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

Basic Job Seeker Log in Screen

Search thousands of jobs on WorkSource Washington:

e

EKER EMPLOYERS

My WorkSource ~ Career tools ~ Resources -~ About us ~

L'

JOB SEEKER WELCOME TO
Find the right WORKSOURCE
opportunity. WASHIMNGTOL

— = _—

Connect to important resources
. 7

W AQN
: Ll '

e Above is the initial access page for both Employers and Job Seekers.
e 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.




Create a Job Seeker account

& WorkSourceWA com is secured by

WORKSource m secureAccess

WASHINGTON

4 Return Home

Welcome to Worksource WA

Qur goal is to help power your career search by providing the jobs, tools, social networks and technologies that you need to find your next
greal career fastl

Secure Access Washington

Sign in eed an account? Start here.

Secure Access Washington allows Intermnet
Enter the username and pffssword y| access to muliple govemment services wilh pur first time here, you must create and activate a Secure
Secure Access Washingtoh (SAW) a single username and password. Example: )

you may have created a SAW account fo Ajcess Washington (SAW) account.
renew your driver's tabs or fishing license.
Important: You can't sign iNusing y{ Once you'e signed in, you can change your

and password. You must creg a nq Password and access various government
senvices.

Create an account

Username:

Forgot username

Password:

Forgot password

Sic

nin

q

® |f 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.



& WorkSourceWA com is secured by

WORKSource s AW

€ Return Home

Welcome to WorkSource WA.com

QOur goal I1s to help power your career search by providing the jobs, tools, social networks and technologies that you need to find your next great
career fastl

Have an account? Sign in. Need an account? Start here.

Enter the username and password you provided when registering for Secure
Access Washington (SAW).

Your first time here, you must create and activate a Secure
Access Washington (SAW) account.

Important: You can't sign in using your Go2WorkSource.com username
and password. You must create a new SAW account.

Username:

Forgot usemame

Password:

Forgot password

e 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.



& WerkSourceWA com is secured by

VVORKSOHYCC E SecureAccess

WASHINGTON

€ Return Home

User setup

Your free Washington WorkSource membership starts herel Create your account to view the latest job openings, post a resume,

explore careers, get career advice, and morel
* Required fields

#Name: | Name
* Email address: | Email
*Re-enter email address: | Confirm Email
*Username: | Usemname
* password: | Password
Password requirements

% At least 10 characters

*® No more than 20 characters
* Contains a number

% Contains a lowercase and
uppercase letter

® Contains a special character
*® Passwords match

* Re-enter password: | Password

*Choose a secret question: v

* Your answer: | Your Answer

I'm not a robot

Next

o The Job Seeker will enter the appropriate information on the User setup screen.

e The Job Seeker needs to be aware of the required fields indicated by the “*”.

e The Job Seeker needs to click on the checkbox next to “I’m not a robot” for security purposes.

e The Job Seeker will click on the “Next” button.

o The System will send the Job Seeker the Account Activation Notification message to the email address
supplied.

e 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 “¥ ”.



Password Requirements

® At least 10 characters
+ No more than 20
characters

* Contains a number

« Contains a lowercase
and uppercase letter

+ Contains a special
character

® Passwords match

o 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:

& WorkSourceWA. com is secured by

“’OR @Ou"te m SecureAfc‘euss

4 Return Home




Activate a Job Seeker Account:

o 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.

_E—

Dear MGS Test Jevec 251,

We're sending this email because we received a request to activate
your WorkSourceWA com account. (If you did not make this request,
please ignore this email )

0 activate your account, click the link below.
Activate my account.

Look smart t Work SourceWA _com!

The WorkSource Team

Please do not reply to this email.

Questions? Visit WorkSourceWA . com and use the Live Chat feature to
communicate with a WorkSource professional. Live Chat is available Monday
through Friday, 8 am. to 5 p.m.

WorkSource Washington is a proud partner of the American Job Center Network:
WorkSource Privacy Policy.


mailto:NoReply@esd.wa.gov

& WorkSourceWA com is secured by

‘N'ORKSOM]TC m Sec:.lreAEc%ss

4 Return Home

Welcome to Worksource WA

Our goal is to help power your career search by providing the jobs, tools, social networks and technologies that you need to find your next

great career fastl

Sign in Need an account? Start here.
Enter the username and passwaord you provided when registering for Your first time here, you must create and activate a Secure
Secure Access Washington (SAW). Access Washington (SAW) account.

Important: You can't sign in using your Go2WorkSource.com username
Y . Create an account

and password. Yo

Forgot username

Password:

Forgot password

Sign in

=]

[

o The system will automatically activate the account, and display the log in screen with the successful activation

message (in green).



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

& WorkSourceWA. com is secured by

‘N’ORKSOIH’CC m Sect.lreAEceuss

4 Return Home

Welcome to Worksource WA
Our goal is to help power your career search by providing the jobs, tools, social networks and technologies that you need to find your next

great career fastl

Sign in Need an account? Start here.
Enter the username and password you provided when registering for Your first time here, you must create and activate a Secure
Secure Access Washington (SAW). Access Washington (SAW) account.

Important: You can't sign in using your Go2WorkSource.com username
_ b Create an account

and passworg

‘ You've entered an invalid activation code.

