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Introduction

Welcome to the PlanView data system. This system connects local government planners with state
F3SyOe adGlr¥F 6K2 KStLI GKSY 6A0GK 2dzNJ aKIF NBR NBalLRy
Management Act(GMA) This manual will guide you through the featursgsiisystem so you can make

the best use of it.

If you are new to this system, start by going through the Getting Setup steps to create a Secure Access
Washington (SAW) account and add the PlanView Service to your new account.

The rest of the manual sees as a reference tool for the use of PlanVi¥au can also use thieable of
Contentsto navigate through this document. When you are using PlanView, please keep these points in
mind:;

1 The PlanView Data System is for official aisly. Do not use PlanView anything other than state
agency business. Do not loan your account or pass your credentials out to anyone but you.

1 The PlanView system is a hub connecting state your agency with other agencies and local
governments. As such, tltmments you enter and the draft information in PlanView are
viewable by any user with access. Please choose your words with this in mind.

1 Although there is no public access function in PlanView, all of the material in PlanView is a
public document subjedb the public records act.

If you have any questions, contact your agency lead, or contact Dave Andersen at Commerce (509) 434
4491.
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GettingSetup

In order to gain access to system you must first complete a few initial steps:

1.

2.
3.
4. Add the PlanView Systeservice to your SAW Account

Create a Secure Access Washington (SAW) account
Submit a PlanView System Access Request form
Receive a New User Registration Email

System Access Request Form

i
PlanView

PlanView

Updated 07/15/2019
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PlanView

Step 1C Create your Secure Access Washington (SAW) acaatdfte ony)

In order to access Commerce applications, you will need to create a Secure Access Washington (SAW)

account. If you already have a SAW accogaotto Step 2

Go to the Secure Access Washington sitétgis://secureaccess.wa.gov/

Click thedSign Upd button to begin

3 Washington

LOGIN

USERNAME |

PASSWORD [

SUBMIT

Forgot your username? | Forgot your password?

WELCOME

to your login for Washington state.

SIGN UP! GET HELP TIPS ON

ON BEHALF OF
SHWASHINGTON
AGENCIES

Updated 07/15/2019
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Enter yourname email and create a Username. Note the requirements for a secure password. You will
Ffa2 ySSR (2 OSNATe (GKFG @2dz FNB y24 | ab2did | NRO

SIGN UP! *

Mot sure if you already have an account? [Hzla¢ 4[]

FIRST NAME

[ )
LAST NAME

[ )
EMAIL

[ )
USERNAME

[ )

PASSWORD REQUIREMENTS

Add at least 10 more characters

Add a special character or a lower
case |etter or an uppercase letteror a
number

PASSWORD

CONFIRM PASSWORD

I'm not a robot e
reCAPTCHA
SUBMIT

Privecy - Tesmx
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You will be sent an email to activate your account.

SIGN UP! *

Mot sure if you already have an account? [es(Ee 0]

CHECK YOUR EMAIL

An activation link has been sent fo your email. ¥You must click the link to activate your account before you can login.

Go to your email account and click the link provided oaryemail. The email will be title§y
SecureAccess Washington: Welcome to SecureAccess Washi@ligérthe link to activate your
account.

From: "secureaccessﬂ%ds_wa_qov" <secureaccess@cis.wa.gov>

To:"' >

Sent: Fri, Jul 13, 2018 at 2:59 PM

Subject: SecureAccess Washington : Welcome to SecureAccess Washington
You are almost finished,

Thank you for signing up with Secure Access Washington.
Your username is:

To activate your account, please click: https://test-secureaccess wa. gov/public/saw/pub/regConfirm do?s=23551&userld=t b

For questions or concerns about your SecureAccess Washington account, please visit hitps://test-secureaccess.wa.gov/public/saw/pub/help.do

Thank you,
The Secure Access Washington Team

Updated 07/15/2019
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You will get an Account Activated message when you have successfully activated your SAW account.

