New Hire Reporting —Secure Access Washington [SAW] For Employers 

Introduction:  Secure Access Washington [SAW] is an online portal where employers can report new hires and remit child support for their employees by using DCSOnline. Now that you have created your SAW account, you may start reporting new hires. 
Step 1:  Log in to SAW by entering your SAW ID and Password.  

[image: ]
Enter your SAW USERNAME and password








Step 2:  Find Division of Child Support Online Service and click on Access Now
[image: ]…. then Click Access Now
Find DCS Online and…

Step 3:  Find Report a New hire and click on Report a Newly Hired or Rehired employee.
[bookmark: _GoBack][image: ]First, Add, Change or Delete your company. The information will be saved in in your DCS Online account for your use.
Click here to report a newly hired or rehired employee for a company you have added.


Step 4:   There are three different ways you can report new hires in SAW.
[image: Washington State Department of Social and Health Services]
[image: ]Option 2- Click here to upload a Comma-Separate Values new/rehire file
Option 1 - Click here to enter each new/rehire manually

Option 3 - Click here to upload a Fixed width new/rehire file



Option 1:  Manually Enter Single New Hire:  
 [image: Washington State Department of Social and Health Services]
[image: ]Verify your employer information

[image: ]Enter your employee’s information
Click here to submit a new hire report for this employee

Once you click the Report a New Hire, you will be returned to the top of the screen where it should look like this.  You may continue to submit new hires one at a time.  
[image: ]If you have other things to do with Child Support, click here
Success!
If you are done, click here to log off

[image: ]You may continue adding additional employee information
If you want to see who you have already reported, make any changes, or cancel your current report, click here. 




If you click on the View, Change or Cancel Pending New Hire Report, you should see the following.  
[image: ]

You may edit, cancel and view the information by clicking here 



Option 2:  Upload Comma-Separated Values (CSV) 
[image: ]If you have questions about formatting the CSV file, click here.  See the next page for additional help.
Step 3 – Click here to upload the document you selected 
Step 2- Browse and select the document you want to upload
Cancel and return to the prior screen by clicking here
Step 1 - Verify your employer information


Creating a CSV File
This is the file specification page for information on formatting the file
[image: ]
Open an Excel Spreadsheet and enter the employee information based on the above example.   Multiple employees may be entered into one document, but must be entered on separate lines
[image: ]
Save the spreadsheet as a CSV (Comma Delimited) file
[image: ]


Once you download the file successfully, you should see this screen:Success!

[image: ]
You may edit, cancel and view the information by clicking here 





Option 3:  Upload Fixed Width New Hire Report File – you should now see this:
[image: ]If you have questions about formatting the Fixed Width File, click here. See the next page for additional help

Browse and Upload the file by clicking on these buttons








Creating a Fixed Width File
This is the File Specification Page for information on formatting the file
[image: ]Cancel and return to the prior screen by clicking here
If you would like to test your file to see if it is formatted correctly click here. 


[image: ]Click here to test your Fixed Width File Formatting 
Cancel and return to the list of reporting options




If you need additional assistance with DCS Online or have questions regarding Child Support or New Hire Reporting as an employer, please contact the DCS Employer Relations Team at 800-562-0479 or email dcs-ert@dshs.wa.gov. We’re happy to help!
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To report a new hire, il out the information below and click the Report This New Hire button.

If you need to add a new company, you can do that here >> Add a Company

Employer Data

FederallDNumber  01.0000001
Employer Name 8ily Bobs 83Q

‘Employer Address (line 1) 111 Main Street

‘Employer Address (iine2)

‘Employer Address (e 3)

EmployerCity  Springfild

Employer State wa

Employer ZIP (+4)  98501-0000
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Employee Data

Employee First Name.

Employee Middle Initial

Employee Last Name

‘Employee Home Address.

Employee Address (line2)

Employee Address (line 3)

Employee City

Employee State

EmployeeZIP (+4)

Employee SN

Employee DOB (mm/dd/yyyy)

Date of Hire (mm/dd/yyyy)

@ Employes First Name is required

8 This is a Foreign Country Address.

Washington

MM/DDYYYY

MM/DDYYYY

View, Change or Cancel Pending New Hire Report





image8.png
Division of Child Support - Services

@ Success! We received your report.

