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

SAW USER GUIDE v.3 UPDATED OCTOBER 2025 Page 1 of 23



https://paidleave.wa.gov/
https://paidleave.wa.gov/

== Employment Security Department
A ONASHIMNGTOR STATE

Table of Contents

LY foTe (8ol (o] o H T TS OO PRTP TP RTRPP 3
Mobile, tablet, AN AESKLOP VIEW ..ottt s 3
The SecureAccess Washington (SAW) and Paid LeaVve POITaIS...........cccemniinses s s ssssssssesssssssssssessessssssssns 4
SecureAccess Washington (SAW) USEE GUIE. .......cocuii ittt ettt st ettt e sab et e e sbn e e s e e bee e e 5
LOG 1N 1O YOUE SAW BCCOUNT ..ottt sssst s st bbb £ 82 £ 48R bbb bbb 5
TroUDIESNOOT ISSUES SIGNMING TN .....ieuiiiiiiieieiceeicie ettt s bbb bbb bbb 6
RECOVET YOUT USBITIAIMNE ......ovitieeiiieeieiseeetseesetssse s bse bbb bbb bbb £ b8 5884 £ 88 R b £ bbbt bbb 7
RESET YOUF PASSWOIT ......oiieeriiieeieiieeise ittt sbeb bbb £ £ £ £ E b8 R E bbb £ bbbttt 9
Create 8 NEW SAW GCCOUNT........oiiiiiiieitiie bbb 11
Link your SAW account t0 the Paid LEAVE POITAL.........cccciiireiiiniiieisssisess s sess st essse st sssse e ssesss s ssasssssessessssssssssssessssssssessassnns 14
Use MUlti-Factor AUTNENTICATION (IMFA) ...ttt ss s sttt 88 £t 18
Complete MUILI-FACTOr AUTNENTICATION.........c..virc e bbbttt 18
Update multi-factor authentication MELNOUS ... s 21
(D eTei 010 aTT ol fed gt- TaTe =N [oTe TP TSPV PP R OTPP PR 23
SAW USER GUIDE v.3 UPDATED OCTOBER 2025

Page 2 of 23



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
Hi, PurpleBlossom | Return To SAW
. Employment Security Department - SORLELRSRATLID F
1 a_— WA A
1 ArHome B Mesaage Cenlor @ Add/Switch Account
il \
2 Updale Contact Preterences
.
B Prmary Contast mformaton 2 Update Contact Preferences
® e —a
@ Primary Contact information
e Fearuv |BERERE AT
® Domest FlarAtion
B Domestic ernationa
Phone Number (#45-#is-ssex)" Phone Ext,
Wrnd A’
e —— Emall Address* Preferred Contact Method"
w
T s Bl Fiebaulet Scbuideh @ e Can we leave a detailed woicemail message at the phone number you provided?*
. T
() ves @ No y
L e i J )
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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: () SecureAcoess
| en (o1

a. Enter your Username under ‘Login’.
b. Enter your Password. Logh

Username *
c. Click Submit.

Password *

S Pas et
&3

Feedback
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2. The first time you access your SAW account on a SecureAccess

device, you may be taken to the 'Access Reminder’ [ oy servces [ pecoure | [ cetvey I togom

page. Select one of the following:
Access Reminder

a. Review My Profile: Add or update your phone Do e I it o Sl o s
number or email address to avoid losing access B e el et e
to your account. Go to the ‘Use Multi-Factor
Authentication’ section for instructions on how
to update your account information in SAW.

b. Set Up Authenticator: Set up a third-party
authenticator application. If you have an issue,
contact the authenticator app company for E
support.

c. My Services: See a list of Washington services
associated with your account or add a new
service to your account.

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.
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Recover your username

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

2. On the ‘Username Reminder’ page:

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

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

c. Click Send.

SAW USER GUIDE v.3 UPDATED OCTOBER 2025

,LSecureAm
= e

Login

Username *

Sheww passwoed

() SecureAccess

S Wae

2
D = ED

Username Reminder

Enter your email *

. .
Verify yOu B NUMaN  ouousruARs

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

£ If 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.
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Reset your password

1. Go to ‘SecureAccess.WA.Gov'. On the login page,
click Forgot Password.

2. On the ‘Forgot Password’ page:
a. Enter your username.

b. Enter the email address associated with
your username.

c. Check the Verify you are human box if
necessary. A verification process will run

and display a green check when complete.

d. Click Change.

SAW USER GUIDE v.3

1) by
3 €0 £123 €D

Login

Ebw purs yarird

(7 SecureAccess

€D e

Forgot Password

[ 5rviin |

Enter your username *

Confirm your email *

Verify you ane human  eueuw
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3. You will receive an email from SecureAccess
Washington with a link to reset your password.
Open the email and click on the link.

