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Thank you for wanting to become an Individual Provider with Consumer Direct Care Network Washington (CDWA). Whether you 
have a career in healthcare, are beginning a career in homecare, or are providing care for a loved one, this hiring guide will help you 
through the hiring process with us. You will need an email address to get started. Do not start working for your Client until you 
receive an ‘Okay to Provide Care’ date from CDWA. You will not get back pay if you start working before this date.

To get hired as quickly as possible:
•	Use the checklist on the following pages to track your hiring progress with CDWA. Hiring tasks are completed electronically. 
•	Check each box on the list as you complete the task. Do not delay on any task. 
•	Check your email (including spam/junk) after you submit your application. Make sure to add cdcn@myworkday.com and 	
	 infoCDWA@consumerdirectcare.com to your safe sender list so you don’t miss important information. 
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Who To Call

We are here to help! Use any of these resources if you get stuck or have questions.
CDWA Website www.ConsumerDirectWA.com
Self-service materials Resources / IP Resources / IP Hiring Materials
Email infoCDWA@ConsumerDirectCare.com
Phone Call 866-214-9899
Virtual & Office Appointments Resources / Schedule an Appointment
In Person Community Events Resources / Community Events Calendar

http://www.ConsumerDirectWA.com
https://www.consumerdirectwa.com/ip-hiring/
https://www.consumerdirectwa.com/appointments/
https://www.consumerdirectwa.com/schedule/


1. IP Step: Apply - Training Video found here

Apply to be a Caregiver at ConsumerDirectWA.com/Careers

Start by creating an account - your email address must be valid and not already in use with CDWA

•	If you are reapplying, please use your email address on record with CDWA

Once signed in, answer the questions on the “My Information” page

Complete “Application Questions” page 1

Select Preferred Communication language

Complete “Application Questions” page 2. This page includes the offer of employment.

Identify a person over the age of 18 to complete I-9 Section 2 (must be someone other than you)

1.	First and Last name

2.	Email address

3.	Phone Number

Complete Voluntary Disclosures

Complete Work Opportunity Tax Credit Program Assessment (Optional)

Review information and submit application

You will get an email from “CDWA DocuSign” with instructions to complete the I-9 and Background Check Authorization.
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Hiring Checklist
INDIVIDUAL PROVIDER
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Complete the BCCU Background Check Authorization Form

•	Record 10-digit confirmation code __________________________________				  

Your name on the Background Check Authorization form must exactly match the name on your government issued ID 	

•	More information and video instructions here

Provide 10-digit confirmation code to CDWA (code will contain letters and numbers) 

Complete I-9 Section 1. Instructions are on the first page of the DocuSign document. Find video instructions here.

•	The individual identified in the application will receive a notification to complete Section 2

There will be delays in hiring if you sign Section 2 yourself, use expired documents, or use someone else’s documents.  

Preparer/Translator Certifications for Section 1 completed (if applicable)

2. IP Step: DocuSign Background Check Authorization and Review I-9

3. CDWA Step: When Sections 1 & 2 are complete, we will review, notify when approved and run the Background Check. 

https://vimeo.com/1052384271
http://ConsumerDirectWA.com/Careers 
https://fortress.wa.gov/dshs/bcs/
https://www.consumerdirectwa.com/background-check-and-fingerprint-faqs/
https://www.consumerdirectwa.com/ip-hiring/


Email sent from CDWA after your background check has passed through BCCU or after a CC&S review. 

Schedule appointment – email has instructions on how to schedule

Your OCA number can be found on the forms sent in the email from CDWA. 

You can continue hiring with CDWA before this step is complete. However, your fingerprint appointment must be 
scheduled and completed within 120 days of your “Okay to Provide Care” Date.

5. IP Step: Fingerprint Background Check Appointment - Email from CDWA

4. CDWA Step: Conduct Character Competence & Suitability (CC&S) review. Only required for background checks that indicate 
‘Review Required.’ Not everyone will go through this step. CDWA will contact you by email. Follow the instructions in the email 
on what to provide and where to provide it.  

E V E R Y  L I F E .      E V E R Y  M O M E N T.      E V E R Y  D A Y.
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6. IP Step: Hiring Tasks in Workday - you will get an email when you can start these steps. Workday Basic Navigation

You must push the ‘Submit’ button on each task to move to the next one. 

Identify a Client

•	 If Yes, complete the Client Information Questionnaire  
•	 You must have passed a Background Check in order to create a Carina account.
•	 Don’t have a Client yet? Create an account on Carina.org to help find a Client.

Federal Withholding Elections

Payment Election Enrollment

Drive/No Drive Questionnaire – must have a current and valid driver’s license to provide transportation services

SEIU 775 Union Card Questionnaire 

Review Documents – CDWA IP Employment Attestation, CDWA IP Handbook, IP Employment Orientation 

Orientation & Safety (O&S) Exemption Questionnaire – if not exempt, you will get a link to take O&S in Workday

Orientation & Safety Credential Verification (5 Hours to complete)

•	If not exempt, you will recieve a Hiring Task with a link to O&S traning in WorkDay. You will be paid automatically paid 

after completion
•	If you mark that you are exempt from O&S, you will be required to provide the reason you are exempt along with
	 supporting documentation (in most cases)

CDWA IP Optional Trainings

•	CDWA Employment Orientation
•	SEIU 775 Orientation

7. CDWA Step: CDWA will notify both the Client and the case manager of your intent to provide care.

8. CDWA Step: Review all hiring information. Issue “Okay to Provide Care” date when all is good to go.
•	Orientation & Safety training completed (unless exempted)
•	Passed Background Check
•	Client has an active authorization from DSHS - you cannot start work for a Client that does not have an active authorization

https://www.consumerdirectwa.com/wp-content/uploads/2023/06/Workday-Basic-Navigation-20230602.pdf
http://Carina.org
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9. IP Step: Receive your “Okay to Provide Care” date - Email from CDWA

This is the first day you can start working with your Client for pay. 

