Accessto WA CAP using SAW

Access to WA CAP requires a SAW Account be created prior to accessing the system. If you already
have an SAW Account then WA CAP can be added to your account as a Service (Application).

Course lcons

Objectives

Havean
existing SAW
Account?

Creating
SAW
Account

You will see some symbols appear throughout this course. These icons are used to
indicate the following:

Icon Function
This will be covered in more detail later in the course.

=

y FYl — Helpful information related to Accessing WA CAP
@ via SAW.

Best Practice — This is a technique that through our
experience has been shown to be the most effective
and efficient.

Assist Users in setting up account to access WA CAP via Secure Access Washington
(SAW).

e Understand activation process

e Setup Secure Access Washington Account (SAW)
e Provider Portal Registration

e Multi-Factor Authentication (MFA)

You may already have a personal SAW account, if so you may use your existing SAW
account and simply add WA CAP as one of yourapplications.

Please go to the Add A Service Section on Page 6 and follow the instructions to add
WA CAP to yourcurrent account.

Follow the instructions below to ensure that your registration is completed
successfully. Even if you are familiar with SAW it is important that you read through
these instructions as they contain information specific to WA CAP. It will be easiest if
you allow yourself enough time (10-15 minutes) to complete the process in one
sitting.

To Begin: Click: SecureAccess Washington

Or Enter: https://secureaccess.wa.gov in browser
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https://secureaccess.wa.gov/myAccess/saw/select.do
https://secureaccess.wa.gov

Login Page will display

to your login for Washington state.

; sienvpt || cerhere ' meson
Washington |

LOGIN ' ON BEHALF OF

USERNAME |

PASSWORD| \

Forgot your usemame? | Forgot your password?

1. Click Sign Up

Sign Up or Registration page will display

Before you create an account, it
is encouraged thatyou select the

check here button to see if an Sign Up For An Account
accountalready exists using your Filln ne fllwing form 0 i 9 for a accourt, I you are ot sre i you leadyhavean account,
information. (Name and Email

Address).

1. Select check here

Username Reminder box will display

1. Enter YOUR EMAIL o~ GET HELP X

Check I’'mnot a robot

2. ﬂ
3. Complete CAPTCHA s ==
4,

Select SEND USERNAME REMINDER
If an accountis found an email with [l TER YOuR FMAL ]
username reminder will be sent to
your email. ] rmrotarosa 5

12CAPTCHA
Frivsey - Tems

Once you have Username and if you don’t remember your password select Password
box. Following the same steps as above, an email will be provided to you.
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Password Reset Box will display ST GET HELP X
1. Enter YOUR USERNAME Y )

Confirm YOUR EMAIL & = oo [

2.

3. Check I'mnot a robot PASSWORD RESET

4. Complete CAPTCHA ENTER YOUR USERNAME

5. Select SEND | |

= CONFIRM YOUR EMAIL
@ You may have multiple | |

usernames for the same email -~
address, make sure to use the s i

correct username.

RESET

If NO account exists using your email address the system will display

GETHELP *

w PASSWORD § MORE HELP

The email address entered was not found in our system. Would you like to create a new
account using that address?

1. Click create a new account hyperlink

Returns to the Sign Up for An Account page

Personal Information )
Sign Up For An Account

il in ther foliowing form to sign up for as acooust. If you are no! se i yOu alsady hawe an account,

1. Enter First Name
2. Enter Last Name Personal Information
3. Enter Primary Email Fitst Mame

! I

Last Name

Contact Information for Security | |

. Primary Emal
(Optional) | |
1. Enter Additional Email Contact Information For Security (Optional)
Address '.!Z'Lf;_:‘.’fi.-ﬁ'::-:"f’»..f';-' M 4 ettt vty i ot L oot
2. Enter Moble Phone Number Additional Email Address (Dptional)

Moibilie Phone Member (Optional)

@ Addling optional information can [ J
save you from losing access to
your account.

