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Introduction 

After speaking with several awarding agencies, L&I began to understand the burdens faced when 

interacting with the agency on public works projects. The Awarding Agency Portal was designed to make it 

easier to manage your liabilities and responsibilities with L&I. The following step-by-step instructions will 

help guide you through this system. We hope the portal proves to be valuable and easy-to-use for you and 

your agency. 

 

 

Feedback 

Please let us know how the system and/or these instructions work for you by completing a two-minute 

survey. Your feedback is greatly appreciated and will help us improve the portal.   

 

Assistance 
Please contact the Prevailing Wage Program at PW1@Lni.wa.gov or 360.902.5335 if assistance is needed 

with accessing or using the portal. 

 

 

 

 

 

 

  

http://www.surveygizmo.com/s3/2188703/Prevailing-Wage-Online-Services-Survey
http://www.surveygizmo.com/s3/2188703/Prevailing-Wage-Online-Services-Survey
mailto:PW1@Lni.wa.gov?subject=AA%20Portal%20Help


  Awarding Agency Portal Instructions 
 

 
2 

How Do I Access the Portal? 

Access for Agency Administrator 

Each agency must have an Agency Administrator assigned to the portal. L&I must approve access for the 

first Agency Administrator for your agency. The Agency Administrator will then be responsible for 

adding and managing additional users for the agency.  The following instructions are for the first 

Agency Administrator for your agency: 

Do you have an existing My Secure L&I or SecureAccess Washington (SAW) account? Select your 

answer below to view further instructions: 

YES NO 

 

 

Agency Administrator with Existing Access 

1.  Use your login information from either system to log in to My Secure L&I.   

2.  Select My Profile in the top-right hand corner. 

 

3.  Select Get more access. 

 

4.  Select here for instructions on how to complete set up. 

 

  

https://secure.lni.wa.gov/home/
https://secureaccess.wa.gov/
https://secure.lni.wa.gov/home/
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Agency Administrator with No Existing Access 

1.  Go to My Secure L&I to set up your account and activate your profile.    

2.  Log back into My Secure L&I and select Complete set-up. 

 

 

4.  Select here for instructions on how to complete set up. 

 

 

  

https://secure.lni.wa.gov/home/
https://secure.lni.wa.gov/home/
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Complete Set Up for Agency Administrator 

1.  Select Other in the pop-up menu, then select Continue. 

 

2.  Select Public Works for Awarding Agencies. 
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3.  Enter the agency you represent along with an Intent ID number for any current or previous 

project for your agency to validate the information. Then, select Continue. 

Important: The intent must have a Bid Due Date after March 2011. 

 

 

4.  You will receive an email with the Application for Access to the Awarding Agency Portal form 

attached. Complete the form and email it back to PW1@Lni.wa.gov and wait for approval. Access 

should be granted within 2 business days. 

 

  

mailto:PW1@Lni.wa.gov?subject=AA%20Portal%20Approval
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5.  Once your information is verified and your access is approved, a pin code will be sent to your 

email. You will need the code the next time you access the Public Works for Awarding Agencies 

service. 

 

 

6.  Log back in to your account and select My tasks. 

 

 

7.  Select View My Public Works Projects. 

 

 

8.  Enter the activation (pin) code received in the email, Select Submit. 

 

 

9.  You are now ready to use your new portal! 
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Access for Agency Users 
Once an Agency Administrator has been approved for your agency, that person is responsible for adding 

and managing additional users for the agency.  Additional users will follow the instructions below to set 

up access to the portal.  

1.  Have your Agency Administrator grant you access to the portal.  

2.  You will receive an email similar to the one below granting you access to the portal.  Select the link 

in your email.  

 

3.  If you do not already have a My Secure L&I or SecureAccess Washington (SAW) account, you will be 

prompted to create one.   

4.  Once your account is created, or you already have one, log in to your account and select My tasks. 

 

5.  Select View My Public Works Projects. 

 

6.  You are now ready to use your new portal! 

 

https://secure.lni.wa.gov/home/
https://secureaccess.wa.gov/
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What is the Difference Between the Public Works Tab and the Combined Form 

Projects Tab? 

The Public Works tab contains all of your agency’s public works projects except those that are created 

using the new online Combined Form. 

The Combined Form Projects tab contains only the public works projects your agency has created for a 

small works project or limited public works project. Learn more information on this new feature.. 

 

How Do I Look Up a Project? 

In both the Public Works tab and Combined Form Projects tab you may enter information into one or more 

of the search fields to find a project. Then select Apply filters. Your results will display in the rows below. 

Several examples of how to search are included below to help guide you. 