4. On the ‘Change Password’ page:

=1 Securecees
a. Enter a new password.
£ D  cai |
b. Confirm the password by entering it again.
Change Password
c. Click Update. Hew Password *
S et fcnd
Confirm New Password *
Show pasrwond

SAW USER GUIDE v.3 UPDATED OCTOBER 2025 Page 10 of 23



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 km
page click Sign Up in the navigation bar to mm [ cees
create a SAW account.
Login
Usermame =
Password *
Thowm pacrandiil
3

il
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2. On the ‘Sign Up For An Account’ form, enter:

a.

b.

g.

First Name
Last Name

Primary Email Address: This is the
email that will be associated with this
SAW account. It is important you
remember this email address.

Mobile Phone Number (Optional):
This field 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.

Confirm Password

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.3

Mffu;rm..l dats rates oy el A
ane indarmation rew aor Mol Tarms of Servce o Friracy Py

() Securedcoess
s R e

Sign Up For An Account

Fil i the: Pellomiag Torm to sige up $oi an accant. || vou ge AR5

check bere

Personal Information

First Hame *

Last Name *

Primary Email Address *

Contact Information For Security (Optional)

Provide eddiionsl contac! isformaton to receive secarity codes and reduce the dhance
ol lokifg BEceEs 1o vois scesan, Veu can add o edh sddinera| comest 6o sl
Isber in your SAW accoont sritngs

Additional Email Address (Optional)

Mobile Phone Number (Optional)

Usemame and Password

Username *

Password *

Show passwond

Confirm Password *

dnesiape wall oy be 28T wiET o reguesr For

5:- patswon

=)
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a. If an account already exists for the email
entered, you can find existing accounts
or continue creating an additional
account. You only need one SAW
Account to access accounts to many
state agencies.

5. You will receive an email from SecureAccess
Washington with an activation link. Open the
email and click on the link.

SAW USER GUIDE v.3

One or more accounts already exist for this email

Example-email-###4#2#@1e5t.C0M js already associated with at least ane SAW account. You may continue creating an
additional account with this email address, but please note that your access 10 services will be split between muhtiple

usemames.

| Help me find my existing accounts, I

| Continue creating an additional account |
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6. On the 'SAW homepage’: =) SecureAccess

a. Enter your Username. 1290 ) s
b. Enter your Password. Login
Lisername *

c. Click Submit to login.

mmeme femnder | Eorpf P

Link your SAW account to the Paid Leave portal

1. Login to your account at ‘SecureAccess.WA.GoV’'. (i) SecreAcoass
On your SAW homepage, click Add Service.

== e

0@} If the only contact method you have provided

for your account is your email address, you may My Services

see a yellow banner prompting you to add another emlonniion pn pa s SN S e
contact method to your account to avoid losing

access to your services.
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2. On the ‘Add Service’ screen, click Add By Agency. @ﬁgﬂiﬂm
Add Service

| Az add serdce By Hame || .mdaym-!l | == ncd with Code |

3. Scroll down the list of agencies and fjw
click Employment Security Department.
= (oo
Add Service

| = add wish Code

& Add Service By Kame |

Department of Revenue
Devartment of Social and Health Services
Department of Transportation
Department of Veterans Affais

| Emplgyment Security Depariment |
Enterprise Services

Health Care Authority

Office of Adménistrative Hearinos
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4. Find ‘Paid Family and Medical Leave (PFML)’ in the
list of services and click Add.

5. On the ‘Registration Complete’ screen click My
Services.

SAW USER GUIDE v.3

D 0 £ ED 6

Services From ESD

Employer Account Management Services (EAMS) [ Add

EED
File g pary YOUT UnBmplos TN TR0eS 3nd Manage wouT 51308 unemploymen accoun 3l i one place

Paid Family and Medical Leave (PFML)

ESD
Pair] Family Medical Leave Frogeam access for employots and employens

WorkSourceWA [ asd

ESD

Seatch Washingion jobs and Lalent on e $1808°s peemise employment website. Youll also find caneer-planning 100is,
TN infoImation, BCOROMIC daa. Desiness nesoupces and more

=) SecureAccess

Registration Complete

This ervice has boen added 10 yoer B and & ready f0r y0u 10 $18M J0rsEng

My Gaviets
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6. On your ‘SAW homepage’, click the Paid Family
and Medical Leave (PFML) hyperlink.