“Okay To Provide Care” Date: ____________________________
	 •  You have 120 days from “Okay to Provide Care” date to get fingerprinted. If we don’t get your fingerprint results, 
you will be put on administrative hold. You will not be ok to work, and you will not get paid while on hold.

Fingerprint Deadline (120 days after “Okay to Provide Care” date): ____________________________
	 •  You have 14 days to submit your Home Care Aide (HCA) certification application (if applicable).

         Continue for next steps

IP Next Steps

Test shift(s) (optional) 
            •   Practice submitting time to CDWA through the DirectMyCare web portal and/or CareAttend app. 
            •   More job aids and videos on submitting time found here.
Submit your Home Care Aide (HCA) certification application (if applicable) 
Deadline (14 days after “Okay to Provide Care” date):_________________________
            •   Do not pay fees – mark ‘state pay’ on the application.
            •   SEIU 775 Benefits Group will let you know what training you need complete. If you need to complete Basic 
                  Training 70, you are considered a standard Home Care Aide.
            •   If you are limited English proficient (LEP), you may qualify for an additional 60-day provisional certification. Mark 
                  that you want the provisional certificate on your application.
Complete Basic Training – SEIU 775 Benefits Group will contact you about this. 
              Deadline (120 days after “Okay to Provide Care” date):______________________
Take Home Care Aide (HCA) certification exam 
Deadline (200 days after “Okay to Provide Care” date):______________________  

https://vimeo.com/658651631
https://www.consumerdirectwa.com/time-and-mileage-entry/
https://doh.wa.gov/licenses-permits-and-certificates/professions-new-renew-or-update/home-care-aide/licensing-information


Apply as an Individual Provider
HOW TO

Create an Account

1.

Enter your email address and create a password. Check the box 
that you accept the Terms and Conditions. Select the Create 
Account button. (Fig. 04)
      Your email address will need to be unique to you and cannot 
already be in use.
      You will use this account again, keep track of your password   
to avoid hiring delays
      If you are a rehire, please see our Rehire FAQs 

20250731
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Go to the CDWA website, select Careers, then Caregiving 
Careers from the top menu. (Fig. 01)

2. Select the Apply to be a Caregiver button.

3. Choose the Apply button.

4. Choose to Apply Manually from the options. (Fig. 02)

5. Select Create Account. (Fig. 03)

6.

Fig. 01

Fig. 02

Fig. 03

Fig. 04

https://www.consumerdirectwa.com/rehire-faqs/
http://Consumerdirectwa.com


•	 Application Questions 2 of 2
	» Page 2 of the application questions contains the offer of employment. You should only move forward from this point, if you 	

	 intend to accept the offer

•	 Enter your U.S. SSN (Social Security Number); U.S. ITIN (Individual Taxpayer Identification Number) and Date of 
Birth

•	 At the bottom of the page, you will need to identify a person over the age of 18 that can physically examine your 
I-9 Documents.

	» Include their email address and phone number
	» This person is also known as the “trusted person”

•	 Voluntary disclosures regarding Race and Veterans status.

•	 Work Opportunity Tax Credit Program Assessment (This task is required, but the assessment is optional. You may 
opt out. 

	 NOTE: any fields with a red asterisk (*) are required.
Review your information. If you see an error, use the Back button to go back and fix it. When everything is correct, select Submit.

20250731
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The first part of the application asks you to complete the following sections: 
•	 My Information (name, address, email, etc.)

	» If you have one address, select Mailing Address in the usage field. 
	» If you have two addresses, one must be entered as the Street Address and the other as the Mailing Address in the usage field.

•	 Application Question 1 of 2 (Fig. 05)
         (an answer of NO to any of the first four questions may result in disqualification for employment) 
      

Complete Application Questions

7.

8.

Fig. 05



Workday DocuSign I-9 Questionnaire
HOW TO COMPLETE THE

Check Your Email
Shortly after submitting the application, you will receive an email and/or text message from Consumer Direct Care Network Washington 
via DocuSign. (Fig. 06)

Docusign

Read the full page for instructions on completing 
Section 1 of the I-9. Once completed, click the 
checkbox to agree to the use of electronic records 
and signatures. Then click continue to move 
forward. (Fig. 07)
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Check Your Email

Fig. 06

Fig. 07



E V E R Y  L I F E .      E V E R Y  M O M E N T.      E V E R Y  D A Y. www.ConsumerDirectWA.com | InfoCDWA@ConsumerDirectCare.com

20250731 9

BCCU Confirmation Code
Once you have accessed the DocuSign Packet, you will first need to complete the Background Check Authorization Form and enter the 
10-character BCCU Confirmation Code on Page 2 of the packet you received. 

1.

2.

There are helpful links on the form. Click on the ? icons.  
•	BCS Online Authorization Form Guide
•	Form Instructions

	» If you need additional help completing this task, please contact CDWA

After signing and saving your Background Check Authorization form, the system will generate a confirmation code, which is a 
saved version of your authorization form. 

•	Email, save, or write down the confirmation code so that you don’t lose it. You will NOT be able to retrieve your 
	 confirmation code after closing/exiting the web page and BCCU does not have the ability to retrieve them for you.

