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Step-by-step instructions 
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Each agency must have an Agency Administrator assigned to the portal. The Agency Administrator 
will then be responsible for adding and managing additional users for the agency. The following 
instructions are for an Agency Administrator to grant other agencies access to their project(s) or to 
share project(s). 

Assistance 
Please contact the Prevailing Wage Program at PW1@Lni.wa.gov or 360.902.5335 if assistance is 
needed with accessing or using the portal. 

Granting Access 
 
By sharing agency access, the granting agency administrator will specify which representative is 
gaining access and if they are an Agency Administrator or Project Manager for the granting agency. 
 

1. From the Public Works Projects Dashboard, select Manage/Add Agency Users 
 

 
 

2. Select +Add agency user button 
 

 
 

3. Select the agency or agencies you are granting access for 
4. Enter the User information- First Name, Last Name, Email address and Phone number 
5. Select the permissions for each agency  

a. Agency Admin- This user will be able to view all projects, access certified payroll 
records, create new projects, and create and submit the Notice of Completion. In 
addition, they may add, edit and remove users. 

b. Project Manager- This user can view all projects and only has access to certified 
payroll records for project selected by Admin.  

6. Select Add Projects button 
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7. Select Filters to narrow search 
a. Agency 
b. Type of Project 
c. Project Name 

8. Select Apply filters button 
9. Select Projects from the list by selecting the checkbox  
10. Select Save Permissions button  

 

 



   
 

 

Once User has been added, system will go back to the Manage Agency Users screen and 
display “User Added”, the Name of user, what agencies and roles were granted access to.  

a. User will be displayed on the list with the Status showing “Pending email 
confirmation” 

 
 
 

 

 

 

User Set up 
User will receive a system generated email. 

1. Select the link 

 

 

 

 



   
 

 

2. Select the Sign up button 

 

 

3. Enter your information  
4. Enter Contact info for security 

(optional) 
5. Create a user ID and Password 
6. Accept the Access Agreement  
7. Select Checkbox to accept Access 

Agreement 
8. Select Continue 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   
 

 

9. System will display Check your email 

 

10. Select the link 

 

11. User will receive screen with message Your profile has been activated. Please Login. Log in 

 

 
 



   
 

 

12. Choose Method to receive Multi-Factor Authentication (MFA) code 

 

 

13. Enter Code 
14. Select Submit 

 

 

 

 

 

 

 

 

 

15. Select to Remember device? 
a. If the device you are using is shared or public, we recommend you do not remember 

this device.  

 

 

 



   
 

 

Adding Projects to a PM (Project Manager) 
 

1. Select Manage/Add Agency Users 

 

2. Select the Edit button for the user you are adding projects to.  

 

3. Select Add Projects button 

 

 

 

 



   
 

 

 

4. Select Filters to narrow search 
a. Agency 
b. Type of Project 
c. Project Name 

5. Select Apply filters button 
6. Select Projects from the list by 

selecting the checkbox  
7. Select Save Permissions button  

 

 

 

 

 

 

 

 

 

Once projects have been added, and User has selected to Save Permissions the system will 
go back to the Manage Agency Users screen and display “User Added”, the Name of user, 

what agencies and roles were granted access to. 

 

 

 

 



   
 

 

Removing access for an Admin or PM 
 

1. Select Manage/Add Agency Users 

 

2. Select the Edit button for the user you are removing access  

 

3. Select the Agency you are removing 
access for, system will remove the 
Agency from Permissions section 
 

4. Select Save Changes button 

 

 

 

 

 

 

 

 

 

 



   
 

 

 

Once the access has been removed, and user has selected to Save changes the system will go back to 
the Manage Agency Users screen and display “User Access Revoked”, the Name of user, what 

agencies access is revoked for. 

 

Switching between agencies 
 

1. Select the Switch button 

 

2. Select Choose for the Agency  
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