Signing up for the Claim & Account Center

Please use these instructions if you have never signed up through My Secure L&l or Secure Access
Washingtion. If you have a Secure Access Washingtion User ID and Password, please login to My
Secure L&l, then go to the Claim and Account Center, click on My Profile, Request Access, then
follow Step 11.

Step 1: Go to our website www.Lni.wa.gov and click on Claim & Account Center on the right side of
the page
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Step 2: Click on Sign up
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With one login you can
-Submit a report of accident
-Pay quarterly reports
-Bill L&

Forgot your password?

Sign up It's free.

Need help? Call 360-902-5999 weekdays between 8 a.m.-5 p.m. (Pacific). Email Web Customer Support
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Step 3: Enter the required information
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Sign up for secure access

1) Tell us who you are  2) Choose roles  3) Activate account

Enter your personal information
First name:

Last name:

Email adlrons

Retype emall

Phone number:

Create a User ID and password
e 10
Passward
Retype password:

O Writa the passward down and kesp it secura
Secat quastion:

Your answer:

Accept the Access Agreement
Indicate you accapt:  * (]| have rend and accapt the Access Agrasment

Your initials

Ensure you are a human by typing the characters in the image
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Need help? Call 360-802-5999 weekdays between 8 a.m.5 p.m. (Pacifc), Emall Web Customer Support
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Step 4: Choose your role. If you are an Accountant or Bookkeeper you would choose employer
representative. Click continue.
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Help us choose your services
1) Tell us whe you are  2) Choose roles  3) Activate account

Choose all the roles and additional tasks that apply to you

[] injured worker or representative
[C] Healthcare or other provider

[ Tradesperson or trades business
/1 Business or employer representative

Care services

' Claim & Account Center Tasss svanasis.
¥ Emplover Report of Accident
 File quarterly reports

Agditional tasks:

[Z Track self-insurance claims adminstrators continuing education
[] union representative

[ Retro program administrator wnacs ms:

Need help? Call 360-302-539% weekdays betwean 8 2.m.-5 p.m. (Pacific). Email Web Customer Support
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Step 5: We will send you an email message with a link.

Eile Edit View Favorites Tools Help
. iy Favorites . i3 | Compensation & Job Clas... &5 WSDOT - Statewide Travel... &) Wellness 360

[gche(kyumz—mﬂil ] ] R I v (] e v Pagev Safetyv Toolsv @+

P i powered by

Washington State p.sr:rr!r_'r:\ll:f & My Secure L&
& Labor & Industries il : ‘&%’faﬁﬁ

Check your e-mail

1) Tell us who you are  2) Choose roles  3) Activate account

An email message with a link to activate your account has been sent to you.

Open your email and look for a message from "My Secure L&I"

Didn't receive the activation email?

If you don't see the activation message, check your spam or junk mail folders. It's possible that the account verification email we sent was
caught by a spam or junk mail filter.

Still having trouble?
If you still haven't received the message, contact Web Customer Support at 360-902-5999 weekdays between 8 a.m. - 5 p.m. (Pacific).

© Washington State Dept. of Labor & Industries. Use of this site is subject to the laws of the state of Washington.

Access .
Access Agreement | Privacy & Security Statement | Intended Use/External Content Policy | Staff Only A Washington

ichl State Gowernment web Sl

/" Trusted sites | Protected Mede: Off v H100% v

Step 6: Email example. Please click on the link to activate your account.

This is a system generated email. Fifillse do not reply to this message.

S_—

Washington State Department of
& P Labor & Industries & My scculrciLad

Let's activate yougaccount

User ID: bettertest Pl

To activate your My Secure L&| account @ verify your email address, please click this
link:

Ini.wa 'h f?

fu ion=Acti &l |mr|D=hen.e;tesL&An:livaLionCode=96648

If you do not activate by clicking the link above, this account will expire. If clicking the above link
does not work. copy and paste the link into a new browser window and press enter on your
keyboard.

