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Step-by-step instructions

Access and navigate through this secured system to
streamline your interactions with L&I on public works
projects.
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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

ALGONA, CITY OF  Admin  Manage / Add Agency Users o = Switch

Public Works Projects & Frint

Check Contractor Status =+ Create Project
7
Pblc Warks

2. Select +Add agency user button

ALGONA, CITYOF  Admin  Manage / Add Agency Users * Switch

« back 1o all public works projects A Print

Public Works Projects

Agency Contact Information

402 WARDE 5T
ALGONA , WA , 98001
Update

Manage Agency Users e - & ) o

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


mailto:PW1@Lni.wa.gov?subject=AA%20Portal%20Help
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ALGONA, CITY OF  Admin  Manags / Add Agency Users ¢ Switch
D

Public Works Projects

Add agency user

roency @)

Hands on Children's Museum

ALGONA, CITY OF

Usere

First Name | Testing
| Mot Agency.s

Last Name

Email Address

Phone Number

(“RaaProjcts |6 ]

You're adding this user to the following agency:

gpwia@gmail.com

| 360-999.9999 x99999 |

pamssions (@)

Role for ALCONA, CITY OF

| Agency Admin v

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

Role for Hands on Children's Museum

| Project Manager v

‘ This user can view all projects and only has access to certified
payroll records for projacts selectsd below.
Can this user create new projects?

®Yes ONo

Can this user send a notice of completion?

O Yes ® No

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

Public Works Projects

Add agency user

Certified Payroll Access

project on the lefi 1o add it 10 the selected projects,

Filters !D

Project managers may review all projects, but their access 1o ceritifed payroll is limited to the projects that are selected below. Check the box of the

Agency

Type Project Name

| Hands on crilaren's useum ~|

[ snarea Project Name.

Apply filters | e
o

TestPreProd1 11925

Showing records 1 to 1 of 1

4 Previous | Next b |

This agency's public works projects

This agency’s small works projects

Full list of currently selected projects with certified payroll access
for user Testing Multi Agency.&

[ EE—
=0

TestPreprad] 11925




Washington State Department of

Labor & Industries

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”

ALGONA, CITY OF  Admin  manzge / Add Agency Users

Public Works Projects

¢ Switch

& Print

Agency Contact Information

402 WARDE ST
ALGONA , WA , 98001
Update

Manage Agency Users 4 Add agency user

+ User Added
Testing Multi Agency.8 has been added to the following agencies:

+ ALGONA, CITY OF as an Admin

+ Hands on Children’s Museum as an Project Manager

User Role Staws Actions

Admin =

Admin * Pending email confirmation View | Resend

User Set up
User will receive a system generated email.

1. Select the link

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

. has given you access to the
following:

You are given access to Prevailing wage agency portal

To enable your new access, please click this link:

https://test-secure.Ini.wa.gov/home/default.aspx?SecretCode=2094395208 o

If you don’t have a My Secure L&| account, yvou’'ll be prompted to create one after
clicking the link.

This link will expire 14 days from the date of this email.

If vou feel you have received this message in error, please contact Web Customer
Support at 360-902-5999 or email us
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2. Select the Sign up button

My L&I

New users

Get secure access to your

Returning users

f— SO—

= Accass Washington (SAW)

&3

3. Enter your information

4. Enter Contact info for security
(optional)

5. Create auser ID and Password

6. Acceptthe Access Agreement

7. Select Checkbox to accept Access
Agreement

8. Select Continue

Sign up for My L&l

Enter your information

Firss Name: = Last Piama *

Testing v Muki Agency

Email *
= testingpwia@gmail.com

& There are Uses |D=) slready sssacated with this emsil sddress, Are you sure you want fo areate anather scscunt?

v

Contact Phone *
% 360-999-9999 v

Fiommat: 306 100 00

Contact info for security (optional)

Pravide additionsl conact info to receive mult-fac hentication
secusity cudes and reduce the chance of losing access o yous
accourt.

2 Additional Email

%, Mobile Phone

Fiommat: 306 100 00

Message and data rates may spply for mabile phones. & message wil
b sent arily when you request it

Create a user ID and password e

Usor I *

Testing-MAS v
User [Ds must be at least four characters
karg and may contain =, @

Wour password

For yaur security, please enter a password
with:

Al ot 10 cheracias

inchuding at least 3 of the following:
wone s oa o

One ks o
One ko

Do not include yoar user 0.

