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The purpose of this user guide for the State of WashingtonΩǎ Department of Health Healthcare 

Enforcement and Licensing Management System (HELMS) is to assist facility credentialing 

portal users in performing licensing activities on the portal. 

HELMS is a solution designed to modernize how health professionals and facilities apply for and 

manage their licenses. By leveraging the robust capabilities of a custom Salesforce platform, 

I9[a{ ƻŦŦŜǊǎ ǘƻƻƭǎ ǘƻ ƳŜŜǘ ǘƘŜ ŘƛǾŜǊǎŜ ƴŜŜŘǎ ƻŦ ²ŀǎƘƛƴƎǘƻƴΩǎ ƭƛŎŜƴsed health professionals 

and facilities.   

Roles Activities 

Facility Portal Users 

¶ Log In 

¶ Dashboard Access 

¶ Apply for a New Facility License 

¶ Apply for Change of Ownership 

¶ Submit a Change of Name Request 

¶ Submit a Change of Location Request 

¶ Submit a Renewal Application 

¶ Submit an Amendment Request 

¶ Complete Due Payments 

¶ View Payment History 

¶ Delete Application 

¶ Resume Application 

  

PURPOSE  
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To access the HELMS portal, you will need to log in through Secure Access Washington (SAW), 

ǎŜŎǳǊŜŀŎŎŜǎǎΦǿŀΦƎƻǾΦ {!² ƛǎ ǘƘŜ {ǘŀǘŜ ƻŦ ²ŀǎƘƛƴƎǘƻƴΩǎ ǘƻƻƭ ŦƻǊ ƎƻǾŜǊƴƳŜƴǘ ŀƎŜƴŎƛŜǎ ǘƻ 

provide secure access to online government services.  

If you experience problems with the SAW site, please contact WATech (24 hours) at 855-928-

3241 or email support@watech.wa.gov. 

 
Once you have successfully logged into SAW, choose Add Service to your account. When you 

select that button, you will be prompted to choose a method for finding services.  

We recommend that you browse services or select an agency. From either choice, you can 

ŜƛǘƘŜǊ ǎŜŀǊŎƘ ά5hIέ ƻǊ ŎƘƻƻǎŜ Department of Health from the list.  Click the Add button on the 

right-hand side of the Health Professional and Facility Licensing (HELMS) service. The service 

ǿƛƭƭ ǘƘŜƴ ōŜ ŀŘŘŜŘ ǘƻ ȅƻǳǊ {!² ŀŎŎƻǳƴǘΣ ŀƴŘ ȅƻǳΩƭƭ ōŜ ǊŜŘƛǊŜŎǘŜŘ ǘƻ ǘƘŜ ƭƛǎǘ ƻŦ ǎŜǊǾƛŎŜǎ 

associated with your account. Click on the green title link, Health Professional and Facility 

Licensing (HELMS), to log in to HELMS.   

For more information on logging in through SAW, please visit doh.wa.gov/HELMS. 

  

LOGGING IN 

mailto:support@watech.wa.gov
http://www.doh.wa.gov/HELMS
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When you log in to the HELMS user portal for the first time, you will be asked to complete a few 

steps.  

1) You will be directed to the Privacy Agreement page. Read the complete information on 

the page. Click the Continue button to proceed.  

 

2) You will be directed to the Locate your Account page on the HELMS portal. If you hold a 

health professional credential in the State of Washington, we recommend that you use 

your last name, date of birth, social security number, and credential number to match 

ȅƻǳǊ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛǘƘ 5hIΩǎ ƭƛŎŜƴǎƛƴƎ ǊŜŎƻǊŘǎΦ For support with professional 

credentials, please see the Profession Credentialing user guide at doh.wa.gov/HELMS. 

  

MY PROFILE (FIRST-TIME LOG IN) 
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If you are only using HELMS for facility credential management, you can enter your personal 

information and click the Submit button to create a new account. 

Note: The Social Security # field is mandatory. If you do not have your Social Security number, 

you can select the checkbox to make the field optional; however, we do not recommend doing 

so unless it is necessary.   

 

3) Select Yes/No ǘƻ ǘƘŜ ǉǳŜǎǘƛƻƴ ά5ƻ ȅƻǳ ŎǳǊǊŜƴǘƭȅ ƘƻƭŘΣ ƻǊ ƘŀǾŜ ȅƻǳ ŜǾŜǊ ƘŜƭŘ ŀ 
ƘŜŀƭǘƘŎŀǊŜ ƭƛŎŜƴǎŜ ƻǊ ŎǊŜŘŜƴǘƛŀƭ ƛƴ ²ŀǎƘƛƴƎǘƻƴ {ǘŀǘŜΚέ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ Submit 
button.   
¶ If you select Yes, you will be allowed to search again for your information in the 
system.   
¶ If you select No, a new account will be created for you.  
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To create your new account, you will be directed to the My Profile page.  