HOW TO

Overview
Now that you have provided the BCCU confirmation code on page 2 of the packet you received, next you will begin your Form I-9. The 
Form I-9 is a legal form that verifies your identity and employment status so that you can be legally hired to work. Both you and a trusted 
person you identify that is over the age of 18 are required to complete separate parts on this form.
The steps in this process are as follows:

•	Complete Section 1 of your Form I-9 electronically through DocuSign.
•	Your trusted person will complete Section 2 of your Form I-9 electronically through DocuSign.
•	The List of Acceptable Documents in this guide will help you determine which forms of identification can be used for verification
•	This must be completed within 21 days, or you will need to start the application process over

You can’t begin providing care to a Client as an employee of CDWA until you have an “Okay to Provide Care” date.

Complete the Form I-9

Fig. 08

https://www.dshs.wa.gov/sites/default/files/bccu/documents/BCS%20Training%20Materials/BCS_Online_Authorization_Form_Guide.pdf
https://fortress.wa.gov/dshs/bcs/
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Individual Provider
COMPLETING SECTION 1 OF FORM I-9 AS AN

Your trusted person will complete Section 2 of the Form I-9. You cannot complete Section 2 of your own Form I-9.

1.

2.

3.

Section 1 of Form I-9
Select the Electronic Record and Signature Disclosure hyperlink to review the DocuSign disclosure statement. (Fig. 09)

Check the I agree box.

Select the Continue button.

You can now start filling in the Form I-9.
TIP: Hovering your mouse over a field will display help text.To go to the next field, press the tab key or click Next.

Fig. 09
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4.

5.

6.

Make sure your name and date of birth are correct and your address is current on the form. (Fig. 10)
•	Make any corrections directly on the form.
•	To make corrections with CDWA, use this link to find help modifying your personal information in Workday.

Complete the required fields that are not already populated.
•	Note: Date of Birth (DOB) is required. 

Choose your citizenship or immigration status. Select the circle next to the option that applies to you.
•	Enter your document numbers and document expiration date, if applicable.

Fig. 10

https://www.consumerdirectwa.com/ip-hiring/
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7.
8.

9.

Signing Section 1 of the Form I-9

Select the Sign icon. (Fig. 12)
Sign your name in the Preview area. (Fig. 13)

•	Sign using your finger or a stylus if your device has a touch screen.
•	Use your mouse or an electronic signature pad if you do not have a touch screen.

Select Adopt and Sign. (Fig. 13)

Fig. 12

Fig. 13
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You must select yes or no if a preparer and/or translator assisted you in completing 
Section 1 of your Form I-9. (Fig. 11) If you select yes, there is a Preparer and/or 
Translator Certification on Supplement A (page 3) they must complete.

Using a Preparer and/or Translator

Fig. 11

10. Once you have completed all required fields, select Finish. (Fig. 14)
•	You will be directed to complete any missed fields before you can finish.

Fig. 14

Submitting your Electronic Form I-9

You have finished the IP portion of the DocuSign Form I-9 process. The next section of instructions are for the 
trusted person to complete Section 2.



1220250731

Completing Section 2 of Form I-9

In order for a trusted person to complete Section 2 of the Form I-9, you must present physical documentation in person. 
•	Documents cannot be copied, scanned, or sent digitally. The trusted person must examine these documents with you there. 

     
You should present one document to the trusted person selected from: 

•	List A or 
•	Combination of one document selected from List B and one document from List C. 

Please review the section of this guide on Acceptable Documents for more information about which documents can be used.

Your trusted person is not required to be a document expert:

•	Physically examine each original document from the IP to determine if the document reasonably appears to be genuine and 
	 relates to the person presenting it. 
•	Accept documents that reasonably appear to be genuine and relate to the person presenting them. 
•	Reject any document that doesn’t appear genuine or relate to the person presenting it. Ask for other documents that satisfy 
	 the requirements of Form I-9.
•	Enter the document title, issuing authority, document number, and expiration date (if any) from the original documents the 
	 employee presented. 
•	The same person who examined the employee’s documents must also complete the fields in the certification block, then sign and 	
	 date Section 2 of the Form I-9. 

E V E R Y  L I F E .      E V E R Y  M O M E N T.      E V E R Y  D A Y. www.ConsumerDirectWA.com | InfoCDWA@ConsumerDirectCare.com

Section 2 must be completed by a trusted person that you select that is over 18, this can be anyone but you or the Client’s Case 
Manager. Please share the following instructions with your trusted person so that they can verify your documents. You must 
provide documentation to show your identity and authorization to work.



The trusted person will receive an email or text message from DocuSign once the IP has completed Section 1 of the 
Form I-9.
Select the Review Documents 
button in the email or the link 
within the text message. (Fig. 15) 

•	You will be routed to the DocuSign form.

1320250731

1.

2.

Section 2 of Form I-9

Fig. 15

Fig. 16
Review Section 1 of Form I-9

Verify that the IP’s information is accurate.6.

Have your IP show you their original List A 
or List B and C documents.

•	Make sure that the provided documents are 		
	 on the List of Acceptable Documents within 		
	 this guide.

Examine your IP’s documents to 
determine if they are genuine.
Enter your IP’s documents in Section 2 
of Form I-9.

•	Select the circle next to List A if the IP 		
	 presents a List A document. (Fig. 17)
•	Select the circle next to List B if the IP 		
	 presents a List B and List C document. (Fig. 17)

7.

8.

9.

Complete Section 2 of Form I-9

Fig. 17
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Select the DocuSign Electronic Record and Signature Disclosure hyperlink to review the document. (Fig. 16)
Check the I agree box. (Fig. 16)
Select the Continue button.

