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1. PURPOSE
This Registered Service Agency (RSA) User Guide has been developed to provide a walkthrough
of the new RSA system from both Agencies and Agents perspective.

Below are the detailed functionalities available for Agencies and Agents.

Agency Functions
e Login to Online Account
e Change Password
e View Agency Profile
e Update Contact Info
e View/Print Updated Registration
e Upload Standard Certification
e View Associated Agent Info
e Add/Delete Agents/Locations
e View Payment Activity
e Contact DMS

Agent Functions
e Login to Online Account
e Change Password
e View Personal Profile
e Update Contact Info
e View/Print Updated License
e Add/Delete Associated Agencies
e Contact DMS
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2. AGENCY FUNCTIONS

e Login to Online Account
o Enter Username and Password
o Click Log in
Note: Password must include numbers, uppercase and lowercase letters, and at

least one of these special characters: minimum 15 characters: !@#$%"&*()_+-
=0N\I;,2/ ~><"

& @ () https://cdfa.force.com/rsaportal/s/login/ L A Y8

Cedfa (@)

CA DEPT OF FOOD & AGRICULTURE

DIVISIONOF MEASUREMENT STANDARDS

2 anirudh.reddy@cdfa.ca.gov

Forgot your password?

For Agencies or Agents who need assistance, please
contact the

e Change Password
o On top right, select User Profile = My Settings to see below screen
o Click Change Password

(1)

Settings

User Information
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o Enter Current Password, New Password and Verify New Password. Click ‘Save’ to
save new password or click ‘Cancel’ to proceed without changing existing
password.

Change My Password

and lowercase letters, and at least

Verity New Password

e View Agency Profile
o Select Agency Profile = View Account

Account
B INTEGRATED PETROLEUM SOLUTIONS 123

[E] Associated Locations(2+) New
DBA Name
DE8A: INTEGRATED PETRO
Location 1D Type
te location Other

DBA Name Expiration Date

% s 1 Apple street, Big Apple,
Active

09989

~ Address Information

Type

Other
Address Status
test street, NY, NY, 01111 Inactive

T S
o Scroll down to see details on to the right

e Update Contact Info

o Select Main Contact Profile = View Contact, to see your Email, Phone,
Name, Account Name, Title and Phone
o Select Pencil as highlighted to edit details
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Agency Profile w Main Contact Profile v Contact RSA Program

Contact

Anirudh Reddy

anirudh reddy@cdfa.ca.gov

Details

Open Activities (4)

Neme
Aninudh Ready s

Subject
Emsi

unt Name
LOS ANGELES ELECTRIC

Pending Approva -
it Pending Approval v
>
View All

¢ View/Print Updated Registration
o Click on Agency Profile = Print Registration, to view and print your Active

Registration
Home Agency Profile v Main Contact Profile » Contact RSA Program RSA Program
- 4+ ? = AY Read aloud Add text 7 Draw ~ 'F Highlight ~ & Erase =
STATE OF CALIFORNIA

df DEPARTMENT OF FOOD AND AGRICULTURE

C a DIVISION OF MEASUREMENT STANDARDS
—— 6790 Florin Perkins Rd., Ste. 100, Sacramento, CA 95828

cALrOINA DITARTMENT OF Telephone (916) 229-3000 - RSA@cdfa.ca.gov

SERVICE AGENCY REGISTRATION CERTIFICATE
No person shall engage in business as a service agency unless registered by the
Secretary of Food and Agriculture and the current registration fee and penalties have
been paid. (California Business and Profession Code §12532)

REGISTRATION YEAR: 02/14/2022 - 02/14/2023 44-051(Rev 6/05)
Registration No 1234567890
INTEGRATED PETROLEUM Total Fees Remitted $675.00
SOLUTIONS 123 Effective Date 0211412022
ATTN: Madhukar Agency Reddy Registration Expires 02/14/2023

Main Ctc
Hello street 1223
San Jose, CA 95128

Primary Location:

e Upload Standard Certification
o Click on Agency Profile = View Account, on the right side, find Files
placeholder
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D Files (3) Add Files

Title Owner Last Modifi... Size

Tes.. MadhukarR... 5/23/2022,_... SKB v

UA Madhukar R... 5/17/2022,... 4KB v

ua . Madhukar R... 5/17/2022,.. 4KB v
Wiew All

o Click on Add Files = Opens a pop up with Upload Files

Select Files

T, Upload Files =1 Search Files

Owned by Me You don't have any files here. Try a different filter, orupload a

file
Shared with Me

Recent

Following

Related Files

O of 10 files selected Cancel

o Click on Upload Files and then select a Standard Certification file from your
computer
o Then Click on “Add”

e View Associated Agent Info

o Select Agency Profile 2 View Account, on the right side, find ‘Agents’
placeholder which lists any Agents associated to your Agency
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Agents(1)