 

4) Enter all the required information (fields with a red asterisk) in the Personal 

Information section.  

Note: This is your personal account, and you do not need to provide information related 

to the facilities you manage. 
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5) Enter all the required information in the Address section for your personal information. 

Note: After entering the address, the Validate Address button will be activated. Click the 

Validate Address button to confirm the address.  

 

You can select the System Recommended Address or proceed with the Original Address, then 

click the Submit button.  
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6) Click the Save button after entering all the required information.  

Note: If you select: άMailing Address if different from the aboveέ checkbox, you must 

enter a mailing address.  

  

¶ The entered information will be saved. Scroll to the bottom then click the Exit button.  
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You account is created, and you will be directed to the dashboard for profession credentialing.  

 

Note:  For all subsequent log ins, you will be taken directly to your dashboard.   
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On the blue navigation bar, go to the Facility Credentialing tab. 

The dashboard is the home screen for the HELMS portal and serves as the central hub for all 

your facility licensing activities. The dashboard features various tiles that break down the 

information further and allow you to interact with specific items. 

 
  

THE DASHBOARD 
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To view facility credential details, go to the Facility Credentials tile, then click on the Facility 

Credentials tab. 

Note: You will only see the applications that you have submitted within HELMS.  

 

To view facility application details, go to the Facility Credentials tile, then click on the Facility 

Applications tab. 

 

Accessing Facility Credentials and Facility Applications 
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Log in to the HELMS portal and follow the steps below to fill out and submit a facility credential 

application. 

1) Click the Start Application button and then select the Facility Credential from the available 

drop-down list. 

 

Note: Alternatively, you can click the drop-down arrow next to the Facility Credentialing tab 

and select the Apply for a Facility Credential option from the list. 

 

SUBMITTING A FACILITY CREDENTIAL APPLICATION 

Applying for a New Facility License 
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2) You will be directed to the Facility Lookup page. Provide either the Unified Business 

Identification (UBI) number or Federal Tax ID number to retrieve the account information, 

then click the Continue button. 

 

3) You will now be directed to the Account Information page. Review the details, and if the 

information is correct, select the checkbox to verify. 

4) Click the Continue button to proceed. 
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5) On the Facility Lookup page, click the Create Application for New Credential button to 

apply for a new facility credential related to this account. 

 

6) You will be directed to the Select License page. You can search for the license using the 

Search By Name or Search From List options. 

Search By Name:  

a) Click any letter to see the list of licenses starting with that letter.  

b) Select the circle beside the License name, then click the Next button to initiate the 

process. 
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Search From List:  

a) Select a Facility from the Program Type drop-down list. This displays the Credential 

Type field. 

b) Select the appropriate Credential Type from the drop-down list. The list of Credentials 

related to the selected Credential Type will be displayed. 

c) Select the required Credential Name and then click the Next button. 

 

7) You will be directed to the Application Type page. To apply for a facility license, select 

Apply for New Facility License option and then click the Continue button.  
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8) Review the pre-requisite information carefully, then click the Continue button to start filling 

out the application. 

 

Note: Regardless of how you choose to start a new application, you are required to use the 

Facility Lookup tool to find a facility application or credential. If your UBI or FEIN numbers are 

not associated with a current account, you will be directed to fill out account information as 

part of your facility application. Once your application is submitted, your HELMS facility account 

will be created. 

The application is divided into several steps. Complete each step before proceeding to the 

next.  

In the following example, we have used the Ambulatory Surgical Facility to demonstrate the 

steps involved in the application process.  

Note: Some steps are common to all credentials, while others are credential-specific and occur 

based on the selected credential. This is an example. 

  

Application Steps 
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In the Legal Entity step, select the appropriate Legal Entity Type. Click the Save & Next button. 

 

1) The details in the Demographic Information step will be pre-populated from the accountΩǎ 

profile.  

 

  

Step 1: Legal Entity 

Step 2: Demographic Information 
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2) In the Contact Information section, enter the Facility Name To Be Printed on License, then 

click the Save & Next button. 
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1) To add a new key individual, click the Add Key Individuals button  

 

2) Enter the required details, then click the Submit button. 

 

Step 3: Key Individuals 
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3) The key individual record will be added. Click the Ok button to close the pop-up window. 

 

4) The newly added key individual record will be displayed. Click the Next button to proceed to 

the next step. 

Note: Only one key individual can be added per type. 
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1) In the Facility Information step, fill in all the required details in the Surgery Information 

section. 

 

2) In the Certification - Accreditation section, read the questions and select Yes/No as 

appropriate. If Yes, provide the necessary details as requested. 

3) After filling out all the required details, click the Save & Next button. 

 

Step 4: Facility Information 
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1) In the Supporting Documentation step, upload the copies of the requested documents, and 

click the Upload button. 

 

a) Use the Select Files button to choose the document to upload. 

 

Step 5: Supporting Documentation 
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b) After the document is uploaded, click the Submit button. 