Userna

Forgot username

Password:

Forgot password

Sign in

=]

10



Job Seeker Log In

& WerkSourceWA com is secured by

WORK Source m SecureAccess

WASHINGTON

€ Return Home

Welcome to WorkSourceWA.com

Our goal is to help power your career search by providing the jobs, tools, social networks and technologies that you need to find your next great
career fastl

Have an account? Sign in. Need an account? Start here.
Enter the username and password you provided when registering for Secure Your first time here, you must create and activate a Secure
Access Washington (SAW). Access Washington (SAW) account.

pur Go2WorkSource.com username
Sign up
&V account.

Forgot usemame

Password:

Forgot password

® 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.

11



& WorkSourceWA com is secured by

VVORKSOM":C m Sec!.lreAto:ceoss

€ Return Home

Welcome to Worksource WA

Our goal is to help power your career search by providing the jobs, tools, social networks and technologies that you need to find your next

great career fastl

Sign in Need an account? Start here.
Enter the username and password you provided when registering for Your first time here, you must create and activate a Secure
Secure Access Washington (SAW) Access Washington (SAW) account.

Important: You can't sign in using your Go2WorkSource.com username
] - Create an account

and passworg

You've entered an invalid username or password. Please try again.

Forgot username

Password:

Forgot password

Sign in

® 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.”

12



Forgot Job Seeker Username

VVORI$OHYC€

& WoerkSourceWA com is secured by

msecumAccess
WASHINGTON

€ Return Home

Welcome to WorkSourceWA.com

Our goal is to help power your career search by providing the jobs, tools, social networks and technologies that you need to find your next great

career fastl

Have an account? Sign in.
Enter the username and password you provided when registering for Secure
Access Washington (SAW).

Important: You can't sign in using your Go2WorkSource.com username
and password. You must create a new SAV account.

Username:

rg ot usemn a

Password:

Forgot password

Need an account? Start here.

Your first time here, you must create and activate a Secure
Access Washington (SAW) account.

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

13



Search thousands of jobs on WorkSource Washington:

VVORKSOHI’CC Title, keyword, or job number Where

My WorkSource ~ Career tools ~ Resources ~ About us - Select language ~

Forgot Username

To access your account, please enter your email address so that we may
locate your account information.

Email Address:

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

i & WorkSourceWA com is secured by

‘NOR&SOHTCC m SecureAccess

WASHINGTON

1F o

our email is correct, an email with your username(s) has been sent to you. click here to login

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

e 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.

14



Your WorkSourceWA.com Account Username(s)

NoReply@esd.wa.gov

To: ®| Jevec, Jim [ESD COMTR)

WORKSource

N ~—~ %
A pariner of the americanjobcenter network

Here is the account(s) associated with this email address:

JimJevec
Patlevec

Sincerely,

The WorkSource Team

Please do not reply to this email.

Questions? Visit WorkSourceWA com and use the Live Chat feature to communicate with a
WorkSource professional. Live Chat is available Monday through Friday, 8 a.m.to 5 p.m.

WorkSource Washington is a proud partner of the American Job Center Network: WorkSource
Privacy Policy.

o The Job Seeker will log into the email account for the provide email address and access the WorkSource email.
e Displayed is the email that is sent to the email address provided by the Job Seeker.

e 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.

15



Forgot Job Seeker Password

& WorkSourceWA com is secured by

MRP$OHWC m SecureAccess
WASHINGTON

Welcome to WorkSource WA.com

Our goal is to help power your career search by providing the jobs, tools, social networks and technologies that you need to find your next great
career fastl

Have an account? Sign in. Need an account? Start here.

Enter the username and password you provided when registering for Secure Your first time here, you must create and activate a Secure
Access Washington (SAW). Access Washington (SAW) account.

Important: You can't sign in using your Go2WorkSource.com username

and password. You must create a new SAW account. >ign up

Username:

Forgot usermame

Password:

rg ot passw

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

16



Search thousands of jobs on WorkSource Washington

WORKSOHWC Title, keyword, or job number

Where

My WorkSource ~ Career tools ~ Resources ~ About us ~

Selectlanguage =

Forgot Password

To access your account, please enter your email address and username so
that we may locate your account information.

Email Address:

Username:

e The Job Seeker will enter their email address and username associated with the account.

e The Job Seeker will click on the “Enter” button.

d & WorkSourceWA com is secured by
WORKSource S AR
W WASHINGTON
4 Return Home

rary password has been sent. click here to login

-

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.

17



Dear MGS Test Jevec 5.

Here is your activation code

ount, click the link below.

Sincerely,

The WorkSource Team

Please do not reply to this email.

Questions? Visit WorkSourceWA com and use the Live Chat feature to
communicate with a WorkSource professional. Live Chat is available Monday
through Friday, 8 am.to 5 p.m.

WorkSource Washington is a proud partner of the American Job Center Network.
WorkSource Privacy Policy.

o The Job Seeker will log into the email account for the provided email address and access the WorkSource

email.
o Displayed is the email that is sent to the email address provided by the Job Seeker.

