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IHSS PROVIDER ASSIGNMENT IN ELECTRONIC SERVICES PORTAL 

(ESP) RECIPIENT USER GUIDE 
 
This User Guide provides easy step-by-step instructions for IHSS 
recipients who want to assign a provider to their case using the Electronic 
Services Portal (ESP).  
 
The Hire Provider tool in the ESP allows recipients to assign an eligible 
provider to their case. This tool was added as a self-service option to save 
time when hiring a provider.  The IHSS Program Recipient Designation of 
Provider (SOC 426A) paper form option is still available for recipients and 
can be found on the CDSS website using the link above and should be 
completed and mailed to your local county IHSS office. 
 
What is Required to Assign a Provider in the ESP: 

To assign a provider to your case using ESP please have the following 
information available: 

• Your ESP Username  
• Your ESP Password 
• The provider’s 9-Digit Provider Number (If you do not have the 

provider’s number, you will need to reach out to your provider for the 
information, or contact your local county office.) 

 
Note: If you have not yet registered for ESP, please see: Registrations 
FAQs on the ESP website for instructions. 

 
  

https://www.cdss.ca.gov/cdssweb/entres/forms/English/SOC426A.pdf
https://www.cdss.ca.gov/cdssweb/entres/forms/English/SOC426A.pdf
https://www.cdss.ca.gov/Portals/9/IHSS/E-Timesheets/Registration-Frequently_Asked_Questions.pdf
https://www.cdss.ca.gov/Portals/9/IHSS/E-Timesheets/Registration-Frequently_Asked_Questions.pdf
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Let’s Get Started!  
 
How to Assign a Provider to Your Case in ESP: 
 

1. Go to the ESP website by clicking Electronic Services Portal  
or by entering the following address into your internet browser   
https://www.etimesheets.ihss.ca.gov/login. 
 

2. Log in to the ESP using your username, password, and select 
‘Login.’ 

 
Note: If you forget your login information, you can reset your 
Username and Password by selecting the Forgot Username or 
Password link. 
 

3. Once you log in to your ESP account, you will see the ‘Hire Provider’ 
menu in the navigation bar. Click on the ‘Hire Provider’ menu. 
 

 

 
 Hire Provider Menu 

 
4. Selecting the ‘Hire Provider’ menu option will take you to the Hire 

Provider screen where you will finish four steps (“Locate Provider”, 
“Select Provider”, “Provider Details”, and “Confirm Hire”) to complete 
the Provider Assignment process.  

 

https://www.etimesheets.ihss.ca.gov/login
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Hire Provider screen 

 
There are four steps in ESP to hire your provider.  Each time you 
complete a step you will be moved to the next step.    

Step 1: Locate Provider – Under ‘Provider Number,’ enter the 
provider’s 9-digit provider number and click on ‘Find Provider.’ 

 

Locate Provider screen 
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Step 2: Select Provider – The provider’s information will display. 
Review the provider’s information to ensure it is the correct provider you 
would like to hire and then click ‘Select. 

 

 Select Provider screen 
 
Step 3: Provider Details – Under ‘Start Date for the Provider 
(MM/DD/YYYY),’ enter the date they started working for you and 
then select the provider’s relationship to you under the drop-down 
menu. Select ‘Hire Provider’ to proceed.  
Note: Domestic Partner relationship is for those partnerships 
registered with the California Secretary of State. 
 
Note: The ESP prevents a recipient from entering a start date that is 
more than 90 days prior to the current date. A recipient can only hire 
a provider in ESP up to 90 days prior to the current date. If you need 
to assign a provider more than 90 days prior to the current date you 
will need to contact your local IHSS county office. 
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 Provider Details screen 
 

 
Step 4: Confirm Hire – Confirm the completion of hiring your provider 
by reviewing the electronic SOC 426A, recipient agreement. This 
step includes an electronic signature by you (the recipient) stating 
you have reviewed the declaration and acknowledge that you 
understand the terms and conditions of the agreement, and that the 
information entered is true and correct. Check the box if you agree 
with the terms and conditions of the agreement and select ‘Confirm 
Hire.’ 
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Confirm Hire screen 
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Note: The Sign and Confirm Hire button will be disabled until you 
check the box agreeing to the terms of the Recipient Agreement 
displayed on the “Confirm Hire” step. 
 
A confirmation pop-up message will display after you select the Sign 
and Confirm Hire button.  Select ‘OK’ once you have read the pop-up 
message. Your request to hire your provider has been accepted. 
 

 
 

Pop-Up Message Confirming Hire Provider Request 

After you have completed the steps above, you will receive an email 
confirmation that you have successfully hired your provider and timesheets 
will be generated automatically for that individual provider. If you have any 
questions or if you received an e-mail but did not assign a provider, please 
contact your local IHSS office. 

If the provider has already registered to use the ESP, they will also receive 
an email confirmation of being hired. If the provider has any questions or if 
they need additional timesheets, they should contact their local county 
office or public authority office.   

Things to Remember: 

IHSS Providers are required to complete all the steps of the IHSS Provider 
Enrollment process (Provider Orientation, SOC 846 – Provider Enrollment 
Agreement, SOC 426 – Provider Enrollment Form, DOJ Background 
Check) to be eligible to provide services as an IHSS Provider.  If you have 
questions about Provider Enrollment please contact your local county 
office or public authority office for details. 
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If your provider is currently in the process of completing the required IHSS 
provider enrollment requirements you can still assign them to your case. 
‘Pending Hire’ will appear under their name on the Recipient Home and 
Provider Selection screens. They will not be able to submit timesheets 
until provider enrollment has been completed.  Once your provider 
completes the provider enrollment requirements you will receive a 
Confirmation of Hired Provider email to inform you that timesheets will now 
be generated for your provider.  The provider will also receive a  
Notification to Hired Provider email to inform them that they may now 
complete and submit timesheets. 
 

For additional assistance on how to assign a provider to your case using 
the ESP, please contact the IHSS Service Desk at (866) 376-7066 
Monday through Friday from 8am to 5pm and select the Electronic 
Services Portal option to speak with the ESP Service Desk agents. 


