Washington
Paid Family &
Medical Leave

Paid Leave Account
Management 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) and Paid Family and Medical Leave online portals. 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
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— t t
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Phone Number (##g-sii-ssss)" Phone Ext,
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Prslasrad Coslpet Malbad Email Address” Preferred Contact Method”
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o e e - Coptplient woicusmadl meves g o iy Can we leave a detailed voicemail message at the phone number you provided?*
e s prreked *0
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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

PAID LEAVE ACCOUNT MANAGEMENT USER GUIDE UPDATED MARCH 2025 Page 4 of 27



Paid Leave Account Management

Switch to or create another Paid Leave account

To create a different Paid Leave account or switch to an existing account, use the + Add/Switch Account option in the top menu bar.

1. Onyour ‘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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3. On the ‘Create an Account’ screen select the type
of account you want to create.

£ If you have already created a specific account
type, the button will be light green and clicking it
will not take you to a new screen.
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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.

Hame Euvtomer (D

arpen [Nessom TRl 0T

Take Action

(5 estace Cotpict Feabristin
§ Umslaie Eaymesl Preference

Biwt Weekly Paymen!
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My Claimis]
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2. On the ‘Claim Summary’ screen, you can see a it Sy
summary of your claim including:

Paid Family and Medical Leave

a Clal m ID @ | Claim D i€ | Claimm Type
FAVMATHND-S T edacal
) b |cisim Status @ ¢l [Rppraved Leave Durston &
b. Claim Status: Approved D202'2025 - BY0E2025
2 | View Appheation
Pending Payment Information - f (DMsnsge Documentis)
you need to prOVIde your payment g You have 418 hours of medical leave available in your claim year Leave Hours: 456
preference to get pa|d See the « Vour clam year began Jasuary 25, 2028 and ends Janaary 24, 2025,
o Duning youd approved lBave. you Can use up 10 38 haurs ped weelk
U Ddate pavment preference and/or = Each time we approwe 3 weekly claim dusing your claim year, your remaining badanoe of
. B B haours vaill updane 418
Complete a Dendlnq aDDllcatIOI’] = |t's possible shat you'l se all of your remaming hours before your approved laave and i R
dare ours Ramanng

section for instructions.

If you reed fo excend your leave end daie &nd pou 50l hawe hours avadatle n your clam year,

ol can Bequest Review
Submitted - we've received your .
application but haven't started T L
. . Wou must fils weskdy claims fo gt paid
phetizEEng) It yet Clam weeks 51:': on Sunday and :ﬂa b foliowwing Saturday. regardiess what day your work WeEks SIS You can fie 3 weakly ciaim afier the wesk
ands
In ReVleW -a SpeC|al|St |S reviewing Onze you sobrmit pour weekly claim, we'l rewiew i 850 update the status Selow. For more infermation sbout wesily claims vish pakdieave wi govSe-your-

your application. If they need more
information, they’ll reach out to you.
Once decided, your status will
change to either “Approved” or

File Weekly Claim

1 | Weekly Ciaim Detaits
Chek the “Amount Paid” Ryperknk 1o see mone isformation about ol weekly claim

& Print Weekly Claims

“Denied”. Claim Week | Date Submitted Status |Hours Used Amount Paid |
020272025 - 02082025 nzL0s Wty Week [ §0.00
q , q 02/06202% - 021 82028 [rET L i bon Payment
Inactive - youve missed a Weekly 02182025 - 02222025 D406 Approved T 5 1,080,060
. L. 02/23/2025 - 03012025 naTL02S Denisd
claim submission for four or more 03022025 - 03082024
consecutive weeks. Click “Reopen ; —
Claim” if you want to reopen your FR
C|a| m to Contlnue rece|V|ng beneﬂts. Thia table Delow shows Inftial dechion istiers we sent you Pleass chck on the documsent nams to download tha file
. . Docurnent Mame | Document Type | Date |
Once your requeSt Is SmeItted’ the Benefthpproval2 0260324 odf Approval Latser CNI42026

claim status will change to L rsgerg
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Approved - start filing weekly
claims for all weeks for which you
are approved.

Denied - you will receive a letter in
your mail that explains why we
couldn’t approve your application.

c. Claim Type: The two claim type options are
medical and family.

d. Approved Leave Duration: These are the

approved start and end dates for your leave.

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

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

g. 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.

h. Filing Your Weekly Claims: Click File
Weekly Claim to start filing your oldest
available weekly claim. You will only see this
option if you have a claim available to file.
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Claim Summarny

Paid Family and Medical Leave

A | Claim D € | Claim Type
FAWM ATVHICR-5 Medxal

h m d Appraved Leave Durstion &
Approved D20Z202S - BV0SZ025

| Visw Appheation
0 Mpnage Documentis)

== 0

g You have 418 hours of medical leave available in your claim year.