Mg B 2R (R AT AP, A Bk el Gl D9 T i i FeQuedt F Wi dur ot
Term of Servce o Cowacy FRoy for mone dndormadcn:
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Username and Password
Username and Password

Complete CAPTCHA i 1
Select Create myaccount

1. Enter Username Usemame
2. Enter Password | |
3. Confirm Password i

4. Check I’'m not arobot l |
5‘ Confirm Password

6.

0 e
I ssl b rohot

Popup will display

SIGNUP! *

Not sure if you already have an account? [#;[Ze 0]\

CHECK YOUR EMAIL

An activation link has been sent to your email. You must click the link to activate your account before you can login.

Activating

Your Open Email service (for email address entered during Registration)
Account secureaccess@cts.wa.gov
Securefccess Washington : Welcome to Securefccess Washington 12:20 PM
You are almost finished, Thank you for signing up with Secure Access

1. Open Email Account and locate email sent by secure access

Email will display

o Secureiccess Washington : Welcome to SecureAccess Washington - Message (Plain Text)

Help @ Tell me what you want to do

53 x = ﬁ_;i @ Sy B[P velete message Vo B SMakUned | ek L A,) Q
€ 2 g5, ¥ ntenviewee info. |- B Wicaegoizer  9F @
&, - Delete Archive  Reply Reply Forward a Move Translate Read  Zoom
Al E- | |55 ToManager + [P~ " FollowUp~ > © Aloud
Delete Respond Quick Steps = Move Tags [ Editing Speech  Zoom
secureaccess@cts.wa.gov
SecureAccess Washington : Welcome to SecureAccess Washington
You are almost finished,
Thank you for signing up with Secure Access Washington.
Your username is; ABC123
To activate your account, please cllckllhtms:l secure: 55.Wa bli pub/regConfirm.do?s=76937&userid= ABC123
For questions or concerns about your SecureAccess Washington account, please visit https://secureaccess.wa.gov/public/saw/pub/help.do
Thank you,
The Secure Access Washington Team

1. Click Linkin email to activate account
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Returns to Web browser (SAW Page)

SIGNUP! *

1. Click LOGIN
Not sure if you already have an account?
ACCOUNT ACTIVATED!
Your account is activated and you can now log in. Please note: If you do not log in to this account at least once
every 24 months, it will be automatically deleted.
Log into
Account Returns to SAW Login Page

1. Enter USERNAME

2. Enter PASSWORD
3. Select SUBMIT

m GET HELP TIPS OFF

LOGIN

USERNAME [l | ]

PASSWORD [| | ]

SUBMIT

Forgot your usemame? | Forgot your password?

Don’t lose access to your account window may display

Don't lose access to your account

Review your profile to add o update a phone o email to avaid losing access 1o your account You can also add
an authenticator application - & ks the fastest and most reliable way to receive Multi-Factor Authentication codes

Review My Profile

Set Up Authenticator

Not Right Now

1. Click Not Right Now

You may be given a prompt to review your profile or set up authenticator. These
are completely optional. To save you time, we recommend choosing "notright
now." Youcan set this up at a later time.
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Add ANew

Service ) ]
Services Page Displays

below or click the ‘Add A New Service' button. To see open job postings for the SAW Team, go to our jobs page

Click here to add another contact method to your account to avoid losing access to your services.

Welcome 1o Secure Access Washington! To start using services from agencies around Washington, choose one from your list

Services From

Add A New Service

No Services Listed

|aLL oF wasHINGTON (]

1. Select ADD ANEW SERVICE

ADD A NEW SERVICE displays

Add A New Service

list of services by name. agency.

I would Bke to browse a
| have been given a
code by an agency. | would like 1o browse a list of services by

o | A-Z ‘=

1. Select | have been given a code by an agency.

@ You will be provided a code from the Department. The link will be provided by

staffwithin LD, or by your CPA.

ENTER YOUR CODE box displays

1. Enter Appropriate Code
2. Select SUBMIT

@ Do not use code 4a it is a sample only!

ENTER YOUR CODE

Hididien service codis ang supplisd by the
serice's agency. SAW support staff canmat
give oul codes, Please contact the sefvice's
agency help desk for your code

da
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REGISTRATION COMPLETE Message Box displays

1. Click OK

REGISTRATION COMPLETE

This service has been added to your list and is ready for you to start
accessing.

