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ERA Registration Instructions 
Learn how to complete the registration process by following the steps below.  

After DRS sets up a user in ERA, two emails will be sent to the user. One email contains a Registration 
code and the other contains a Registration link.  

Sample of what the emails look like when you receive them: 

 

 

1. Copy the security code 

 

 

2. Select the “Registration link” 
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3. Paste the security code into the “Registration code” field and select “Validate” 

 

 

 

 

4. Choose either “Use Existing Account” or “Create New ERA Account” 

You need to choose Use Existing Account if you already have a Secure Access Washington (SAW) 
Account. You will need to use your existing User ID and Password. Please do not use a shared 
SAW account or email. You will need to use an account and email specific to you. 

OR 

Choose Create New ERA Account if you do not have an existing SAW account. You will begin the 
registration process to get a SAW User ID and Password. 

If you choose Create New ERA Account, you will begin the registration process to get a USER ID 
and password that you will use to access ERA for retirement reporting. 
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5. Fill in the USER ID you wish to use and select “Validate” 
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If the USER ID is already taken the message, “User ID is not available,” will appear. Try a 
different USER ID. 
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If the USER ID is available, you will get a green message. 

6. Continue the process by entering the required information in the fields with red lines and 
select “Create User” 

 

 

  



 

Page 6 of 10 
 

 

7. If you prefer a different secret question, select the arrow in the “Secret Questions” field and 
choose one from the drop down menu 

 

 

8. Answer your “Secret Question” and select “Create User” 
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9. You will receive one more email to complete the registration process 

 

The email will look like this: 

 

 

10. Select “Activate your account” 

 

 

11. Enter the USER ID and password that was just created and select “Login” 
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12. Select “Continue” 

 

 

13. Enter an email address that a security code can send to and select “Continue” 

 

 

14. Enter a “Phone Description” and also enter a “Phone Number” that can receive a call with a 
security code and select “Continue” 

If you receive a security code, you will have the option to use phone or email but you will need 
to supply both during this registration process. 
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15. Review all the information for accuracy, select “Finish” and if you need to change some 
information select “Update your Settings” 

 

 

16. After you review the “Security Access Agreement,” select “Accept & Continue” to move 
forward or “Decline” if you do not wish accept 
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17. You are logged in and able to access your employer information 

 

 

When you log into ERA in the future, you might be required to go through a security validation 
process. This can happen if you have cleared your browser information or are using a different 
computer. Follow the security validation screen prompts to log into ERA. 


