Submit a Sole Source or Emergency
Contract to DES

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

(SSCD)




 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)

— Avallable to state agencies/institutions of higher education only,

@ not a publicly viewable database/website



 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



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

How do | file iIn SSCD?

Lo 0 In to SSCD SSCD  SgesSource @imaasties

« Same log-in and
paS SWO rd aS P S C D '-09;\9 to the Ct::::zcts Database System

* New to the system? o

— RequestUseriDand ... — J
Password from your

CO ntraCtS Staﬁ | After five unsuccesshul attempts. wou will be locked out of the S3CD system. If this
happens, contact your agency administrator for access to the system
! ill be ul
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How do | file a contract?

To file a NEW CONTRACT...

1. Click on Filing
2. Click on New Contract

Sole Source g ome e
SSC Contracts Database @Entermse Services

Haome Filing [ueues Admin Search Contact s Linksz Help

Hew amendment
SOLE SOURCE COMTBRACTS DATABASE!

The State of Wazhington, by policy and law, believes competition i the best strategy to obtain the best va

purchazesz, and to enzure that all interested vendors have a fair and tranzparent opportunity to zell goods 2




How do | file a contract?

3. Complete Agency page and hit Save

SOI e SOU rce LA Washington &n_ms Department _o‘
SSC D Contracts Database @ Erverprise Services LR

Home Filing Cueues Admin Search Cantact Us Links Help ‘
_ Contractar Contract Justification Attachrments Filing Summary ‘
File New Contract for Agency Information

Required fields are marked with =,

Agency: DES
Agency # Agency

\ 179 DES
Contact Person while filing is in process at DES *

I:‘ Agency User, DES |:| Buechel, Melanie

2 Contact Person when filing is processed *

D Agency User, DES I:' Buechel, Melanie

) Note: Add multiple contacts so multiple staff
receive email communications.




How do | file a contract?

4. Conduct a Search to find the Contractor
e Use *asterisks* to conduct a wildcard search

j AGER _ Contract Justification Aftachrents Filing Summary

File New Contract for

Filing Number: Mot Yet Available
Agency: DES
Reference Mumber: 50002

Agency Contract #:

Status: ﬂ

Legend

Info Entered In Section
Info Required Ta Submit
Sawved Filing

Subrmitted Filing

File Fagsed Yirus Check

& GO\

Contractor Search
Required fields are marked with a red *

Search below to verify if the contractor exists in the database.

d Tosearch by TIM, wou must include 9 numeric characters.

4 To perform awildcard search on Legal Name, make sure you use an asterisk (*l.ie. jones® *jones, *jones™. Minimum

length to search by is 3 characters.
When performing e wildcard search, ensure vour search criteria is as unique as possible and use the double wildcard search

sparingly. to avoid lengthy delays in system response.

Contractor Search By™

':-::.:' TIN ':.é.:' Legal Mame

Search Criteria™




How do | file a contract?

5. Select the Contractor name or Add New Contractor
then hit Save
JA_EIM _ Contract Justification Aftachments Filing Summary

1 records found.

File New Contract for G Search Again_._)

Filing Number: Mot Yet Available
Contractor Search - Results for Legal Name: *Northwest Cadence*
Agency: DES

Reference Number: 50002
Select a contractor below or Add a New Contractor to the database:

Agency Contract #:

H ‘i/ Contractors may have offices/facilities in multiple locations: therefore, more than one address may display for one
Status: . ) .
contractor. Select the contractor with the address applicable to wour contract, or add a new address as appropriate.
Contractors and Existing Addresses (UBI)
\
Legend Northwest Cadence

Info Entered In Section 1. 105 Central Way, Suite 202 Kirkland, WA USA 98033
Info Required To Submit Add Mew Address..
Saved Filing ”

Subrnitted Filing Add New Contractor QJ

FRO>S

Fila Paccad Wime Tharl




How do | file a contract?

NOTE: Once complete, each section/page/tab will be
marked with a pencil.

Home Filing Queues Admin Search Contact Us Links Help ‘

Justification Aftachments Filing Summary

File New Contract for G Search Agam)

C 4 |




How do | file a contract?

6. Complete the Contract page and hit Save
» Required fields are marked with *

J Agency J Contractar Justification Attachments Filing Summary
File New Contract for Contract Information

Filing Number: Mot Vet Availahle Priurtu submitting this filing. Agency will need to confirm this contract's value falls within their delegated authority. Delegated

Autharity Policy #DES-090-00

Agency: DES
Reference Number: 30002
Legal Mame:Maorthwest Cadence @ fields are mark@
Agency Contract #:
Status: E Proitin-ement. N
L/ Bole Source L/ Emergency

‘i/ The Contract Purpose field is the only field used for a "keyword search” guery. Include a thorough description of the type

L d
L of services being provided.
j Infa Entered In Section
. . Contract Purpose™
/ ! Info Required Tao Submit

E Sawved Filing

10




How do | file a contract?