SAW USER GUIDE v.3

(- SecureAcces

C imenabess,
[ vy smrces | Comge s Jf Gu g
My Services

T St Asking Srvicess from geinciis attaned Wirshingon, chodse of tom your fest Retigw of Clck The ‘A Senvice bumon

IFﬂid Family and Medical Leave (PEML) | T

Empioymest Sacurhy Department

Fair] Family Lececal |egee Program sccecs Sor smjlopses wnd amployens
COmaT (he haip dei for PEAIL

UPDATED OCTOBER 2025

Page 17 of 23



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 ‘Choose Method’ page choose how you e [ ey serices | Accourt | crange pusswors | et | togour

would like to receive a verification code. o
1 2 3

Choose Method

Device  Access Service

: Choose Method
£2 Unless you have added a mobile phone or Multi-Factor Authentication (MFA)

authentlcator app to your account proflle emall This servica requites additiona! verification beyond usemame and password to prevent fraud and identity theft, You will
! meed 1o enter 3 verification code

will be your only option to send a verification code

to. For instructions to add new authentication

How would you like 10 feceive your varficalion code?

X Enter verification code from Gnogle | E Enter Google Authenticate: Code I
methods, see the ‘Update multi-factor Authenticator App
authent|cat|on methods’ Sectlon beIOW Open your authenticator app 1o display a code, Enter that code on the next screen.

Example-email-#£ £###@test.com

Receive the code in an email and enter it on the next screen
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2. Based on the method selected, you will receive an
authentication code via email, text message or
authentication app. Enter the second half of the
verification code and click Submit.

3. Choose whether SAW should remember the device
you are using to access your Paid Leave portal.

4. Click Submit.

SAW USER GUIDE v.3

I:JSecureAm:u

D I ED 6
®

Choote Method  Enpergode:  Pemembes Device  Actess Service
Enter Code

Flease eober the code sen o Example-email- #8888 #E1est.com

(7 SecureAccess

Ay
D £ e e 62

Cresoee Method Frier Cocls Remember Device  AC0EIE Saivcs
Remember device?

Chooae 1o rememibe his device 10 reduce how of ten you are 1equsned 10 entes & verifcation code

1Pt vt o) i rn) £5 Shased oF pabBie, we fedommind you 00 iif eemember thes deviod

et
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5. On the ‘Now Accessing Paid Family and Medical
Leave’ page, click the Continue to Paid Family
and Medical Leave hyperlink to access your
account.

SAW USER GUIDE v.3

=1 SecureAcess

Byl 1
==l

Welcome, kselymomarnieesd
= 33 £33 €3
Now Accessing Paid Family and Medical Leave

-
. Employment

-— Security
4l Department

WASHINGTOM STATE

Yoo e w Botessing Paid Family and Medical Leinee previtied by Emplogment Seconty Departmetn. If o equire
assmante, the Paxd Famdy and Medical Leave help desican be reached at pakieiegoesd wagov or B33- 1172298

I Comtiree to P £emdy mnd Med _--;_:-.,._I
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Update multi-factor authentication methods

1. Onyour ‘SAW homepage’, click Account in the ﬂhm

navigation menu. N
isove I ] cms v

My Services

To itawl uking eaivices feom sgencies aioend Washinglon, chotde cne liom yiud kst below or clich the 'Addd Service” lullos.

Paid Family and Medical Leave (PEML) R e

Employrment Sevuiity lepatmen
Pud Farmilly Medical Leave Program scoess for essplopees and employers

Coriacs the bt Seid tor PFWL

2. Verify your identity following the Use Multi-Factor
Authentication steps above.
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3. On the ‘Account’ screen, you can: iy e

_ (oo o]
a. Update your First And Last Name.

Account
b. Update your Primary Email Address. Personal Information
Usemame
c. Use the Set Up Authenticator hyperlink to ExanpiFesariseane
add use a third-party authenticator app. First And Last Name *

‘Exnmpls Pearson

d. Update your Mobile Phone Number. Primary Email Address ©

tastemaifios com

Additional Contact Information For Security

JONT: you encounter an issue while using an

Prowide adéitinrad contari informeton o seceme seconty codes and redace the chance

authenticator app, you will need contact the of osing crees 1 oue accom
authenticator app company for support. b g e ity il s o ol
4. Click Update to save your changes. AOBtIcnet Eimen ara

Additional Email Address 1

Additional Email Address 2

Q

Additional Email Address 3

Mobile Phone Numbers
Mabile Phone Number 1

Mabile Phone Number 2

Mabile Phone Number 3

Relrgage ang decy raded may apely 4 messape ol only A Seor s JR0 AgoRsr X e
gl v o e D lbtnle Spr e oF Biwary ey
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Document change log
3.0 (Release 10/23/2025)

Updated pictures and instructions to match changes on SecureAccess Washington website

2.0 (Release 03/28/2025)

Updated design formatting throughout document

1.0 First Release (11/2024)
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