the DFEH CHANGE YOUR
PASSWORD screen. Make sure you choose a password that will be easy to remember.
Your password must be at least 10 characters long and have a mix of letters and

numbers. Enter your New Password, Verify New Password, and click Change
Password.

(o

DFEH CHANGE YOUR PASSWORD

New Password

Fassword must be 10 characters, including 1 letter and 1 number

Verify New Password

Change Password

9. When you click Change Password you will be logged into your new CCRS account.
Once you are logged in, you can File a Complaint, Obtain a Right to Sue, Request

Public Records, and view your Open Cases, Closed Cases, and Public Record
Requests.

/4 California Department of O O
ne Doe &
\GOV Fair Employment and Housing

CAL CIVIL RIGHTS SYSTEM

H you need an accommodation for a disability in orf
Call 844-541-2877 (voice), 800-700-2320 (TTY) or California’s Relay Ses

File a Complaint

. or email accommodations@dfeh.ca.gov.

Obtain a Right to Sue Request Public Records

In employment cases, if you do not want DFEH to investigate and you
would like a document to go to court

Open Cases Closed Cases  Public Record Requests

Show 10

PRA Number * Complainant Name Status Assigned Representative Payment Due Date Payment Received Date Files/Notes

No data available in table

Showing 0 ta 0 of 0 entries

Privacy Policy Click Here
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How to Login to the CCRS System

1. You can login to your CCRS user account by entering https://ccrs.dfeh.ca.gov in your
internet address bar. The supported internet browsers and versions that will work best
with the system are Internet Explorer 11, Edge 20, Chrome 56, Firefox 50, and Safari 11
or higher.

2. Once you press enter you will be taken to the LOGIN screen.

CCRS

3. Enter your Email and Password, then click Login. This will take you to your CCRS
account.
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Resetting Your Password

1. If you forget your CCRS account password, go to the site by entering
https://ccrs.dfeh.ca.gov in your internet address bar.

2. Press enter and you will be taken to the LOGIN screen. Click the “Forgot Your
Password?” link in the last line on that page.

(o

If you need an accommeodation for a disability in order to complete an intake form,
Call 844-541-2877 (voice), 800-700-2320 (TTY) or California’s Relay Service at 711, or email accommodations@dfeh.ca.gov.

LOGIN

Password

= Forgot Your Password? | New User?

3. Clicking on the “Forgot Your Password?” link will take you to the RESET PASSWORD
screen. Enter your Email here and click Submit.

GOV

RESET PASSWORD

| complainant.doe@gmail.com| | ,

Submit

Login
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4. An email will be sent to your email account with a temporary password link similar to
when you first set up your CCRS account. Go to your email account, open the email,
and click the reset password link. This will take you to the DFEH CHANGE YOUR
PASSWORD screen. Type in your NEW PASSWORD and VERYIFY NEW
PASSWORD. Then you will then be taken to your CCRS account screen.

(o

DFEH CHANGE YOUR PASSWORD

New Password

Password must be 10 characters, including 1 letfer and 1 number

Verify New Password
............ | ,

Change Password
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Viewing Your Account Status

1. You can view details about the status of your cases in the CCRS system. Once you login
to the system, the system will show your Open Cases. Here, you can see the Number,
Case Name, Status, Assigned Investigator, Intake Submission Date, Intake
Interview Date, Complaint File Date, Intake Form Created On, and Files/Notes for
each of your Open Cases in the system.

% California Department of
GOV Fair Employment and Housing

CAL CIVIL RIGHTS SYSTEM

If you need an accommodation for a disability in order to complete an intake form,
Call 844-541-2877 (voice), 800-700-2320 (TTY) or California’s Relay Service at 711, or email accommodations@feh.ca.gov.

Obtain a Right to Sue Request Public Records

In employment cases, if you do not want DFEH to investigate and you
would ke a document to go to court

Open Cases Closed Cases  Public Record Requests  Right To Sue

Show 10+ entries Search
Number Case Name Status Assigned Investigator + Intake Submission Date Intake Interview Date Complaint File Date Intake Form Created On
Draft Satish Rikhi 020172018
=201 30201 ft 2/01,
Notes.

2. You can view the same information for your closed cases by clicking the Closed Cases
view option in the line on the left side of the screen just above the area where the cases
are listed.

% California Department of
GOV Fair Employment and Housing

CAL CIVIL RIGHTS SYSTEM

If you need an accommodation for a disability in order to complete an intake form,
Call 844-541-2877 (voice), 800-700-2320 (TTY) or California’s Relay Service at 711, or email accommodations@dfeh.ca.gov.

File a Complaint

Obtain a Right to Sue

In employment cases, if you do not want DFEH to investigate and you

Request Public Records

would ke a document to go to court

OpenCases Closed Cases  Public Record Requests  Right To Sue

Show 10 v entries Search
Number Case Name Status Assigned Investigator v  Intake Submission Date Intake Interview Date Complaint File Date Intake Form Created On
8 201802-01030701 Draft Satish Rikhi 0200172018

8 201302-01030201 Draft 020172018
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3. You can see the status of your requests for public records by clicking Public Record
Requests view option in the line just above the area where the cases are listed on the
left side of the screen. This view will let you see your PRA Number, Complainant

Name, Status, Assigned Representative, Payment Due Date, Payment Received
Date, and Files/Notes.