Services Page will Display

Click here to add another contact method to your account to avoid losing access to your services.

Welcome fo Secure Access Washington! To start using semvices from agencies around Washington, choose one from your list
below or click the ‘Add A New Service' button. To see open job postings for the SAW Team, go to our jobs page.

Washington Caregiver Application Portal provided by Department of Children, Youth and Families

Washington Caregiver Applicalion Portal
Contact the help desk for WACAP  Remove from my list

1. Click Access Now

Multi-Factor Authentication (MFA) will open

Choose Method ® 0 0 ®
Choose Method Enter Code Remember Device ~ Access Service
1. Select Email Multi-Factor Authentication (MFA)
or

This service requires additional verification beyond username and password to prevent
2. Select Text message fraud and identity theft. You will need to enter a verification code.

Choose Method

How would you like to receive your verification code?

Emailaddress@provider.net

m Receive the code in an email and enter it on the next screen.

() 1+.8623
@ Receive the code in a text message and enter it on the next screen.
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Verfication Code will be sent to either your Email Address or Phone depending on

your choice above.

1. Enter Verfication Code
provided in the email
2. Click Submit

Remember Device?

1. Select Submit
Or

2. Select Yes checkbox to have

device remembered

® @ ® ®
Choose Method Enter Code Remember Device  Access Service
Multi-Factor Authentication (MFA)

Enter Code

Please enter the code sent

8988-“

Resend Code

| =D

Choose another method

@ ® ® O

Choose Method Enter Code Remember Device  ACcess Service

Multi-Factor Authentication (MFA)

Remember Device?

Choose to remember this device to reduce how often you are required to enter a
verification code.

If the device you are using is shared or public, we recommend you do not remember this

If using your personal device,
best practice is to select Yes,
remember my device

device.

O Yes, remember my device

es, remember my device

1. Enter Device Nameif desired

Name: | | (Numbers and letters only)

NOW ACCESSING window displays

1. Click Continue

WA CAP will now display

Health Services. If you require assistance, the Famlink help desk can be

NOW ACCESSING

Washington State
‘ﬂ Y Department of Social
7 & Health Services

Transforming lives

You are now accessing Famlink provided by Department of Social and

reached at deyf.servicedesk@dcyf.wa.gov or (360)725-4357.

m CONTINUE

Continued
Accessto
WA CAP via Now that a SAW Account has been created and a Service for WA CAP has been added
SAW to an existing or new account, you can now access WA CAP.
To Begin: Click: SecureAccess Washington
Or

Enter: https://secureaccess.wa.govin browser
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https://secureaccess.wa.gov/myAccess/saw/select.do
https://secureaccess.wa.gov

Login in Page will display

WELCOME

to your login for Washington state.

1. Enter USERNAME :
2. Enter PASSWORD
3. Click SUBMIT

LOGIN ON BEHALF OF

"*‘SSW"“U\]:[ Washington State
7 Y Department of Social

& Health Services
fergot yourusemame? | Eorgat yout passwerd?

Services Page will Display

Click here to add another contact method to your account to avoid losing access to your services.

Welcome to Secure Access Washington! To start using services from agencies around Washington, choose one from your list
below or click the 'Add A New Service’ button. To see open job postings for the SAW Team, go o our jobs page.

Washington Categiver Application Portal provided by Department of Chiiaren, Youth and Families

Washington Caregiver Appfication Portal
Contact the hielp desk for WACAP  Remove from miy list

1. Click Access Now

NOW ACCESSING window display

NOW ACCESSING

WASHINGTON STATE
2 Department of
Children, Youth, and Families

You are now accessing Washington Caregiver Application Portal provided by
Department of Children, Youth and Families. If you require assistance, the
Washingten Caregiver Application Portal help desk can be reached at
deyf.caregiverportal@deyf. wa.gov or 1-888-KIDS-414.

Cancel CONTINUE

1. Click CONTINUE
WA CAP will now display
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