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Job Seeker Processes 
• Job Seeker - Create a Secure Access Washington an account in WorkSourceWA.com 
• Job Seeker forgot User Name 
• Job Seeker forgot Password 

 

Basic Job Seeker Log in Screen 
 

 

• Above is the initial access page for both Employers and Job Seekers. 
• To get to the Job Seeker log in page, click on the ‘Job Seeker’ in the upper right-hand corner or in the blue area 

below and to the left of the big picture. 
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Create a Job Seeker account 
 

 

• If the Job Seeker does not understand what the ‘Secure Access Washington (SAW)’ account is, there is a link 
on the Welcome to WorkSourceWA.com screen that helps to explain what SAW is about.  
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• If the Job Seeker does not have an account, they will access the Sign In screen, and click the ‘Sign up’ button 
under the ‘Need an account? Start here.’ section on the right-side of the screen. 
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• The Job Seeker will enter the appropriate information on the User setup screen. 

• The Job Seeker needs to be aware of the required fields indicated by the “*”. 
• The Job Seeker needs to click on the checkbox next to “I’m not a robot” for security purposes. 
• The Job Seeker will click on the “Next” button. 
• The System will send the Job Seeker the Account Activation Notification message to the email address 

supplied. 
• Notice the ‘Password Requirements’ box below the Password.  As each requirement is met as the Job Seeker 

enters their new password, the “X” will change to “ ”. 
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• After clicking the ‘Next’ Button, the following screen will display to inform the user the account has been 
created and an email with the activation code has been sent: 
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Activate a Job Seeker Account: 
 

• The Job Seeker will need to access their email account and find the NoReply@esd.wa.gov message.  Open the 
message and click the ‘Activate my account’ link in the message. 

 

 

 

 

 

 

 

mailto:NoReply@esd.wa.gov
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• The system will automatically activate the account, and display the log in screen with the successful activation 
message (in green). 
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If the Job Seeker tries to activate the account more than once, the System will return the message that the 
account has already been activated.  This message is changing - This account has already been activated. Please 
sign in below 
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Job Seeker Log In 
 

 

• To log into their account, the Job Seeker will enter their Username and Password, and then click on the ‘Sign 
in’ button under the ‘Have an account? Sign in’ section on the left-side of the screen. 
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• If the Job Seeker enters an incorrect Username and/or Password, the system will display the message “You’ve 
entered an invalid username or password. Please try again.” 
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Forgot Job Seeker Username 
 

 

• If the Job Seeker has forgotten their username, from the Sign In screen, click on the ‘Forgot username’ link. 

  



14 
 

 

 

• The Job Seeker will enter their email address and click on the “Submit” button. 

 

 

• The System will send back a message that an email with the associated username(s) has been sent to the 
email address provided 

• The Job Seeker can link directly back to the Sign In screen by clicking on the ‘return to login’ link, or the Job 
Seeker can re-access the Sign In screen themselves. 
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• The Job Seeker will log into the email account for the provide email address and access the WorkSource email. 
• Displayed is the email that is sent to the email address provided by the Job Seeker. 
• In this example, there are 2 usernames for the provided email address.  The Job Seeker will return to the Sign 

In screen and enter the appropriate username. 
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Forgot Job Seeker Password 
 

 

• If the Job Seeker has forgotten their password, from the Sign In screen, click on the ‘Forgot password’ link. 
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• The Job Seeker will enter their email address and username associated with the account. 
• The Job Seeker will click on the “Enter” button. 

 

 

• The System will send back a message that an email with a temporary password has been sent to the email 
address provided 

• The Job Seeker can link directly back to the Sign In screen by clicking on the ‘click here to login’ link, or the Job 
Seeker can re-access the Sign In screen themselves. 
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• The Job Seeker will log into the email account for the provided email address and access the WorkSource 
email. 

• Displayed is the email that is sent to the email address provided by the Job Seeker. 
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• The Job Seeker will then enter their username and the temporary password provide in the forgot-password 
email. 