Contact ID
Madhukar Reddy - Agent 3

Status

Add Agent

Contact License Mumber
34215

Contact Status

Pending Payment Active
View All
o Click on View All to see all Agents
Accounts » INTEGRATED PETROLEUM SOLUTIONS 123 Add Relations
Related Contacts ORI
2items - Sorted by Last Name - Updated a minute ago ¢y
Contact Name v | Status v | License No v | License To Date v
1 Madhukar Reddy- Agent3 Pending Payment 36215 1/10/2023 v
2 Madnukar Agency Reddy Main Ctc v
Add Agent
o Select Agency Profile 2 View Account, on the right side, find Agent’s
placeholder
o Click on “Add Agent”
New Account Contact Relationship
Account Contact Relationship Information
* Account * Contact
[ INTEGRATED PETROLEUM SOLUTIONS 123 [E Anirudh Ready - Agent 1 x
Status
Pending Payment v
Cancel Save & MNew Save

o Type Agent Name in Contact, Select the Agent
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o Click “Save”

e Delete Agents

o Select Agency Profile = View Account, onto the right side, find ‘Agents’

placeholder
o Click “View All”

Select ‘Edit Relationship’ from the triangle button for agent

Accounts > INTEGRATED PETROLEUM SOLUTIONS 123 2dd Relatiorsh
Related Contacts ’
2items + Sorted by Last Name - Updated 3 minutes ago

Contact Name v

Status | License No v

License To Date

1 Madhukar Reddy - Agent 3 Pending Payment 36215

1/10/203 D
2 Madhukar Agency Reddy Main Ctc

o Select Status to Inactive

Edit Account Contact Relationship

Account Contact Relationship Information

INTEGRATED PETROLEUM SOLUTIONS 123

o Click on “Save”

e Add Location
o Select Agency Profile = View Account, onto the right side, find ‘Associated

Locations’ placeholder
o Click on “New”
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Add Location

Address Location - New Action

D wrecareo rervoLzm sowmoNs 123

o Give Location and Address
o Click on “Add Location” to Save

e Delete Location

o Select Agency Profile = View Account, onto the right side, find ‘Associated

Locations’ placeholder
o Go to Location, click on “Edit”
o Select Status to ‘Inactive’

Edit Location

* Account
3 NTEGRATED PETROLEUM SOLUTIONS 123
Location Name
Blank address test
“Type
Other
Address
Street

test street

NY
ostal Code

99000

* Status

I Pending Payment

--None--
Pending Payment E"’

o Click “Save Location”

VERSION 1.1 | RSA Self-Service Portal



RSA PORTAL USER GUIDE

e View Payment Activity
o Click Agency Profile = View Account, scroll down on the right to find
‘Regulatory Transaction Fees’ to see all payment activities

Regulatory Transaction Fees(2+)

Regulatory Tramsaction Fee Id Total Fee Amount

FEE-OOO000007 S675.00
Status Paid Amount
Paid S400.00

Regulatory Transaction Fee Id Total Fee Amount

FEE-OOO000016 5200.00
Status Paid Amount
Due S0.00

Regulatory Transaction Fee Id Total Fee Amount

FEE-COO000006 5525.00
Status Paid Amount
Paid 525.00

View All

Accounts > INTEGRATED PETROLEUM SOLUTIGNS 123
Regulatory Transaction Fees
3 itams - Sortad by Status - Updated a fow seconds ag - jler

Regulatory Transaction Fee I v v | paid Amount v

H
-
<
g 2
8
M
g

52500

5400.00

o g ¥
g 2 4d
5 & |a

520000 50.00
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e Make Payment
o Click Agency Profile > Make Payment, to see any transactions available to
make payment.
o Select associated transaction(s) and click Make Payment to proceed with
Payments

Maln Contact Proflie v Contact RSA Program RSA Program

Make a Payment for Locations and/er Agen

Select the Locations and Agents you need to make a payment for

View Account

Print Registration
Make Payment
Name v | status v | Amount v
New Location - testing 2 Due $100.00
New Location - Blank address test Due $100.00

Total Amount : $200.00

Click on ‘Make Payment’ again to make sure the transaction value

Agency Profile v Main Contact Profile v Contact RSA Program RSA Program

Make a Payment for Locations and/or Agents

Select the Locations and Agents you need to make a payment for

Cancel Make Payment
Name v | status v | Amount v
New Agent - becca Agent Pending $25.00

Total Amount : $25.00

o Proceed with either electronic check or Credit Card, and follow screens to
complete payment

@] () https;//www3 thepayplace.com/ca/foodagriculture/cdfapayments1/billpreview.aspx A Y = @