3.
4.
5.



1420250731

Select the name of the document that best describes the IP’s document from 
the Document Title dropdown menu. (Fig. 18)
In the Issuing Authority field, enter the name of the entity that issued the 
document. (Fig. 18)

•	Check the List of Acceptable Documents within this guide.
Enter the Document Number if the document has one. Put N/A if the 
document does not have a number. (Fig. 19)
Enter the document’s Expiration Date. (Fig. 19)

•	Expired documents cannot be accepted.
•	Enter N/A if a document does not have an expiration date.

IMPORTANT: A Social Security card is NOT acceptable if it has the following 
written on it:

•	“Not valid for employment.”
•	“Valid for work only with INS authorization.”
•	“Valid for work only with DHS authorization.”

10.

11.

12.

13.

Fig. 18

Fig. 19

9/1/2070

U.S. Driver’s License

14.

Sign Form I-9.

Select the Sign icon. (Fig. 20)
•	Draw your signature using a mouse or finger on a touchscreen. (Fig. 21)
•	Select Adopt and Sign. Fig. 20

Fig. 21

As the trusted person, you will sign as the “Authorized Representative”. Section 2 of Form I-9 must be completed 
and signed by you. Verify that your information, and not the information of the IP or a Case Manager is in Section 2. 

Per DSHS/AAA policy a Case Manager may not complete Section 2.

E V E R Y  L I F E .      E V E R Y  M O M E N T.      E V E R Y  D A Y. www.ConsumerDirectWA.com | InfoCDWA@ConsumerDirectCare.com

15.
16.

Enter your Last Name, then First Name.
Select the Finish button.
      

Authorized Representative
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Some Questions You May Have About Form I-9
You can find more Form I-9 information at uscis.gov/i-9-central.

1.  Do citizens and noncitizen nationals of the United States need to complete Form I-9?
Yes. While citizens and noncitizen nationals of the United States are automatically eligible for employment, they too must present the required documents and 
complete Form I-9, Employment Eligibility Verification. U.S. citizens include persons born in the United States, Puerto Rico, Guam, the U.S. Virgin Islands, and the 
Commonwealth of the Northern Mariana Islands. U.S. noncitizen nationals are persons who owe permanent allegiance to the United States, which include those 
born in American Samoa, including Swains Island. Citizens of the Federated States of Micronesia (FSM) and the Republic of the Marshall Islands (RMI) are not 
noncitizen nationals, however they are eligible to work in the United States.

2.  Can I ask an employee to show a specific document when completing Form I-9?
No. The employee may choose which document(s) they present from the Lists of Acceptable Documents. You must accept any document (from List A) or 
combination of documents (one from List B and one from List C) listed on Form I-9 and found in Section 12.0 that reasonably appear to be genuine and to relate to 
the person presenting them. To do otherwise could be an unfair immigration-related employment practice that violates the anti-discrimination provision in the INA. 
You must not treat individuals who look and/or sound foreign differently in the recruiting, hiring, or verification process.

For more information about discrimination during the Form I-9 process, contact IER’s employer hotline at 800-255-8155 (TTY for the deaf or hard of hearing: 
800-237-2515) or visit their website at justice.gov/ier.

3.  What is my responsibility concerning the authenticity of document(s) an employee presents to me?
You must physically examine the original document(s), and if they reasonably appear to be genuine and to relate to the person presenting them, you must accept 
them. To do otherwise could be an unfair immigration-related employment practice. If the document(s) do not reasonably appear to be genuine or to relate to the 
person presenting them, you must not accept them.
However, you must provide the employee with an opportunity to present other documents from the Lists of Acceptable Documents.

4.  May I accept a copy of a document from an employee?
No. Employees must present original documents. The only exception is that an employee may present a certified copy of a birth certificate.

5.  When can employees present receipts for documents in place of actual documents from the Lists of 
Acceptable Documents?
The “receipt rule” is designed to cover situations in which an employee is authorized to work at the time of initial hire or reverification, but does not have the 
actual document listed on the Lists of Acceptable Documents. You cannot accept a receipt showing the employee has applied for an initial grant of employment 
authorization. See Section 4.3, Acceptable Receipts, for more information.

6.  My new employee presented two documents to complete Form I-9, each containing a different last name. One 
document matches the name she entered in Section 1. The employee explained that she had just gotten married and 
changed her last name, but had not yet changed the name on the other document. Can I accept the document with the 
different name?
You may accept a document with a different name than the name entered in Section 1 as long as the document reasonably relates to the employee. You also may 
attach a brief memo to the employee’s Form I-9 stating the reason for the name discrepancy, along with any supporting documentation she provides. An employee 
may provide documentation to support a name change, but is not required to do so. If you determine the document containing a different name does not reasonably 
appear to be genuine and to relate to the employee, you may ask her to provide other documents from the Lists of Acceptable Documents on Form I-9.

7.  The name on the document my employee presented to me is spelled slightly differently than the name they entered in 
Section 1 of Form I-9. Can I accept this document?
If the document contains a slight spelling variation, and the employee has a reasonable explanation for the variation, the document is acceptable as long as you are 
satisfied that the document otherwise reasonably appears to be genuine and to relate to the employee.

1620250731
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When the I-9 has been completed and approved by CDWA, you will get an email from “CDCN Workday” with a link to the 
DirectMyCare secure portal login page: DirectMyCare

•	You cannot begin your next hiring steps until you login.

Note: If you are unable to log in, you may need to wait about 10 minutes between receiving the email and having access to the 
portal while your profile is being created.