Thank you for using My Secure L&I.

For questions or concerns about your account, please contact Web Customer Support at 360-902-
5999 weekdays between B8 a.m.—5 p.m. (Pacific). Email Web Customer Support
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Step 7: The link will bring you to the screen below. Please login with your User ID and Password.
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@Yuur account has been activated. Please \ugm.)

My Secure L&l Easy access to secure services

User ID: Same login accesses multiple Washington state government services.
-Submit a report of accident
Password: ' -Pay quarterly reports

—File an intent to pay prevailing wage
- ... and much more!

Forgat your user 1D? Check to see if you already have a user ID.
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Forgot your password?

Need help? Call 360-902-5999 weekdays between 8 a.m.-5 p.m. (Pacific). Email Web Customer Support
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Step 8: Under “My Secure Services” Click on the Claim & Account Center. If you do not see the Claim
& Account Center please click on “Add L&l Services to my list”.
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Need help? Call 360-902-5999 weekdays between 8 a.m.-5 p.m. (Pacific). Email Web Customer Support
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Step 9: Select | am a first time visitor...
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@ | am a first time visitor for the selected application.

I am migrating my profile from a Authentication Gateway (i.e. Fortresst) or using a digital certificate.
I have the user ID and migration code so that | can use the secure user ID and password access method.

I already use a digital certificate and want to have the option of using a free secure user 1D and password. View
Instructions

I already use this application without a Digital Certificate, prior to obtaining a SAW ID View Instructions

of the state of Washington.
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Step 10: Enter in your contact information

Labor and Industries
LE| Howme: L&l Secure ACcess  Logged i=aa: 15 LEIS 4
Contact Infermation regiitration

Contact information, Fields marked with * are required,

“First Hame
Middle Hame

“Last Mame
“Phone number Ext
E-mafl address




Step 11: Read and initial the access agreement. Use the same initials from the top of the page
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Please read the following information. At the bottom of the page, check the box, enter your initials, and select continue.

Access agreement

Please read this Access Agreement (“Agreement’) carefully before accessing Washington State Department of Labor and
Industries (L&) information through an L&I web site or web connection to mainframe data (the "Site"). This Agreement is
entered into between L&| and any individual or entity who accesses or uses the Site (the "User” or “You.”) As a cendition to
accessing the Site, the User agrees to be bound by the terms of this Agreement, the Intended Use/External Content Policy
and L&I's Privacy and Security Statement. Use of or access to the Site shall constitute acceptance of and agreement to be
bound by these terms. If You do not wish to be bound by these terms, do not access the Site.

The Site is provided without charge. It is 2 World Wide web site on the Internet that is designed to create an online

farmatinn cammunicatinns and

L&I's Web Site Accessibility Policy
Washington Department of Labor and Industries (L&1) is committed to providing access to all individuals, disabled or not,
seeking information on our web site. L&I has adopted the portions of the federal 508 and W3C accessibility guidelines and

standards that have the most positive impact on people using assistive technologies.

If you are experfencing difficulty accessing information on this site, we will be glad to send you the information in an
alternate format. Please contact us using our Site Feedback form at the bottom of any page and indicate

o The nature of your accessibility needs.
« The URL (web address) of the material you tried to access.

* Your contact information.

Wwe will contact you and attempt to provide the information you sought.

m

*You can also call 1-800-LISTENS (1-800-547-8367) for assistance. TDD users, please call 360-902-5797.

have read, understand, and agree to the department’s access agreement.

Initials

Go to the Department of Labor & Industries home page (without completing your profile)
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Step 12: Select your relationship. If you are an Accountant or Bookkeeper you are known
Party Representative.
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Lai Home L&l Secure Access Logeed inaz: Pam Derrick 3 Lai secured
Request Access Need netp wath rogistration:

Select the type of relationship with Labor & Industries you would like to establish.