To report a new hire, fll out the information below and ciick the Report This New Hire button.

1F you need to add a new company, you can do that here >> Add a Company

Employer Data

Federal ID Number

Employer Name

Employer Address (ine 1)

Employer Address (ine2)

Employer Address (ine3)

Employer City

Employer State

Employer ZIP (+4)

010000001

Billy Bobs B3Q

111 Main Strest

Springfield

wa

98501-0000

Frequently Asked Questions.
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Division of Child Support - Services Frequently Asked Questions..

New Hire Reports are processed at 6:00 p.m. (Pacific Time) each day.

= Until the report has been processed, you can edit, cancel, print or save it
« The system sends an emil receipt after t processes all reports at the end of the business day.
« To generate 3 receipt now, instead of waiting for the day's end receipt, sslect Email the Report to Me.
« To generate 2 seperate receipt for each employee, select View next to the employee's name.

My Pending Reports

& Company : Billy Bobs BBQ Create a Printable Report | Email the ReporttoMe | Cancel All Pending
Edit | Cancel | View Joe Bob Smith 987654321 07/31/2000
Edit | Cancel | View Fred smith 212121212 01/21/1991

Pages: 1 of 1 (2 reports) Page size: | 50

Click here for New Hire Reporting Options
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‘The Comma-Separated Values (CSV) Upload service allows you to upload  file of new hire reports rather than manually entering them to the site.

‘The CSV file must follow specific requirements. For more information, view the File Specification Page.

To upload a file, use the Browse button to select the file from your local file system and then click the Upload New Hire File.

1F you need to add a new company, you can do that here >> Add a Company

Employer Data

Federal ID Number

Employer Name

Employer Address (ine 1)

Employer Address (ine2)

Employer Address (ine3)

Employer City

Employer State

Employer ZIP (+4)

010000001

Billy Bobs B3Q

111 Main Strest

Springfield

wa

98501-0000

Cancel and return to your list of reporting options
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Upload File Speciications
Reporting New Hires using a ‘Comma-Separated Values' (CSV) i a great time saving reporting option. If you pln to upload employee information, the fle must use the following il descrption. To ensure acceptable response times for our customers, we allow up t0 3500 New Hire reports per .
Field Name Length Format

1| Employee st Nome 15 [Must be ot least one character and can be up o 15 in ength.
2| Employes Middie Inital 1 (One leter only Jeave blank f there i no midde iniial).
5[ Employes Last Nome 24 [ Must be at least one character and can be up t 24 in lengh.
4 [ Employes Address Line 1 40 [ Must be present and can be up t0 40 i lengih.
5 [Employee Address Line 2 40 [Optional, can be up to 40 n lengih.
6 [Employes Address Lne 3 40 [Opfional, can be up to 40 n length. NOTE: I Foreign country, use Address Line 3 for Province/egion
7| Employee Gty 24 [ Must be present and can be up t 24 n length.
& [Employes State 2 [Must be present, two ltter abbreviations only. Gptional f Foreign Country
(5 [ Employes Zp Code s 5 or 5 cigis. © digit may include 2 dash. Optional f Foreign Country
10| Employee Foreian Country Neme. 25 __[Optiona, can be up t 25 infength..
11 Employee Foreign Country Postal Gode. 15__[Optional, can be up o 15 infength..
12 [Employee SSN ] st be a length of 9 (lsading zeros should be ncludsd). May indiude dashes.
T [oateofBirth 5 Fust be present, month, da, yea, (. MM/DDYYYY)
4 [Date of tire 5 st be present, month, day, year, (.. MM/DDIYYYY)

 Files must be of type b or sV

Al 14 felds ae reuired on each record, and must be comma delimited (CSV file type vl dd comimas between records) NOTE: You can continue to use the old format (10 felds) that you have been using

+ Fild values of zero, blank,or null must still b delimited with a comma

+ When uploading the New Fire CSV il there is 2 mit of 3500 entres.