Go to DirectMyCare.com, select Forgot Password? (Fig. 22).

On the next screen, enter your email address on file with 
CDWA and select Send Code. (Fig. 23)

Open a new browser window and check your email for the 
verification code. The email will come from Microsoft on
behalf of Consumer Direct Care Network B2C (Fig. 24).

Return to DirectMyCare.com and enter the code from your 
email in to verify.
      Select Verify Code. (Fig. 25)

Select Continue. (Fig. 26)

1.

2.

3.

4.

5.

Fig. 22
Fig. 23

Send Verification Code

DirectMyCare Web Portal Activation

Fig. 24

Fig. 25 Fig. 26

Enter Verification Code

https://cdmsportal.b2clogin.com/cdmsportal.onmicrosoft.com/b2c_1_r_v4m_prod_signin/oauth2/v2.0/authorize?client_id=ccfbd7cc-68e2-4ed7-bc54-fa84dff77672&scope=openid%20https%3A%2F%2Fconsumerdirectportalaad.onmicrosoft.com%2F2640bfb0-1a34-4aaf-b92c-ea542d2a9ed4%2FAPI.Access%20profile%20offline_access&redirect_uri=https%3A%2F%2Fdirectmycare.com&client-request-id=0195fc07-5af6-7794-b4e1-f0c0ff0fe02a&response_mode=fragment&response_type=code&x-client-SKU=msal.js.browser&x-client-VER=3.17.0&client_info=1&code_challenge=hp19h9by4XiIF6X4oq00o5AlH3ZWkPZMd8YyVvB-R00&code_challenge_method=S256&nonce=0195fc07-5af7-77bb-98de-dfd8325ca798&state=eyJpZCI6IjAxOTVmYzA3LTVhZjYtNzU0NS04ZDhjLTlmYmU5Nzg5NGFjNCIsIm1ldGEiOnsiaW50ZXJhY3Rpb25UeXBlIjoicmVkaXJlY3QifX0%3D&ui_locales=ui_locales=en
http://DirectMyCare.com
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Create a new password and confirm it. The password must contain:
•	A minimum of 8 characters
•	Lowercase and uppercase letters
•	At least 1 numeric character
•	At least 1 special character

When finished, select Continue, then you will be logged into the 
DirectMyCare web portal. (Fig. 27) 

6.

7.

8. You will get a confirmation email that you are logged into the DirectMyCare web portal. Follow the instructions in the 
message to continue. The email may take up to 15 minutes to arrive.

Fig. 27

Create Password
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After you’ve logged into CDWA’s DirectMyCare web 
portal, select the blue Workday button to go to your 
Workday homepage. (Fig. 29)

Once logged into Workday, you will see the 
Workday Home Page. (Fig. 30)

Workday Navigation

Logging into Workday

1.

2.

19

Your hiring tasks are completed electronically in Workday. We recommend:
      Using a computer or tablet with Chrome as your web browser. 
      Using your Workday inbox to find your tasks and complete them. 
This section will help you find your hiring tasks and give you an introduction to using Workday.

Fig. 29

Fig. 30
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Alert Message: This is a warning message you may 
see when completing tasks. Select View All to view the 
warning.
   *Alerts do not stop you from finishing your task. You should look 

at the alert to make sure the information you entered is correct.

20250731

NAVIGATION

Inbox: Located in the upper right corner of the Home Page. Your inbox includes tasks that you must complete. 
The number shows you how many tasks you have left to complete. At any time, you can select the Inbox to 
return to your active tasks.

Notification Bell: Located in the upper right corner next to your Inbox. Workday Notifications are also 

sometimes sent to your email. The number shows you how many unread notifications you have.

Your Profile: Located in the upper right corner with your Inbox and Notification Bell. Selecting your profile 

lets you view certain account and employment information. 

Workday Logo: Located in the upper left corner. Selecting the logo will return you to your Home Page.

Dropdown Menu: Many fields will include a button with three lines. Clicking this will expand a list of 
available dropdown options to choose from.

Required Field Indicator: Fields marked with a red asterisk are required. You must complete the field to 
submit the task.

View All Apps: Located on your Home Page. Select this to access all your Workday Apps.

Help Text: Helpful information and tips found at the top 
of some tasks. Some help text may contain links to useful 
resources.

Error Message: This is a warning message you may see 
when completing tasks. Errors must be fixed to complete 
your task. Click View All to view the error(s). The most 
common error is caused by not completing a required field.

20
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From your Workday Dashboard select your profile icon in the 
top right corner of the screen, then select My Account from the 
dropdown options. (Fig. 31)
From My Account choose Change Preferences. (Fig. 32)
Choose your Preferred Display Language from the dropdown 
menu. Select OK. (Fig. 33)
      Users will need to log out of Workday and then log back in for 
      the changes to be displayed.
Your Workday home page will now display in your preferred 
language.

20250731

Changing Your Preferred Display Language

1.

2.
3.

4.

Fig. 31

Fig. 32

Fig. 33

21

Now that you’re logged into Workday, if you’d like to change the preferred display language, follow these instructions.
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Google Translate
Changing your preferred language in Workday may not change all of the text on the page. If you need help, you can 
use Google Translate. 
      If you use Google Chrome, a pop-up may appear in the top right corner of your browser screen. You can use this to translate 
      English words in Workday to your preferred language. 
      If you are using a mobile device, you can find the Google Translate app in the App Store or Play Store. 
            NOTE: Google Translate does not always accurately translate English text.