% California Department of
GOV Fair Employment and Housing

CAL CIVIL RIGHTS SYSTEM

If you need an accommodation for a disability in order to complete an intake form,
Call 844-541-2877 (voice), 800-700-2320 (TTY) or California’s Relay Service at 711, or email accommodations@dfeh.ca.gov.

File a Complaint Obtain a Right to Sue Request Public Records

k

In employment cases

FEH to investigate and you

wou o court

OpenCases Closed Cases Public Record Requests  Right To Sue
Show 10 v entries

Number Case Name Status Assigned Investigator v Intake Submission Date Intake Interview Date Complaint File Date Intake Form Created On

8 201802-01030701 Draft Satish Rikhi 0210172018

=
01030201 Draft 0210172018 _
Notes
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How to Update Your Profile

1. If you need to update your CCRS account profile, you can do so by logging into your
CCRS account. Your name will show in the top right corner of the screen. Click the
person icon next to your name to change your account information.

California Department of

( .GOV Fair Employment and Housing

CAL CIVIL RIGHTS SYSTEM

If you need an accommodation for a disability in order to complete an intake form,
Call 844-541-2877 (voice), 800-700-2320 (TTY) or California’s Relay Service at 711, or email accommodations@dfeh.ca.gov.

File a Complaint

3

Open Cases Clo:

ses  Public Record Requests  Right To Sue

Show 10 v entries

Number

Case Name Status

Draft Satish Rikhi

Assigned Investigator v

Obtain a Right to Sue

Request Public Records

In employment cases, if you do not want DFEH to investigate and you
would like a document to go to court

Intake Submission Date

Intake Interview Date

Search

Complaint File Date Intake Form Created On

2. You will be taken to the User Information screen where you can change your contact
information by clicking the Edit button at the top right side of the screen. Save button will
appear after you click Edit. You can also change your password by clicking the Change
Password button at the top right side of the screen. After you edit your changes click the
Save button to save your changes.

Jane Doe

User Information

complainant doe@gmail.com

(GMT-07:00) Pacific Daylight Time {America/Los_Angeles)
English (United States)

English

Edit Change Password

Contact Information

complainant doe@gmail.com

Jane

Doe

(555) 555-5555

1 Complainant Way

Sacramento

California

55555
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Filing an Online Complaint

1. Follow the steps for “How to Login to the CCRS System (see page 9).” When you are
logged into your CCRS account, click the File a Complaint button on the left side of the
screen.

&4 California Department of
“GOV Fair Employment and Housing

CAL CIVIL RIGHTS SYSTEM

If you need an accommodation for a disability in order to complete an intake form,
P4-541-2877 (voice), 800-700-2320 (TTY) or California’s Relay Service at 711, or email accommodations@dfeh.ca.gov.

Obtain a Right to Sue

kg In employment cases, if you do not want DFEH to investigate and you
would like a document to go to court

File a Complaint Request Public Records

Open Cases  Closed Cases  Public Record Requests  Right To Sue
t Search
Number Case Name Status Assigned Investigator v  Intake Submission Date Intake Interview Date Complaint File Date Intake Form Created On
8 201802-01030701 Draft Satish Rikhi 02/01/2018
=20 Draft 01,
Note:

2. This will take you to the File an Intake Form screen. If you need an accommaodation for
a disability to help you to complete an Intake Form, call 844-541-2877 (voice), 800-700-
2320 (TTY) or California's Relay Service at 711, or emalil
accommodations@dfeh.ca.gov.

3. If you are helping someone else file a complaint, click YES after the question “Are you
filing for someone else?” If you are filing your own complaint, click NO.

Click the Next button.

% California Department of
“GOV Fair Employment and Housing

CAL CIVIL RIGHTS SYSTEM
File an Intake Form If you need an accommodation for a disability in order to complete an intake form
Call 844-541-2877 (voice), 800-700-2320 (TTY) or California’s Relay Service at 711, or email
€ Back to Cases accommodations@dfah.ca.gov.

1. * Are you filing for someone else? %

Yes
No
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4. This will take you to a screen where you will tell us what kind of complaint you are filing.
Choose from the dropdown list under “This complaint is related to.” The dropdown list

has options for filing complaints under Housing (FEHA), Employment (FEHA),
Intimidation or act(s) of hate violence (Ralph Act), Treatment by business (Unruh Act),
Denial of access with guide, signal, and service dog (Disabled Persons Act), Human

Trafficking, GC11135 Discrimination by Recipient of State Funds — Individual, GC11135
Discrimination by Recipient of State Funds — Agency, Discrimination by State Contractor

or Sub-Contractor.

Click the Next button.

% California Department of
GOV Fair Employment and Housing

CAL CIVIL RIGHTS SYSTEM
File an Intake Form f you need an accommodation for a disability in order to complete an intake form
Call 844-541-2877 (voice), 800-700-2320 (TTY) or Califonia’s Relay Service at 711, or email
€ Back to Cases accommodations@dfeh.ca.gov.

2. * This complaint is related to:

Choose._ T

Employment

Housing

Intimidation or act(s) of hate violence

Treatment by business

Denial of access with guide, signal, and service dog
Human Trafficking

Discrimination by Recipient of State Funds — Individual
Discrimination by Recipient of State Funds — Agency
Discrimination by State Contractor or Sub-Contractors
None of the above

5. On the next screen, you will be asked to answer questions about the type of complaint

you are filing. The questions on this screen will vary depending on the type of complaint

you are filing.

After you have answered these questions, click the Next button.