‘Saved File Sample: John, Doe, 123 Some Street, Olympia,WA,58502,,,111111111,12/01/1956,01/05/ 2013

o can check the Format of your Cornrra-Separated Values il pio t uploading o report nevy ired o rehired employess. For more information, view the CSV Fil Format ValGation nstrucions.

Return to Previous Page
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File name: Employee File -
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Division of Child Support - Services

Frequently Asked Questions..

@ Success! We received 2 new hire reports from your CSV file.

New Hire Reports are processed at 6:00 p.m. (Pacific Time) each day.

‘Untilthe report has been processed, you can edt, cancel, print or save it.

‘The system sends an emil receipt after it processes all reports a the end of the business day.

To generate 2 receipt now, instead of waiting for the day's end receipt, select Email the Report to Me.
To generate 2 seperate receipt for each employee, select View next to the employee's name.

My Pending Reports

First Name Last Name.

& Company : Billy Bobs BBQ Create a Printable Report | Email the ReporttoMe | Cancel All Pending

Edit | Cancel | View Jos Bob Smith 987654321 07/31/2000
Edit | Cancel | View Fred smith 212121212 01/21/1991
Edit | Cancel | View John doe. 11111 12/01/1956
Edit | Cancel | View sally Smith 200 01/01/2000

Pages: 1 of 1 (4 reports)

Page size: |50

Click here for New Hire Reporting Options
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Division of Child Support - Services requenty Acked Questions..

Upload a Fxed Wit New Hira il
The Fixed Width Upload sevice alows you to upload 2 e of ew i repets rather than manually enering them t the ste. I the oly way tsubt new hirareportsfor mtle Federal Employer éentfcaion lumbers in singe fle.

The id wickhfle must fllow speciic recuiremens. For more nformation, view the File Specification Page.
To upload 2 fle, s the Browse button to select the fisfrom your local il systam and then dlick Upload New Hire Fle.

‘Cancel and return to your st of reporting options
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Frequently Asked Questions.

Fixed Width Upload Fle Specifications
1fyou pln o upload new fire employee information, the file must use the following file description. To ensure acceptableresponse times for our customers, we allow up to ViewSag.UploadLimit + * New Hire reports per file.
Field Name. Start | End Length
1 [Employes Fist Name. 1 15 15 st be ot leas one character and can be Up t 15 in lengih.
2| Employes Middle Intal i i 1 One leter only (leave blank f there i no middle inial).
5| Employes Last Name 17 £ 24 Must b ot lesst one character and can be up to 24 n lengih.
[ Employes Address Line 1 a1 £ ) Must be present and can be up t0 40 i fength,
5 [Employes Address Line 2 £ 0 £ Opfional, can be up to 40 in length.
6| Employes Adress line 3 Tor 160 E) Optional, can be up to 40 in length. NOTE: I Foreign coury, use Address Line 3 for Province/Region
7| Employee Giy 161 184 2 Must be present and can be up to 24 in length.
8| Employes State 185 185 2 Must be present, two ltter abbreviations only. (Opfionsl f Foreign Country)
(5[ Employee Zip Code. 187 101 5 Use 5 digts, ight:justfied, Pad with 0’ (Optional if Foreign Country)
10 [EmployeeZip +4. 152 155 3 Use 4 digts, ight:justfied, Pad with 0 (Optional f Foreign Country)
11 Employe Foreign Country Code 155 157 2 Optional, fll ith spaces when absent
12 [ Employee Foreign Country Nome 155 22 25 Optionsl, can be up to 25 n length.
15[ Employe Foreign Postal Code. 25 57 5 Opfionsl, can be up to 15 n length.
14 [Employee SN 28 2% ] st be a length of 9 (lading zeros should be includsd). "No dashes.
15 [pate of Birth 227 250 5 [YYYYMMOD (Example: 19801230)
16| Employer Name. 255 278 24 Must b at lesst one character and can be Up to 24 i lengih.
17| Employer Address Line 1. 279 £ ) Must be present and can be up to 40 in lengeh.
18| Employer Address Line 2 519 358 w0 Optional, can be up to 40 in length.
15[ Employer Address Line 3 35 3% £ Optionsl, can be up to 40 n length.
20| Employer Giy 39 2 2 Must be present and can be up to 24 i lengeh.
21| Employer Siate 23 54 2 Flust be present, two lefter sbbreviations only.
22| Employer Zip Code 25 L] 5 Use 5 digt, right:justified, Pad with 0"
25 [Employerzp +4 30 3 3 Use 4 digt, right fustfied, Pad vith 0
24| Employer Federal 0 Number £} 22 s Must be present, Use 9 digts, ight ustfied, Pad with 0
25| Date of Hire a3 5 5 [YYYYMMOD (Evample: 20130101)
26| File Creation Date 51 £ 5 YYYYMMOD (Example: 20130101)
27 [Spaces 55 59 £ Future Expansion
25| Reporting Media Used 500 E T 5= Elecronic Reporting
= Files must be of fype
Al ecords inthe file you are uploading must be 500 characters i length.
+ When uploading the New Hire Fixed Wicth il there is  imi of ViewBag.UploadLimit + * entres.

