Your data sharing agreement with the Department of Licensing has been executed. 
The next step is to provide us with a list of USERS (see Internet Query System (IHPS) User List attached to your data sharing agreement). This list can be mailed, emailed or faxed to: 

Department of Licensing, Contracts and Programs (C&P)
Attn: LaTrisha Gallegos

PO Box 9020

Olympia, WA 98507-9020

doldldsihpssupport@dol.wa.gov
Fax: 360-570-7858
Once users are approved, you will receive confirmation from DOL. Users should not register with Secure Access Washington (SAW) until confirmation is received.

When confirmation is provided, users will then apply for an account with Secure Access Washington (SAW). If the User does not have a SAW account, they will need to create one.
What Is SAW?
Secure Access Washington is a centralized gateway to many different state agency websites.  It is provided by the Washington Department of Information Services (DIS). Some of our users may already be using SAW or possibly an even more secure service called Transact Washington (TW) to use web sites from various agencies. 

SAW is based on the principal of each person having one login identifier and password to access a list of applications you’re registered to use. Some of our subscribers have told us they have a SAW account to access applications from other state agencies.

Creating a SAW Account

The URL for the Secure Access Washington login page is http://secureaccess.wa.gov. You’ll see the screen below. 
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Since you don’t have a SAW account yet, click the link titled “Create one”.  You’ll see the following screen.
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There are six steps to the process of creating an account. As you proceed, you’ll know which step you’re in by looking at upper portion of the screen. To launch the setup process, click the “Start” button. You’ll see the following screen.

You’re now at Step 1. It’s very simple. Fill out the fields as shown and click the “Next” button. NOTE: All of the fields are required after filling out the fields and clicking “Next”, you’ll see the following screen.
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You’re now at Step 2. Type in a user ID of your choice, and a password of your choice in both password fields.  Notice the password requirements in the yellow box. As you type in characters in the password field, some of the text in the yellow box will change colors to let you know whether or not you’re on track. If it turns green, you’re doing it properly. 
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Once you’ve finished typing in your user ID and password, click the “Next” button. SAW will make sure you don’t duplicate someone else’s ID. If your ID is unique, you’ll move to Step 3.

You’re now at Step 3. This step allows you to take one last look at your information before you submit it. It’s a good idea to print this page and keep it somewhere safe. If everything looks correct, click the “Next” button.
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You’re now at step 4. You must type in the security code displayed on the screen. This is the last step prior to submitting your information to SAW. When you’ve typed in the code, click the “Submit” button. 

[image: image7.png]WASHINGTON

A ﬁ %E SecureAccess

- -~ -4— -
s s et vssmame nevie e et aR

Please enter the security code (Not case-sensitiv
The security cade helps s to prevent massive user sign-up fram robat pragrams

@

In the box below, enter the security code you see above: (Click here If you cannat read the cade)

ftaymag]
Previous

Privacy Notice Help

Copyright 2004-2008 ® Washington State Department of Information Services - All Rights Reserved





You’re now at Step 5. Check your e-mail for a note from SAW.
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You now have a SAW account. Follow the instructions in the email to activate your account.
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From secureaccess@ds.wa.gov Sent: Thu 2/12/2009 428 PM
Toi Patter, Herb

<o

Subject Secureaccess Washington : Welcome to Secureaccess Washington

1»

* This is a systen generated message, please DO NOT reply to this email.
* If you have any questions, please contact our service desk at:

o http://support.secureaccess.ua.gov

Thank you for signing up with SecureAccess Washington.
Your SecureAccess Washington account [hmposs3] has been successfully created.

To activate your new account, click the following link.

https://test-secureaccess.ua.gov/public/sau/pub/regConfirn.do?s=44468&userId=hnposs3

SecureAccess Washington provides access to a growing list of on-line government services via a single user account. Once you complete
your sign-up, you may add services to your new account by logging in and choosing "Add Service" tab. The service you choose to add may
require an additional service registration process.

Although it is not common, with some email clients, you may need to use the following information to activate your account:

Your User ID: hmposs3
your Registration Code: 44468

If you have questions about using SecureAccess Washington or need assistance using this service, please visit our customer support
center at http://support.secureaccess.ua.gov/index su.shtml.

SecureAccess Washington (Customer Test)
Login at https://test-secureaccess.ua.gov/myFortress/sau/select.do





When you click the link in the e-mail note, you’ll see the SAW login screen. You’re now at Step 6. Enter your User ID and password, then click the “Login” button.
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Adding Services to Your Account

You have created your SAW account and logged in.  Now you need to determine which state agency programs you will be using. To add IHPS to your list of services, click the “Add a New Service” tab or click the link titled “here” to add a service.
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On the left is  a list of agencies that have applications registered with SAW. For now you can ignore that list.  Type “DOLIHPS” (all upper case) in the Service Code field.  Then click the “Apply” button. This will take you to a Department of Licensing registration form.   
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Complete this custom registration form.  Notice that fields with an asterisk (*) are required fields. 
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Once you have entered your information on the registration form, click the “Register” button. 
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The registration request will now be reviewed by the department. This review may take up to 2 business days to complete. You’ll receive an email response to your request.  Below is an approved registration.
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A rejected registration request will read like the email below.
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The most likely reason for rejection will be an incorrect entry of your name or you may not be on the authorized USER list. If this happens try to register again, making sure you enter your name correctly. 

*Note: If the SAW user is rejected the user needs to work with their manager, who works with DMP to correct this rejection. The user will then make another application request.

Your registration process is now complete.  You will not have to repeat any of those steps again! 

Using Your SAW Services

Once your registration is complete you can access IHPS by logging into SAW. 

Log into SAW (http://secureaccess.wa.gov). 
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To access the Internet Query System Web Site, click the “Internet Query System” link. This will take you into the IHPS Start Page.
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User Contacts:
For questions about computer or browser-related problems:

Please contact the desktop support staff within your agency.

For questions about registering with SecureAccess Washington:

Please contact the Department of Information Services (DIS) Service Desk:

· Email: servicedesk@dis.wa.gov
· Phone: (360) 753-2454 or 1-888-241-7597 

For questions about the Interagency Agreement, use of the IHPS application, or if you cannot gain access to the application during normal business hours:

Please contact Department of Licensing IHPS Support:

· Email: doldldsihpssupport@dol.wa.gov
· Phone: (360) 902-0154 

· Fax: (360) 570-7858 

· Hours: Monday–Friday, 8 a.m. to 5 p.m. 

All Contractors are required, as noted in contract language, to notify DOL immediately of any changes to Users, with the Internet Query System (IHPS) User List Modification. These changes can be mailed, emailed or faxed to the contact information on page 1.
Use this service code
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