CAL CIVIL RIGHTS SYSTEM

File a Com pla int Form If you need an accommodation for a disability in order to complete an intake form,
Call B44-541-2677 (voice), B00-700-2320 (TTY) or Califomia’s Relay Servica at 711, or email
€ Backto Cases accommadations@ieh ca gov.

Employment

3.* Did any of the alleged incidents accur in California?

® Yes
No

4.* When is the most recent date of harm? That is, when was the last date you were subjected to an act of discrimination, harassment or retaliation?
10/31/2017
5_* Have you filed a complaint in this matter with the U 8. Equal Employment Opportunity Commission (EEOC)?
Yes
® No
6.* Is your complaint against a federal government agency or employer?
Yes
® No
7. How many people are employed by the employer you wish to file a complaint against? (Estimate for all of the company, not just your job site)
1-14
® 15-49
50-100
101-200
201-500
501 or more

Unknown

Previous Next
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6. You will be taken to the Instructions. Read all of the instructions and then click the Next
button on the bottom or top right of the screen.

Instructions

® Save & Home ® Delete & Bxit [A View / Print Intake

Please read these instructions fully before you proceed!

By submitting this Form, you are asking the Department of Fair Employment and Housing (DFEH) to review the information you have provided for possible filing and investigation of a DFEH
Complaint. SUBMITTING AN INTAKE FORM DOES NOT CONSTITUTE THE FILING OF A COMPLAINT.

This Intake Form will ask you for details about your case, including the person(s), business(es) or landlord that caused you harm (Respondent). As you complete each section, your progress will
be saved. If you do not complete the form now, you can return to change or complete the Intake Form within 30 days. If you do not submit the Intake Form within 30 days of first starting it, the
information you provided will be deleted. YOU MUST COMPLETE AND SUBMIT THE FORM FOR THE DFEH TO REVIEW IT.

After you submit the Intake Form, you will be contacted by a DFEH representative and asked to answer additional questions about your case. We will evaluate the information you provide to
determine if your case can be filed and investigated as a DFEH Complaint. If cide that your complaint can be filed, we will draft a DFEH Complaint and send it to you. If you agree with the
infermation in the DFEH Complaint and wish to proceed with the investigation, you must sign and return the Complaint to us. Once we receive your signed Complaint, itis deemed filed and we
will serve a copy of the Filed Complaint on each respondent with a request to respond in writing to the allegations in the Complaint. For further details on the complaint process, click here,

e

Please call the DFEH at 800-884-1684 if you are not sure if this is the correct Intake Form for your case, or for any other questions.
Are you filing for someone else? *

No v

7. This will take you to the Complainant Information screen. If you are filing your own
complaint, your information will already be in the system and will show as the
Complainant. If you are filing a complaint for someone else, your information will show
under the Complainant Representative. If you are a Complainant Representative, you
can enter information about the complainant under Complainant Parties by clicking
New Complainant on the right side of the screen.

You can click the pencil icon on the left side of the screen near the name to edit any
party.

Complainant Information

@ Save & Home ™ Save [A View | Print Intake

If you are a representative, click +New Complainant to add the complainant. If you would like to add a representative, return to the Instructions section to update your response to the question "Are you
filing for someone else?" Any field labeled with a * is required.

Complainant Representative

+ Complainant Representative

Action First Name Last Name Address Unknown Phone Email

p bajwa v N (916) 585-7071 pibajwa@yahoo com

Complainant Parties

# Complainant

Action First Name Last Name Phone Email

* Are you filing against a?

-None—
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8. When you click New Complainant, a New Record box pops up where you can add the
complainant name, contact information, and demographic information. After you enter
the information, click the Save button at the bottom of the screen.

New Record
* First Name * Last Name FPhone
Extension Mobile Email

[

Address Unknown Address AptiSuite

city State PostaliZip Code
one--
Age Marital Status Primary Language
-None-- v —None—
Disability %
uction <

Race

—None--
National Origin Religion Gender

—None-- v —None— v —None—

Save Close

Click the Next button.

9. After you have completed the complainant information, go to the dropdown list under
Are you filing against a?, and tell us whether your complaint is against a Business or
Organization, an Individual, or Both. Then click Next and you will be taken to the
Respondent page where you can give us more details about who you are filing the
complaint against. How you enter the information will vary depending on the type of
complaint you are filing. Follow the instructions given on the page.

You can click the pencil icon on the left side of the screen near the name to edit any
party.

Click the Next button on the bottom or top right of the screen.
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Respondent Information

Respondent Parties

A Respondent is an individual or an entity that you wish to file a complaint against. You can add a respondent by clicking the +Respondent button below. This will bring up a screen
where you can enter details about the respondent. If you have more than one respd@dent check the Primary box on the top left corner of this screen for the respondent who will be
listed first in your complaint.

Business or Organization (Employer) Respondent

+ New Business/Organization Respondent

Action Primary € Business or Organization Name Address Unknown Phone Business

Individual Respondents

+ New Individual Respondent

Action Primary € First Name Last Name Phone

10. You will be taken to the Complaint Details screen. The information you will be asked to
enter will depend on the type of complaint you are filing. Select the Harm type from
Discrimination, Harassment, and Retaliation. Check the box to open options to select Act
of Harm and Basis.

Click the Next button at the bottom of the screen(s) that ask you to provide details about
your complaint after you are done entering your information.