[F¥ou can check the formeat of your Fxed Wicth fle prir £ uploading i o report newly Fired or rfired employess. "For more information, view the Fied Widkh il Format Validation + insiructiors.

Return to Previous Page
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CSV File Format Validation

“This section allows you to check the format of your CSV file prior to actually attempting an upload. Files loaded are limited to 3500 employees. This is to ensure acceptable response times in the processing and displaying of information. Files uploaded must be of type " txt or csv". The text file must be comma delimited, and all fields are
reqired for each record. Fields that have no value (1. blank o optional)also must be delimited.

Formore information, view the CSV File Specification Page

Totest your CSV file, browse your local file system for the file of new hires you would lik to test. Once you have selected the text file you would ike to test, click the Test CSV File Format button to run the validation routine.

Cancel and return to your list of reporting options

Fixed File Format Validation

“This section allows you to check the format of your Fixed Width fle prior to actually attempting an upload. The fixed width upload process i the only way to submit data for multiple FEIN via a single file. Files uploaded are limited to 3500 employees. This s to ensure acceptable response times i the processing. Files uploaded must be a
fixed width text file. The format of this data s identical to the format that we have been using for magnetic mediia reporting.

Formore nformation, view the Fixed Width File Specification Page

o test yourfixed width file, browse your local file system for the file of new hires you would like totest. Once you have selected the textfile you would lie to test, click the Test Fixed Width File Format button to run the validation routine.

Cancel and return to your list of reporting options
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USERNAME
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Forgot your username? |  Forgot your password?

Tweets o,

SecureAccess Washington
@SecureAccessWA

Thank you for your patience! The SAW Chatbot is back
online and operational.

‘SecureAccess Washington
@SecureAccessWA
SecureAccess Washington's chatbot is currently unde: L]




image2.png
Washington

Welcome to Secure Access Washington! To start using services from agencies around Washington, choose one from your list
below or click the 'Add A New Service’ button. To see open job postings for the SAW Team, go to our jobs page. SHOWING YOUR SERVICES FROM

DD A NEW SERVICE
DCS Online provided by Department of Social and Health Services

Division of Child Support Online Services

Contact DCSOnline help desk  Remove from my list
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Division of Child Support - Services

Report a New Hire
Report Newly Hired o Rehired Employee
View, Change or Cancel Pending New Hire Report
View Summary of Previous New Hire Reports

Payments
Submit or Cancel a Payment
View Payments That Were Made Online
View Payments Applied to Cases
Manage Bank Account for Making Child Support Payments
Manage DCS Debit Card or Direct Deposit to Receive Child Support Payments

Companies
Add, Change o Delete a Company
View My Roles for My Companies.
Manage Roles for a Company
Add, Change or Delete an Employee

My Account
Update Contact Information
Change your password
Set up Emal Notifcations or Reminders

Frequently Asked Questions
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View, Change or Cancel Pending New Hire Report
View Summary of Previous New Hire Reports





