
Objective: Learn how to file sole source and 
emergency contracts and amendments in 
the new Sole Source Contracts Database 

(SSCD) 

 

Submit a Sole Source or Emergency 

Contract to DES 
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• What is “filing”? 

– Submitting contract or amendment information to 
DES for review/approval. 

– Applies only to sole source and emergency 
contracts and amendments. 

 

• Personal Service Contracts Database (PSCD) 
was modified to create the…  

 Sole Source Contracts Database (SSCD) 
 

– Available to state agencies/institutions of higher education only, 
not a publicly viewable database/website 
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Overview of the Filing Process 



• What information is needed for filing? 

– Contractor information 
• Legal name, DBA name, address, TIN or SSN, and UBI 

– Contract/amendment information 
• Type (sole source or emergency), purpose, start/end dates, funding 

(state, federal or other, and amount) and service description (sub-

object code from SAAM Ch. 75.70) 

– Answers to justification questions 

– WEBS posting information 

– Agency website posting information 

– Contract/amendment document in final form, prior to 

signature 
 

3 

Overview of the Filing Process 

http://www.ofm.wa.gov/policy/75.70.htm


Log in to SSCD 
• Same log-in and 

password as PSCD 

• New to the system? 

– Request User ID and 

Password from your 

agency administrator/ 

contracts staff 
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How do I file in SSCD? 
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How do I file a contract? 

To file a NEW CONTRACT…   
1. Click on Filing 

2. Click on New Contract 



3. Complete Agency page and hit Save 

 

 

 

 

 

 

 

 

 

 

 
Note: Add multiple contacts so multiple staff  

receive email communications. 
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How do I file a contract? 



4. Conduct a Search to find the Contractor 

• Use *asterisks* to conduct a wildcard search  
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How do I file a contract? 



5. Select the Contractor name or Add New Contractor 

then hit Save 
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How do I file a contract? 



NOTE: Once complete, each section/page/tab will be 

marked with a pencil.  
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How do I file a contract? 



6. Complete the Contract page and hit Save 
• Required fields are marked with * 
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How do I file a contract? 



7. Continue To Filing Justification section 
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How do I file a contract? 



8. Complete each of the Filing Justification sections 

and be sure to hit Save Answers at the end of each 

section 
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How do I file a contract? 



Write compelling & complete justifications! 

• Justification templates available (see handouts) 

– Sole source contracts and amendments 

– Emergency contracts and amendments 

 

• Key questions to ask yourself… 
– Do my answers address ALL of the questions? 

– Do my answers provide enough details? 

– Can my answer be understood by someone who knows little 

about the contract services or my agency? 
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How do I file a contract? 



NOTE:  Once you have completed all of the Filing 

Justification questions, you will see pencils… 
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How do I file a contract? 



9. Attach final contract document on the Attachments 

screen 

 

 

 

 

 

 

 

 

 NOTE: If the file is too large, you can break it into multiple files. 
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How do I file a contract? 



10.Review information on Filing Summary screen 
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How do I file a contract? 



11.(LAST STEP!) Hit the Submit button at the bottom of 

the Filing Summary screen 

 

 

 

 

 
NOTE: The Submit  

button will not show up 

if data is incomplete. 
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How do I file a contract? 



To file a NEW AMENDMENT… 
1. Click on Filing 

2. Click on New Amendment 

3. Enter Filing Number from original contract filing 

• Brings forward original contract information 

4. Complete the Amendment page and hit Save 
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How do I file an amendment? 



5. Continue to the Justification page  

6. Complete each of the Filing Justification 
sections and be sure to hit Save Answers at the 
end of each section 
• Justifications must stand alone 

• Can’t rely on information submitted in the original contract 
justification 
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How do I file an amendment? 



7. Attach final contract document on the Attachments 

screen 

8. Review information on Filing Summary screen 

• Watch for yellow triangles… 

• The Submit button will not show up if data is incomplete. 

9. Hit the Submit button at the bottom of the Filing 

Summary screen 

 

NOTE: SSCD can only handle one amendment per 

contract at one time! 
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How do I file an amendment? 



• DES reviews the complete filing and all documents 

• DES may send questions and/or comments 
– Questions must be answered before DES can process 

– To respond to the questions, find the filing in your agency 
Filing Queue… 

– Be SURE to hit Submit Answer after you have saved it! 
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What happens after I submit? 



• Once processed by DES, a Filing Number is assigned 

and the record is saved in SSCD. 
 

• It is the agency’s responsibility to verify that DES 

approval has been granted (for sole source contracts/ 

amendments) prior to starting work. 
 

• SSCD provides email notification to the agency contact 

person when DES completes the review and/or approval. 
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What happens after I submit? 

Filings can be processed quickly when all 
information is correct, compelling and complete! 



• SSCD help desk: 

(360) 407-8141 

des.contracting@des.wa.gov 

• SSCD website:   

INSIDE the statewide intranet: 

http://sscd.des.wa.gov 

OUTSIDE the statewide intranet: 

https://fortress.wa.gov/es/sscd 
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Sole Source Contracts Database (SSCD) 
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