Accept the Access Agreement

T ereate an aceaun, initial snd indicate you have read and accept the Access Agreement
“Wour Inkals ¢

™ v

| have read and accept the Access Agreament™

Q- exa
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9. System will display Check your email

Check your email ©)

User ID: Testing-MAS
Email: testingpwia@gmail.com
Password: essssssess

Check your email

Open your email and look for a message from "My L&I" to activate your profile.
If you don't see the activation message, check your spam or junk mail folders.

Still having trouble?

If you still havenit received the message, contact Web Customer Support at 360-902-5999 weekdays between 8 a.m. -5
p.m_{Pacific).

10. Select the link

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

Let's activate your profile

User ID: Testing-MAS8

To activate your My L& profile and verify your email address, please click this link:

https://test-secure.Ini.wa.gov/home/?function=Activate&UserlD=Testing-MAS&
ActivationCode=70160

If you do not activate by clicking the link above, this profile 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 L&I.

For questions or concerns about yvour profile, please contact Web Customer Support at
360-902-5999 weekdays between 8 a.m.-5 p.m. (Pacific). Email Web Customer Support

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

My L&l

[@\’our profile has been activated. Please login. J

Returning users

User ID: Testing-MAE Get User ID

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

T~ —~ )

@ 7 3

Choose Method Enter Code ~ Remember Device ~Access Service

Choose Method
Multi-Factor Authentication (MFA)

‘This service requires additional verification beyond username and password to prevent fraud and identity theft. You will
need 1o enter a verification code.

How would you like to receive your verification code?

*hwia@gmail.com @

Send Code via Email

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

13. Enter Code @ ® ® ®
14. Select Submlt Choose Method EnterCode  Remember Device  Access Service

Enter Code ®

Please enter the code sent to ***wia@gmail.com
2861 | |

Resend Code

If you do not receive an email with the authentication code:

= Check your junk/spam folder. If the email is not there, try these
troubleshooting steps:
o Check any other folders that may have received the email.
o Refresh/update your email application and inbox.
o Add help@secureaccess.wa.gov as an email contact inside of
your email application.
« Click 'Resend Code'. You can click 'Resend Code' every two minutes, but do
not try this more than three times. If you do not receive the resent code:
© You may need to contact your email service provider to allow
emails from help@secureaccess.wa.gov. If you have setup an
additional email or mobile number, you can click Choose
another method to select a different option for receiving a
code.

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

this device.

~ ~ ~ ~
® € ® O
Choose Method Enter Code  Remember Device ACCESS Service

Remember device?

Choose 1o remember this device to reduce how often you are required 10 enter a verification code.

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

O Yes, remember my device

0
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Adding Projects to a PM (Project Manager)

1. Select Manage/Add Agency Users

ALGONA, CITY OF  Admin  Manage | Add Ageney Users o : Switch

Public Works Projects & pring

Check Contractor Status | =+ Create Project
7
O ... . e

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

ALGONA, CITY OF  Admin  Manage / Add Agency Users ¢ Switch

& Print
Public Works Projects

Agency Contact Information

402 WARDE 5T
ALGONA , WA , 98001

Update
Manage Agency Users 4 Add agency user
User Role Status Actions.

Admin Eat|

Admin Ear| e

3. Select Add Projects button

ALGONA, CITY OF  Admin  Manage / Add Agency Users ° Switch
« back to all users & Print

Public Works Projects

Edit agency user
Agency Permissions

You're adding this user to the following agency: Role for ALCONA. CITY OF

Hands on Children's Museum
Agency Admin v

ALGONA, CITY OF
This user will be able to view all projects, access certified payroll

User records, create new projects, and create and submit the Notice of
Completion. In addition they may add. edit. and remove users.

First Name Testing
Role for Hands on Children's Museum
Last Name Multi Agency.8
Project Manager v
Email Address testingpwia@gmail.com This user can view all projects and only has access to certified
payroll records for projects selected below.
Phone Number 360-999-9999 39999

Can this user create new projects?

@Yes  ONe

Can this user send a notice of completion?