7. Continue To Filing Justification section

j Agency J Contractor

j Contract

File New Contract for

Filing Number: Mot et Available
Agency: DES

Reference Number: 0002
Legal Name:Morhwest Cadence

Agency Contract &

Status: H

[ Filing Justification

Attachments Filing Summary

Select the filing justification section to view or edit

Specific Froblem or Need

Sole Source Criteria

Sole Source Posting

Reasonableness of Cost

11




How do | file a contract?

8. Complete each of the Filing Justification sections
and be sure to hit Save Answers at the end of each

section

J Agency J Contractor J Contract _ pttachments Filing Summary

“our changes have been made successfully.

Currently Yiewing

Filing Number: Mot et Available " Filing Justification

Agency: DES
Select the filing justification section to view or edit
Reference Number: 80002
Sole Source Criteria Sole Source Posting

Legal Name:Morthwest Cadence Specific Problem or Needj

Agency Contract #:

Status: n

Reasonahleness of Cost

[ Save Answers ]/

12




Write compelling & complete justifications!

 Justification templates available
— 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?



How do | file a contract?

NOTE: Once you have completed all of the Filing
Justification questions, you will see pencils...

j ArCEncy j Contractor j Contract @tiﬁcaﬁun Attachments Filing Sumrmary

Your changes have been made successfully.

Currently Yiewing

Filing Number: Mot vet Available FI0E) it Tt

Agency: DES
Select the filing justification section to view or edit
Reference Number: 5000z

Legal Name:Northwest Cadence Specific Problem or MNeed j Sole Source Criteria j Sole Source Posting j

Agency Contract #: Reasonableness of Cogst

Status: E

14



How do | file a contract?

9. Attach final contract document on the Attachments

screen

J Agency j Contractor

Currently Viewing

Filing Number: Mot Yet Available
Agency: DES

Reference Number: 80002
Legal Name:Northwest Cadence

Agency Contract &

Status: E

Legend

j Info Entered In Section

j Contract j Justification Aftachments Filing Summary

Attach Files
Required fields are marked with *.

Attachments are viewable by all agencies and the public. Therefore do not include any confidential materials.

9 Please note that large files might take a few moments to upload and process. Any files larger than 2MEB might not upload

successfully due to size and network connectivity.

Select File(s) to Aftach with this filing. To locate the file wvou wish to attach. press the "Browse" buttan.

Browse. ..

[ Attach File MNow ]

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

10. Review information on Filing Summary screen
j Agency j Contractor j Contract j Justification j Aftachments _

Filing Summary

Printer Friendly Yersion

Approval - Contract should be filed a minimum of 10 working days prior to the proposed start

Currently Yiewing

Filing Number: Mot et Available

Agency: DES
Reference Number: 30002
Legal Name:MNorthwest Cadence date of services.

Agency Contract ¥

Status: n

Contractor Information

Legal Name MNorthwest Cadence

—= __‘_HHL
( | Delete Filing
/ DBA

UBI

105 Central Way, Suite 202, Kirkland, WA USA
Address
98033

0 Entered In Section

Info Required To Submit
Contract Information

16




How do | file a contract?

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

J ArCEncy j Contractor J Contract j Justification J Attachments Filing Summary

Currently Viewing Filing Summary

Filing Mumber: Mot et Availahle Printer Friendly Version
Agency: DES
Reference Number: 80002 Approval - Contract should be filed a minimum of 10 working days prior to the proposed start

Legal Name:MNorthwest Cadence date of services.

By submitting this filing to DES. the Agency certifies the contract's filing amount is within the Agency's delegated authority, as

NOTE: The Submit

button will not show up
If data |S Incomplete By clicking "Submit" the Agency certifies that this contract is the true and final copy of the

defined in Palicy #DE=-090-00, Delegated Authority.

¥ agreement between the Parties.

(i | €=
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How do | file an amendment?

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

rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr

Agency: DES

Filing Start Previous | Amend

NNNNNN
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How do | 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

j Armendrnent * Attachments Filing Sumrmary

File New Amendment for

Filing Number: MNot“vet &vailable " Filing Justification

Agency: DES
Select the filing justification section to view or edit
Reference Number: 30003
Legal Name:Morthwest Cadence Specific Problem or Need Zale Source Criteria j Contract Amendment

Anenrv Cnntract &

C 4
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How do | file an amendment?

7. Attach final contract document on the Attachments

screen
8. Review information on Filing Summary screen
« Watch for yellow triangles... A\  ioReqiredtosubmi

« 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!

20



What happens after | submit?

* DES reviews the complete filing and all documents
« DES may send questions and/or comments

— Questions must be answered before DES can process
— Torespond to the questions, find the filing in your agency

Filing Queue...

— Be SURE to hit Submit Answer after you have saved it!

SSC

Sole Source

Home Filirg [ueles Adrmin

P

"’? Filing Queue

Contracts Database

r,?;”/'l Watangacen State Dapartrran of
-/ Enterprise Services

Search Contact Uz Link.z

Help

»Logout

WELLOMEE ;. | 79790

i g

112652012
1/2772M2

Sierma Systems lho

Battelle Seminars & