Washington
Paid Family &
Medical Leave

Pald Leave Benefit
Application 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

Hi, PurpleBlossom | Return To SAW

— t t
—— trlnplnytn.Qn _Sim:url ty Departmen

1 MAHome B \esaage Centor O AddiSwitch Account

2 Update Contact Prafarsnces

@ Primary Consact inlormation 2 Update Contact Preferences

& Cremaans A

Fhone Mundcr (i ani-nhee @ Primary Contact information

Fione Exi Domestic O AT
Phone Number (##g-sii-ssss)" Phone Ext,
Frmad daneanat

Prslasrad Coslpet Malbad Email Address” Preferred Contact Method”

- Erma: w

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

L v J ) vos @ 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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Paid Leave Benefit Application

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.

Hi, PurpleBlossom | Retum To SAW

1. On the ‘Create an Account’ screen, click Apply for == Employment Security Department
Paid Leave Benefits.

W WASHINGTON STAT

Create an Account

Welcome to the Leave and Care account creation page. What brings you here today?

Apply for Paid Leave Benefits

Create your Paid Leave benefit accont 1o apply for benefits. [ Apply for Paid Leave Benefits

Register your Business

Register your business to report and pay for Paid Leave and
‘WA Cares Fund by creating an employer acoount.

Register your Business

Register as an Employer Agent
Report and pay for Pakd Leave and WA Cares Fund on Register as an Employer Agent

behalf of your employer chems by creating an employer
agent account,

Elect Coverage as Self-Employed

Opt in to Paid Leave, WA Cares, or both, Repornt self- Elect Coverage as Sell-Employed

employment earmings 16 use program benefits in the future,

Apply for WA Cares Exemption

Create your Wh Cares Fund exemption account to apply for Apply for WA Cares Exemption

Se—

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

Provide Your Information

£ If you don’t have a social security number O Pesecnal information

(SSN) or individual taxpayer identification number We require the following personal information o 36 up your accoun
. . . First Name" Middie Initial

(ITIN), contact us for a paper benefit application. e
Or, for those who prefer a language other than Last Name"
English, visit paidleave.wa.gov for a translated

SS5N or ITIN® Ra-Enter SSN orf ITIN®
copy.

b. CIle Next. O Primary Contact Information
r-.‘ Domestic | Intematicnal i
Phone Number (Wes-gie.sese) " Phone Ext.

Email Address®

[E3 Mailing Address

Wie may need 10 send mall regarding your sccount.

Address Line 1° Address Line 2
City* State*

i
ZIP Code*” ZIP Code Ext
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a. Choose the standardized address listed, if
available, or the one you entered.

b. Click Confirm.

Address Validation

We've updabed your sddiess fo meel pddress validstion standads

[ Standardized Address
S If the address you entered matches to the
217 MAFLE PAFF AVE BE

standardized address in our system, you will skip ELYMPIA, WA 8801 « 23T

the screen and be directed to the ‘Confirm Your
[ You entered
Information’ screen below.

212 magple park gve =
oiyegea. Vi, S50

We encouwrage you io provide @ vald icress 0 ensure proper Celvery of Bl Comespondence reganding your acocunt. Floase
el e O T Glslive Sddiedasd W ponied, I you Pedd T make chan(es selecl "Previous”

ey o |
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a. Review your information. If any changes are
needed’ click Previous. Confirm Your Information

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

Rieview your information, I ifs corect, cick "Submit™, To make changes, cick "Previous”

B Personal Information

First Name Middle Initial
Luna

Last Name S5N or ITIN
Sod

Primary Contact Information

Phone Number Phone Ext.
Email Addrass

|q\1@[u'.t T

(&) Mailing Address

Address Line 1 Address Line 2

212 MAPLE PARK AVE SE

City State
OLYMPLA WA - Washingion
ZIP Code ZIP Coda Ext
B801 2347

m|
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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’.

Reneld Aceount Creation Conlirmalion

ks VR BATERANST LINAIEG § SIS

Yéuor Cunitdmdt 10 m FEVINGKE

-

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’ Employment Securlty Department
click + Add/Switch Account in the top menu bar.

BV g D

2. The ‘Choose an Account’ screen will list accounts
you have already created. You can:

a. Select the account you wish to switch to. Ehoose an Account
b. Click Create a New Account to see a list of e "
the other account types you can create. [ Bt 3]

-
Empiryer Atcounts

HimBys Infegraten Tesl Services LLG >

-
Llcive Covmage Acoourts

Purple Blossem %

 coem o et |

N,
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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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Create an Accouni

WG 10 T8 LEdve 30 CaFE BO0SUNT CIeaton Soge. WRST DNngs Fou ene ledey 7

Fophy for Po'd Lenwe Bene®ss

Crmat your P Lsws bateill strourd o sopy ko Leneits

Regadar youd Buaicoss

Fagietn pour Busneni ko seport and pay for Pakd Lo s

Wiy Carmil Fud By Sreaiig a6 eTokne 20count

Regatar a2 an Employer Aganl

el By Vo Pad Lt st WA Cres Fisdd o8

wap e sy b by imaig w1 wr by

aef Ciovansgs . Sei-Employed

Opt i 1 Pl Lviros, W03 Cliws, & Doty Rlaper sadl
TS ST 1D U SO BTSN T Al

Aophy for WA Cares Exem plon

Coeate your Wk Carma Tund asermlor scdound 1 soply

& marmgan

Heginter o an Dmploper Agont

Wisct Covarsgs s Sall-Empioyed

Apply bor WA Cares Euorephon
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Apply for Paid Leave Benefits

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

Harren [EEE )
s WRotidm FEVIIBLKE
Taks Asticn

el LR T T
Fart Weekly Paymer
W wrekly clarmy avadshin

My Chaimids)

WO Clai avdiliboe.

2. On the ‘Before You Begin’ screen:

A A Sl Anooy e

a. Read the helpful information.

b. Select the checkbox to consent to the
disclosure of your information and attest
that you ag ree to answer the app“cathn The Paid Famiy ard Mecical Leass Beno't Guds provioes infcemalion on Bow to apoly Tor banafils and sulimil wesily

. clabma. |t aleo explains your rights and responsiblities under The law, Download the guide o popdeave waugovbeneli-guics
questions truthfully.

Before You Begin

Az it of the applcabon process. you will need Lo provice perscndl information and dosumeniation thal supocrs your cdam
¥OU CAN begin yous appicaton now and upiosd W doouments iater, For o kst of il he bpes of dooumertstion we can

C. CIle Next necapl, visd piede e WL ooy werken
¥ou must read and agres to the following bafore you can continue:
We st @ (ecelve informalion atoul o your clam with youl smployers and other plogeams, such as ®w Division of
Chisd Suppor, Werkers' Componsaton o Unmnpioyrmont INgurents. Wa may nosd 1o vardy inlormation you provide ord mary
eques additoral information as needed
I yemi misrepresen sl of knowingty wiihiokd mirmation lreen us, & will be considersed fraud, I jou grovide raccurale

miCHTRAtion, W My dery your bonahl applcation of requirs that you pay Dock benolits you werd gven. Yoo coeid faos fines
o eriminal prosesdon

D coneant 1o th chsclsiuny of iy Ikemation afd igens b st [ sooication ussticns busull
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3. On the ‘Provide Contact Preferences’ screen:
a. Enter your contact information and
complete all required fields (*).

b. Click Next.
S If you answered Yes to communicating in a
language other than English, you will need to

select your preferred language and dialect (if
applicable).

PAID LEAVE BENEFIT APPLICATION USER GUIDE

Switch Account

Provide Contact Preferences

B Personal Information

Customer D
FOS9BMMEKH
First Name
Luna

Last Narme

Sal

@ Primary Contact Information

SSM or ITIN

Mididie Initial

Date of Birth (MMDDNYYYY)"

® Domeslic International

Phone Number (S -ss-reog)

Email Address*

test@iest.oom

Fhone Ext.

Preferred Contact Method*

Select One

Yos Mo

Can we leave a detailed voicemail message at the phone number you provided 7*

& Language Preference

What is your preferred language?*

Select One

[E Mailing Address

Address Line 1°

212 MAPLE PARK AVE SE
City*

OLYMPLA

ZIP Code*

98501

Address Line 2

e
WA - Washington

ZIP Codae Ext

2347
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4. On the ‘Address Validation’ screen: e

a. Choose the standardized address listed, if

available, or the one you entered. Address Validation
b. C“Ck Confl rm. Wi it your Sodness o mast addness validalion sianasia
[ Standardized Address
JO) If the address you entered matches to the 242 MAPLE PARK AVE 52

CLYIEPA, Wk 30501 - 2MT

standardized address in our system, you will skip
this screen and be directed to the ‘Additional WYt anend
information’ screen below. 282 masie park wvw 90

oy, YW 00

W srocuigs you 1o peovide @ valid addross 16 ansure proper delbvedy of 8l coirespendencs reganding youl socounl. Ploasa
wpdech one of the sbove addresses iy proceed, I you noed 40 make changos, select “Provious”,

Prawvious irm

5. On the ‘Additional Information’ screen:

a. Select your gender.

Addithonal Infermaticn

b. Select your ethnicity and/or race.

c. Click Next. [w e ]

NN B T [GB0WING DSt SEICIBES Yaul SthMCITY SN0 eceT Sewct all hal apghi "

s b o Alska e
Qi cr Adrcam Aericas

Hrigarse: o Lol s

AT E T B YT A

PR Hir it S PR (e e
Eanl haswn

i A

I A

.

Prates ot ki

ERA B TR AP
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6. 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 answers. Vi o sl you mevral pmeetions aboet 1o teav

[l.!lmhknq m.mmummympqwr'l

Fun e

Leave Information

£ Click the help icons () on this page to see S ———
more information about the question, which may [“""“'"““'f‘“““"m" " e Bl s IMADG YT ‘]
help you in applying. B o o o e e e e oy e e 0
Did you molify your employed in sdvancs Bal you pesded lave
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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7. On the ‘Employment Information’ screen:
a. Choose your current employment status.

b. Select your employment status for the listed
employer.

JO If you are self-employed, select the option that
best represents your employment and pay status.

c. Add an employer if one is missing.

d. Click Next.

S 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.

PAID LEAVE BENEFIT APPLICATION USER GUIDE

ﬁHnme -Message Center °.Add."3wi1-:h Account

Employment Information

What is your current employment status?*

_J Full-time salaried
_) Full-time hourly
_) Part-fime salaried

. Part-time hourly

) Unemployed

We will look at your hours and wages to see if you are eligible for benefits. The following employer(s) reported for
you from 10/01/2023 through today.

Provide your employment status for the employer(s) listed. o

Employer Name Employment Status

Nimbus Integration Test Senvices LLC [ ) | currently work here I used to work here () | naver worked here

Missing Employer(s)

Did you work in Washington for any employer(s) from 10/01/2023 through today that is not listed above?

If yes, click Add Employer below and a specialist will review.

Add Employer

uBl Employer Name Start Date | End Date Employment Status | Address P

Mo records
Previous Cancel | Mext I
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8. On the ‘Upload Your Documents’ screen:

© Add/Switch Account

a. Select Proof of Identity from the
Document Type drop down menu

Upload Your Documents

£ Proof of Identity is required when you apply. Upload your identity document.
X i ) i You need lo provide a document, like a valid passport or driver's license, so we can verify your identity.
Click here for a list of acceptable identity

verification documents.

+ Find a list of documents we accept at paidieave wa goviget-ready-to-apply-identification-documents.

Upload a medical certification completed by a health care provider.
You can submit your application without it, but you will need to upload a medical certification within 14 days.

+ Find information on what we accept at paidleave wa.goviget-ready-to-apply.

b. C“Ck Choose Flle to Select your proof of « When uploading your document(s), select Medical Certification as the Document Type.
identity file from your documents.

How to upload

1. Select the Document Type from the drop-down menu.

C. C“Ck Upload to upload the selected flle 2. Click Choose File to select the file you want to upload.
. . . 3. Choose the file and click Upload. You can upload up to 200 documents.,
Once uploaded, it will appear in the table.
o g You cannot change or delete uploaded documents, You can find successfully uploaded documents in the table below.
You will not be able to edit or delete the
Document Type*
document. [ Select One v ]
. A Select file to upload*
£ Not all file formats are accepted in the [Ghoose Fie | o fie chosen

document uploader. The document’s file format
must be a pdf, tif, tiff, jpeg, jpg, or png. You can

Document Name Document Type Uploaded By
see the file format at the end of the file name after No records
— . . Te icati ft, click "C =
it is uploaded, shown in the picture below. o aveourapplcaion ae s gt elex canee
Docarmsed Typs”
St Bl 1 o b
.

FPrad o kaerary P Paceiors WM

d. Repeat steps a. - ¢. to upload additional
documents.
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MArHome

© Add/Switch Account

o% If you do not upload supporting

documentation on the ‘Upload Your Documents’
screen, you will be asked if you are sure you want L s
to continue without uploading your supporting Upload your identity document.
document(s). You may continue, but if we don’t Youneedto provide & document, [ & vald passport o arversfoense, ¢0 we can verly your ently
receive the document(s) within 14 days, we may

deny your application.

« Find a list of documents we accept at paidieave wa goviget-ready-to-apply-identification-documents.

Upload a medical certification completed by a health care provider.

You can submit your application without it, but you will need to upload a medical certification within 14 days.
+ Find information on what we accept at paidleave wa.goviget-ready-to-apply.
+ When uploading your document(s), select Medical Certification as the Document Type.

e. Click Next.

How to upload
1. Select the Document Type from the drop-down menu.
2. Click Choose File to select the file you want fo upload.
3. Choose the file and click Upload. You can upload up to 200 documents,

You cannot change or delete uploaded documents. You can find successfully uploaded documents in the table below.

Document Type*
Select One v

Select file to upload* ]

[ Choose File | No file chosen

Document Name Document Type Uploaded By
No records

To save your application as a draft, click "Cancel.”

Previous Cancel
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9. On the ‘Review Your Application’ screen:

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

b. Click Next.

PAID LEAVE BENEFIT APPLICATION USER GUIDE

Revira Your Application
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VL2001
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10. On the ‘Preferred Payment Method’ screen choose

if you want to be paid via direct deposit or U.S.
Bank ReliaCard.

Praferred Payment Method

&2 You will be asked for your payment preference g T
the first time you apply in a claim year. If applying (YD O A4 Bk R e I

again in the same claim year, you can update your
payment information from your ‘Paid Leave benefit

account homepage’ by clicking Update Payment e o e O s s s M kT
Preference under in the ‘Take Action’ section. SR ———

a. Ifyou choose the U.S. Bank ReliaCard:

1. Click View to read the ReliaCard S Al O At 0 S R
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 your preferred
method.

3. Click Submit.
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b. If you select 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.

11. On the ‘Application Confirmation’ screen:

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

b. Click Done.

PAID LEAVE BENEFIT APPLICATION USER GUIDE

Preferred Payment Method

Pl Firmily il Rl Lol $0dpaied ponsr ot Dabyrant mafhod I faki payreenls

Paymen Prederence” O
[ s Gt {1 015 B i
Wecaum Typs* [Depous Type"

i i w . . -
Acuting Rembn ] [urtnln Heulirg Rembx ]
[ Acenurn Mustes ] (Be-Entel ACCOUM NishiDar™ ]
\

D;.—.: e Sy

e i | Pl iy iy ] o 8 Py Pl L Dot oot o by s T vt by wensl fercuirs Peilage i

Bk "Gadert” I R BTN TLA] e WA WA il PR [ e BTSN (i [ e [ [l

b [ LTIy B A Twich Asinad

Application Confirmation

W vl pinit e aglateon Yiud Clasm 10 i FOBYNOIDPT-1

ey et wpiond bl decumanta by using T "Mirige Dodusssila]" solon o T Ciabm vy sies, For @ il of B g of dotumentabon
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12. You can see your application in the table under the
‘My Claim(s)’ section of your ‘Paid Leave benefit
account homepage'. For instructions to manage
your Paid Leave Account and view information
related to your claim, see the Paid Leave Account
Management User Guide.
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SName Cumtavrms 10

Prpie lossom FaRADADET

Take Action

13 Ul Cotrlac] Prafsienon
® Ursdie Exymest Prafecence

Bhat Weekly Paymseanl

Mo wiekly clims avaiabl

My Claimig]

irm o B P pesrall TSt TR e A Sonenar i PR Th vess siesl infrm o mspvan 5 e s o Lk Grines snf i upn

Wi eorting Socoments., Wbt wWisskly claima, O vitw B et BRciatcn vou sBMilied, Ciaie cRik ot e Clakm 1D
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