How to add Google Translate

If Google Translate does not 
automatically appear, you can add 
it manually. This will allow you to 
use the translate feature on any 
webpage, not just Workday. Follow 
the instructions below to add Google 
Translate to your Chrome internet 
browser.

Go to the Chrome Web Store by using this link and search for Google Translate.
Select the extension from the list. (Fig. 34)

Fig. 34
1.
2.

Select Add to Chrome button. (Fig. 35)
Select Add extension on the pop up. (Fig. 36)
Your extensions can be found on the far right of your URL address bar. Select the puzzle 
piece to view. (Fig. 37)
Select the push pin icon next to Google Translate to “pin” it to your address bar. You will 
now see the Google Translate icon next to the puzzle piece whenever you are using the 
Google Chrome browser. (Fig. 37)

3.
4.
5.

6.

Fig. 36

Fig. 37

Fig. 35

E V E R Y  L I F E .      E V E R Y  M O M E N T.      E V E R Y  D A Y. www.ConsumerDirectWA.com | InfoCDWA@ConsumerDirectCare.com

https://chrome.google.com/webstore/category/extensions
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How to use Google Translate

1. On any webpage, including Workday, select the Google Translate icon, then select Translate this page. This will translate the 
entire webpage into your preferred language. (Fig. 38)

Fig. 38

Fig. 39

Fig. 40
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Use the dropdown menu options to select your preferred language. (Fig. 39 & 40)  
NOTE: Google Translate does not always accurately translate English text.

2.
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Hiring Tasks in Workday
STARTING YOUR

Now that you’ve logged into Workday, you’re ready to begin your Hiring Tasks. Go to your inbox from your Workday Homepage and 
complete the tasks listed below in order. (see Fig. 41 below for help finding your inbox)

•	Identify a Client
	» The Client/IP Match establishes a link/relationship in our system between the Client and IP using the information you provided 	

	 in your application. The match happens after you have completed onboarding. 
•	CDWA will send the required notifications to the Client and Case Manager

	» If Yes, you have a Client, complete the Client Information Questionnaire.  
	» Don’t have a Client yet? Create an account on Carina.org to help find a Client.

*	 If you do not have a Client, please allow 24-48 hours for Carina to verify your status before creating an account with    	
	 Carina.org to find a Client.

•	Complete Federal Withholding Elections
•	Payment Election Enrollment

20250731 24

E V E R Y  L I F E .      E V E R Y  M O M E N T.      E V E R Y  D A Y. www.ConsumerDirectWA.com | InfoCDWA@ConsumerDirectCare.com

Your hiring tasks are completed electronically in Workday. We recommend: 
•	Using a computer or tablet with Chrome as your web browser.
•	Using your Workday inbox to find your tasks and complete them.

Fig. 41

https://www.carina.org/


You can receive your pay by:
•	Direct deposit (to one or multiple accounts)  		
•	An existing pay card
•	CDWA issued Wisely Pay card       			 
•	Or a combination of direct deposit and pay card

	» For more information about Wisely Pay card, use this link.

To get started, you will need your account information. Inaccurate information will result in delays in payment.

Selecting Payment Method (required)

In the Payroll Election Rule field, choose if you want 
Direct Deposit (this includes to an existing pay card) 
(Fig. 42a) or a new Wisely Pay card (Fig. 42b).

Fig. 42a

Fig. 42b

Preferred Payment Method

Fig. 43

2520250731

In the Expense Election Rule field, select Manual 
for your expense payment election. (Fig. 43)
      

1.

2.
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Fig. 44

If you selected Direct Deposit, enter your account 
information in the required fields indicated by a red 
asterisk (*). (Fig. 44)  
Double check your account and routing 
information. 

Do not include dashes in account or routing 
numbers. This will cause your information 
to be rejected and a Wisely Pay card may be 
issued.

Account Information
3.

https://www.consumerdirectwa.com/wp-content/uploads/2021/08/WiselyCard_Poster_V3.pdf
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If you selected Wisely Pay Card, enter the 
following information in the required fields exactly 
as shown. (Fig. 45)

•	 Routing Transit Number: 071922476
•	 Bank Name: Wisely
•	 Account Type: Checking
•	 Account Number: 1

NOTE: Allow 7-10 business days for your Wisely 
Pay card to arrive in the mail in a plain white 
envelope. This envelope will contain instructions on 
how to activate your Wisely Pay card.

4.

5.

071922476

Wisely

Checking

1
Fig. 45

If you want to split your payroll between accounts, continue with the next steps.
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Select OK to continue.

NEXT: You will have the option to split your pay between accounts. If not splitting pay, review 
your information and click Submit.

1.
2.
3.
4.
5.

Splitting Payroll Between Accounts (optional)

Click the Add button. (Fig. 46)
Enter the information in the required fields.
Click OK.
Repeat steps 1-3 if you have more accounts.
When you have added all your accounts, click Save.

OPTIONAL: You can choose to have your pay deposited into multiple accounts (checking, savings, and/or Wisely Pay card). You can 
split the pay by amount or percentage. You can have up to one Wisely Pay card and six direct deposit bank accounts.
To split your pay between multiple accounts, you’ll need to first add all your accounts.
Follow the steps below:

Fig. 46

Do not include dashes in account or routing numbers. 
Double check your account information. 

Inaccurate information may result in delays in 
receiving your pay.
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1.

2.

After your accounts are added, you’ll need to assign the accounts to your Payroll Election.