18



& WorkSourceWA com is secured by

WorKSource s A Wikasietns

€ Return Home

Welcome to WorkSource WA.com

QOur goal I1s to help power your career search by providing the jobs, tools, social networks and technologies that you need to find your next great
career fastl

Have an account? Sign in. Need an account? Start here.

Enter the username and password you provided when registering for Secure Your first time here, you must create and activate a Secure
Access Washington (SAW). Access Washington (SAW) account.

Important: You can't sign in using your Go2WorkSource.com username

and password. You must create a new SAW account.

Username:

Forgot usemame

Password:

Forgot password

e The Job Seeker will then enter their username and the temporary password provide in the forgot-password

email.
e The Job Seeker will click on the “Sign in” button.

19



Search thousands of jobs on WorkSource Washington:

MRKsoume Title, keyword, or job number Where
S

Change Password
Provide your current or temporary password in order to change your password.

Current Password / Temporary: Trsso A FeEnaT s

% At least 10 characters
New Password: % No more than 20

characters

% Contains a number

% Contains a lowercase and

uppercase letter

* Contains a special

character

% Passwords match

Re-enter Password:

o The System will automatically take the user to the ‘Change Password’ screen when it recognizes the
temporary password.

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

o The Job Seeker will click on the “Submit” button

e 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 “ ¥ ”.

Password Requirements

% At least 10 characters
+ No more than 20
characters

* Contains a number

+ Contains a lowercase
and uppercase lefter

+ Contains a special
character

* Passwords match

20



Change Job Seeker Email Address

Search thousands of jobs on WorkSource Washington - Py

mnKsource Title, Keyword or job number Where?

My WorkSource ~ Career tools ~ Resources ~ About us ~

My dashboard My schedule

Keep track of your important dates,
appointments, training, workshops and local
events.

Hello, MINDY BROWNI

Make sure your profile is up-to-date so that
we can serve you better and get your
career in gearl

Need help? WorkSource locator View my schedule View events & workshops

My

My My

_ ofter documents
resumes efters
Make your resume searchable so Tell your story and stand out with a great Upload all of your employment documents
employers can find you faster. cover letter. here.
Did you know that having more than one Promoting your industry experience and Examples of documents include: training
resume can help you find more jobs? relevant skills can help you get hired. certificates. letters of recommendation. etc.

e 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.

l Dashboard I
@

Sign out

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

21



Search thousands of jobs on WorkSource Washington =

WORlﬁoume Title, Keyword or job number Where? n

My WorkSource ~ Career tools ~ Resources ~ About us ~

User setup
Your free Washington WorkScurce membership siarts here! Create your account to view ihe latest job openings, post @ resume online, explore

careers and career advice, and much, much more.

* Required fields

Verificotion details Why do we ask for this information2 @

* Are you legally entitled to work in the United States?

Yes No

* social Security number & * Re-enter Social Security number (SSN) * Date of birth:

SS5N Re-enter SSN mm/dd/yyyy =]

Account details @

* Email address:

In order to serve you better, we share some of your personal information with WorkSource partners offering additional employment and training services. Partners are
prohibited from sharing this information with anyone not involved in WorkSource. If you ask us, we will not share your information — it may however, affect your eligibility for
additional employment and training services offered by WorkSource partners. Contact your local WorkSource office for additional information.

o The Job Seeker’s profile information will be displayed.
e Click on the ‘Change email address’ link under the Email address information in the Account Details section.

22



& WorkSourceWA.com is secured by

WoRKSource Securenccess

WASHINGTON

Update my profile

Email: | James.Jevec+MGS2@monster.com
Name: | MGS Test Jever 2
Secret question: What city were you born in? v

Question answer:

e Change the email address.
e Allfields need to be filled in including the ‘Question answer’ field.
e Click on the ‘Submit’ button.

23



& WorkSourceWA.com is secured by

WORKSO‘[YCG m SecureAccess

WASHINGTON

& Return Home
QE confirmation link has been sent to your email address. ?

o The System will display a message that the confirmation emails have been sent.

e 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.

From:

To:

Ce:

Subject: WorkSourceWa.com account update notification
-2---|---1---|---g---|---1---|---2---|---3---|---4---|---ﬁ-

Dear MGS Test Jevec 2,

We're sending this email because we received a request to update your
WorkSourceWA.com account.

To verify you will need to click on the confirmation link sent to your
updated email address.

Look smart with Work SourceVWA coml

The WorkSource Team

Please do not reply to this email.

Questions? Visit WorkSourceWA com and use the Live Chat feature to
communicate with a WorkSource professional. Live Chat is available Monday
through Friday, 8 a.m. to 5 p.m.

WorkSource Washington is a proud partner of the American Job Center Network:
WorkSource Privacy Policy.

o This is the email sent to the old email address informing the user that the email address has been changed.

24



From:

| James.JevectMGS3@monster.com

To:

Ce:

Subject: WorkSourceWa.com account update confirmation
-|---2---|---1---|---X---|---1---|---2---|---3---|---4---|---(§-

Dear MGS Test Jevec 2,

We're sending this email because we received a request to update your
Work SourceWA . com account.

o confirm your update, click the link below.
Confirm account u

Look smart with WorkSourceVWA.com!

The WorkSource Team

Please do not reply to this email.