« Wour claim year began Jasuary 26, 2026 and ends Jsneary 24, 2028

o Duning youd approved lBave. you Can use up 10 38 haurs ped weelk

= Each time we approwe 3 weelkly claim dusing your claim year, your remaining batance of
heaurs will updme

= |t's possible shat you'l se all of your remaming hours before your approved laave and
dane

If you reed fo excend your leave end daie &nd pou 50l hawe hours avadatle n your clam year,

yois can Hequest Review

Leave Hours: 456

418

Hours Remanng

Filing Your Weekly Claims

Wou must fils weskdy claims fo gt paid
ands

ikl -claim

File Weekly Claim

Claom wieeks stan on Sunday and end (he folownng Satenday. regardiess what 48y your wirk weelks S1ans. You can fie 8 weakly ciaim afier the week

Dince pou sohmit pour weekly claim, we' review i 80d update the status below. For mone information sbout wesldy claims vsi paidiegve ywa goy Sia-poyr-

1 | Weekly Ciaim Detaits

Chiek the "Amount Paid” Ryperink 1o s2e more isformation about (hat weekly claim

& Print Weekly Claims

Claim Week | Date: Submitted | Status | Hours Used Amount Paid |
02022025 - 020872025 Q24025 Wity Week o 10.00
02002025 - 2211820228 Daagead Men Paymens
02182025 - [2Z 025 DAZAI0CE Approved ] % 1.080.00
02232025 - 0302028 D3ZE025 Denied
0302202% - 03082028
3 recoeds
] Cormespondence
The table bakow shows inftial decision ighers we sent you Please chok on the dotument nams to downlosd the file
Docairnend Maime ! Docimeni Type EU.“.E i
Benefthpproval2 0260324 odf Approval Latser CNI42026
1 recoed
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i. Weekly Claim Details: In this section you it Sy
can click the Print Weekly Claims link to
automatically download a PDF of your

Paid Family and Medical Leave

o e . A | Claim D i€ | Claim Type
weekly cla|n_15 for tha_lt specific clalm.. In the (I I
table you will see a list of weekly claims you b [caim ststus @ | o [APproved Leave Durston®
have filed as well as those that are available —_— n paes

to file. For weeks already filed, you will see € BiimsAnghction L
_ A (P Mpnage Documantly)

the hours used and amount paid. Click the

hyperlinked amount in the Amount Paid

=-h

g You have 418 hours of medical leave available in your claim year. Leave Hours: 456

« Wour claim year began Jasuary 26, 2026 and ends Jsneary 24, 2028

column to see Week|y claim details. »  Duiring your Bpproved leave. you can use up %o 38 hours per week
= Each time we approwe 3 weelkly claim dusing your claim year, your remaining batance of
hanirs vill updae 41 B
j. Correspondence: View any decision letters e e e e Houéa Remaining
we have Sent you by CIICkIng the hyperllnk 1 pou reed fo edend your leave end data #nd you 55l have hours svalable In your claim year.
in the Document Name column of the e I
table. Decision letters are only sent when a B (g Your weekty Claims
deCISlon haS been made On a Clal m Wou must file wesidy claims fo get paid
Claom wieeks stan on Sunday and end (he folownng Satenday. regardiess what 48y your wirk weelks S1ans. You can fie 8 weakly ciaim afier the week
wrds

Once you sabmit pour weekly claim, we'l review i 8ad update the status below. For mone information sbout wesily claims vish paidiegve wi govSie-yoyr-
Mﬂ'ﬂf-\'.il.lr

File Weekly Clan

1 | Weekly Ciaim Detaits
Chek the “Amount Paid”™ hyperink s see mere isformation sboul i weskly claim

B Print Weekly Claims

Claim Week | Date Submitted Status |Hours Used Amount Paid |
02022025 - 020872025 Q242025 Waiting YWeek '] 1000
02002025 - 2211820228 Daagead Nen Paymens
021820235 - 02T 205 0A242026 Approved ] % 108000
0272372025 - 03012025 Q242025 Denied
0302202% - 03082028
5 records.
] Cormespondence

The table bakow shows inftial decision ighers we sent you Please chok on the dotument nams to downlosd the file

Docurnent Mame | Document Type | Date |
Benefthpproval2 0260324 odf Approval Latter OR2472025
| recerd
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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. e —
Tanir Bz tpind
o} The Request Review hyperlink will only be 8 e v i
available after a decision has been made on a e skt Pt
claim. S
=
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2. On the ‘Request for Review’ screen:

a. Select a Topic for review:

Denied Application: We sent you a
letter in the mail that explains why
we couldn’t approve your
application. It is added to your leave
claim correspondence within your
online benefit account.