 

Search by Project Name 

Enter a key word in the Project Name field to search all projects with the word within its title. In this 

example, we are searching for any project with the word “fire” in the project title. 
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Search by Contract Amount 

Select the Contract Amount field to search by projects with specific contract amount ranges. 

 
 

Sort Columns 

All columns can be sorted.  Just select on a column once or twice to sort the search results in 

alphabetical or numerical order, depending on the column. 
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How Do I View a Project? 

Once you have found the project, select View under the Actions column to display the project. 

 
 

Information about the project is divided into five tabs; Project, Contractor Alerts, Intents Not Filed, 

Affidavits Not Filed, and Notice of Completion. Each tab is explained in more detail below. 

 

Project Tab 

This first tab contains basic information about the selected project including the Project Overview and 

Project Structure.   

Project Overview 

Information found in the shaded box is the main information about the project. 

 

 

  



  Awarding Agency Portal Instructions 
 

 
11 

Project Structure 

Immediately below Project Overview box is the Project Structure. Beginning with the prime 

contractor, the Project Structure shows each contractor on the project that has at least filed their 

intent, been listed as a hiring contractor, or been listed as a subcontractor.   

 

Viewing Intents & Affidavits 

Select on any blue intent or affidavit ID to view the form.   

 

When viewing an intent or affidavit, select the green Project Structure bar to easily view the entire 

list of contractors involved in a project, without completely navigating away from the form you are 

currently viewing. 
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Contractor Alert Tab 

This tab allows you to view status changes for contractors that have filed their intent for the project. 

Status changes may include recent debarment from bidding on public works projects, no workers' 

compensation account, missing workers' compensation Account ID, and/or contractor license 

suspensions/expirations. Additional information may need to be gathered to substantiate the alert. 

 
 

Intents Not Filed Tab 

This tab allows you to view contractors who haven’t filed their intent for the project. Contractors 

shown here were either listed as a hiring contractor on a subcontractor's intent or listed as a 

subcontractor on the hiring contractor's affidavit.   

 
 

Affidavits Not Filed Tab 

This tab allows you to view contractors who haven’t filed their affidavit for the project. Every 

contractor that files an intent is required to file an affidavit for that intent. Select on the blue intent or 

affidavit ID to view the form.   

 
 

Important: If a contractor files two intents for the project, but only one affidavit, 

they will show on this list as having an affidavit not filed. Contractors may request 

incorrect or duplicate forms be deleted from the system by contacting the Prevailing 

Wage Program at PW1@Lni.wa.gov or 360.902.5335. 

 

 

  

mailto:PW1@Lni.wa.gov
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Notice of Completion Tab 

Once you are ready to file the Notice of Completion of Public Works Contract (NOC) on the project, 

select this tab.  

Important: The form will not be available if the prime contractor hasn’t filed an 

affidavit or if it is still pending approval from L&I. 

 

Filling Out the Form 

The form is pre-populated from information gathered from the filed intents and affidavits for the 

project.  You will need to go through the form to ensure the information is correct and enter 

information into fields that were unable to pre-populate. 
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Selecting Recipients 

All three agencies will be auto-selected to send the NOC. Uncheck an agency’s box if you do not 

want to send the NOC to them. 

 

Previewing & Sending the Form 

Select Preview as PDF to preview the form before sending to ensure everything is correct. Once 

validated, select Send Notice of Completion to send the form to the selected agencies. A PDF of the 

form will be sent to the selected agencies with a copy to you via email. 

 
 

 

How Do I View Certified Payroll Reports? 

As of November 18, 2015, contractors can file certified payroll reports online. While state law doesn't 

require contractors to submit certified payroll reports online; this new function allows awarding agencies 

to easily collect, review, and store the reports. 

Important: You still need to validate the payroll information meets the minimum 

requirements for prevailing wage. Our system provides validation but allows 

contractors to enter information that may not meet the minimum requirements.  

Once a contractor has submitted their weekly report it will be available in the Project Structure for the 

project ready for review.  

 

1.  Select View All to view reports submitted for the project by the contractor.   
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The Project Structure will hide to reveal the list of reports filed by the contractor. 

 

2.  Select Close to close the Certified Payroll Reports view and go back to the Project Structure. 

3.  Filter reports by date range.  

4.  Select View to view the reports. If the report was amended, a pop-up box will appear allowing you to 

choose which version of the report you want to review. 
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The report will open up to show you all payroll information for each employee.  Your screen should look 

similar to the following illustration: 

 

5.  Scroll down the page to review each employee’s payroll information.  

6.  Scroll to the Benefits Distribution information to review. 
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7.  If the report was amended, What’s the reason for this amendment? section will be available with notes 

explaining why it was amended. 

