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1. Sign up process 

 

Click here to  
sign up. 

Once you set up a 
profile, you can log 
in here. 

Prevent duplicate 
accounts by first 
checking to ensure 
you do not already 
have an active one. 
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Go to your email 
account to find an 

email from  
My Secure L&I. 

Check your inbox 
and click on the  
My Secure L&I 

email. 

Fill out the form 
and click 

‘Continue’. 

HINT: Password 
needs to be at least 
10 characters and 
contain 3 of the 
following: 

- uppercase letter  
- lowercase letter 
- number 
- special character         
e.g. ($ % #) 

Do not include your 
User ID. 

 

 

 

Your email client 
may differ from this 
one (demonstration 
purposes only). 
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Click the link to 
activate your 

profile. 

Enter your User ID 
and Password and 

click ‘Log in’. 

If you forget your 
User ID or 
Password, click 
these links for help. 

Your email client 
may differ from this 
one (demonstration 
purposes only). 
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2. Complete your set up 

 

 

 

 

 

 

 

Click any one of 
these links to 

complete set up. 

Select your type of 
relationship and 
click ‘Continue’.  

This is your 
dashboard. It will 
be populated with 
tasks related to 
your relationship 
once you complete 
your set up. 

 

 

 

If you have more 
than one 
relationship with 
L&I, you will be 
able to do this 
process again.  
Pick one to get 
started. 

‘Other tasks’ are 
tasks not 
specifically related 
to a relationship. 
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You can complete 
some tasks without 
setting up a role.  
Use these links to 
get started. 

Click ‘Continue’ to 
complete set up. 

The WA UBI 
number is required 
to locate and 
provide access to 
your business 
information.  

Unified Business 
Identifier (UBI) is a 
nine-digit number 
assigned when a 
person completes a 
Business License 
Application to 
register with or 
obtain a business 
license in 
Washington State. 

 

Enter WA UBI 
number and click 

‘Save and 
Continue’. 

This information is 
required and must 
match our records 
in order to get 
access to your 
claim information 
online.  

Information 
required on this 
screen is also 
dependent on your 
relationship with 
L&I. 

Fill out the 
information and 
click ‘Save and 

Continue’. 

If someone else 
has already set up 
administrative 
rights of this 
information online, 
you might need to 
request access 
from that person. 

If you have another 
type of relationship 
with L&I, you may 
need to supply 
another type of 
identifying 
information. 

 

http://bls.dor.wa.gov/file.aspx
http://bls.dor.wa.gov/file.aspx
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3. See your tasks by relationship to L&I 

 

 

 

 

 

Your set up is 
complete. Click ‘Go 
to my dashboard’. 

To see all tasks, 
click ‘See all 

tasks’.  

 

This is your 
dashboard. Here 
you can see your 
top tasks and 
details about your 
relationship(s) with 
us. 

If you have more 
than one type of 
relationship with 
L&I, you can 
access tasks for 
the different types 
using the tabs 
along the top of 
your dashboard. 

 

 

 

‘Get more access’ 
allows you to add 
another 
relationship with 
L&I. 

Related tasks 
(occasional) for 
your employer 
relationship with 
L&I.   

 Your relationships 
with L&I, level of 
access, and any 
pending access 
requests. 

This page provides 
access to the top 
tasks (frequent) for 
your employer 
relationship with 
L&I.   
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This tab lists all 
available online 
tasks for the 
different 
relationship types.   

You may need to 
sign up in a new 
relationship in order 
to get access to 
some tasks.   

HINT: You are only 
able to set up one 
injured worker 
relationship per 
profile. 

Hover over or click 
on your name to 

see a menu. Go to 
‘Profile’ to manage 
access or change 

your personal 
information. 
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4. Manage access to your L&I information 

 

 

 

 

 

 

 

 

 

 

Click ‘Manage 
Access’ to 

view/edit access 
and to review a 
pending access 

request. 

This tab lists all of 
your online 
relationships with 
us. 

Click ‘Edit’ to make 
changes. 

If you are an 
Administrator, all 
other people with 
access to this 
information will be 
listed here. 

Here you can 
view/edit the 
pending access 
request, and 
approve or deny it. 

Click ‘Personal 
Information’ tab to 

update your 
personal profile 

information. 
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5. Update your personal information 

 

 

 

 

 

 

Click ‘Update’ to 
make changes to 

your personal 
information. 

Examples of 
misuse include 
stealing your 
username and 
password. 

Update your 
information and 

click ‘Save 
Changes’. 

 

Go here to delete 
this secure account 
across all state 
agencies. 
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6. Request access to information that already has an online 
Administrator 

 

 

 

 

 

Click ‘Add a 
business’ to add 
another employer 

relationship. 

Enter the WA UBI 
number for the 

business and click 
‘Save and 
Continue’. 

You can write a 
note that will 
accompany your 
request. 

If you have the 
PAC code, you can 
enter it and get 
Administrator 
access right away. 

If you don't have 
the PAC code, you 
can select the 
type(s) of access 
that you would like, 
and send a request 
to the 
Administrator. 

Information 
required to 
complete set up is 
based on the 
relationship you 
select. 

 

Click ‘Send 
Request’ to request 

access.  
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Here you can see 
contact information 
for the 
Administrator if you 
would like to follow 
up on your request. 

 

 

Click ‘Go to my 
dashboard’ to see 

the pending 
request on your 

dashboard. 

Your access 
request is pending 
the Administrator’s 
review. 

Your status will be 
updated here and 
you may be notified 
by the 
Administrator as 
well. 
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6. Complete your additonal security profile  
 

 

 

 

 

 

 
 

 

 

 

 

 

Depending on the 
kind of information 
you are accessing, 
you may need to 
set up additional 
security on your 

account. 

Enter email 
information to be 
used for security 
challenges and 
click Continue 

Enter a phone 
number where you 
can be reached for 
security challenges 
and click Continue 
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Set up three secret 
questions you’ll 
easily be able to 

remember the 
answer to and click 

Continue 

Review your 
security profile 

data to ensure it is 
correct. 

Remember the 
computer if it’s 

your private 
machine or one 

you secure access 
to.  

Choose no if you’re 
using a public 

computer or one 
you won’t use 

often.  
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After setting up 
your additional 
security profile, 

you may be 
prompted to 

complete a security 
challenge upon 

login. 

Choose phone or 
email depending 
on how you’d like 
to complete the 

challenge. 

Choose which 
phone number or 
email to have your 
challenge secret 

code sent to. 

You can also 
change your 
settings to 

remember the 
computer in the 
future if desired. 

Your security code 
will be emailed to 
you, or displayed 

on screen.  

Enter into your 
touch-tone phone 
keypad for phone 

challenges, or 
enter on screen if 
the code is sent to 

you via email. 
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When the system 
remembers your 
computer, you 

should receive a 
‘Verification 
successful’ 

message rather 
than a challenge. 

You can update 
your security 
profile when a 
challenge is 
successful. 
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