 

c) Once the uploaded document is submitted, click the Close button. 
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2) The uploaded document will be displayed. Click the Save & Next button. 

 

Read the information available in this step carefully, then click the Next button to proceed to 

the next step. 

 

Step 6: Additional Information 
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Read the Attestation section and select the I agree checkbox to provide your consent. This is a 

legal attestation. Enter your role Title information and then click the Save & Next button. 

 

1) In the review step, read the information that you provided in each section to make sure it is 

accurate.  

Note: Click the Edit button to make changes in any section. The edit button directs you to 

the appropriate step so you can update the information. 

 

Step 7: Attestation 

Step 8: Review 
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2) Scroll down through the page, and then click the Submit button. 

 

Note: For some credentials, the fee is collected at the time of submission, so you will encounter 

a payment step during the process. However, for some credentials, fees are collected after the 

application has been submitted; in that case, the payment step will be skipped during the 

application submission. Click here to go to the payment step of the user guide. 

3) A confirmation pop-up will come up, review it, and click the Submit button. 
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After ŀ ǎǳŎŎŜǎǎŦǳƭ ǎǳōƳƛǎǎƛƻƴΣ ŀ Ψ{ǳōƳƛǘǘŜŘ {ǳŎŎŜǎǎŦǳƭƭȅΩ message will appear on the screen. 

Note: To return to the home page, click the Back to Home button. 
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1) Click the Start Application button and then select Facility Credentialing from the available 

drop-down list. 

 

Note: Alternatively, you can click the drop-down arrow next to the Facility Credential tab and 

select the Apply for a Facility Credential option from the list. 

 

Applying for Change of Ownership 
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2) You will be directed to the Facility Lookup page. To locate the account information, you 

must enter either the Owner Unified Business Identifier (UBI) or the Owner Federal Tax ID, 

then click Continue. 

 

3) You will now be directed to the Account Information page. Review the details, and if the 

information is correct, select the checkbox to verify. Then, click the Continue button to 

proceed. 
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4) On the Facility Lookup page, click the Create Application for New Credential button to 

apply for a new facility credential. 

 

5) You will be directed to the Select License page. You can search for the license using the 

Search By Name or the Search From List options. 

Search By Name:  

a) Click the alphabet to see the list of licenses starting with that alphabet.  

b) Select the circle beside the license name, then click the Next button to initiate the 

process. 
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Search from List:  

a) Select a Facility from the Program Type drop-down list. This displays the Credential 

Type field. 

b) Select the appropriate Credential Type from the drop-down list. The list of Credentials 

related to the selected Credential Type will be displayed. 

c) Select the Credential and click the Next button. 

 

6) You will be directed to the Application Type page. To apply for a change of ownership, 

select Apply for Change of Ownership option and then click the Continue button.  

 

7) Read the details carefully and click the Continue button to start filling out the application. 
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The application is divided into several steps. Complete each step before proceeding to the 

next.  

In the following example, we have used the Ambulatory Surgical Facility to demonstrate the 

steps involved in the application process.  

Note: Some steps are common to all credentials, while others are credential-specific and are 

based on the selected credential. 

In the Legal Entity step, select the appropriate Legal Entity Type. Click the Save & Next button. 

 

Application Steps 

Step 1: Legal Entity 
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1) The details in the Demographic Information step will be pre-populated from the accountΩǎ 

profile.  

 

2) In the Contact Information section, enter the Facility Name To Be Printed on License. After 

filling in the details, click the Save & Next button. 

 

Step 2: Demographic Information 
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1) Search for the credential number for which the ownership is to be changed. 

 

2) Upon searching, the details of the facility will be displayed. Select the Effective Date of 

Ownership Change from the calendar. 

3) Click the Save & Next button to proceed. 

 

Step 3: Change of Ownership Information 
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1) To add a new key individual, click the Add Key Individuals button. 

 

2) Enter the required details, then click the Submit button. 

 

Step 4: Key Individuals 
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3) The key individual record will be added; click the Ok button to close the pop-up window. 

 

4) The newly added key individual record will be displayed. Click the Next button to proceed to 

the next step. 

Note: Only one key individual can be added per type. 
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1) In the Facility Information step, fill in all the required details in the Surgery Information 

section. 

 

2) In the Certification ς Accreditation section, read the questions and select Yes or No as 

appropriate. If yes, provide the necessary details as requested. 

3) After filling out all the required details, click the Save & Next button. 

 

Step 5: Facility Information 
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1) In the Supporting Documentation step, to upload the copy of the requested document, 

click the Upload button. 

 

a) Use the Select Files button to choose the document to upload. 

 

Step 6: Supporting Documentation 
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b) After the document is uploaded, click the Submit button. 

 

c) Once the uploaded document is submitted, click the Close button. 
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2) The uploaded document will be displayed. Click the Save & Next button. 

 

Read the information available in this step carefully, then click the Next button to proceed to 

the next step. 

 

Step 7: Additional Information 




















































































