 

8.  At the bottom of the page is the Affirmation that includes who filed the report and their title. 

  

9.  Select Back to view all reports to exit the weekly report. 
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How Do I Create a Project? 

You can now create a project with the correct name and contract number to make sure that the correct 

project information is on all of the intents and affidavits for the project. Once you have hired the prime 

contractor, you can use the new Create Project button located at the top-right hand side of the Public 

Works Projects page.   

Important: Coordinate with the prime contractor before creating a project to avoid 

duplicate intents.  

 

If you have access to projects for multiple departments/agencies, you will need to select which department 

or agency you are creating the project for. Select the drop down box in the Agency Name box to select the 

correct department/agency for the project. 

 

By creating the project, you can control the project information on all of the intents and affidavits for the 

project. The system will also verify the status of the prime contractor’s workers’ compensation account and 

contractor license to ensure they are in good standing with L&I before you create the project.  If issues are 

found, the system will alert you. 
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Once created, a partially completed intent will be started for the prime to complete and submit to L&I for 

approval. The project will also show in the list of projects for either Public Works Projects or Combined 

Form Projects, depending on which type chosen, and show “Intent not filed or approved” for the Prime’s 

Intent Status. 

 

 

Public Works vs. Combined Form Project 

Once you have selected Create Project, you will need to determine which type of project it is you need 

to create. Select Create Public Works Project for contract of any amount that have a prime contractor 

with possibly one or more subcontractors. Select Create Combined Form Project for projects that are 

less than $35,000 and have only one contractor without any subcontractors. Learn more about this type 

of project/form. 

 
 

 

  

http://www.lni.wa.gov/TradesLicensing/PrevWage/IntentAffidavits/SmallWorks/default.asp
http://www.lni.wa.gov/TradesLicensing/PrevWage/IntentAffidavits/SmallWorks/default.asp
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How Do I Approve a Combined Form? 

Once the contractor has submitted the combined form, you, the awarding agency, will need to review for 

accuracy and approve the form. 

1.  Select the Combined Form Projects tab. 

 

2.  Use the search/filter options to find the project. Learn more about how to look up a project. 

 

3.  Once you have found the project, select View/Process under the Actions column to review the form. 
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4.  Scroll through the form to make sure all information is accurate then select Process combined form 

back at the top of the form. 

 

5.  A pop-up box will appear. Review errors found by the system on the left-side of the box and select the 

appropriate action on the right-side of the box. Select Continue to next step to proceed with the selected 

action. 

 

Send a Correction Request to the Contractor 

If you choose to send a correction request to the contractor, you will need to provide information about 

the request. The contractor will need to make the corrections and resubmit the form for approval. 
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Approve this Combined Form 

If the form meets all requirements, you will need to verify the approval by selecting Approve 

combined form. 

 

 

 

 

How Do I Add Co-Workers to the Portal? 

1.  You will need to have the Admin role assigned to you. If you have the Manage/Add Agency Users in the 

top-right hand corner of the portal, you are an Admin.  Select the link to add additional users.  If you are not 

an Admin, you will need to contact an Agency Administrator within your agency to be granted access. 

 

2.  Select Add agency user to add a co-worker to the portal.  
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3.  Input the user’s information then select their permission level. See the Chart of Roles & Permission 

Levels and information below for the differences between an Agency Admin and a Project Manager role. 

 

Chart of Roles & Permission Levels 

Task Admin Project Manager 

View All Projects  

Create Projects  * 

Create/Submit NOC  * 

View Certified Payroll Records  * 
Add Users 



Edit Users 


Remove Users 


*These options can be added on a user-by-user basis. When selecting Project Manager as the Role, additional 

options will be available to grant them access to these items. 
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Access to View Certified Payroll Records 

To grant access to certified payroll records, scroll down to the Projects with Additional Access 

section.  Select each project the user may view the certified payroll records for.   
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What is the Orange Exclamation Mark? 

Whether you are searching for a project or viewing a project, you may see an orange exclamation mark. 

This means there are alerts that need to be viewed and/or addressed on the project. Additional information 

may need to be gathered to substantiate the alert. 

Searching Projects 

On some contracts, you will see there is an orange exclamation mark next to the Project Name column. 

View the project to learn more about the alert. 

 

Viewing Projects 

Depending on the tab, the orange exclamation mark on a tab identifies there are missing forms or status 

changes for a contractor on the project. Select the tab to learn more about the alert. 

 
 

 

 

How Do I Go Back to Search Projects? 

Whether you are viewing a project, creating a project, or managing users, you can navigate back to the main 

search screen at any time. Select back to all public works project in the top-left hand of the screen. 

Important: Any entered information will not be saved if you are in the middle of creating a project, 

managing a user, or submitting the NOC. 
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