Complaint Details

® Save & Home % Delete & Exit [® View / Print Intake

For help filing, please call (800) 884-1684
First Date of Harm

9  08/01/2017

Most Recent Date of Harm *
&9 10/31/2017
Please describe what happened
My supervisor harassed me due to my protected status. | reported it to Human Resources,

supervisor denied me a promotion in retaliation for complaining to
cre terminated me 3 months later.

and subseque
management.

Is the harm continuing?

No
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Is the harm continuing?

~None—- v

¢ Discrimination

Discrimination Act of Harm
Denied work opportunities or assignments
Denied the right to wear pants
Failed to give equal considerations in making employment decisions
Partial recommendation for subsequent employment in retaliation for filing discrimination or harassment complaints
Forced to quit
Laid off
Other
Reprimanded
Suspended
Terminated -

%]

elect all that apply
Discrimination Basis

Age (40 and over)

Ancestry

Association with someone of a protected class
Baby Bonding Leave (employers of 20 - 45 people)
Color

Disability (physical or mental)

Family Care or Medical Leave (CFRA)

11. In the next section, you can upload Documents. If you want to upload documents, click
the Choose File button.

Documents

% Delete & Exit [ View | Print Intake

All documents submittegyto i ¥ any party, whether uploaded to this website or sent by other means, are public records that may be subject to disclosure under the California Public Records
Act, Government Code et seq.

Choose File |No file chosen

& Upload document

Action Document Name Update Date/Time

Photograph of Support Animal.jpg 11/2/2017 12:12 PM
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12. When you click Choose File on the left side of the screen, a new window will pop-up
where you can pick the files you want to upload. Click on the File name, click Open, and
click the Upload document button.

Click the orange Save button at the top after you upload each document. Then click the
Next button on the right side of the screen to move to the next section.

Completed 4 Previous Next »

Documents

 Datoa B B viw i e

All documents submitted to the DFEH by any party, whether uploaded to this website or sent by other means, are public records that may be subject to disclosure under the California Public Records
Act, Government Code section 6250 et seq

Choose File |Medical Verification.pdf

2 Upload document

Action Document Name Update Date/Time

Phatograph of Support Animal jpg 11/2/2017 12:12 PM

13. In the Appointment section, enter your Phone Number to Contact. This is the required
telephone number that the DFEH investigator will call at your scheduled appointment
time to discuss your complaint. If you do not have a telephone number, please contact
our Communications Center at 800-884-1684 (voice), 800-700-2320 (TTY) or
California’s Relay Service at 711 or email contact.center@dfeh.ca.gov.

Appointment

@ Save & Home % Delete & Exit @ View ! Print Intake

Please select an appointment below. You may not ¢
appointment time. If you do not have a telephon:

| an appointment within 24 hours of the scheduled time. You will be contacted within 30 minutes of your scheduled
umber, please contact a DFEH representative at 1 (800) 884-1684

‘You must submit your form before tment is secured.

Phone Number to Contact *

# Do you need special accommodations?

ASLNVideo Remote Interpreting CART Services Q

Questions in advance Other (please specify in the box)

¥ Request a Language Interpreter
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14. If you need the Department to help you with a language or disability accommodation for
your phone interview, check the “Do you need special accommodations?” checkbox.
When you do, more checkbox options will pop up offering you ASL/Video Remote
Interpreting, CART Services, Questions in advance, and Request a Language
Interpreter. If you need another kind of accommaodation, you can use the other textbox
to tell us what you need help with. If you need a language interpreter, you can pick your
language from the Select Language dropdown list.

¥ Do you need special accommodations?

ASLNVideo Remote Interpreting CART Services

Questions in advance Other (please specify in the box)

¥l Request a Language Interpreter

Select Language ¥

Hebrew

15. Scroll down to the bottom of the Appointment screen. You can pick your appointment
date and time by clicking on the time slot, and clicking Save meeting date and time
(right above the time slots). You will be called within 30 minutes of your appointment
time.

You must schedule an appointment in order to submit your Intake Form. You can return
to CCRS and cancel or change your appointment until 24 hours before the appointment
time.

Once you have saved your meeting date and time, click the Next button at the bottom
right corner of the screen.
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16.

17.

Save meeting date and time

<</ <||[>|]>>

Date Hours.
Mon November 08 9am-10am
IMon Novemb: 12pm-1pm
Mon 2pm-3pm
Tue Sam-10am
. Tue November 07 2017 2pm-3pm
Wed November 08 2017 9am-10am
Wed November 08 2017 12pm-1pm
Thu November 08 2017 9am-10am
Fri November 10 2017 9am-10am e

This will bring you to the Confirm and Submit section. If it would be helpful to you to
review your information in a single document, click View / Print Intake to see a PDF
copy of your entire Intake Form, which you can also print for your records. If you have
filled out all of the information you need to enter, click the Submit button at the bottom
right side of the screen above the Previous button.

« Previous

Confirm and Submit

® Save & Home % Delete & Exit [A View / Print Intake

Previewing Intake Form

From here, you can generate a printout of all the information you have entered thus far by clicking the VIEW/PRINT INTAKE button above. This is not necessary and is intended only
to facilitate review of the information you provided prior to submission. YOU HAVE NOT YET SUBMITTED YOUR INTAKE. YOU MUST COMPLETE THE PROCESS FOR

SUBMISSION TO INITIATE DFEH REVIEW OF YOUR COMPLAINT. Click SUBMIT below to proceed to submit your complaint.
Submit
« Previous

You will be taken to a Confirmation screen with your case number. At this point, you
have submitted an Intake Form to us. This is not a filed complaint. During your

scheduled interview, a DFEH investigator will ask additional questions about your case.