Benefit Amount: Your benefit
amount is determined by the wages
reported by your employers during
your qualifying period. Your
qualifying period starts about 15
months prior to the day you applied
for leave or your leave start date,
whichever is first.

Leave Start And End Date
Denied Weekly Claim

Employment History

PAID LEAVE ACCOUNT MANAGEMENT USER GUIDE
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#AHome EMessage Center ©Add/Switch Account

Request for Review

Use this form to request a review of a decision we made on your Paid Leave benefit application or weekly claim(s).

Don't submit more than one request at a time. We won't review additional requests until we make a decision on the
first one you submit.

When you submit your request, we'll review the information you provide and may reach out for more detall if
needed. After we review your request, we'll let you know what we decide.

Select the topic that describes your concern and the claim it's related to.

Claim*

oplics*®

Select One Select One v

Select One

Denied Application

Benefit Amount

Leave Start And End Date

Denied Weekly Claim
Employment History
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b. Choose the claim you are requesting we Ailome Mg Conse Bt Accoure
review.

c. Provide a reason for requesting a review. et for vy

Ulsa it formm 1o roquest & seview of & decision we made on your Fiid Lasve bens®l applicatien of weskly daieyn)

d. C|ICk Upload DOCUment tO upload Do | puaerrll o Pt oo vperdrsd il @ Do bl il T s iRl oel ey wrill v G @ OO O e Bl O g bt
dOcumentS that SUppOI’t your I‘equest Vilir ou bt peud requasl wi'l iy Tha slormaien you provids and mary feach tul R mire detal ¥ seaded Aler we tivise yoir requedl. wel b

s Rerme whitl v dwcidde

Falott the topls Bat deaciibas youor Sonsern and the claim By melaind ke
Topics® Liim®

Galeey O - Eahec1 Ome

Hmanninf®

3. On the ‘Upload Your Documents’ screen: ERA s

a. Choose the Document Type.

Upload Your Documents

b. Click Choose File.

How 5o upioed
! Sewi Tw Dacument Typs Yo Fo deop-Cown msr
c. Click Upload. ek i ik e
A —ared rhange or el gunasded foriTeeRn 1o e Serl wieemunkaly upisees S rrasi e cbhis baea
d. Make sure the document you uploaded mp———

appears in the Document table.

Eeleet fie te upbasd

Chaces Fin | N i chasen

52 Once you upload a document, you cannot edit

Dopciarae s Trpe Lghnaded Dute
H el prgy Frool of ety Pupe Bloasaoer Caoaand
or delete it. LR —— Madionl Cortfiaion e Boaaaer L
[ Fraad of Wy Py Busis RO

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.

PAID LEAVE ACCOUNT MANAGEMENT USER GUIDE

= Employment Sacunty Department

Request for Review

Lo B Formn i st pivisne o @ dipcinion wi s on yoor Pasd s Secelit spolication or weskly climia
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Wity v skt it pcpieat w' Wl s T (larmarion you provide s oy pesch card e moee deksl i nescied ARlar we review yner sl sl
¥ea A WAl W et
SHMCT BV EOpIE Tl SERSTIDAT YOer CONCAFA BN P EANET) IS felabid 1t
Topics® Clwm®

TR — i FIHEY 131542 (FABILYH ST R0 - FLATE08 w
Your conisl e explaiv why your sppication wa donisd and what informasion or documeniation you reed i piovics befors 'we can masc & change
Pimpna smnd 4 marad oy srd rebris pov dee et w h IHa seeed by vesries prnd Ann mar bl

Reasonsi”

L

Uatopd Docsamee]

i

Request for Review Confirmation

We've received your request to review your leave start and end date. We will review your
documentation and may reach out to you for more information. Once we've processed your request
we will send you a letter with details about our decision

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

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

b. In Review: we are reviewing your
application and will reach out if we need
more information.

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

Claim Review(s)

You can ask us to review your claim if you need to make a change or disagree with the decision. Visit

paidleave wa. govlafter-you-apply for more information

Request Review

Here are the request(s) for review you've submitted since July 1, 2024. It may take a few minutes for new
requests to show. We will send a decision letter once we complete our review.

Submission Date

-1 Submitted Leave Start And End Date 09/12/2024
B BT 1 Review Complete Employment History 09/12/2024

2 records

Send a secure message

1. Click Message Center within the top menu bar.

2. On the ‘Secure Messages’ screen:

a. Click + New Message. This will open the
message form.

3. In the message form:
a. Enter Subject.

b. Choose the topic you'd like to discuss.

c. Type a message explaining your questions or

concerns.