Questions? Visit WorkSourceWA com and use the Live Chat feature to
communicate with a WorkSource professional. Live Chat is available Monday
through Friday, 8 am.to 5 p.m.

WorkSource Washington is a proud partner of the American Job Center Network:
WorkSource Privacy Policy.

e This is the confirmation email sent to the new email address.
e To confirm the change, the Job Seeker needs to click on the ‘Confirm account update’ link.
e If the Job Seeker did not request the email address change, do NOT click on the ‘Confirm account update’ link.

& WorkSourceWA.com is secured by

SecureAccess

WORKSource

€ Return Home

e When the Job Seeker clicks on the ‘Confirm account update’ link, the System will display the account updated

message.

25



Change Job Seeker Password

Search thousands of jobs on WorkSource Washington - Py

mnKsource Title, Keyword or job number Where?

My WorkSource ~ Career tools ~ Resources ~ About us ~

My dashboard My schedule

Keep track of your important dates,
appointments, training, workshops and local
events.

Hello, MINDY BROWNI

Make sure your profile is up-to-date so that
we can serve you better and get your
career in gearl

Need help? WorkSource locator View my schedule View events & workshops

My

My My

_ ofter documents
resumes efters
Make your resume searchable so Tell your story and stand out with a great Upload all of your employment documents
employers can find you faster. cover letter. here.
Did you know that having more than one Promoting your industry experience and Examples of documents include: training
resume can help you find more jobs? relevant skills can help you get hired. certificates. letters of recommendation. etc.

e 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.

l Dashboard I
@

Sign out

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

26



Search thousands of jobs on WorkSource Washington: @

WOR¢0ume Title, Keyword or job number Where? n 2-

My WorkSource ~ Career tools ~ Resources ~ About us ~

User setup

Your free Washington WorkSource membership siarts herel Create your account to view the lafest job openings, post a resume online, explore

careers and career advice, and much, much more.

* Required fields

Verificaﬂon defoﬂs Why do we ask for this informatione @

* Are you legally entitled to work in the United States?

Yes No
* Social Security number @ * Re-enter Social Security number (SSN) * Date of birth:
SSN Re-enter SSN mm/ddiyyyy =]

Account detfails @
* Email address:
James.Jevec+MGS2@mao

[ hange pass

Change email address

In order to serve you better, we share some of your personal information with WorkSource partners offering additional employment and training services. Partners are
prohibited from sharing this information with anyone not involved in WorkSource. If you ask us, we will not share your information — it may however, affect your eligibility for
additional employment and training services offered by WorkSource partners. Contact your local Work Source office for additional information.

e The Job Seeker’s profile information will be displayed.
e Click on the ‘Change Password’ link under the Email address information in the Account Details section

27



WORKSource

& Return Home

Change my password

Provide your current or temporary password in order to change your password.

Current password /
Temporary:

New password:

Re-enter password:

Password requirements

% At least 10 characters

% No more than 20 characters
% Contains a number

% Contains a lowercase and
uppercase letter

% Contains a special character
% Passwords match

& WorkSourceWA. com is secured by

m SecureAccess
vy WASHINGTON

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 “ ¥ ”.

Password Requirements

% At least 10 characters
+ No mare than 20
characters

¥ Contains a number

+ Contains a lowercase
and uppercase letter

+ Contains a special
character

® Passwords match

28



& WorkSourceWA com is secured by

\NORI$OMTC€ SecureAccess

WASHINGTORN

€ Return Home

o The system will display a message when the password was successfully updated.
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Create an Employer account

Employer: welcome to WorkSourceWA.com

Our goal is to power your search for talent with the information, tools, and resources you n
Never have so many staffing tools and resources been available in Washington - at

Have an employer account? Sign in.

Enter the username and password you provided when registering for

Access Washington (SAW).

Important: If you want to access information from your old
Go2WorkSource.com account, you must make sure your SAW account
uses the same email address you used to log in to your

Go2WorkSource.com account. If not, please update your SAW Account.

Username:

Forgot username

Password:

Forgot password

t employee fastl

Secure Access Washington

Secure Access Washington allows Internet
access to multiple government services with
a single username and password. Example:
you may have created a SAW account to
renew your driver's tabs or fishing license.
Once you're signed in, you can change your
password and access various government
services.

coynt? Start here.

activate a Secure
WV allows you access to
ngle username and

® 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.

30



& WorkSourceWA com is secured by

MRI$WWC S AR
WASHINGTON

Employer: welcome to WorkSourceWA.com

Our goal is to power your search for talent with the information, tools, and resources you need to find your next great employee fastl
Never have so many staffing tools and resources been available in Washington - at no cost to you.

Have an employer account? Sign in. Need an employer account? Start here.

Enter the username and password you provided when registering for Secure
Access Washington (SAW).

Your first time here, you must create and activate a Secure
Access Washington (SAW) account. SAW allows you access fo
multiple government services using a single username and
password.

Important: If you want to access information from your old
Go2WorkSource.com account, you must make sure your SAW account
uses the same email address you used to log in to your
Go2WorkSource.com account. If not, please update your SAW Account.

Username:

Forgot usemame

Password:

Forgot password

Sign in

o 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.