The investigator will evaluate the information you provide to determine if your case can
be filed and investigated as a DFEH Complaint.

DFEH / CCRS USER GUIDE
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Responding to a Complaint

1. Follow the steps for Creating Your CCRS Account (see pages 3-9). Once you have
created your account, call or email the investigator assigned to your case and ask them
to link the case to your account. After the investigator has linked the case to your
account, you will see the case listed when you login to your CCRS Account. If you aren’t
sure who to contact, you may contact our Communications Center at 800-884-1684
(voice), 800-700-2320 (TTY) or California’s Relay Service at 711 or
email contact.center@dfeh.ca.gov.

Once your account has been linked to the case, you will be able to view the status of the
case, upload documents (including your response to the complaint) pertaining to the
case and send a note to DFEH staff.

File a Complaint Obtain a Right to Sue Request Public Records

In employment cases, if you do not want DFEH to investigate and you would like a
document to go to court

Open Cases Closed Cases  Public Record Requests  Right To Sue
Show 10 v entries Search

Number Case Name status Assigned Investigator v Intake Submission Date Intake Interview Date Complaint File Date Intake Form Created On

m 201802-01030701 Draft Satish Rikhi 02/01/2018 “

m 201802-01030201 Draft 02/01/2018

2. To upload documents, click the Files button on the right side of your account page
where the case is listed. A dropdown screen will appear. Click the Upload New File
button on the left side of this screen. A pop-up box will appear where you can choose
the file you want to upload by clicking the Choose File button and then selecting the file
from your computer or other device. Click Open and the file name will appear next to
the Choose File button. Then click the Upload button located just below the Choose
File button.

To upload additional documents, repeat this process. When you have finished, click the
Close button on the original dropdown screen and your account page will return to the
standard view.

Number Case Name Status Assigned Investigator v Intake Submission Date Intake Interview Date Complaint File Date Intake Form Created On

8 201802-01030701 Draft Satish Rikhi 02/01/2018

a
%m

File Table
There are no files available to view for this case

Upload New Flle
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3. For directions on how to send a note to the DFEH staff person assigned to your case,
see Send a Note to DFEH about Your Case (pages 35-36)
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Sending a Note to DFEH about Your Case

1. You can contact your assigned DFEH staff person using the system. To send a note,
click Notes on the right side of your account page where your case(s) is listed.

California Department of T
on Doe
“GOV Fair Employment and Housing

CAL CIVIL RIGHTS SYSTEM

If you need an dation for a disability in order to an intake form,
% Call 844-541-2877 (voice), 800-700-2320 (TTY) or California’s Relay Service at 711, or email accommodations@dfeh.ca.gov.

File a Complaint

Obtain a Right to Sue

Request Public Records

In employment cases, if you do not want DFEH to investigate and
you would like a document to go to court.

Open Cases Closed Cases Public Record Requests

Show 10 entries

Search
Assigned Intake Submission Intake Interview Complaint File Intake Form
Number Case Name Status Investigator Date Date Date Created On v
W 201711-02556715  bajwa / No Primary Respondent Draft 1111572017

2. A dropdown screen will appear entitled Send Note to DFEH. Fill in the Title text boxes

on this screen and type your note into the Note box. Then click Submit followed by
Close Notes.

Files
I 201802-01030701 Draft Satish Rikhi 02/01/2018

Send Note to DFEH

Title Description
4
Submit || Close

Current Public Notes
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Obtaining a Right to Sue

1. In Employment cases, if you want a letter allowing you to take your case to court rather
than having us investigate your case, you can use the CCRS system to get a Right to
Sue letter.

Start by going to your CCRS system account and then click the Obtain a Right to Sue
button at the top middle of the screen. When you click the Obtain a Right to Sue button,
you will be asked, “Are you filing on behalf of another person, or are you an
advocate or otherwise assisting a person to file?”

If you are filling out the form for someone else, click YES. If you are filling out the form
by yourself, click NO.

File a Complaint Obtain a Right to Sue Request Public Records

In employment cases, if you do not want DFEH 1o investigate and you would ike 2
document to go to court

Jpen Cases  Ck lic R R Right To Su
2 10 of 2l
Number Case Name Status Assigned Investigator v Intake Submission Date Intake Interview Date ‘Complaint File Date Intake Form Created On
8201802-01030701 Draft Satish Rikhi 0210172018
8201802-01030201 Draft 0210172018

2. You will then be taken to the Instructions section. Read the instructions fully and click
Next at the top or bottom of the right side of the screen.

Instructions

Please read these instructions fully before you proceed!

To obtain a Right to Sue notice, you must fill out a form that asks you for details about your case, including the person andior employer that you are filing against (Respondent). As
you complete each section, your progress will be saved. If you do not complete the form now, you can return to change or complete the form within 30 days. If you do not submit the
form within 30 days of first starting it, the information you provided will be deleted. YOU MUST COMPLETE THE FORM AND CLICK SUBMIT to obtain your Right to Sue

If you have guestions, please contact the DFEH at (800) 884-1684.
Are you filing for someone else? *

No

3. This will take you to the Complainant screen. If you are filing your own complaint, your
information will already be in the system and will show as the Complainant. If you are
filing a complaint for someone else, your information will show under the Complainant
Representative. If you are a Complainant Representative, you can enter information
about the complainant under Complainants by clicking New Complainant on the right
side of the screen.
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You can click the pencil icon on the left side of the screen near the name to edit any
party.

