User Guide for Benefit
Customers

Washington's Paid Family & Medical Leave Program

Here for you. Use this guide to help you use Paid Family and Medical Leave online portal to access and manage your benefit account.

Stay informed. This guide is updated regularly to match the current user experience. The most recent version of this guide is available at
paidleave.wa.gov.
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Introduction
This user guide will help you use the Paid Family and Medical Leave online portal to access and manage your benefit account.

See the table of contents for specific tasks and the info boxes, like the one below, for additional information that may answer your questions or
help you work through common issues.

2 Need help? Check these boxes for helpful information and ways to troubleshoot common issues.

The SecureAccess Washington (SAW) and Paid Leave Portals

You must login to the SAW portal first to access the Paid Leave portal.

SecureAccess Washington (SAW) is an online portal used to access Washington state services securely. You only need one SAW account to access
services from state agencies, including Paid Family and Medical Leave.

Check out the SAW User Guide for instructions on how to sign-in to your SAW account, create a SAW account, link your SAW account to the Paid
Leave Portal, and use multi-factor authentication.
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Paid Family and Medical Leave Portal

Create a Paid Leave Benefit Account

If you have not created a Paid Leave account, the first screen you see in the Paid Leave portal is the ‘Create an Account’ screen. If you have created
another Paid Leave account and were taken to that account’s homepage, follow the +Add/Switch instructions below to get to the ‘Create an

Account’ screen.

1. On the ‘Create an Account’ screen, click Apply for
Paid Leave Benefits.
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2. On the 'Provide Your Information’ screen:

a. Enter your personal information and
complete all required fields (*).

JONT: you don’t have a social security number
(SSN) or individual taxpayer identification number
(ITIN), contact us for a paper benefit application.
Or, for those who prefer a language other than
English, visit paidleave.wa.gov for a translated

copy.
b. Click Next.
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3. On the 'Address Validation’ screen:

a. Choose the standardized address listed, if
available, or the one you entered.

b. Click Confirm.

£ If the address you entered matches to the
standardized address in our system, you will skip
this screen and be directed to the ‘Confirm Your
Information’ screen.
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4. On the '‘Confirm Your Information’ screen:

a. Review your information. If any changes are
needed, click Previous.

b. Once you have confirmed information is
correct, click Submit.

5. You will receive confirmation that your account has
been created, along with your new Customer ID.
Select Home to go to your ‘Paid Leave benefit
account homepage'.

PORTAL USER GUIDE UPDATED NOVEMBER 2024 Page 7 of 38



Switch to or create another Paid Leave account

If you already have created one type of Paid Leave account, and would like to create a new account type, or switch to another already-made
account, you can do so by selecting the + Add/Switch Account link in the top menu bar.

1. On your 'Paid Leave benefit account homepage’
click + Add/Switch Account in the top menu bar.

2. The 'Choose an Account’ screen will list accounts
you have already created. You can:
a. Select the account you wish to switch to.

b. Click Create a New Account to see a list of
the other account types you can create.
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Apply for Paid Leave Benefits

1. On your ‘Paid Leave benefit account homepage’
click Apply for Benefits.

2. On the '‘Before You Begin’ screen:
a. Read the helpful information.

b. Select the checkbox to consent to the
disclosure of your information and attest
that you agree to answer the application
questions truthfully.

c. Click Next.
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3. On the '‘Provide Contact Preferences’ screen: M @ BT

a. Enter your contact information and
complete all required fields (*).

Primary Contact Information

(® pomestic () International

b C I ic k Next Phone Number (t#H-tit-fHiH)* Phone Ext.

833-717-2273

Email Address* Preferred Contact Method*
£ If you answered Yes to communicating in a seorgeashngton@est .o @ e
. . Can we leave a detailed voicemail message at the phone number you provided?*
language other than English, you will need to ®veO o

select your preferred language and dialect (if

S Language Preference

applicable).
When paossible, do you prefer to communicate in a language other than English?*
® ves O mo
4. On the 'Address Validation’ screen: Whatisyour preferred anguage?*
Spanish v

a. Choose the standardized address listed, if
available, or the one you entered.

(2 Mailing Address

Address Line 1% Address Line 2

212 MAPLE PARK AVE SE

b. Click Confirm.

City* State*
OLYMPIA WA - Washington
£ If the address you entered matches to the R - e

standardized address in our system, you will skip

this screen and be directed to the ‘Confirm Your
Information’ screen.
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5. On the '‘Additional Information’ screen:

a. Select your gender.
b. Select your ethnicity and/or race.