SIGN UP! *

Mot sure if you already have an account? [o(Z¢ 9l

ACCOUNT ACTIVATED!

‘Your account is activated and you can now login.

LOGIM

Updated 07/15/2019
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Step2 ¢ Submit a PlanView System AccessRequest Form

After establishing a SAW accounuywill need to submia PlanViev System Access Request Fpstan
and email toreveiwteam@commerce.wa.qgov

Department of Commerce

System Access Request Form
System Access Request Form

The PlanView System is accessed through Secure Access Washington (SAW). Use this link to access the SAW site
and create a SAW account, if you do not have one: https://secureaccess.wa.gov/. Scan and email this completed
form to reviewteam@commerce.wa.gov.

Go to the Growth Management webpage for links to PlanView User Manuals that have instructions on how to
create a SAW account and how to login to PlanView. After you have a SAW account, and we have added you to

PlanView, you will receive a welcome email when you have been granted access to PlanView.
Requestor Information

FIRST NAME LAST NAME WORK PHONE CELL PHONE

CONSULTING FIRM (IF APPLICABLE)

This is required for Consultants working on behalf of a Jurisdiction.

‘ORGANIZATON INFORMATION

ORGANIZATION NAME TITLE WITH ORGANIZATION
Name of the Organization you are requesting access to. Consultants, provide you title with your Consulting Firm.
PRIMARY CONTACT

D Yes, | am the Primary Contact for this Organization. | understand that | will replace the current Primary User for this Organization.

SECURE ACCESS WASHINGTON (SAW) INFORMA

SAW EMAIL SAW USER NAME SECURITY ROLE(S)
[ Read Only See
User accounts will be set up with this email address. ] Planner descriptions
below
[ administrator

Requestor Agreement

By signing this form, | certify that | am authorized to view and/or submit information on behalf of the Organization
listed above, will practice adequate Password management by keeping Passwords confidential and agree to the

Conditions of Use Access Agreement http://www.commerce.wa.gov/privacy-information/conditions-use-access-

agreement/.

PRINTED NAME SIGNATURE DATE

Organization Approval

By signing this form, | approve this Person to access the PlanView system on behalf of the Organization listed
above and the selected Security Roles.

PRINTED NAME SIGNATURE DATE

This must be an AUTHORIZED OFFICIAL for | the Organization above.

ORGANIZATION TITLE EMAIL

PHONE NUMBER

Updated 07/15/2019
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Security Roles

Below is a summary of the permissidnsrole and contact typerou may request multiple security
roles.Administration will only be granted to users who havea@&mail address with the requested
Organization.

Administrator Planner Read Only
2 » Online Submittals X
8 Z | View and Track Submittal Progress X X
%’ A g View and Track Periodic Update Progre X X
& < 2| View and Track Hearings Bodbdses X X
3 8| Update Contact Information for your X

Organization

Organization

0 Personalize Submittal Notifications X
Q Create Workflowgto track Comment X
o ; Letters

,f_ﬂ ©) Createand updateContacts for your X

<

&

Consultants

If you are a Consultant and need access to multiple Organizations, please submit a separate form for
each Organization.

Primary Contacts

Primary Contacts are considerecettead user for an organization, will receive all Submittal notifications
and will ke contacted first when there are questions.

Updated 07/15/2019
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Step3 ¢ New User Registration Email

Once youiGrowth Management Planneegisters you as RlanViewuser, you will receive an email like
the one pictured below.

Welcome to the Department of Commerce's PlanView System Registration

‘Welcome to the Department of Commerce's PlanView System!

You have been registered to the PlanView System with the email used for this notification. You must use a Secure Access Washington (SAW) user account created
with this email address to access the system. You can do this here: https://test-secureaccess.wa.gov

Go to the Growth Management webpage for links to PlanView User Manuals that have instructions on how to login to PlanView:
https://www.commerce.wa.gov/serving-communities/growth-management/submitting-materials/

If you have any questions, please contact the reviewteam(@commerce.wa.gov.