After you have completed the complainant information, go to the dropdown list under
Are you filing against a? and tell us whether your complaint is against a Business or
Organization, an Individual, or Both. Then click Next and you will be taken to the
Respondent page where you give us details about who you are filing the complaint
against.

Complainant Information

If you are a representative, click +New Complainant te add the complainant. If you would like te add a representative, return to the Instructions section to update your response to the
question "Are you filing for someone else?” Any field labeled with a * is required

Complainant

+ New Complainant

Action Primary @ First Name Last Name Phone Email
v Jon Doe jondoe@gmail.com

Are you filing against a7 * %

-—-None--

On the Respondent page, add the name and details related to each Respondent by
clicking New Business/Organization Respondent in the
Business/Organization(Employer) Respondents section of the page or New
Individual Respondent in the Individual Respondents section of the page. You will
see one or both of these sections depending on what you selected from the dropdown
list on the previous page.

You can click the pencil icon on the left side of the screen near the name to edit any
party.

Click the Next button on the bottom or top right of the screen.

RIGHT TO SUE JonDoe @

# Instructions
Complatad . « Previous Next »
Respondent Information

# Complainant Information % Delete & Exit (B View / Print Intake

Complated

Respondent Information Respondent
A Respondent is an individual or an entity that you wish to file a complaint against. You can add a respondent by clicking the +Respondent button below. This will bring up a screen
4 Complaint Details Jd  where you can enter details about the respondent. If you have more than one respandent, check the Primary box on the Lop left comer of this screen for the respondent who will be

listed first in your complaint

# Documents Business/Organization (Employer) Respondent

+ New BusinessiOrganization Respondent

P Confirm and Submit

Action Primary €@ Business or Organization Name Address Unknown Phane Business
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5. You will be taken to the Complaint Details section of the case where you can enter the
details about what happened to you.

When you are done entering the details about your case, click the Next button at the top
right side of the screen.

Complaint Details

& Save & Home [A view / Print Intake

For help filing, please call (800) 884-1684
First Date of Harm

™ mmiddiyyyy

* Most Recent Date of Harm

0 01082018

Please describe what happened

Is the harm continuing?

—None—

# Discrimination 0

Discrimination Act of Harm

Asked impermissible non-job-related questions
Demoted

of discrimination and/or retaliation
Jnancy

ous beliefs

Denied an mployment ben r =

Denied employer paid health care w

6. You can then upload case documents to the file under the Documents section of the
case (for details, see pages 27-28).

Click the Next button on the bottom or top right of the screen.

7. This will bring you to the Confirm and Submit section. If it would be helpful to you to
review your information in a single document, click View / Print Intake to see a PDF
copy of your entire Intake Form, which you can also print for your records.

You must also verify who you are and whether you are submitting this information for
yourself or someone else. You can do this by filling out the Verified By, Verifier’s
Relationship to Complainant, and Verifiers City and State boxes.

If you have filled out all of the information you need to enter, click the Submit button at
the bottom right side of the screen above the Previous button.
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ol Evpmant and Housing RIGHT TO SUE

# |nstructions

Confirm and Submit

Completed

RTS Intake Form

Respondent Information
Please review the information you have provided before hitting the SUBMIT button below. If you would find it helpful ta review the information on a single document, you can create a
printout of the information you have entered by clicking the VIEW/PRINT INTAKE button above. YOU WILL NOT RECEIVE YOUR COMPLAINT AND RIGHT TO SUE NOTICE
UNTIL YOU HAVE ENTERED ALL OF THE REQUIRED INFORMATION AND HIT THE SUBMIT BUTTON BELOW.

Complaint Details Before submitting the form, you must verify who you are and whether you are submitting this information for yourself or someone else:

Verified By

4 Documents

Confirm and Submit

By submitting this complaint, you are declaring under penalty of perjury under the laws of the State of California that, to the best of your knowledge, all information
contained in this complaint is true and correct, except matters stated on your information and belief, and you declare that those matters you believe to be true.

ubr

4 Previous.

To view all submitted Right to Sues, go to homepage and select Right to Sue tab.

I you need an accommodation for a disability in order to complete an intake form,
Call 844-541, voice), 800-700-2320 (TTY) or California’s Relay Service at 711, or email accommodations@dfeh.ca.gov.

File a Complail Obtain a Right fo Sue Request Public Records

In employment cases, if you do not want DFEH o investigate and you would fike a
document to go to court.

Open Cases  Close:

Cases Public Record Requests  Right To Sue

Show 10 v entries Search

Number Case Name Status. RTS Created On v RTSIssued On Prior Amendment Most Recent Date of Harm Verifier Name

0 201711-00010721 bajwa [ Safeway Closed 12172017 Hiz12017
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How to Amend a Right to Sue

1. Login to the Cal Civil Rights System (CCRS) using the username and password that
was provided to you.

Notice: If you previously had an account in Houdini, please contact DFEH IT at ITSupport@dfeh.ca.gov and provide us with Getin & with DFEH
your email address so we can enable your access to CCRS. If you had cases in Houdini, which you would like to see in

CCRS account, please provide the case numbers in the email. Within 24 hours you will receive a password reset email for

CCRS login The Department of Fair Employment and

Housing is open Monday through Friday from 8
am to 5 pm PST except on these holidays

For general information:
CCRS

1. Call our Communication Center at 800-
8841684 (voice), 800-700-2320 (TTY) or
California's Relay Service at 711

Email contact center@dfeh.ca.gov

Write to: 2218 Kausen Drive, Suite 100,
Elk Grove, CA 95758

Statewide office locations

Accessibility information

Access for people with disabilities

. R Language services
Quick links Informacién en Espaiol

Tribal consultation policy

o

w

IS

Forgot Your Password? | New User?