O Yes @ No

SR |
resrone 1)
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Select Filters to narrow search
a. Agency
b. Type of Project
c. Project Name
Select Apply filters button
Select Projects from the list by
selecting the checkbox
Select Save Permissions button

ALGONA, CITY OF  admin  Mznage / Add Agency Users ¢ Switch

e
Public Works Projects

Edit agency user
Certified Payroll Access

Project managers may raview all projects, but their accass to caritifed payroll is limited to the projscts that are salactad balow. Check the box of the
project on the left to add it to the selected projects.

Filters o

Agency Type Project Name

[ Han on Gridrans Moseam V| [Tre spmnors pbo e projests w| [ Frome e

Apply filters ‘e

“e Showing racords 1 10 10 07 180 4 Previous | Next b Fulllst of currently selected projects with certified payroll access
for user Testing Multi Agency 8
AA-BB
AA-BB
AASWI2.3.20 AATW12.3.20
Apprentices.

Apprenticas
Test 11-20-25EW

[0 asdf

(0] AA create small works

(7] AA Crest= Project

(] Build your own river play area

(] Bond James Bond

[] Casine Royale Security Systam

(] 2016 Hands on Children's Musaum Roof Maintanance

Back to User Details

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.

ALGONA, CITY OF  Admin  Manage / Add Agency Users s Switch
« back 1o all public works projects & poine

Public Works Projects

402 WARDE 5T
ALCONA , WA , 98001
Update

Agency Contact Information

Manage Agency Users ¢ ST T

+ User Added
Testing Multi Agency.8 has been added to the following agencies:

= ALGONA, CITY OF as an Admin

= Hands on Children’s Museum as an Project Manager




Removing access for an Admin or PM

1.
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Select Manage/Add Agency Users

Public Works Projects

ALGONA, CITY OF  Admin  bansge AddAgechUse-so

7
—

= Switch

& Print|

Check Contractor Status + Create Project

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

ALGONA, CITY OF

Public Works Projects

Admin

Agency Contact Information
402 WARDE ST

ALGONA , WA , 98001
Update

Manage Agency Users

User Role
Neeson, Lizm Admin
amy lodasmadin wa gov

5097350116

Multi Agency 8, Testing Admin

Manage / Add Agency Users

4 Add agency user

Staws Actions

Edit

= e

¢ Switch

& Print

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

Select Save Changes button

ALGONA, CITY OF  Admin  Manage / Add Agency Users
« back to all users

Public Works Projects

Edit agency user

Agency e

You're adding this user to the following agency:
Hands on Children’s Museum <@
ALGONA, CITY OF

User
First Name Testing
Last Name Multi Agency.8

Email Address testingpwia@gmail.com

+ Switch
3, Print
Permissions
Role for ALGONA, CITY OF
| Agency Admin v

This user will be ble to view all projects, sccess certified payroll
records, create new projects. and create and submit the Notice of
Completion. In addition they may add. edit, and remove users

Role for Hands on Children's Museum

| Project Manager v/

This user can view all projects and only has access to certified

ALGONA, CITY OF  admin

-« back 1o all users

Public Works Projects

Edit agency user
Agency

You're adding this user to the following agency:
() Hands on Children's Museum
ALGONA, CITY OF

User
First Name Testing
Last Name Multi Agency.8

Email Address

Phene Number

[“save changes |

Manage / Add Agency Users

testingpwia@gmail.com

360-999-9999 x99999

+ Switch
&, Print
Permissions
Role for ALGONA, CITY OF
| Agency Admin v

This user will be 2ble 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




Washington State Department of

Labor & Industries

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.

ALGONA, CITY OF  Admin  Manage / Add Agency Users * Switch
« back to all public works projects

& Print
Public Works Projects

Agency Contact Information

402 WARDE ST
ALGONA , WA, 98001
Update

Manage Agency Users + Add agency user

+ User Added
Testing Multi Agency.8 has been added to the following agencies:

+ ALGONA, CITY OF as an Admin

M User Access Revoked

Testing Multi Agency.8's access is revoked for Hands on Children's Museum

Switching between agencies

1. Select the Switch button

ALGONA, CITY OF  Admin  Manage / Add Agancy Users 3 Switcho

Public Works Projects

&Y Print

Check Contractor Status | =+ Create Project
11
SO vt o i

2. Select Choose for the Agency

ALGONA, CITY OF Admin  Manage / Add Agency Users

¢ Close
Hands on Children's Museum Admin ~ Choose
Public Works Projects & Frint

Check Contractor Status | =+ Create Project
A1
QOO o o
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