How to access the new

SSPS Provider Portal

If you have problems setting up your SAW account, click the “GET HELP” button on the SAW website.

There are three main parts to setting up your access.
91 Part 1: SecureAccess Washington (SAW) registration
9 Part 2: Provider Portal registration
9 Part 3: Adaptive Authentication enrollment

You may already have a personal SAW account. If you are an individual or agency with only
one SSPS provider number, you may use your existing SAW account and simply add the SSPS
Provider Portal as one of your applications. (These instructions are designed primarily for the
first-time SAW user.)

If you are a business or individual provider with more than one SSPS provider number,
please be aware that you mugsireate a separat&SAW accountor EACH provider number.
You’ | | need to create a separate Userl D f
address for every one.

Every SSPS provider (by provider number) who has a current authorization for service should
receive a letter at the mailing address on the provider file. This letter will include the security
token that corresponds to the provider number associated with the mailing address. You will
need this token for the final step of this registration process. If you received a letter with your
token but you no longer have it, please call SSPS Customer Service at 360-664-6161.

Follow the instructions below to ensure that your registration is completed successfully. Even
if you are familiar with SAW it is important thatqu read through these instructions as they
contain information specific to the SSPS Provider Portalwill be easiest if you allow

yourself enough time (10-15 minutes) to complete the process in one sitting.

Part 1.Create User Account on SecureAcc@gashington (SAW)

On your web browser, enter SAW URL: https://secureaccess.wa.gov. Once you get set
up, you will always enter through SAW, so please save this link.



https://secureaccess.wa.gov/

WELCOME

to your login for Washington

Click here
to start

Washington SIGN UP!
LOGIN ON BEHALF OF
e ) B WASHINGTON
PASSWORD[ ] K STATE

. AGENCIES

Forgot your username? | Forgot your password?

The window below will pop-up to let you enter your information to start the creation process.
Make sure to complete the Captcha verification at the bottom as well.

X
SIGN UP!
Not sure if you already have an account? m

FIRST NAME

Individuals enter your first
and last name here;
businesses can use a company
or location name

LAST NAME

.L .
Enter the email you
USERNAME
[ ) want SAW to use for
PASSWORD REQUIREMENTS ContaCting you
Add at least 10 more characters Enter a User |D
Add a special character or a lower 9
case letter or anupgercaseletterora you “ use Whenever
PASSWORD you log in to SAW

[ )

CONFIRM PASSWORD

Click this box and follow the
instructions on the pop-up window




Another window will pop-up letting you know that an activation email has been sent to the
address you signed up with.

SIGNUP!
L]
Not sure if you already have an account?

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.

Click on the link from your email and you should receive this response:

X
SIGN UP!
Not sure if you already have an account?

ACCOUNT ACTIVATED!

Your account is activated and you can now login.

LOGIN




Go back to the main screen for Secure Access Washington and enter your Username and
Password to enter the SAW website.

WELCOME

to your login for Washington state.

Secureicces
Washington

LOGIN ON BEHALF OF

USERNAME ) R WASHINGTON
PASSWORD[ ] i‘i STATE
/% AGENCIES

Forgot your username? | Forgot your password?

Click the bright red ADD A NEW SERVICE button:

GOOD AFTERNOON!

What can we help you access today?

|
Washington
SHOWING YOUR SERVICES FROM

SERVICE DESCRIPTION MEMBERSHIP @ ACTION @ [pLL oF wasninGToN )

—

Welcome to Secure Access Washington! To start using services from agencies around Washington, click the ‘Add W : UK
A New Service' button above. AT

A [ES




The following page should show. Click the | have been given a codsox.

ADD A NEW SERVICE

| have been given a code. | would like to browse a list
of services.

The following box will appear. Enter the Service Code 2795into the CODE field.

ADD A NEW SERVICE
[ would like to browse a list
of services.
ENTER YOUR CODE ’I/.i Enter code 2795 here
[ 2795 J T and click APPLY

SUBMIT




Fill in your six digit SSPS Provider Numbelf you do not know your provider number, please
call 360-664-6161 and we can get it for you. Enter your First and Last Namend then the

Security Tokenhat you received on your SSPS Portal Welcome Letter. If you no longer have
the letter or if it is over 90 days old, please call the above number and we can get you a new

one.

ADDITIONAL INFO FOR DSHS

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

Transforming lives

Department of Social and Health Services requires some additional
information before they can allow access to this service. Please fill in the
form below.

*Provider Number
Enter your 6-digit SSPS Provider Number.

[ ]

*First Name
User's First Name
sLast Name From the letter
User’s Last Name announcing the web
[ ] portal
*Security Token
Enter the security foken you received in

the mail.

[

SUBMIT



Success!

REGISTRATION COMPLETE

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

If your registration says “Pending” or anything other than the above image there was an error
during registration. Please send an email to DSHS SSPSMAIL@dshs.wa.gov with your six digit
SSPS Provider Number and we can help to correct the issue.

If your registration was successful it will take you to the screen below.

