Washington
Paid Family &
Medical Leave

SAW User Guide

Washington’s Paid Family & Medical Leave Program

Here for you. Use this guide for assistance with the SecureAccess Washington (SAW) and Paid Family and Medical Leave online portals.

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.

paidleave.wa.gov
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Introduction

This user guide will help you use the SecureAccess Washington (SAW) portal. You must login to the SAW portal to access the Paid Leave portal.
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.

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

Mobile, tablet, and desktop view
The screenshots in this user guide are shown in tablet view, which may differ from the view you have on your device. If you are on a mobile phone,

the content may be organized differently from these screenshots. For example:

1. The navigation menu. In mobile view, you will have to click the ‘hamburger menu’ to view the navigation options. In tablet or desktop
view, the navigation menu is typically spread out horizontally with all options viewable.

2. Vertical row(s). In mobile view, content may be organized into one vertical row, while in tablet and desktop view content will usually be
spread out in multiple vertical rows.

Mobile view Tablet or desktop view
— frlnplnym.u!t' _S_m:url t)‘ D.ll!ﬂl'l‘l St Hi, PurpleBlossom | Return To SAW
1 - ON STATE
1 #ArHome E\essage Centor ©Add!Switch Account
' »
2 Update Contaci Prafersnces
-y
@ Primary Censact information 2 Update Contact Preferences
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Phon Humer [Ridiian® @ Primary Contact Information

- et nlermation:
F——— Domestic L O

Phone Number (#is-#dg-asss)" Phone Ext,
[Ty
Plarra Datinct Mathas" Email Address” Preferred Contact Method*
- w
" . N e - Can we leave a detailed voicemail message at the phone number you provided?*
[phr e e e resied 1
L) v y L) Yes (& No y
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The SecureAccess Washington (SAW) and Paid Leave Portals

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. In SAW you can link to the Paid Family and Medical Leave service and
manage your SAW account profile and settings. Once linked, you can access the Paid Family and Medical Leave portal to manage your online Paid
Leave account(s) and take actions such as apply for Paid Leave benefits, register your business, update your contact preferences, or request a WA
Cares exemption.

In the SecureAccess Washington (SAW) portal
you can:

In the Paid Family & Medical Leave Portal you
can:

e Link to and access the Paid Family and
Medical Leave service.

e Manage your profile, including multi-factor employees' hours & wages

e Apply for Paid Leave benefits

 Register your business and report

authentication » Self-employed individuals can create an
Elective Coverage Account to opt in to our
programs

* Apply for a WA Cares exemption

* Manage your online account
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SecureAccess Washington (SAW) User Guide

SecureAccess Washington (SAW) is an online portal used to access Washington state services. Only one SAW account is necessary to access
services for many agencies, such as the Department of Licensing and Department of Fish and Wildlife.

Log in to your SAW account

1. Go to ‘SecureAccess.WA.Gov'. On the login page: £ SecureAccess oD

LOGIN

b. Enter your Password. [ crmrame ey g b peobel oy repghon )
Thee ooy oovmect SAN sddsens b5 DTpATSECEEOTEIS. Wil POV,

a. Enter your Username under ‘LOGIN’.

| Paszword
T — Washizgmnim wha st the SsomeAcoens Wathingion (SN ponal i seess nse

C. CIle Submit m envices should be on 1he okot [or Rpoed It ads LT puport 1 be

ot links in SOK

e e oo Wil tite O of ytansres :r:MHMldnnn'!Jlru.":J'NﬂmQ

srarch sngret w Il such s Svunederess - Wilhegion o ot Secandcor

Wik - legin

2. The first time you access your SAW account on a
device, you may be taken to the 'Don’t lose access to
your account’ screen. Select one of the following:

a. Review My Profile: Add or update your phone
number or email address to avoid losing access .
to your account. Go to the ‘Use Multi-Factor Don't lose access to your account
Authentication’ section for instructions on how Reswiew your profile 1o add or update a phone or email 1o avoid losing aceess 1o your aceount. You can alse add
to update your account information in SAW. an authenticatar application - it is the fastest and most reliable way 1o receive Multi-Factor Authentication codes,

b. Set Up Authenticator: Set up a third-party

authenticator application. If you have an issue, LSl
contact the authenticator app company for Set Up Authenticator
support.

