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To:
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RE:
Launchpad, Docusign, or other platform requests
Workforce Southwest Washington (WSW) currently administers Launchpad and DocuSign for the Southwest Washington Workforce Development Area. If more platforms are added, this same procedure will apply.
Access to Launchpad is limited to individuals whose currently assigned job duties justify a business need for access and those with access to Launchpad data must only share private and confidential information as specified in the Launchpad user guidelines. For specific information on data privacy and security see WSW Data Security Requirements Policy.  

Access to DocuSign is limited to those with a business need to serve job seekers in a virtual environment while following compliance and confidentiality rules. 

To streamline and remain in compliance, all requests for access or support will go through WSW’s Quality Assurance Team.  For general questions or inquiries, or for specific needs such as a password reset, please email QATeam@workforcesw.org.  
The following common requests must be submitted, and the Quality Assurance team will respond within 5 business days with next steps.

· To request a new user be given access, a request form must be submitted.  
· To request refresher training for a current user, a training request form must be submitted. 

· To request specific data or report from Launchpad, a data request form must be submitted. 
· To deactivate a user, a deactivation request must be submitted.

Starting January 2021, all partners must track training dates and attendance for all platforms for their users. This can be incorporated into an already existing tracking log for staff professional development or compliance trainings. This log will be monitored annually for compliance with required training.
For Launchpad specifically, user trainings are provided as a train-the-trainer model and will be scheduled on an “as needed” basis. Provider Leadership (sub-contractor) will be responsible for training their staff. Upon completion of training, the supervisor will complete the New User request form located on the WSW website for each new user. Within 5 days of receipt of the New User request form, a User Agreement will be sent to the new user to sign and return to WSW via DocuSign. The Launchpad login will be activated.

DocuSign training is provided on a as needed basis. Complete the Training Request Form when training is needed. 

Guidance will be adjusted as new platforms are added to the WSW Administration. For questions or comments email ttoles@workforcesw.org.
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