• The Job Seeker will click on the “Sign in” button. 
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• The System will automatically take the user to the ‘Change Password’ screen when it recognizes the 
temporary password. 

• The Job Seeker will enter the temporary password, enter their new password and re-enter their new 
password to verify the change. 

• The Job Seeker will click on the “Submit” button 
• Notice the ‘Password Requirements’ box on the right.  As each requirement is meet as the Job Seeker enters 

their new password, the “X” will change to “ ”. 
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Change Job Seeker Email Address 
 

 

• If the Job Seeker wants to change their Email Address, while they are logged into the Job Match application, 
click on the blue silhouette dropdown in the upper right-hand corner. 

   

 

• Then click on the ‘Profile’ link in the dropdown. 



22 
 

 

• The Job Seeker’s profile information will be displayed. 
• Click on the ‘Change email address’ link under the Email address information in the Account Details section.  
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• Change the email address. 
• All fields need to be filled in including the ‘Question answer’ field. 
• Click on the ‘Submit’ button. 
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• The System will display a message that the confirmation emails have been sent. 
• The System will send two emails: 1) to the old email address; and 2) to the new email address, which will 

contain the confirmation link. 

 

 

• This is the email sent to the old email address informing the user that the email address has been changed. 
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• This is the confirmation email sent to the new email address. 
• To confirm the change, the Job Seeker needs to click on the ‘Confirm account update’ link. 
• If the Job Seeker did not request the email address change, do NOT click on the ‘Confirm account update’ link. 

 

 

• When the Job Seeker clicks on the ‘Confirm account update’ link, the System will display the account updated 
message. 
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Change Job Seeker Password 
 

 

• If the Job Seeker wants to change their password, while they are logged into the Job Match application, click 
on the blue silhouette dropdown in the upper right-hand corner. 

   

 

• Then click on the ‘Profile’ link in the dropdown. 
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• The Job Seeker’s profile information will be displayed. 
• Click on the ‘Change Password’ link under the Email address information in the Account Details section 
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• The Job Seeker will enter their current password, enter their new password and re-enter their new password 
to verify the change. 

• The Job Seeker will click on the “Submit” button 
• Notice the ‘Password Requirements’ box below the ‘New password’ field.  As each requirement is meet as the 

Job Seeker enters their new password, the “X” will change to “ ”. 
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• The system will display a message when the password was successfully updated. 
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Create an Employer account 
 

 

• If the Employer does not understand what the ‘Secure Access Washington (SAW)’ account is, there is a link on 
the Welcome to WorkSourceWA.com screen that helps to explain what SAW is about. 
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• If the Employer does not have an account, they will access the Employers: welcome to WorkSourceWA.com 
screen, and click the ‘Sign up’ button in the “Need an employer account?  Start here.” box on the right side of 
the screen. 
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• The Employer will enter the appropriate information on the User setup screen. 
• The Employer needs to enter information into all fields on the screen, every field is required. 
• The Employer needs to click on the checkbox next to “I’m not a robot” for security purposes. 
• The Employer will click on the “Save and Continue” button. 
• The System will send the Employer the Account Activation Notification message to the email address 

supplied. 
• Notice the ‘Password Requirements’ box below the Password.  As each requirement is met as the Job Seeker 

enters their new password, the “X” will change to “ ”. 
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• After clicking the ‘Save and Continue’ Button, the following screen will display to inform the user the account 
has been created and an email with the activation code has been sent: 
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Activate an Employer Account 
 

 

 
 

• When the Employer creates an account by entering the appropriate information and clicking the “Save and 
continue” button, the System will send an email to the entered email address. (See Create an Account) 

• The Employer will click on the link supplied in the email: ‘Activate my account’ link to have the account 
activated. 
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• The system will automatically activate the account, and display the log in screen with the successful activation 
message (in green). 
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• If the Employer tries to activate the account more than once, the System will return the message that the 
account has already been activated. 
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Employer Log In 
 

 

• To log into their account, the Employer will enter their Username and Password, and then click on the ‘Sign in’ 
button. 
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• If the Employer enters an incorrect Username and/or Password, the system will display the message “You’ve 
entered an invalid username or password. Please try again.” 
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Forgot Employer Username 
 

 

• If the Employer has forgotten their username, from the Sign In screen, click on the ‘Forgot username’ link. 