31



Account sefup

Name

Email
Confirm email
Username

Password

Password requirements

¥ At least 10 characters

® Mo more than 20 characters
*® Contains a number

® Contains a lowercase and
uppercase lefter

*® Contains a special character
*® Passwords match

Confirm password

Choose a secret question r

Your answer

I'm not a robot

e The Employer will enter the appropriate information on the User setup screen.

o The Employer needs to enter information into all fields on the screen, every field is required.

e The Employer needs to click on the checkbox next to “I’m not a robot” for security purposes.

e The Employer will click on the “Save and Continue” button.

o The System will send the Employer the Account Activation Notification message to the email address
supplied.

e 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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e 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

Dear MGS Test Employer Jevec 3.

We're sending this email because we received a request to activate
your WorkSourceWA com account. (If you did not make this request,
please ignore this email.)

- To activate your account, click the link below.
Activate my account.

Look smart with WorkSourceVWA.com!

The WorkSource Team

Please do not reply to this email.

Questions? Visit WorkSourceWA com and use the Live Chat feature to
communicate with a WorkSource professional. Live Chat is available Monday
through Friday, 8 am.to 5 p.m.

WorkSource Washington is a proud partner of the American Job Center Network:
WorkSource Privacy Policy.

e 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)
o The Employer will click on the link supplied in the email: ‘Activate my account’ link to have the account

activated.
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Employer: welcome to WorkSourceWA.com

Our goal is to power your search for talent with the information, fools, and resources you need to find your next great

employee fastl
Never have so many staffing tools and resources been available in Washington - at no cost fo you.

Have an employer account? Sign in. Need an employer account? Start

Enter the username and password you provided when here.

registering for Secure Access Washington (SAW). Your first ime here, you must create and activate a

Secure Access Washington (SAW) account. SAW
allows you access to multiple government services
using a single username and password.

Important: If you want to access information from your old
Go2WorkSource.com account, you must make sure your
SAW account uses the same email address you used to log
in to your Go2WorkSource.com account. If not, please
update your SAW Account.

Sign up

Forgot username

Password:

Forgot password

Sign in

¢ The system will automatically activate the account, and display the log in screen with the successful activation

message (in green).
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WASHINGTON

Employer: welcome to WorkSourceWA.com

Our goal is to power your search for talent with the information, tools, and resources you need to find your next great

employee fast!
MNever have so many staffing tools and resources been available in Washington - at no cost to you.

Have an employer account? Sign in. Need an employer account? Start

Enter the username and password you provided when here.

registering for Secure Access Washington (SAW). Your first time here, you must create and activate a

Secure Access Washington (SAW) account. SAW
allows you access to multiple government services
using a single username and password.

Important: If you want to access information from your old
Go2WorkSource.com account, you must make sure your
SAW account uses the same email address you used to log
in to your Go2WorkSource.com account. If not, please
update your SAW Account.

Sign up

Forgot username

Password:

Forgot password

Sign in

o 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

& WorkSourceWA com is secured by

WorKSource s AWiKGts

€ Return Home

Employer: welcome to WorkSourceWA.com

Our goal is to power your search for talent with the information, tools, and resources you need to find your next great employee fastl
Never have so many staffing tools and resources been available in Washington - at no cost to you.

Have an employer account? Sign in. Need an employer account? Start here.
Enter the username and password you provided when registering for Secure Your first time here, you must create and activate a Secure
Access Washington (SAW). Access Washington (SAW) account. SAW allows you access to

multiple government services using a single username and
Important: If Yo ess information from your old password.

N log in to your
nu
N update your SAW Account. Sign up

WorkSourc e.com account. If not, plea

Username:

Forgot username

Password:

Forgot password

Sign 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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Employer: welcome to WorkSourceWA.com

Our goal is to power your search for talent with the information, tools, and resources you need to find your next great employee fastl
Never have so many staffing tools and resources been available in Washington - at no cost to you.

Have an employer account? Sign in. Need an employer account? Start here.
Enter the username and password you provided when registering for Secure Your first time here, you must create and activate a Secure
Access Washington (SAW). Access Washington (SAW) account. SAW allows you access to

multiple government services using a single username and
Important: If you want to access information from your old password.

Go2WorkSource.com account, you must make sure your SAW account
uses the same email address you used to log in to your
Go2WorkSource.com account. If not, please update your SAW Account.

Username:

Forgot username

Password:

Forgot password

® 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

& WorkSourceWA.com is secured by

VVORI‘OHWC m SecureAccess
WASHINGTON

Employer: welcome to WorkSourceWA.com

Our goal is to power your search for talent with the information, tools, and resources you need to find your next great employee fasil
Never have so many staffing tools and resources been available in Washington - at no cost to you.

Have an employer account? Sign in. Need an employer account? Start here.

Enter the username and password you provided when registering for Secure Your first time here, you must create and activate a Secure

Access Washington (SAW). Access Washington (SAW) account. SAW allows you access to
multiple government services using a single username and

Important: If you want to access information from your old password.

Go2WorkSource.com account, you must make sure your SAW account

uses the same email address you used to log in to your

Go2WorkSource.com account. If not, please update your SAW Account.

Username:

_-/

Password:

Forgot password

Sign in

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

& Work ScurceWA com is secured by

WORKSource S AR

Forgot my username

To access your account, please enter your email address so we can locate your account information.

