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INSTRUCTIONAL USER GUIDE 

Escrow Quarterly Report SAW Registration 

Registering for a Secure Access Washington (SAW) account – if you already have a SAW account 

that you use to access other state agency services you may use the same log in information. 

Just add a new service by choosing Department of Financial Institutions – Escrow Agent QR. If 

you do not, please follow the steps below to get started.   

Click on “Create one” to start your registration. 

 

Click on “START” and follow the prompts to create an account. 
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Click on “Add a New Service” to access the Online Escrow Quarterly Report.  

 

Choose “Department of Financial Institutions” on the right hand side. 
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Click on the “APPLY” button. 

 

Provide the following information and click on “continue.” 

 

You will receive the below message. 
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Once you receive your confirmation email to obtain access to the Online Escrow Quarterly 

Report, you may begin your filing by logging back into your SAW account with the login 

information you have created. 
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Filing your Quarterly Report 

 

Select your license number and click on “Start Report.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you represent 

another licensed 

Escrow Agent use 

the “ADD” button 

to register 

another account. 
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Instructional page for your reference.  
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The system will guide you through the filing process, starting with your basic information. 

Please select the quarter from the drop down option and click “Continue.” 

 

Please Note: You must complete each phase before moving on to the next section. If you realized you’ve made an 

error in the middle of your filing you cannot return back to the previous section, you must wait until the Review/Edit 

Phase in order to make your changes/corrections.  

 

TRUST ACCOUNT ENTRY PHASE 

 You will need to complete the Trust Account Entry for each trust account you have on record 

with DFI. Provide your trust account number and click on “Validate.” 

 

Please note: If 

your trust 

account number 

does not match 

what we have 

on file you will 

receive this 
message. 
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If your trust account information that you provided is correct and you are still receiving an 

account number not found message you’ll still be able to continue with your filing. 

 

Verify if any branch office location share this trust account.  

 

Indicate the appropriate responses to the below questions. 
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Depending on your answers to the previous questions, you’ll be prompted to provide a brief 

explanation.  

 

Provide your 3 way reconciliation report for the third month. 
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If you choose to Save & Continue or Save & Exit System you will receive this message. 

 

To log back into the system you will need to log in through your SAW account. Provide the 

following information which will again take you to the instructional screen and then to the 

screen where you had left off. 

 

 

Screen of 

where 

you had 

left off  
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Provide your 3 way reconciliation report for the third month. (Continued) 

 

Indicate if you have another trust account to report. 
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OPERATIONS ENTRY PHASE 

Once you’ve completed your trust account information, you’ll move to the next phase of 

“Operations Entry.” You’ll select the appropriate response to each answer and provide the 

following information. 

 

 

*  
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*  

*  

*  
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REVIEW/EDIT PHASE 

Once you’ve completed the “Operations Entry Phase” you’ll be able to review all the 

information that you have provided.  

 

Use the 

“Edit” 

button to 

make any 

corrections 

needed 
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If you receive a “WARNING” message this indicates that your trust account information does not match.  
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Sample of what will cause a warning message to display (as of dates of bank statements do not 

match).  
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If you have verified your information and determined that what you have provided is correct, 

Click on the “Return to Review” button. 

If you updated any portion of your trust account information click on the “Update” button to 

save your changes and then click on “Return to Review.” 
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Warning message will disappear upon correction. 

 

Upload/Certify & Submit Phase 

You are required to submit a copy of the third month bank statement for each trust account. 

You also have the option to upload additional supporting documents to support your answers 

for any of the questions that required a brief explanation. 
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Once you have successfully uploaded your files, you will then certify and submit your quarterly 

report.  

 

Complete/Print Phase 

Please print a copy of your quarterly report filing to retain for your records.  

 

 

 

 *Screens not required for Branch Office Filing 