6. Click Next.
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On the ‘Leave Information’ screen:

a. Follow prompts to select why you are
applying for leave. The questions are
dynamic and will change based on your
answers.

£ Click the help icons (®) on this page to see
more information about the question, which may

help you in applying.
b. Enter your leave start and end date.

c. Answer the questions about whether you
knew you would take leave beforehand and
if you notified your employer.

d. Click Next.
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8. On the 'Employment Information’ screen:
a. Choose your current employment status.
b. Review your employer information.
c. Add an employer if one is missing.
L2 We use the wages and hours reported by your
employers to determine your benefit amount. If
you worked for an employer in Washington state in

the 18 months prior to the start of your claim and
they are not listed, manually add them.

d. Click Next.
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9. On the ‘Upload Your Documents’ screen:

a. Select the Document Type from the drop
down menu

S Proof of Identity is required when you apply.
Click here for a list of acceptable identity
verification documents.

b. Click Choose File to select your proof of
identity file from your documents.

c. Click Upload to upload the selected file.
Once uploaded, it will appear in the table.
You cannot edit or delete the document.

d. Repeat steps a. - c. to upload additional
documents, Select the correct file type for
the document you wish to upload.

e. Click Next.

2 f you do not upload supporting
documentation on the ‘Upload Your Documents’
screen, you will be asked if you are sure you want
to continue without uploading your supporting
document(s). You may continue, but if we don't
receive the document(s) within 14 days, we may
deny your application.
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10. On the 'Review Your Application’ screen:

a. Review each sections information for
accuracy. If any information is incorrect,
click Edit to go back to the section and
correct the information.

b. Click Next.
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11. On the 'Preferred Payment Method' screen choose
if you want to be paid via direct deposit or U.S.
Bank ReliaCard.

a. If you choose the ReliaCard:

1.

3.

Click View to read the ReliaCard
disclosure.

Select the checkbox authorizing the
Employment Security Department to
send payments to your preferred
method.

Click Submit.

b. If you select direct deposit:

1.

Select the account type you want
your payments deposited into.

Enter and re-enter your routing
number.

Enter and re-enter your account
number.

Select the checkbox authorizing the
Employment Security Department to
send payments to your preferred
method.

Click Submit.
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12. On the ‘Application Confirmation’ screen:

a. Read the confirmation that your application
has been received and any important
reminders.

b. Click Done.

13. You can see your application listed in the table
under the ‘My Claim(s)’ section of your 'Paid Leave
benefit account homepage'. Information you can
view includes:

a. The type of leave you applied for
b. The submission date
c. Claim status

e Submitted: we've received your
request but haven't started
processing it yet.

¢ In Review: we are reviewing your
application. If we need more
information, 23'll reach out to you.

e Review Complete: we've finished
our review of your request, and we'll
send you a letter with a decision.

d. The approved leave duration.
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Manage your Paid Leave benefit account

View leave claim information

1. On your 'Paid Leave benefit account homepage’, in
the "My Claim(s)’ section, click the Claim ID
hyperlink of the claim you want to see more
information about.
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2. On the 'Claim Summary’ screen, you can see a summary of your claim including:
e ClaimID
e Claim Status
e Claim Type
e Approved Leave Duration

¢ Provide Payment Preference: This option is only available if you did not provide your payment preference when you
applied. Your claim will stay in pending status until you have provided this information.

e View Application: takes you to a PDF version of the application you submitted.

e Manage Document(s): takes you to the ‘Upload Your Documents’ screen where you can upload additional documents and
view the document you previously uploaded.

e Print Weekly Claims: Automatically downloads a PDF document of your weekly claims for that specific leave claim.

¢ A breakdown of your leave hours in your claim: If your leave has been approved, you will see a graphic telling you how
many hours of leave you have available in your claim year, how many have been used, and how many are remaining.

o Start Weekly Payment: If you have a weekly claim ready to file, you will see this option on the screen. You will file the
oldest week you have available first.

e Correspondence: View any decision letters we have sent you. Decisions letters are only sent when a decision has been
made on a claim.
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File a weekly claim

1. On the 'Paid Leave benefit homepage' click the date
hyperlink under ‘Start Weekly Payment'.
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2. On the 'Provide Weekly Claim Information’ screen:

a.

Read the disclosure statement. Click the
checkbox to consent to the disclosure of your
information and agree to answer the
application questions truthfully.