Relationship Relationship Description
(© Apprentice program Reporter APPrenticeship Program Sponsors will have access to raport and review required
about their app: and their program.
o PP related g agencies having agreements with L& 1 have access to
Reviewer view expanded information about apprenticeship programs.

D Employer ‘As an employer, you will have access to your account and/or claim data.
As an injured worker, you will have access to view your active claims.

Authorized Delegates:

) Injured Worker If you are authorized by an injured worker ta view their claim information, you must
request access using this relationship. Your access depends on the injured worker
registering first. They register, then you request access, then they approve your
request. If you know they're already registered, continue with this request.

© Lexal Repressntative As a legal representative for injured workers, you will have access to claims where you
Legal Representative

are listad as the current legal representative.
Attending doctors and ARNPs:
Attending doctors and ARNP's will have access to injured workers' claims where you are
listed as the current attending doctor.

Vocational providers:

© Medical and Vocational vocational providers will have access to injured workers' claims where you are the

Providers assigned vocational firm
IME providers:
Independent Medical Examiners will have access to injured workers' claims where you
have been requested by the department to perform an IME.
This option allows you to access Provider Express Billing to upload electronic billing files
(3 PEE Provider in the HIPAA 837 or L&| HCFA format, and Direct Entry bill submission. PEB also supports
- downloading of 835 or proprietary Ra files and EDI X12 TA1, 997, 277 & 824
transactions.

(D Prevailing Wages - Wage

Update Sorvicn Updating prevailing wages and apprentice wages

(D Retrospective Rating Assoc.

Retrospective rating groups will have access to members’ claims, accounts, and retro

Third Party Rop: Third party will have access to claims,
accounts, or retro information for the organizations they represent.
© Third Party Rep . will have access to account information for the arganizations

they represent. If you are an Accountant you must select to "Activate access” for both
the Access Manager and Account Manager roles on the page titled “change access
permissions for: Accountant New™
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Step 13: Please enter your UBI and click on “Request access....”
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@ Prevailing Wages - Wage Updating prevailing wages and apprentice wages
Update Service

@ Retrospective Rating Assoc. Ilietrospe.ctive rating groups will have access to members' claims, accounts, and retro

information.

Third Party Representative-Third party administrators will have access to claims,

accounts, or retro information for the organizations they represent.

Accountant-Accountants will have access to account information for the organizations

they represent. If you are an Accountant you must select to "Activate access” for both the

Access Manager and Account Manager roles on the page titled "Change access permissions

for: Accountant New"

() Third Party Representative

Please provide a UBI (Unified Business ID) access is considered at the UBI level which includes all accounts
under a UBI.

XX0000XXX - 9 Numbers I Request access by Unified Business ID (UBI) ]

Cancel and return to My L&I Secure Access Profile
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Step 14: Click Yes, No to cancel.

Washington State Deparment of
Labor and Industries

L&l Home L&l Secure Access  Logzedinas: éL&I Secured
Register Organization ] veed help vitl

tration?

Relationship: Third Party Representative/Accountant Unified Business D (UBI):

You are the first person to register for this erganization. By adding this relationship, you are setting up your organization for
L& Secure Access and you will automatically be the organization's access manager.

As the access manager you will be responsible for managing access to L&l secure data for users within your organization.
When users request access, you will be notified by e-mail to act upon their request. They will not be given access to L&I
secure services until you have granted their request.

If you do not wish to be responsible as an access manager for this arganization, please select "NO" below, or just close your
browser and a more appropriate team member should then register your organization with L&I secure services.

Access Manager Agreement

Each organization must have at least one access manager to manage access to L& secure services for users. The first user
who registers an organization automatically becomes the access manager for that organization. Additional access managers
may be added by existing access managers. In addition to the access agreement previously accepted in this registration
process, the access manager(s) agree to:

» Be responsible for managing the access permissions for users within your organization.
o Explain to your users that the data is sensitive and they must keep this data secure.
« Remove a user's access when the user leaves your organization or no longer requires access.