Not Right Now

c. Not Right Now: Do not update authentication
methods.
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Troubleshoot issues signing in

If you cannot login to your SAW account, read the tips below and then try to recover your username and/or reset your password.

If you attempt and fail to login to your account five or more times, your account will be temporarily locked for approximately 10 minutes.

Wait until the lock is removed and then try again.

If you have lost access to the email associated with your account or accidentally deleted your account, it takes two steps to access your

online Paid Leave account again:

1. Create a new SAW account.

2. Call us at 833-717-2273 to relink your new SAW account with your Paid Leave account.

Recover your username

1. Go to ‘SecureAccess.WA.Gov'. On the login page
click Forgot your username?.

SAW USER GUIDE v.2

Welcome

to your login for Washington state.

LOGIN
=3
(o, P

Bad actors are spoofing SecureAncess Washington (SAW)

T e o] i wictiem, e dbgstcad ol il sk o6 s bt v oy B
oiicial Whes, golng fo & governimend sgency websits, make wooe B hae o gov sddrena.
The oy cortet SAW addiris i Wips ( iecunisteeii mi gon.

b w1 " hon [ SAN] podlal W) s wale
ey ahoul! be on e looitood lar npached iered ady S purpert 1z Be
il bk 15 S

WaTeohs waate DFoe of Cybermsranty (DU5) ha baarved Tk Bpompared ade on
rarch agiran with bk boch ax SevormAcsrns - Aattingion sad an SecURADTELY
Hashangion - kg

W gy chh com S gl 1 Ealirs theve 10 @ poge Wi Lok VR 5 Wgnuie o enent
melide aidorsy for tetst uisrnaise wod pasimoed W Hesie cedenlali e proveded, bud
EClars o T et morabon 1 ST BOCHET 1 WS BODoanEL Bt Eae
el

Dt iz i Thak T Bk e maloious me0sies i They 00 oL RIVE B (0 dddiess
st irvysead e LIRL 2 mochy B “wasecormenes com o “wathingionsl el

UPDATED MARCH 2025

Page 6 of 19


https://secureaccess.wa.gov/myAccess/saw/select.do

2. On the ‘Username Reminder’ page:

a. Enter the email address you used to create
the SAW account.

3. Check the Verify you are human box if necessary.

A verification process will run and display a green
check when complete.

a. Click SEND.

4. You will receive an email from SecureAccess
Washington with your username and account
information. You can use this information to login
into SAW.

S 1f your email is not associated with a
username a red banner will appear. If you have
any other email addresses that may be associated
with your username, repeat this process.
Otherwise, create a new SAW Account.

SAW USER GUIDE v.2

Username Reminder
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Reset your password

1. Gp to ‘SecureAccess.WA.Gov'. On the login page, [rl-ﬁmm o J wrir | o |
click Forgot your password?

LOGIN fad actors ame spoofing SecureAccess Washington (SAW)
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2. On the ‘Password Reset’ page:

a. Enter your username.

b. Enter the email address associated with Password Reset
Enfer your ussmame
your username. ]—

3. Check the Verify you are human box if necessary. RSl

A verification process will run and display a green -
check when complete.

a. Click RESET.
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4. You will receive an email from SecureAccess
Washington with a link to reset your password.
Open the email and click on the link.

5. On the ‘Change Your Password’ screen:

a. Enter a new password.

b. Confirm the password by entering it again. Change Your Password

Mow Pirswors

c. Click UPDATE.

Confirm Mew Paaswod
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Create a new SAW account

If you have accessed other state agencies with a SAW account, you can use the same SAW account to access the Paid Leave portal. For instructions
to add the Paid Leave portal to your existing SAW account, see the ‘Link your SAW account to the Paid Leave portal’ section below.