CCRS User Guide
FAQs
Privacy and security

e ey
Send us feedback

For technical assistance, please contact ITSupport@dfen ca.gov. DFEH assists anyone who needs a translation
into his or her native language:

« Informacién en Espafiol
« DFEH Language Access Coordinator

© Phone 1-844-821-3465

o Fax 1-916-405-4010

o Email language access@dfeh ca gov
= State bilingual services: 1-916-324-0970

Backto Top Chgov Privacy Paiicy ~Acoessibilty Consitions of Use.

Cakffomia Department of Fair Employment and Housing 2017

2. Click on the Right to Sue tab, which will display your cases.
3. Click on the case number of the case you wish to amend.

% California Department of AT O
GOV Fair Employment and Housing '

CAL CIVIL RIGHTS SYSTEM

I you need an accommadation for a disability in arder to complete an intake form,
800-700-2320 (TTY) or California’s Relay Service at 711, or email accommodations@dfeh.ca.gov.

Obtain a Right to Sue Request Public Records

in employment cases, if you d
would ke

Call 844-541-2877

File a Complaint

a investigate and you
0 1o coun

Open Cases

Public Record Requests  Right To Sue

Number Case Name Status RTSCreated On v RTS Issued On Prior Amendment Most Recent Date of Harm Verifier Name

Files

Hardy / McDonald's et al. Closed

Beerra / No Primary Respondent Drat

Privacy Policy Click Here
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4. Click on the section of the portion you wish to amend (i.e., Complainant Information,
Respondent Information, etc.).

California Department of RIGHT TO SUE Marisa Becerra @

Fair Employment and Housing

Instructions
Completed

%

4 Complainant Information
Completed

Respondent Information
Completed

%,

4 Complaint Details
Completed

Confirm and Submit
Completed

Y

Completed

Instructions

1 Print Intake

>

Please read these instructions fully before you proceed!

To obtain a Right to Sue notice, you must fill out a form that asks you for details about your case, including the person and/or employer that you are filing against (Respondent). As you complete each
section, your progress will be saved. If you do not complete the form now, you can return to change or complete the form within 30 days. If you do not submit the form within 30 days of first starting it
the information you provided will be deleted. YOU MUST COMPLETE THE FORM AND CLICK SUBMIT to obtain your Right to Sue.

After you have submitted your form, we will send you a Right to Sue letter with the information you provided. If you would like to view your submission, it will be listed under Closed Cases on your
CCRS Account Page. If you want to get an amended Right to Sue letter, please make changes and re-submit the form. The new amended letter will also be saved in the Closed Cases list on your
Account Page. If you have questions, please contact the DFEH at (800) 834-1684.

* Are you filing for someone else?

& Home: [® View ! Print Intake Next »

5. Click Confirm and Submit, and click Submit. After submission, the case will be amended.
If you do not submit the case again, the case will not be amended.

Califc

p
Fair Employment and Housing

P

Instructions
Completed

Complainant Information
Completed

%

Respondent Information
Completed

g

& Complaint Details
Completed

Confirm and Submit
Completed

&

e RIGHT TO SUE

Confirm and Submit

RTS Intake Form

Please review the information you have provided before hitting the SUBMIT button below. If you would find it helpful to review the information on a single doeument, you can create a printout of the information you have
entered by clicking the VIEW/PRINT INTAKE button above. YOU WILL NOT RECEIVE YOUR COMPLAINT AND RIGHT TO SUE NOTICE UNTIL YOU HAVE ENTERED ALL OF THE REQUIRED INFORMATION AND HIT
THE SUBMIT BUTTON BELOW,

Before submitting the form, you must verify who you are and whether you are submitting this information for yourself or someone else:
Verifier Name

Marisa Becerra

Verifier's Relationship to Complainant

Compiainant v

By submitting this compiaint, you are declaring under penalty of perjury under the laws of the State of Calformia that, to the best of your knowledge, all information contained in this complaint is true and correct, except
matters stated on your information and belief, and you declare that those matters you believe to be true.

6. You will receive confirmation of submittal. Click on “Click to go back to home page.”

Confirmation

Case 201802-00962314 has been submitted

You have filed a Right to Sue complaint and your Right to Sue notice is now available in Files Section under Closed Cases on the homepage. DFEH will not investigate this
complaint and will not serve the notice documents on the employer.

Click to go back to home page
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7. Click on the Right to Sue tab and find your case number.

8. Click on Files.

(}4 California Department of
GOV Fair Employment and Housing

CAL CIVIL RIGHTS SYSTEM

If you need an accommodation for a disability in order to complete an intake form,
Call 844-541-2877 (voice), 800-700-2320 (TTY) or California’s Relay Service at 711, or email accommodations(@dfeh.ca.gov.

File a Complaint Obtain a Right to Sue
Inemy

Request Public Records

ployment cases. if you do nof want DFEH to investigate and you would ke a
document to go fo court

Open Cases Closed Cases  Public Record Requests  Right To Sue
show 10 v enties Search

Number Case Name Status RTS Created On v RTSIssued On Prior Amendment Most Recent Date of Harm Verifier Name

Showing 1 fo 1 of 1 eniries

Privacy Policy Click Here:

I 201502-00962314 Becerra / McDonald's et al Closed 02142018 03/06/2018

9. You will find your amended Right to Sue document in the File Table, with the date the
document was uploaded.

Please Note: You will also receive an automatic e-mail from the CCRS with your
amended document included as an attachment.