Do you want to accept responsibility for being the access manager for your organization?

© Washington State Dept. of Labor and Industries. Use of this site is subject to the laws of the state of Washington.

Access Agreement | Privacy and security statement | Intended use/external content policy




Step 15: Fill in your Business name and your UBI number. Then enter the Account ID of one
business you represent.

Washington Scate Department of

Labor and Industries

L&l Home L&l Secure Access Logged in as: ) L& Secured
Create Third Party Representative/Accountant Relationship [id] teed heip with

NOTICE: If you are not the third party administrator and are attempting to register as such, you may be in violation of
State and Federal privacy laws. Such identity fraud perpetrated through the unauthorized use of Labor and Industries’ systems
shall be prosecuted to the full extent of the law.

All access to data will be recorded and monitored to ensure only authorized access occurs.

Please complete the information below and select Continue. We will mail a letter to the business mailing address on file for
this third party administrator informing the business you have registered their organization and you are it's access
manager. Fields marked with * are required.

“Business name

“UBI number H00000C0X - 9 Numbers.

*Please enter one of the following for a business you represent:

Retro group ID 000000 - 1-8 Numbers
OR
Account ID HOOOOOGKK - 3-8 Numbers

Continue ] [ Cancel Reguest

@ Washington State Dept. of Labor and Industries. Use of this site is subject to the Laws of the state of Washington.
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Step 16: Please review and change any of the fields if needed, then click on Submit Update. If no
changes are needed, please click on finished.

W wn epartment of
Labor and Industries
L&l Home L&l Secure Access Lozgad in as: 5 Lot socured
Change access permissions for: Help for Access Managers

You have successfully registered your organization and you are now the access manager.
Use the options below to establish this user's access to your organization’s information.

User Profile
Name Status Active
L& Relationship Third Party Representative/Accountant Inactive
Organization Effective 1£11/2012
LB ORG-8e39eece-d118-4c45-2408-

256997775249

©) Access permissions

Access Manager: Active Effective: 1/11/2012 Ends on:
Users in this role are responsible for managing access for users of your organization but cannot view data in the Claim &
Account Center.

@ This user is an access manager who can change permissions on other users’ profiles.

(2) This user is NOT an access manager.

Account Manager: Active Effective: 1/11/2012 Ends on:
Users in this role can view employer account information in the Claim & Account Center for your organization.

) Activate access with no end date
Activate access with the following end date MM/DDAYYYY
) Inactivate access

Claims Manager: Active Effective: 1/11/2012 Ends on:
Users in this role can view claims in the Claim & Account Center that are associated to your organization.
@ Activate access with no end date
Activate access with the following end date MM/DD/YYYY
nactivate access

Retrospective Rating Worker: Active Effective: 1/11/2012 Ends on:
Users in this role can view retrospective rating group information in the Claim & Account Center for your organization.
@ Activate access with no end date

Activate access with the following end date MM/DD/YYYY

© Inactivate access

Submit Update




Step 17: Click on Return to Application

Washington State Deparcment of

Labor and Industries
L&l Home L&l Secure Access Logged in as: B L&l Secured
Congratulations ] tesd help with registration?

Congratulations! You have@uccessfully registered for LRI Secure Access

Note: For security purpgifes, L&l Secure Access does not provide you with a comprehensive list of claim numbers or account
IDs that you can or cayiot access. It is your responsibility to keep track of this information.

What would you li o do next?

Go to My L&I Seire Access Profile

Go to your JaEnization's Manage User list

Return to Application

© Washington State Dept. of Labor and Industries. Use of this sits is subject to the laws of the state of Washington.
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Step 18: You should see your list of clients. If you do not, please log off and log back in. If you
continue having problems, please contact Customer Service at 360-902-4817 or
TeamOAS@Lni.wa.gov.
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