Email address

o The Employer will enter their email address and click on the “Submit” button.
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4= Return Home

&Jf your email is correct, an email with your username(s) has been sent to you. click her

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

e 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.

P

Here is the account(s) associated with this email address:

MGSTestEmpJevec3

Sincerely,

The WorkSource Team

Please do not reply to this email.

Questions? Visit WorkSourceWWA com and use the Live Chat feature to
communicate with a WorkSource professional. Live Chat is available Monday
through Friday, 8 am._to 5 p.m.

WorkSource Washington is a proud partner of the American Job Center Network:
WorkSource Privacy Policy.

e The Employer will log into the email account for the provide email address and access the WorkSource email.

e Displayed is the email that is sent to the email address provided by the Employer.
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Forgot Employer Password

WORI$OHH:€

& WorkSourceWA com is secured by

SecureAccess

WASHINGTON

€ Return Home

Employer: welcome to WorkSourceWA.com

Our goal is to power your search for talent with the information, tools, and resources you need to find your next great employee fast!
Never have so many staffing tools and resources been available in Washington - at no cost to you.

Have an employer account? Sign in.

Access Washington (SAW).
Important: If you want to access information from your old

uses the same email address you used to log in to your
Username:

Forgot usermame

Password:

Enter the username and password you provided when registering for Secure

Go2WorkSource.com account, you must make sure your SAW account

Go2WorkSource.com account. If not, please update your SAVW Account.

Sign in

Need an employer account? Start here.

Your first ime here, you must create and activate a Secure
Access Washington (SAW) account. SAW allows you access to
multiple government services using a single username and
password.

o If the Employer has forgotten their password, from the Sign In screen, click on the ‘Forgot password’ link.
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WASHINGTON

4 Return Home

Forgot my password

To access your account, please enter your email address and username so we can locate your account information.

Email address

Username

o The Employer will enter their email address and username associated with the account.
e The Employer will click on the “Enter” button.

& WorkSourceWA com is secured by

VVOROMTCC SecureAccess

WASHINGTON

4 Return Home

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

o 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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Dear MGSTestEmpJevec3.

We're sending this email because we received a request from you to
change your password. (If you did not make this request, please ignore
this email )

Here is your temporary passwor{l: USK7A$H1E4.

Once you log on, be sure to establish a new passwaord for you to
remember. Be sure to keep it secure. Never reveal your password to
anyone, and never respond to an email asking for our password
information.

Look smart with WorkSourceWA.com!

The WorkSource Team

Please do not reply to this email.

Questions? Visit WorkSourceWA com and use the Live Chat feature to
communicate with a WorkSource professional. Live Chat is available Monday
through Friday, 8 am.to 5 p.m.

WorkSource Washington is a proud partner of the American Job Center Network:
WorkSource Privacy Policy.

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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WoRrkSource

#= Refurn o WorkSourceWA.com

Employers, welcome to WorkSourceWA.com!

Qur goal ks 10 power your search for talend with the information, 1008 and resownces you nesd o find your nexd great employes tast!
Bhivoir have 84 many staffing teols and resouces been available in Washinglon — at mo sl 1o you.

Have an employer account? Sign in

Entar tha usemamae and password you provided when reglstering
for Secure Access Washingion [SAW).

Irpartant: H you wanl 1o accass indonmaan lom your ohd
GoZWorkSource.com accound, you must make surg your SAW
ROCOUNE Whes e Sarme armndail addnnss you used 10 log in 1o

your GoZWorkSowce.com accaunt. If not, please update your
SAW accaunt?

Username

Forgol usemaime

Password

Fongal passwond

Need an employer account? Start here

“four firsd tima here, you maust creale and activale a Secure Accass
Washington (SAW) acoourt. SAW allows you ac0ess ko mistipla
govammant serdices using a single usemame and password,

e The Employer will enter their username and the temporary password provide in the forgot-password email.

o The Employer will click on the “Employer sign in” button.
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WASHINGTON

4 Return Home

Change password

Current password /
Temporary

New password

Password requirements

% At least 10 characters

% No more than 20 characters
% Contains a number

® Contains a lowercase and
uppercase letter

® Contains a special character
® Passwords match

Re-enter password

o The System will automatically take the Employer to the ‘Change password’ screen when it recognizes the
temporary password.

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

e The Employer will click on the “Submit” button

e 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 “ ¥ ”.

Password Requirements

»® At least 10 characters
+ Mo more than 20
characters

»® Contains a number

+ Contains a lowercase
and uppercase letter

v Contains a special
character

*® Passwords match
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Change Employer Email Address

= Hello, Mark Hagen. Sign Out | »

WORI450urce

Jobs ~ Candidates ~ Your account | =

Home

Account settings

Welcome back, Mark. Company settings

Users

Search resumes, post a new job or | stings below.
Hiring library
Post a job Washington business hub
Starting a business
Taxes
Employer resources
Job title Status Expires Views  Clicks Matches .
Employment Security
Sanitation Expired 21920186 ] 0 om 0 Employer labor market data
Wage data
Processors - Day & Night shifts available Expired 2Ma2018 ] 0 om 0 IMandatory posters
Avoid layoffs
Production Operataor Expired  2/10/2016 0 i 0/0 0
WorkSource
BHIT. RHIA. CCS OR CCS-P? Expired 21920186 ] 0 o/ 0 Office locator
Hire a veteran
Sanitaton-Night Shift Expired 21972016 0 0 0/0 0 Agricultural employers

Please note that the following are links to generic tutorials on Monster's employer functionality and are
intended to provide you with basic instruction. There are slight differences in the functionality leveraged
by WorkSource.