& Mansa Becerra &

(j California Department of
/GOV Fair Employment and Housing

CAL CIVIL RIGHTS SYSTEM

I you need an accommodation for a disability in order to complete an intake form,
Call 844-541-2877 (voice), B00-700-2320 (TTY) or California's Relay Service at 711, or email accommodations@dfeh.ca.gov.

File a Complaint

Obtain a Right to Sue Request Public Records

In empioyment cases, ffyou do not want DFEH to investigate and you would ke a
document to go lo court

Open Cases  Closed Cases  Public Record Requests  Right To Sue

Show 10+ eniries Search

Number Case Name Status RTS Created On » RTSIssusd On Prior Amendment Most Recent Date of Harm Verifier Name

9 201502-00362314 Becerra / McDonaid's et al Closed 021142018 0306/2018 _
™
Teblo
0 poF 1 ! 5 &
et 2017 POF February 16, 2018 B
R POF A 5 B
DFEM Government Agencies Refemal List pol POF 12125 February 16, 2018 &
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Requesting Public Records

1. To request records from a DFEH case, go to your CCRS system account, and then click
the Request Public Records button at the top right side of the screen.

California Department of
X g & Attomey Doe @
GOV Fair Employment and Housing

CAL CIVIL RIGHTS SYSTEM

If you need an accommodation for a disability in order to complete an intake form,
Call 844-541-2877 (voice), 800-700-2320 (TTY) or California’s Relay Service at 711, or email accommodations@dfeh.ca.gov.

File a Complaint Obtain a Right to Sue Request Public Records

In employment cases, if you do not want DFEH to investigate and you
would like a document to go to court

Open Cases Closed Cases Public Record Requests

Search

Assigned Intake Submission Intake Interview Complaint File Intake Form Created
Number Case Name Status Investigator Y Date Date Date On Files/Notes

2. This will take you to the Instructions section. Read the Instructions fully and click Next
at the top or bottom of the right side of the screen.

Instructions

Step 1: Submit Request

Please complete the Public Records Request Form with all required information. The information you provide is saved as you click on each screen. You may resume the session within 10 days to
complete the request by logging in with your User ID. If you do not complete the request within 10 days, however, the information will disappear and you will need to restart the process.

YOU MUST COMPLETE THE ENTIRE PROCESS AND CLICK "SUBMIT" TO COMPLETE YOUR REQUEST.

After you submit your request, you will receive an email with your public records act request number. Cnce you have submitted your request, you may not change the request to seek additional
records. If you need additional records, you must complete and submit another request

Step 2: Fees and Payment

If the Department of Fair Employment and Housing (DFEH) determines that it will not apply a fee to your request, DFEH will process your request. However, if payment is required, you will receive an
invoice within 10 days of submission of your request and DFEH will process your request when it receives payment.

DFEH will determine whether to apply a fee to your request based on the following guidelines:

A. Processing Fee

There may be an hourly fee if your request seeks records that are only produced at otherwise regularly scheduled intervals or the request requires data compilation, extraction, or programming

B. Copying and Mailing Fee

DFEH will not charge a fee for documents sent by email. If you request delivery of a paper copy, DFEH will charge a fee of $0.10 per page for copying plus the cost of mailing via USPS First-Class
Mail

If you receive an invoice, DFEH will not process your request until that invoice is paid. Once DFEH receives payment, DFEH will process your request. You should receive a copy of the records you
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3. This will take you to the Questionnaire section where you will enter details about the
type of records you are requesting and how you want them delivered to you.

After you have completed this information, click the Next button on the bottom or top
right of the screen.

Questionnaire

X Dok 8 E B Vi P

Public Records Act Request
For help filing, please call (800) 884-1684
Is this related to a DFEH Complaint? *

Yes
DFEH Case Number Complainant/Plantiff Name *
201711-02523503 John Smith

Respendent/Defendant Name *

Greenacre Properties Il, LLC

Specify Documents Delivery Preference * Type of Requestor *
All case-related documents, Mail - $0.10 per page plus mailing cost v Complainant/Plaintiff or Complainant/Plaintiff's attorney
-
Action Primary First Name Last Name Phone Email
Attorney Doe (555) 555-5555 lawofficesofdoe@gmail com

4. You can then upload documents to the Public Records Act Request file under the
Documents section of the case (for details, see pages 27-28).

Click the Next button on the bottom or top right of the screen.

5. This will bring you to the Confirm and Submit section. If it would be helpful to you to
review your information in a single document, click View / Print Intake to see a PDF
copy of your entire request, which you can also print for your records.

When you are ready to submit your request, click the Submit button at the bottom of the
screen.

e PUBLIC RECORDS ACT REQUEST

& Instructions

Confirm and Submit

) Questommaire X Detos £t B ViwPot ke

4 Upload Documents P
Previewing PRA Request

s
Confirm and Submit From here, you can generate a printout of all the information you have entered thus far by clicking the VIEW/PRINT INTAKE button above. This is not necessary and is intended

only to facilitate review of the information you provided prior to submission. YOU HAVE NOT YET SUBMITTED YOUR PUBLIC RECORDS REQUEST. Click SUBMIT below to proceed to

finalize your PRA request
Submit
4 Previous
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