In the Payment Elections section, click the Edit button on the Payroll Election Rule CDWA line. (Fig. 47)

Click the + button to add the additional account(s) you created. (Fig. 48)

Fig. 47

Fig. 48
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3. Click into the fields to select from the dropdowns for the following:
•	 Country (select - United States of America)
•	 Currency (select - USD)
•	 Payment Type (select Direct Deposit or Wisely Pay card)
•	 Account (select from the list of accounts you added) (Fig. 49)

Fig. 49

4.

5.

In the Balance/Amount/Percent fields, choose the dollar amount or 
•	percent you want deposited into each account.
•	If splitting by percent, the totals must add up to 100%.
•	If splitting by amount, the last account needs to have Balance selected 	
	 to capture the remaining amount. (Fig. 50)
•	When you have finished, review all information before you click 		
	 Submit. 

Inaccurate information will result in delays in receiving your pay. 
 
You will be taken back to the Manage Payment Elections screen. If you are 
completely finished, click Submit.

Fig. 50

More materials, including the current payroll calendar, information about ADP, accessing your paystubs, W-2s, and much more can 
be found on the CDWA website.

https://www.consumerdirectwa.com/payroll/


20250731

E V E R Y  L I F E .      E V E R Y  M O M E N T.      E V E R Y  D A Y. www.ConsumerDirectWA.com | InfoCDWA@ConsumerDirectCare.com

28

After choosing how to receive your paycheck, you will need to complete the last of your hiring tasks in Workday, listed 
below:

•	Orientation & Safety (O&S) Exemption Questionnaire
	» Five hours of O&S training is required before you are authorized to provide care for your Client. Please read the full 

questionnaire to determine if you meet one of the exemption criteria.
	» If you are not exempt, you will have a task in WorkDay with instructions to complete O&S Training (See below)

•	Drive/No Drive Questionnaire – You must have a current and valid driver’s license to provide transportation services
•	SEIU 775 Union Card Questionnaire 
•	Review Documents – CDWA IP Employment Attestation, CDWA IP Handbook, IP Employment Orientation 
•	Orientation & Safety (O&S) Credential Verification

	» If you identified that you are exempt from O&S you will be required to provide the reason you are exempt along with 	
documentation to support the exemption.
	» If you are not exempt from O & S Training, continue for instructions to complete this paid, required 			 

training. 

O&S Training (paid training)

1.

2.

From the Final Task (or email), select the link to access the O&S Training. (Fig. 51)

You will land on the course homepage. Select the Start Course button. (Fig. 52)
•	The training has been translated into multiple additional languages. Use the link above the Course Description to get to 
them. 

Fig. 51

Fig. 52

Last Hiring Tasks
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This 5-hour training includes 24 lessons (or modules)

Fig. 53

3. Select Launch Content to get started. (Fig. 53)      

4. If you see a message “Popup Blocked” simply select Launch Course to continue. (Fig. 54)

Fig. 54
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1.

2. 3.

4.
5. 6.

Course Navigation

Menu - this will help you determine what slide you’re on within the entire training. You can also use the menu to go 
back and replay a slide you’ve already watched.
Help - this will take you back to the Course Help slide at the beginning of the lesson.
Exit - this will close the lesson screen. You must use this button at the end of the lesson for it to show as complete.
Transcript - this will provide a written version of the narration of that slide.
Back button - use this button to go back one slide.
Next button - use this button to go forward in the lesson. You must complete the current slide before using the next 
button.
Volume - use this button to adjust the volume up or down.
Play/Pause button - as the presentation is playing, you can click here to pause and then start again.
Replay - use this button to restart the current slide/video (you will not be allowed to rewind a few seconds).

1.

2.
3.

4.
5.
6.
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1.

2.

3.

Lessons 6 - 11 have a document attached you’ll need to open and 
read. To do this correctly, you’ll want to first select the lesson, then 
choose Open PDF. (Fig. 55)

To close the document when you are done reading it, click or tap 
outside the document viewing area.

Use the buttons displayed to either View Again or go on 
to the Next Lesson. (Fig. 56)

Fig. 55

Fig. 56

LESSONS THAT INCLUDE A DOCUMENT
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Next, you will recieve a task with a link to access the optional CDWA Employment Orientation training. (Fig. 57)
You will land on the course homepage. Select Start Course.
This training will take about an hour to complete and goes through some information from your IP Employment Handbook.

CDWA Employment Orientation (optional paid training)

1.
2.
3.

Fig. 57
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SEIU 775 Orientation (optional paid training)

From the Final Task (or email), select the link to access the optional SEIU 775 Orientation training. (Fig. 58)
You will land on the course homepage, select Start Course. This training is a 10-minute video. Select the play button 
to begin.

1.
2.

CDWA EMPLOYMENT ORIENTATION COURSE NAVIGATION

1. 2. 3.

4.

Play/Pause button - as the presentation is playing, you can click here to pause and then start again.
Replay - use this button to restart the current slide/video (you will not be allowed to rewind a few seconds).
Previous/Next buttons - use the previous button to go back one slide. The next button is disabled and will not work unless 
you’ve previously played the slide and are repeating it.
Menu - this will help you determine what slide you’re on within the whole training. You can also use the menu to go back 
and replay a slide you’ve already watched.

1.
2.
3.

4.

Fig. 58
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Troubleshooting

IF YOU NO LONGER HAVE LINKS TO TRAININGS
You can always return to or access a course through 
your learning profile. To find your learning profile, 
follow the instructions below:

HOW TO CHECK YOUR PROGRESS
When you first use the link to access a training you come to the course landing page. Here you will see a list of lessons. From this list 
you can view whether a lesson is complete, in progress, or not started. You may select the lesson directly that you wish to return to, or 
select the Resume Course button. (Fig. 60)

Select your profile in the top right corner of 
Workday, then select the View Profile button. 
(Fig. 76)
From your profile, select Career on the left-hand 
side.
You will see your trainings organized into Not 
Started, In Progress, and Learning History. (Fig. 59)
Go to any course listed by selecting its title.