1. Go to ‘SecureAccess.WA.Gov'. On the login page

click Sign Up! in the navigation bar to create a SAW [ L _ Welcome

account.

to your login for Washington state.

LOGIN Bad actors ane spoofing Securedccess Washington (SAW)
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2. On the ‘Sign Up For An Account’ form, enter the

following:
a. First Name
b. Last Name
c. Primary Email: This is the email that will be

associated with this SAW account. It is

important you remember this email address.

Mobile Phone Number: This field is
optional but adding it now will allow you to
use it for multi-factor authentication (MFA)
and will decrease the possibility that you
lose access to your account in the future.

Username: This will be the username
associated with your Paid Leave or WA
Cares account.

Password: The password must be at least
10 characters and must contain a special
character, a lowercase letter, an uppercase
letter, or a number.

3. Check the Verify you are human box if necessary.
A verification process will run and display a green
check when complete.

4. Click Create my account.

SAW USER GUIDE v.2

Sign Up For An Account

Personal Information

7
Farat Kame

o

Contact information For Security (Optional)

Addnony Ermad Addrest {Optens)

Mctrile Phone Namiber (Optional)
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5. You will receive an email from SecureAccess
Washington with an activation link. Open the email
and click on the link.

6. On the ‘SAW homepage”

Welcome

a. Enter your Username. ; :
to your login for Washington state.
b. Enter your Password.

c. Click Submit to login.

. EDCDED
LOGIN ON BEHALF OF
Lisermame -— E
[rousvod =i ]
ot t | oyt vot -
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7. The first time you access your SAW account on a
device, you may be taken to the 'Don’t lose access to
your account’ screen. Select one of the following:

a. Review My Profile: Add or update your phone
number or email address to avoid losing access

to your account. Go to the ‘Use Multi-Factor !

your account. Go to the ‘Use Mu Don't lose access to your account
Authentication’ section for instructions on how
to update your account information in SAW. Review your profile to add or update a phone of emall 1o avoid losing access to your account. You can alse add

an authenticator application - it is the fastest and most reliable way to receive Multi-Factor Authentication codes.

b. Set Up Authenticator: Set up a third-party

authenticator application. If you have an issue, Review My Profile

contact the authenticator app company for

support. Set Up Authenticator
c. Not Right Now: Do not update authentication Mot Right Now

methods.
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Link your SAW account to the Paid Leave portal

1. Go to ‘SecureAccess.WA.Gov'. On the login page,
click Add A New Service.

ik et 1o k) nvofthe contach mativied b yout acounl 10 ol Rodireg modias 10 oul Sivice, «'ﬁ

Wigkoone 0 Secee Acoess Wmhingion! To start aning seraces |iom sgencies aiound Wathgios, choose goe Iom yom bk Senvces From
beioe o chok S A A New Serdioe’ bution. To 8ot S0 b R0sSogn or The BAT Tewm. 03 52 o0l b Bt

e -3
L : ¥ g
&

Mo Service Listed

. " [ s e e e
2. On the ‘Add A New Service’ screen, click | would @m o Yoo | oot ] sermie ] oo ]
like to browse a list of services by agency. o
Add A New Service
(T N
| wauld ke to browse a

vy | | Lrosmmnes | | | ety

()

h @ —
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o

& I
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3. Scroll down the list of agencies and ﬁm [ e ] rocona ]| v ] v ] sououn |

click Employment Security Department.
Add A New Service

Depertmant of Sacinl mnd Health Sanvices
Deparment of Transporiation

Department of Vessrans ANairs

Employment Secwify Depatment

Emerprisg Sotvitn

4. Find ‘PAID FAMILY AND MEDICAL LEAVE (PFML)’ in
the list of services and click Apply.

e =3 DD €23 @0 3
M Wmhigon

SERVICES FROM ESD

- Employment  mueoms accousT MaNASEMENT SERVICES (EAMS)
=

T 51 Py (T4 URRTEOTIIY THIFD W] FLUAGR I LW LOETDISTIY, CTOSR B 0 90 SRR

Department

WASHIMGTON STATE PAID FAMILY AMD MEDICAL LEAVE [FRMLY
P | Jre— or P ]
WORKSOURCEWA m
LR W EAASS b kol T LR TR B A
mmeg, A, sty e ey