ADD A NEW SERVICE

SERVICE DESCRIPTION MEMBERSHIP @ ACTION @

SHOWING YOUR SERVICES FROM

[QLL OF WASHINGTON 9]

S5PS Provider Portal 5SPS Provider Portal Active e Remove

Click on the SSPS Provider Portal to set up your Multi-Factor Authentication (MFA).

MULTI-FACTOR AUTHENTICATION (MFA) ADD MFA TO YOUR ACCOUNT
Multi-Factor Authentication adds an extra layer of security to your account. MFA (Multi-factor Authentication) is the use of more than one user
authentication method to verify a user's identity when logging in.
= Requires an additional check beyond username and password Here, contact emails and phone numbers will be gathered so that a
code can be sent to you via either a call, a text or an email when you

« Helps prevent identity theft and fraud

» |s an Office of the Chief Information Officer (OCI0) reguirement for
applications containing persenally identifiable information (P11}

login.

Click BEGN.


mailto:DSHS_SSPSMAIL@dshs.wa.gov

Input at least ONE email address to verify services with and then input at least ONE phone
number for verification as well.

REVIEW AND FINALIZE

Please review the information you have entered and make any
changes before pressing the "SUBMIT" button.

PHONE 1: _
EMAIL 1:“

Would you like us to add this computer to our list of known devices?
Users who access the system using a known device are slightly less
likely to be challenged.

® Yes

= No

Review and if the information is correct click the SUBMIT button. You should receive the
following screen:

NOW ACCESSING

Washinglon State
'? Department of Social
7 & Health Services

Transforming lives

You are now accessing SSPS Provider Portal provided by Department of
Social and Health Services. If you require assistance, the SSPS Provider
Portal help desk can be reached at dshs_sspsmail@dshs.wa.gov or
3606646161.

Click CONTINUE.



FINALLY!

You made it! Thanks for your persistence and your patience.

Department of Social and Health Services B_Log off

SSPS

Social Service Payment System

m My Profile Pay Authorizati Contact Us Customer Service 360-664-6161

'Welcomew Proyidk

L ; ,
W, i i B 5

Please check your profile page to make sure that all of your information is correct and up-to-date.

Information Links News
* How to use this site * Adoption Support and Foster Care (CA) + Coming Soon:
* Licensing Forms and Documents (DEL) * Depariment of Early Leaming (DEL) = Invoice copies
* Child Care Subsidy Program (ESA) = Social Service Notices copies
= \iew Tax Documents (W2 & 1099)
= Other Notices

= Invoice Claiming

+ DSHS Homepage * Report Abuse nunm
* SSPS Internet Page * Careers
* Locate a Senvice Office * Adobe Reader

BUT KEEP READING!



As stated at the beginning, whenever you want to access the SSPS Provider Portal
you must enter from the SecureAccess Washington (SAW) log in screen:
https://secureaccess.wa.gov

Access the portal by

After log in you will be taken to this screen. clicking this link

SHOWING YOUR SERVICES FROM

SERVICE DES% MEMBERSHIP @ ACTION @ [QLL OF WASHINGTON 9]

SSPS Provider Portal SSPS Provider Portal acte @) Remove : ASH[NGWN

You may be required to go through an Adaptive Authentication Challenge.

MULTI-FACTOR AUTHENTICATION (MFA) CHOOSE YOUR MFA METHOD
Multi-Factor Authentication adds an extra layer of security to your account. “ Call_ Me
© Email Me
s Reguires an additional check beyond username and password o Text Me

s Helps prevent identity theft and fraud

= |5 an Office of the Chief Information Officer (OCIO} requirement for
applications containing personally identifiable information (PII)

The Authentication Methods on this screen refer to those you set up earlier.

When you select your preferred method, SAW will either call or text the number you set up or
send you an email (depending on your selection) and provide a Confirmation Code.

Text Message (SMS) Challenge
A text message has been sentto 1 - m Please enter the
confirmation code contained in the text message in the box below.

CODE| J

Would you like us to add this computer to our list of known devices?
Users who access the system using a known device are slightly less
likely to be challenged.

* Yes
No

Conea Y oo


https://secureaccess.wa.gov/

Once the correct code has been entered it will ask you if you want to update your contact info.
If you do not, click SKIP.

UPDATE YOUR CONTACT INFO?

Keeping your Multi-Factor Authentication (MFA) contact information
up to date is important! Failure to update your challenge email and
phone number when they change may result in your account
becoming inaccessible. We remind you because we care.

If no selection is made, this page will automatically redirect you to
your service in 55 seconds.

After 60 seconds it will automatically SKIP the update for you and move you to the access
screen.

NOW ACCESSING

Washington State
'? Department of Social
7 & Health Services

Transforming lives

You are now accessing SSPS Provider Portal provided by Department of
Social and Health Services. If you require assistance, the SSPS Provider
Portal help desk can be reached at dshs_sspsmail{@dshs.wa.gov or
3606646161,

Welcome back to the SSPS Provider Portal! Please enjoy!

Department of Social and Health Services

MSSPS

Social Service Payment System

S EDWARDS-TIDWELL PHOEBE L (000009) | Log Off

WPrnnlo Payments Authorizations Contact Us

‘Welcomews Pr

T l

Please check your profile page to make sure that all of your information is correct and up-to-gate.