Resume search overview IManage folders

Resume search example Manage multiple resumes

Viewing results Understand resume sections

Wiewing actions Acting on resumes in folders

Saving resume searches Tips for boolean users

Title

No saved searches

e Log into the Employer Job Match and access the Employer’s Dashboard.
e Click on the ‘Your account’ dropdown.
e Select ‘Account settings’.
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= Hello, Mark Hagen. Sign Out | »»

WORKSource

Home Jobs - Candidates ~ Your account Help ~

} Account settings | Company settings | Users | Hiring library

Account settings
[ 2
Account profile
Account profile IMark Hagen Email James.Jevec +test22@monster.com
Express Employment Professionals Phone 360-336-1980
Account preferences 525 E. Caollege Way Company www ExpressPros.com/KentvA
Ste F website
MountVernon, Washington 98273
us

Mailing address

is same as primary location

B25 E. College Way

Ste F

IMountVernon, Washington 98273
us

EmployerlD number m

Unified Business ldentifier (UBI) 601157611

. 7
Tax ID number e

Federal Employment  84-0909630
Identification Number

(FEIN})
?
Job posting contact m
Email jobs.mountvernonwa@expresspros.com
Express Employment Professionals Phone 360-336-1980
525 E. College Way
Ste F
Mount Vernon, Washington 98273
us

Additional company information m

NAICS code -
Number of employees
Type of organization

Are you a federal Na
contractor?

e Inthe Account profile section, click on the ‘Edit’ button.
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= Hello, Mark Hagen. Sign Out | »»

WORKSource

Home Jobs ~ Candidates ~ Your account Help ~

» Account settings | Company settings | Users | Hiring library

Account settings

Account profile
Account profile
The below fields are provided via the authentiggd mIr e for WorkSourceWA. If you wish to change your Email Address
Account preferences associated with your account, you must do sd @ ou wish to change your password, click here.
First name * Mark i Last name * Hagen
Job title* Company name * Express Employment Professi
Company address 1* 525 E. College Way Company address 2 Ste F
City * Maunt Vernon State * Washington v
ZIP Code* 98273 Country * us -
Mailing address
Company address 1* 525 E. College Way Company address 2 Ste F
City * Mount Vernan State * Washington v
ZIP Code* 98273 Country * us -
Email address * James.Jevec+test22@monste  COpy online applies to
this email address
Phone * 360-336-1980 Fax 360-336-1540
Company website www.ExpressPros.com/KentW
Cancel | Save
Edit
EmployeriD number

Unified Business Identifier (UBI) 801157611
2
Tax D number (B3

Federal Employment  54-09089580
ldentification Number

(FEIN)

Job posting contact Edit (2]
Email jobs.mountvernonwa@expresspros.com

Express Employment Professionals Phone 360-336-1080

525 E. College Way

e The Employer’s profile information will be displayed.

e Click on the Identity Provider - IDP link in the second sentence of the Account profile description paragraph (in
blue).
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WASHINGTON

Update my profile

Email: | James.Jevec+MGS2@monster.com
Name: | MGS Test Jever 2
Secret question: What city were you born in? v

Question answer:

e Change the email address.
e Allfields need to be filled in including the ‘Question answer’ field.
e Click on the ‘Submit’ button.
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WASHINGTON

& Return Home
QE confirmation link has been sent to your email address. ?

o The System will display a message that the confirmation emails have been sent.

e 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.

From:

To:

Ce:

Subject: WorkSourceWa.com account update notification
-2---|---1---|---g---|---1---|---2---|---3---|---4---|---ﬁ-

Dear MGS Test Jevec 2,

We're sending this email because we received a request to update your
WorkSourceWA.com account.

To verify you will need to click on the confirmation link sent to your
updated email address.

Look smart with Work SourceVWA coml

The WorkSource Team

Please do not reply to this email.

Questions? Visit WorkSourceWA com and use the Live Chat feature to
communicate with a WorkSource professional. Live Chat is available Monday
through Friday, 8 a.m. to 5 p.m.

WorkSource Washington is a proud partner of the American Job Center Network:
WorkSource Privacy Policy.

o This is the email sent to the old email address informing the Employer that the email address has been changed.
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To:

Ce: =

Subject: WorkSourceWa.com account update confirmation
-|---2---|---1---|---X---|---1---|---2---|---3---|---4---|---(§-

Dear MGS Test Jevec 2,

We're sending this email because we received a request to update your
Work SourceWA . com account.

update, click the link below.
Confirm account update. ///

Look smart witWorkSourceWA com!

The WorkSource Team

Please do not reply to this email.

Questions? Visit WorkSourceWA com and use the Live Chat feature to
communicate with a WorkSource professional. Live Chat is available Monday
through Friday, 8 am.to 5 p.m.