5. On the ‘REGISTRATION COMPLETE’ pop-up click
OK.

REGISTRATION COMPLETE

Thig serwice ik Boon addiod 10 you? Bag aed i seedy for yom 10 St

REhasiH|
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6. On your ‘SAW homepage’, click Access Now next
to Paid Family and Medical Leave (PFML).

ik hete b add anather pomiet meethad b your scoount o svold loaing scoess b your seivices.

Weloorme 1o Secury Acoens Washiglon® Ta shef] sf) services rom sgeacies srusd Washmgion, chacie oo frem pour il Srrkons P
o o click The 'Wadd & Mew Service’ bution. Tz s poen 8 posings o the S0W Fran. 5o is e b page, - P —
s o wasiaua o @-

Pl Py el Bt Lraree | FFAL prwsdisd iy Erigsprtirstl Sy Srgararat

P Famdly Myl Cravy Propra sovrns for prpsopra oo emplovery
Contact (he brie desh fo FEML  Semmoe {pm ey Ll
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Use Multi-Factor Authentication (MFA)

When you access Paid Family and Medical Leave through SAW, you will be asked to verify your identity using multi-factor authentication (MFA).

The Employment Security Department does not monitor or otherwise control the multi-factor authentication process. This is a process
implemented directly by and through SAW.

Complete multi-factor authentication

1. On the ‘Multi-Factor Authentication (MFA)’ screen
choose how you would like to receive a verification '
code. ®
£ Unless you have added a mobile phone or Multi-Factor Authentication (MFA)
authenticator app to your account profile, email oo by oo oo
will be your only option to send a verification code Choose Method
to. For instructions to add new authentication s e e e e e et !
methods, see the ‘Update multi-factor T T e e et e ]
authentication methods’ section below.
@

2. Based on the method selected, you will receive an £ SecureAccess o ] oo ]
authentication code via email or text message.

Enter the second half of the verification code and )
click Submit. i i o
Multi-Factor Authentication (MFA)

Enter Code

Pl grilli s coimde 3l b = =l od wib. g
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3. Choose whether SAW should remember the device
you are using to access your Paid Leave portal.

a. If you choose to have SAW remember your
device, type in the name for it. This will help
you manage the devices you use to access
your account in the future.

4. Click Submit.

Update multi-factor authentication methods

1. Onyour ‘SAW homepage’, click ACCOUNT in the
navigation menu.

2. Verify your identity following the Use Multi-Factor
Authentication steps above.

SAW USER GUIDE v.2

Multi-Factor Authentication (MFA

Remember Device?

CRoSSE 1 DTS e Swic 10 feckic how Sl s 68 Megeined 1 600
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3. On the ‘Profile’ tab of the ‘ACCOUNT’ screen, you 7 SIAT
can: 5/ '-_;__;_ ACCOUNT

a. Update your Primary Email address.

b. Update your Mobile Phone Number.

Espana
c. Use the Set Up Authenticator hyperlink to Manage YDUF Pmﬁle
add use a third-party authenticator app. Required Information
Usemame
£ If you encounter an issue while using an e
authenticator app, you will need contact the First And Last Name
authenticator app company for support. Lauren Lipsom
Pri Email
4. Click UPDATE to save your changes. [ mhc | ]

Additional Contact Information For Security

Prowide additional contact information 1o receive security codes and reduce the chance of lasing
BCCESS 10 your account

Authenticator apps make it easy to securely access your information] Set Uip Authenticaton

Additional Email Address

Acd Another Ema

(—)

Add Another Fhone Numbet

Message and date rates may sooly. A message will enly be sent when you request it For more
infarmarion view our kobile Terms of Sarvice or Privacy Policy:

Privacy Policy UPDATE
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