PAID LEAVE ACCOUNT MANAGEMENT USER GUIDE
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= - -

JONT: you start a message and then click Cancel ORI e
you will have the option to save it as a draft or et y g

delete it. You can access drafts in the draft tab of Grok 9| Meseage I
the message center. =

Securs Subject
Mg
Intar |21 Topic
Bert Mesrage
Aschive

under ‘Secure Messages’.

Saciie N Eages Seai + Haw Mesaage
[ TG 1M PN
| recerd

Deaft 10f

Arghiva

Reply to a secure message

1. Click Message Center within the navigation bar menu: S, RACYEN SUCOry Dapurimaet

PyHors WMazaage Corda A Daitch Account
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2. On the ‘Secure Messages’ screen:

a. Click the hyperlink of the message you would
like to respond to.

3. Read the message and click OReply in the upper
right-hand corner of the message.

4. Enter your response in the ‘Message’ text box and click
Send.

PAID LEAVE ACCOUNT MANAGEMENT USER GUIDE
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5. The page will refresh. You will see that your message
sent and a timestamp of when it was sent.
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Update payment preference and/or complete a pending application

1. Onyour ‘Paid Leave benefit account homepage’, A, i cons O AcSwitch Ascount
under the ‘My Claim(s)’ section, click the Claim ID
hyperlink of the application you need to provide your

payment preference for. Name Gustomer ID
Judah Judith FOZFTCEIVIE
JO N; you applied without selecting your payment fehn e

preference, your application will be pending until

. . . [ Update Contact Preferences
you provide your payment information. e

Start Weekly Payment

No weekly claims available.

My Claim(s)

+r
Here is a list of all the benefit applications that you have submilled to PFML. To view-addional information IGIRI'H to the
claim of lake actions such as upload supporting documents, submil weekly claims, or view the benefil application you
submilted, please click on the Claim 10,

Claim 1D Claim Type Submission Date | Claim Status Approved Leave Duration

EQZETCETYE1

1 record

Family 0211272024 Pending Payment Inform Pending

2. On the ‘Claim Summary’ screen, click Provide ftome  EMessage Center 1 © AdSwitch Account

Payment Preference.

Claim Summary

Paid Family and Medical Leave

Claim 10 Claim Type

FEKKAGVIPS-1 Family

Claim Status @ Approved Leave Duration @
Pending Payment Information Pending

I % Provide Payment Preference |

D Manage Documentis)
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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 ReliaCard:

1. Click View to read the ReliaCard
disclosure.

,% When you click View, the disclosure will open
in a new window. The two-page disclosure is
available in English as well as other languages. To
view in another language, continue to scroll
through the document.

2. Select the checkbox authorizing the
Employment Security Department to
send payments to Reliacard.

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.
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4. Select the checkbox authorizing the
Employment Security Department to
send payments via direct deposit.

5. Click Submit.

Pieferied Payment Method
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Update contact information

= [mployment Sscurity Departmaent
T ULUIRG TON
Fiame

1. Onyour ‘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

information and click Update.
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Update employment information

1. Onyour ‘Paid Leave benefit account homepage’ under

the ‘Take Action’ section, click Update Current
Employer.

p% The Update Current Employer link will only
be available if you have an active claim year,
meaning the end of your claim year has not yet
passed. If your claim year has passed, you will be
able to provide your current employer information
the next time you apply for benefits.

2. On the ‘Update Your Employment Information’ screen:

a. Update any of the following:
1. Your employment status.

2. Employment start-dates for current
employers.

3. Employment end-dates for former
employers.

b. Click Save to save corrected information.
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3. To add an employer that is missing, click Add
Employer.
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4. On the ‘Employer Search’ screen:

a. Enter your employers name or Unified Business
Identifier (UB|). Employer Search

Sparch for an employer e 83 kegad naimey of Undied Blusing-i Fosbife o1}

O St Aaccound

[‘lnMIrN.r.lfll.-l.l weith £

O} The Unified Business Identifier number (UBI) is

3EH (avd 0ee A B

a 9-digit number issued by the Washington State

Department of Revenue.

b. Click Search.

1. If your employer is listed, click Select in Employar Search

that employer row. e oy e g e Ut Bsies S (A8

Empiayer Kams fsksris with]

2. If your employer is not listed in the
table, click Add Missing Employer.
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5. On the ‘Employment Details’ screen:

a. Complete all required fields, marked by an
asterisk™.

b. Click Save.
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6. On the ‘Update Your Employment Information’ screen:
Update Your Employment Information

a. Check that your employer is now listed within You curmeeity wark of bed 33 wek for Ihe fobwing amployar(s)
the table. I amvy o these detads have charged since you applied for Paid Losve, please update balow, @
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