
Steps to Become a Registered Partner

The organization director begins the process by completing 
the Washington Connection Community Partnership Online 
Registration. Up to 20 service delivery sites can be registered at 
one time.

A DSHS consultant will review your partnership registration and 
contact you with next steps.

You can track your registration from the Washington Connection 
homepage using the assigned tracking number.

You will then complete the contractor intake form and DSHS 
non-disclosure form. 

Once we receive the completed forms, your organization will 
be assigned a Partner Contract Number and will receive a DSHS 
Data Share Agreement. Please review and sign the Data Share 
Agreement and return it to DSHS. 

Once we receive the original signed Data Share Agreement from  
your organization, DSHS will assign a Contractor ID Number(s) to 
each site registered.

Secure Access Washington user IDs must be created through 
Washington Connection. At least one supervisor per service  
delivery site is required. (Note: Please do not use the user IDs until 
the partner account is approved or your ID is linked.)

We will schedule training virtually or in person with the assisting 
agency supervisor users, that is, the primary contacts.

After the training is completed and your partner account is 
active, the assisting agency will be able to make full use of its 
Washington Connection partner account.

The organization director will have access to update contact 
information and convert partnership and access levels. 

The site supervisor will have access to update contact 
information; add or deactivate users; view PDFs of submitted 
applications, renewals and change of circumstances; view DSHS 
client search queries; and make changes to the partnership level. 
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Assisting Partner

The organization begins the process by 
completing the Washington Connection 
Community Partnership Online Registration. 
Up to 20 sites can be registered at one time.

The regional access consultant will review 
your partnership registration. They will 
reach out to the primary contact if they 
have any clarifying questions regarding your 
registration.

You can track your registration from the 
Washington Connection homepage using 
the assigned tracking number.

The host organization’s primary contact will 
be scheduled for a Washington Connection 
training via Microsoft Teams.

After the training, the host organization 
partner will be able to make full use of its 
Washington Connection partnership and: 

•	 Display posters and printed marketing 
materials about Washington Connection. 

•	 Provide clients with access to a 
computer where they can self-serve on 
Washington Connection.

•	 Provide clients with assistance in 
answering questions about how to use 
the Washington Connection website.
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www.washingtonconnection.org

Help people find 
services and 

benefits to meet 
their basic needs

Assisting Partners can aid in completing and submitting 
applications on behalf of the customer.

Host Partners can help by displaying 
promotional material, providing access to 
computers for self service. 
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