WorkSource Washington is a proud partner of the American Job Center Network:
WorkSource Privacy Policy.

e This is the confirmation email sent to the new email address.
e To confirm the change, the Employer needs to click on the ‘Confirm account update’ link.
o [f the Employer did not request the email address change, do NOT click on the ‘Confirm account update’ link.

& WorkSourceWA. com is secured by

WORKSource m S —

WASHINGTON

4 Return Home

has bee

e When the Employer clicks on the ‘Confirm account update’ link, the System will display the account updated

message.



Change Employer Password

WOR|450urce

Your account | = Help ~

Account settings
WE'|CDme baCk, Mark. Company settings

Users

Search resumes, post a new job or istings below.

Hiring library

= Hello, Mark Hagen.

Resources!

Sign Out | »»

Washington business hub

Starting a business
Taxes

Employer resources

Please note that the following are links to generic tutorials on Monster's employer functionality and are
intended to provide you with basic instruction. There are slight differences in the functionality leveraged
by WorkSource.

Resume search overview IvManage folders

Resume search example IManage multiple resumes

Viewing results Understand resume sections

Viewing actions Acting on resumes in folders

Saving resume searches Tips for boolean users

Title

No saved searches

e Log into the Employer Job Match and access the Employer’s Dashboard.
e Click on the ‘Your account’ dropdown.
o Select ‘Account settings’.

Job title Status Expires Views  Clicks Matches .
Employment Security
Sanitation Expired 2192016 D 0 0/0 i} Emplover labor market data
Wage data
Processors - Day & Might shifts available Expired 2M19/2016 ] 0 0/ 0 Mandatoq.{ posters
Avoid layoffs
Production Operator Expired 2192016 0 0 0/0 0
WorkSource
RHIT. RHIA. CCS OR CCS-P? Expired  2/19/2016 0 0 0/0 [i} DOffice locator
Hire a veteran
Sanitaton-Might Shif Expired  2M9/2016 O 0 0/ 0 Agricultural employers
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E= Hello, Mark Hagen. Sign Out | »»

WORKSource

Home Jobs ~ Candidates ~ Your account Help ~

» Account settings | Company settings | Users | Hiring library

Account settings
?
Account profile
Account profile Mark Hagen Email James.Jevec+test22@monster.com
Express Employment Professionals Phone 360-336-1980
Account preferences 525 E. College Way Company www.ExpressPros.comiKentWa
Ste F website
Mount Vernon, Washington 98273
us

Mailing address

is same as primary location

525 E. College Way

SteF

Mount\ernon, Washington 98273
us

Edit
Unified Business ldentifier (UBI) 601157611

Tax ID number m

Federal Employment  84-0909580
Identification Number
(FEIN})

EmployeriD number

Edit

Job posting contact

Email jobs.mountvernonwag@expresspros.com
Express Employment Profassionals Phone 360-336-1980
525 E. College Way
SteF
Mount\ernon, Washington 98273
us

. 2
Additional company information Edit
NAICS code -
Number of employees
Type of organization
Are you a federal No
contractor?

e Inthe Account profile section, click on the ‘Edit’ button.
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=2 Hello, Mark Hagen. Sign OQut | »»

WORKSource

Home Jobs ~ Candidates ~ Your account Help ~

» Account settings | Company settings | Users | Hiring library

Account settings

Account profile
Account profile

The below fields are provided via the authentication source for WorkSourceWA. If you wish to changessayr Email Address
Account preferences associated with your account, you mustdo so at the IDP. If you wish to change your password, cIiI

Firstname * Mark Lastname * Hagen

Job title* Company name * Express Employment Professi

Company address 1 * 525 E. College Way Company address 2 Ste F

City * Mount Vernon State * Washington v

ZIP Code* 98273 Country * Us v

Mailing address

Company address 1* 525 E. College Way Company address 2 Ste F

City * Mount Vernon State * Washington v

ZIP Code* 98273 Country * us v

Email address * James.Jevec+test22@monste,  COPYy online applies to

this email address
Phone * 360-336-1980 Fax 360-336-1540
Company website www.ExpressPros.com/Kent\W

EmployerlD number m

Unified Business Identifier (UBI) 601157611
2
Tax ID number m

Federal Employment 84-0009580
Identification Number
(FEIN)

=
Job posting contact m

Email jobs.mountvernonwa@expresspros.com
Express Employment Professionals Phone 360-336-1080
525 E. College Way

e The Employer’s profile information will be displayed.

o Click on the ‘here’ link in the last sentence of the Account profile description paragraph (in blue).
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& Return Home

Change my password

Provide your current or temporary password in order to change your password.

Current password /
Temporary:

New password:

Password requirements

% At least 10 characters

% No more than 20 characters
% Contains a number

% Contains a lowercase and
uppercase letter

% Contains a special character
% Passwords match

Re-enter password:

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

e The Employer will click on the “Submit” button

e 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 “ ¥ ”.

Password Requirements

% At least 10 characters
+ No mare than 20
characters

¥ Contains a number

+ Contains a lowercase
and uppercase letter

+ Contains a special
character

® Passwords match
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o The System will display a message when the password was successfully updated.
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