Next log into SAW using your nesername and password.

WELCOME

to your login for Washington state.

N Washington

LOGIN ON BEHALF OF
useRAME ) £ % Department of Commerce
PASSWDRD[ } >

SUBMIT

Forgot your usemame? | Forgot your password?

Updated 07/15/2019
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Step4 ¢ Add the PlanViewSystem service

hyOS @2dz2Q@S t233SR Ayid2 {!253 &2dz OFy IRR @&2dzNJ &aS¢t
button.

GOOD AFTERNOON!

What can we help you access today?

=
o SecureAccess account M eeThee ) mieson | Locout
Yz Washington

4/
SHOWING YOUR SERVICES FROM

SERVICE DESCRIPTION MEMBERSHIP ACTION [ALI. OF WASHINGTON 9]

Welcome to Secure Access Washington! To start using services from agencies around Washington, click the "Add
A New Service’ button above.

bSEGz &a4StS0G (KS aL ¢2dZ R tA1S G2 oNRg&S

GOOD AFTERNOON!

What can we help you access today?

SecureAccess HOME AccOUNT | TIPSON [ GETHELP J| LOGOUT
Washington

ADD A NEW SERVICE

| have been given a code. I would like to browse a list /
of services.
() |
h o
() |
() |
() |

Updated 07/15/2019

13



@ Department of Commerce F) I anV| ew

This will take you to a list of state agencies. Click on Department of Commerce to see the list of available
Commerce services.

GOOD MORNING!

What can we help you access today?

SecureAccess vome | account | meson | ceTHELP | LocouT
Washington

ADD A NEW SERVICE
Board for Volunteer Fire Fighters
Board of Accountancy
Consolidated Techaology Services
Criminal Justice Training Commission
DIS DEMD DOMAIN
Department of Commerce
Department of Early Learing
Department of Ecology

Department of Financial Institutions

Click Apply for the PlanView System.

SERVICES FROM COM

@ Department of Commerce  BOND USER CLEARINGHOUSE
Commerce Bond User Clearinghouse
LIHEAP
LIHEAP
OCVA INFONET
QCVA Infonet
PLANVIEW \
Planview
WEATHERIZATION (WIDS)

Weatherization Information Data System (WIDS)[Commerce Community Services and Housing Weatherization]

Updated 07/15/2019
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You will get a Registration Complete message. You will also get two emails, a User Registered for Service
email and an Access Approved email. They are informational only and you do not need them to
continue.

REGISTRATION COMPLETE

This service has been added to your list and is ready for you to start
accessing.

You will be redirected to the Service Scre€fick on thé’lanViewlink to access the system.

SecureAccess ADMIN AcCOUNT J| GETHELP | TIPSON LOGOUT
Washington
ADD A NEW SERVICE
SHOWING YOUR SERVICES FROM

SERVICE DESCRIPTION MEMBERSHIP ACTION

[N_LOFWASHmGToN 9]

— - - e - Active o Remove

Commerce Contract Commerce Contract Management System Active o Remove
Management System

Commerce Extranet Extranet Active o Remove

Planview Planview Active e Remove

You will get an assistance noticéick ContinueThe PlanView system shouldw bedisplayed.

NOW ACCESSING
l Department of Commerce

You are now accessing Planview provided by Department of Commerce. If
you require assistance, the Planview help desk can be reached at
comcustserv@commerce.wa.gov or 360-725-2676.

CANCEL CONTINUE

Updated 07/15/2019
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If you have not been set up you will get the following error messRgase note the display may be
slightlydifferent, depending on the internet browser you are usiRfpase contact
reviewteam@commerce.wa.gafryou havenot received a New User Registration email.

test-secureaccess.wa.gov says

Userl o, does not have valid permission to use the

application.

SAW TimeQut
SAW automatically timessers out after 30 minutes of inactivity. You will see the following message if

you are timed out. Please note the display mayshghtlydifferent, depending on the internet browser
you are using.

Updated 07/15/2019
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