 

 

• The Employer will enter their email address and click on the “Submit” button. 
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• The System will send back a message that an email with the associated username(s) has been sent to the 
email address provided 

• The Employer can link directly back to the Sign In screen by clicking on the ‘return to login’ link, or the 
Employer can re-access the Sign In screen themselves. 

 

 

• The Employer will log into the email account for the provide email address and access the WorkSource email. 
• Displayed is the email that is sent to the email address provided by the Employer. 
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Forgot Employer Password 
 

 

• If the Employer has forgotten their password, from the Sign In screen, click on the ‘Forgot password’ link. 
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• The Employer will enter their email address and username associated with the account. 
• The Employer will click on the “Enter” button. 

 

 

• The System will send back a message that an email with a temporary password has been sent to the email 
address provided 

• The Employer can link directly back to the Sign In screen by clicking on the ‘click here to login’ link, or the 
Employer can re-access the Sign In screen themselves. 
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• The Employer will log into the email account for the provided email address and access the WorkSource 
email. 

• Displayed is the email that is sent to the email address provided by the Employer. 
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• The Employer will enter their username and the temporary password provide in the forgot-password email. 
• The Employer will click on the “Employer sign in” button. 
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• The System will automatically take the Employer to the ‘Change password’ screen when it recognizes the 
temporary password. 

• The Employer will enter the temporary password, enter their new password and re-enter their new password 
to verify the change. 

• The Employer will click on the “Submit” button 
• Notice the ‘Password Requirements’ box below the ‘New password’ field.  As each requirement is meet as the 

Employer enters their new password, the “X” will change to “ ”. 

 

  



46 
 

Change Employer Email Address 
 

 

• Log into the Employer Job Match and access the Employer’s Dashboard. 
• Click on the ‘Your account’ dropdown. 
• Select ‘Account settings’. 
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• In the Account profile section, click on the ‘Edit’ button. 
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• The Employer’s profile information will be displayed. 
• Click on the Identity Provider - IDP link in the second sentence of the Account profile description paragraph (in 

blue).  
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• Change the email address. 
• All fields need to be filled in including the ‘Question answer’ field. 
• Click on the ‘Submit’ button. 
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• The System will display a message that the confirmation emails have been sent. 
• The System will send two emails: 1) to the old email address; and 2) to the new email address, which will 

contain the confirmation link. 

 

 

• This is the email sent to the old email address informing the Employer that the email address has been changed. 
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• This is the confirmation email sent to the new email address. 
• To confirm the change, the Employer needs to click on the ‘Confirm account update’ link. 
• If the Employer did not request the email address change, do NOT click on the ‘Confirm account update’ link. 

 

 

• When the Employer clicks on the ‘Confirm account update’ link, the System will display the account updated 
message. 
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Change Employer Password 

 

• Log into the Employer Job Match and access the Employer’s Dashboard. 
• Click on the ‘Your account’ dropdown. 
• Select ‘Account settings’. 
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• In the Account profile section, click on the ‘Edit’ button. 
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• The Employer’s profile information will be displayed. 
• Click on the ‘here’ link in the last sentence of the Account profile description paragraph (in blue). 
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• The Employer will enter their current password, enter their new password and re-enter their new password to 
verify the change. 

• The Employer will click on the “Submit” button 
• Notice the ‘Password Requirements’ box below the ‘New password’ field.  As each requirement is meet as the 

Employer enters their new password, the “X” will change to “ ”. 
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• The System will display a message when the password was successfully updated. 
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