This is also how you can check that a 
course has been marked complete.

1.

2.

3.

4.

Fig. 76

Fig. 59

Fig. 60
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RESUMING A TRAINING WHERE YOU LEFT OFF
Select the link from your Final Task (or email) to access the course 
landing page. 
Select the Resume Course button. (Fig. 62)
Select Launch Content.
When the player pops up, it will ask if you’d like to resume where 
you left off. (Fig. 63)

•	 Yes will take you to the beginning of the last slide you 		
	 viewed in the course.
•	 No will take you back to the start of the presentation (your 		
	 previous progress will not have saved).

1.

2.
3.
4.

RETAKING A TRAINING OR VIEWING IT AGAIN

Use the original link from the email to access the course landing page. 
Select the View Course Again button. (Fig. 64)
You have two options: (Fig. 65)

•	Selecting the View Course Again button will not reset your 		
	 progress and you will not have to start from the beginning.
•	Selecting the Retake Course link will send you to the beginning of 	
	 the course, you will have to start over, and your progress 		
	 will be reset. (See instructions above to begin again.)

After selecting View Course Again, select the View Again button below 
the date of completion.
Select Launch Content.
Once you’ve launched content, the training will open.

Note: Retaking or reviewing a course will not result in more pay.

1.

2.

3.

4.
5.
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FINDING O&S TRAINING IN OTHER LANGUAGES
There are links in the course description leading users to the course in the following languages: (Fig. 61)

•	Arabic
•	Amharic
•	Chinese
•	Khmer
•	Korean
•	Nepali
•	Punjabi
•	Russian
•	Somali
•	Spanish
•	Tagalog
•	Tigrinya
•	Vietnamese
•	Ukrainian

Fig. 61

Fig. 63

Fig. 62

Fig. 64

Fig. 65
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Fingerprint Background Check Appointment

At this time, you will need to schedule your Fingerprint appointment. We MUST receive your fingerprint results within 
120-days of your “Okay to Provide Care” date

Once your Washington State background check has cleared, CDWA will provide instructions on the Fingerprint Application process.

Next Steps: 
Look for an email from CDWA that includes instructions for a Fingerprint-Based Background Check.

•	Sign the forms attached in the email.
•	Email the signed forms back to CDWA.
•	Call the phone number provided in the email to schedule a fingerprint appointment. 
•	For questions, use the information in the email to contact CDWA.

You will need your ID/OCA number for your Fingerprint Appointment. This number will expire six months from the issue date of your 
background check results. If it expires, you will need to submit a new background check application.

Now that your hiring tasks are completed, CDWA will need to review all of your hiring information before we can give 
you an “Okay to Provide Care” date:

•	An “Okay to Provide Care” date is the first day you can start working with your Client for pay. You will receive an “Okay to 
Provide Care” date after you have completed the following: 

	» Pass a Background Check with CDWA
	» Have an approved, valid I-9
	» Complete required Orientation & Safety Training (O&S) or provide CDWA with proof of an equivalency
	» Have a Client in CDWA’s system with an active authorization

*	 If your Client does not have an active authorization, they may need to contact their Case Manager
*	 If you do not have a Client, you can create a profile on Carina.org. NOTE: You need to have passed your interim 
Background Check with CDWA to register with Carina.org. Contact CDWA if you have questions. 

•	Other factors that can hold up your “Okay to Provide Care” Date: 
	» Failure to complete O&S
	» No Client identified

*	 If you do not have a Client, please allow 24-48 hours for Carina to verify your status before creating an account 	
	 with Carina.org to find a Client.

	» Client has no current authorization
	» Client Authorization is expired
	» If all your hiring requirements are met, we will issue you your OTPC date within 3-biz days. Please contact us if you have 

not received an OTPC date within 3 business days after completing all the hiring requirements. 

“Okay To Provide Care” Date

https://www.carina.org/
http://Carina.org
http://Carina.org


ATTESTATIONS in the DirectMyCare web portal

CONFIRMING

Log into CDWA’s DirectMyCare web portal. 
A pop-up window will appear. Complete the questions about your relationship to the Client and Live-in Status. (Fig. 66)
Select Continue. 

1.
2.
3.
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Getting Started
Once you’ve received your “Okay to Provide Care” email, you have one more step before you submit time. 
Follow the instructions below to complete the Client Relationship Information and Live-in Status Attestation. 

Your answers to your attestations determine:
•	      Applicable tax exemptions
•	      Needed level of training
•	      Live-in status
•	      Electronic Visit Verification (EVV) requirement

You will not be able to submit time to CDWA until these questions are completed.

(For more information about submitting time, use this link.)

To complete your attestations:

Fig. 66
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Based on your answers about your Relationship to the Client and Live-In Status, carefully read the information on the next 
screen. Check the box to attest that the answers you provided are accurate and truthful. 

•	Select Continue when everything is correct.
•	If you discover that you have made a mistake you can use the Back button to go back and change your answers. 

      
The final screen will notify you of the next steps CDWA will take to confirm the relationship and link you to your Client so that 
you can start submitting time. 

•	Select Continue. 
•	When you see your Client’s status as Approved on your Dashboard, you will be able to start submitting time.

4.

5.

https://directmycare.com/#/login
https://www.consumerdirectwa.com/time-and-mileage-entry/
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