If you have served a waiting week for your
claim year, you will see the question, “Do you
want to receive Paid Leave benefits for this
week?”

e If you answer No, you do not want to
receive Paid Leave benefits for the
week, you will not be given the weekly
claim questionnaire. Click Submit.
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3. Inthe ‘Questionnaire’ section of the ‘Provide Weekly Claim Information’ screen:

a. Answer all the questions. The questions presented will depend on how you answered the previous question. Below is a list of all
the questions you may see.

1. Did you (or will you) receive Unemployment Insurance benefits for this week?

2. Were you (or will you be) paid for this week by Labor & Industries Workers” Compensation or by your employer’s private
insurer for an on-the-job injury?

3. Did you work at all this week?
a. IfYes:
e How many hours did you work?
e Did you miss at least 8 consecutive hours of work this week?
4. Did you use any paid time off from your employer, like vacation or sick leave?
a. If yes, how many hours of paid time off did you use?

Review your answers for accuracy. Then, click Submit.
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Request a change or disagree with a decision

1.

On your 'Paid Leave Benefit account homepage’
click Request Review underneath the ‘Claim
Review(s)' section.

B The Request Review hyperlink will only be

available after a decision has been made on a
claim.
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2. On the ‘Request for Review' screen, choose a Topic
for review.
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3. On the 'Request for Review’ screen:

a. Choose the claim you are requesting a
review of.

b. Provide a reason for requesting a review.

¢. Click Upload Document to upload
documents that support your request.

4. On the 'Upload Your Documents’ screen:

a. Choose the Document Type
b. Click Choose File
c. Click Upload

d. Make sure the document you uploaded
appears in the Document table.

e. Click Continue
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4. On the 'Request for Review' screen click Submit.

5. In the 'Request for Review Confirmation’ pop up
window:

a. Read the confirmation message.

b. Click Done.
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6. On your 'Paid Leave benefit account homepage’,
you can view the status of your request for review.

Submitted: We've received your request
but haven't started processing it yet.

In Review: A specialist is reviewing your
request. If they need more information,
they'll reach out to you, so make sure your
contact information is up to date.

Review Complete: We've finished our
review of your request, and we'll send you a
letter with the decision.
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Update payment preference and/or complete a pending application

1. On your 'Paid Leave benefit account homepage’,
under the ‘My Claim(s)’ section, click the Claim ID
hyperlink of the application you want to complete.

i you applied without selecting your payment
preference, your application will be pending until
you provide your payment information.
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2. On the ‘Claim Summary’ screen click Provide
Payment Preference.
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3. On the 'Preferred Payment Method’ screen choose
whether you want to be paid via direct deposit or U.S.
Bank ReliaCard.

a. If you choose the ReliaCard:

1. Click View to read the ReliaCard
disclosure.

2. Select the checkbox authorizing the
employment security department to
send payments to your preferred
method.

3. Click Submit.

b. If you choose direct deposit:

1. Select the account type you want your
payments deposited into.

2. Enter and re-enter your routing
number.

3. Enter and re-enter your account
number.

4. Select the checkbox authorizing the
employment security department to
send payments to your preferred
method.

5. Click Submit.
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Update contact information

1. On your 'Paid Leave benefit account homepage’ under
the ‘Take Action’ section, click Update Contact
Preferences.
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2. On the ‘Update Contact Preferences’ screen update
the information you'd like to update and click Update.
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Update employment information

1. On your 'Paid Leave benefit account homepage’ under
the ‘Take Action’ section, click Update Current
Employer.
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2. On the ‘Update Your Employment Information’ screen
you can correct the following:

a. Your employment status.
b. Employment start-dates for current employers.
c. Employment end-dates for former employers.

3. Click Save to save corrected information.

PORTAL USER GUIDE UPDATED NOVEMBER 2024 Page 34 of 38



4. To add an employer that is missing, click Add
Employer on the ‘Employer Search’ screen:

a. Enter your employers name or Unified Business
|dentifier (UBI).

§O; The Unified Business Identifier number (UBI) is
a 9-digit number issued by the Washington State
Department of Revenue.
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b. Click Search.

1. If your employer is listed, click Select in
that employer row.

2. If your employer is not listed in the
table, click Add Missing Employer.

£ |f there are multiple results, check the
employer address. You may also obtain your
employer’'s UBI from your employer directly.
Searching by UBI is the best way to ensure you are
selecting the correct employer.

PORTAL USER GUIDE UPDATED NOVEMBER 2024

Page 36 of 38



a. The 'Employment Details’ form
will appear at the bottom of the
screen. Within it:

1. Complete all required
fields, denoted by an
asterisk*.

2. Click Save.
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c. On the 'Update Your Employment Information’
screen:

1. Check that your employer is now listed
within the table.

2. Click Save.
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