CALIFORNIA DEPARTMENT OF

\;dia Food and Agriculture CDFA Payments

Payment Method

* Indicates required field
Payment Information

Description: Anirudh Reddy
Amount Due: $25

Choose method of payment

O Pay by electronic check

* Account Type: | Personal v

O Pay by credit card
visal [
[Back | Next [ exit]

California Department of Food and Agriculture

I trademarks, service marks and trade names used in this material are the property of their respective Powered by PayPoint{
NNNNN Paypoint Privacy Polic

VERSION 1.1 | RSA Self-Service Portal



RSA PORTAL USER GUIDE

e Contact RSA Program Staff
o Click on ‘Contact RSA Program’ to send an email to RSA Program Staff for any

questions or comments you may have

To Address: is auto populated with RSA Program Staff mailbox

Subject: Enter a relevant subject for this email

Body: Provide a brief description for the purpose of this email

CIirck ‘Send Email’ button to send an email to RSA Program Staff

O
O
O
O

Contact Support

S(:m Emall
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3. AGENT FUNCTIONS

e Login to Online Account

o Enter your Username and Password and click ‘Log in’ to login to the RSA

Portal
< (&) ()  https://cdfa.force.com/rsaportal/s/login/ LA T8 v

Cedfa (88

CA DEPT OF FOOD & AGRICULTURE

DIVISION OF MEASUREMENT STANDARDS

2 anirudh.agent@cdfa.ca.gov

Forgot your password?

For Agencies or Agents who need assistance, please
contact the

e Change Password
o On top right, select User Profile > My Settings to see below screen
o Click Change Password

Contact RSA Program

Settings

User Information

Change Password

Location

- il
o Enter Current Password, New Password and Verify New Password and click

‘Save’ to new password or click ‘Cancel’ to proceed without changing existing
password.
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e View Personal Profile

o Click Agent Profile = View Contact, to see personal details
(G 5] https://cdfa.force.com/rsaportal/s/contact/0033d000007hpR1AAl/anirudh-agent A

Cortact
Anirudh Agent

Detalls
B Agency2) Add Agency

If you dorvt ses your Agency, plesse Cantact the RSA Program

1231557890

v Address Information

Person Examinations (1)

Effectivefrom  Effective To Result
5/2/2022,120..  5/2/2025,12.00 .. Pass -
w Al
GRS L) Files(0) Aciuey
it Owne Last Modifi... S

e Update Contact Info

o Select Agent Profile = View Contact, to see your Name, Email, Phone, and
address, etc.

o Select Pencil as highlighted to edit details

Agent Profile A Contact RSA Program RSA Program

Contact

Ms. Madhukar MI Reddy one

a Status = L From Dat License To Dats
madhukar re0ay@Cara.ca.go active 15520 3/1/2018 3/1/2023
Details
Name Status D Agency(3+) Add Agency
Ms. Madhukar MI Reddy one Active

ey If you don't see your Agency, please Contact the RSA Program
madhukar reddy@cdfa.ca gov

=

s Account Name Status
7324563456
PRECISION SCALES, INC Tnactive
Proot Of Ldentity
CA Drivers License
dentity No
863450
ount Name Status
LOS ANGELES ELECTRIC Inactive

Status

Pending Payment

a7
Piscataway

d

e View/Print Updated License
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o Click Agent Profile dropdown = Click Print License, to view and print the
Servie Agent License

Contact RsA Frogram

-+ 2 8 ADIY -F Qo BB g

SERVICE AGENT LICENSE

“This is to certify that Amirudh Reddy - Agent 03 has been examined on the laws and
lations governing weights and measures and is licensed as a Service Agent in California
pursuant to California Business and Profcssional Code, Chapter 5.5.

il
Je)

i

License Number: 78324
Issue Date:Date: 08/01/19

Signature of Agent

Expiration Date: 08/01/24

Itis unlawful for anyone other than the licensce to use this document.

e Add/Delete Associated Agencies
o Click Agent Profile = View Contact, find Agency placeholder to the right.

Contact BSA Program

Cortac
B Ms. Madhukar MI Reddy one

Detalls

L

el

o Click Add Agency, to request association to an Agency
o Type Agency name to find the Agency and click Save. This will automatically
send a request to the Agency
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New Account Contact Relationship

ontact Relationship Information

e Contact DMS

@)

O O O O

Click on ‘Contact RSA Program’ to send an email to RSA Program Staff for any
questions or comments you may have

To Address: is auto populated with RSA Program Staff mailbox

Subject: Enter a relevant subject for this email

Body: Provide a brief description for the purpose of this email

Click ‘Send Email’ to send an email to RSA Program Staff

.“i &

Contact Support

Description
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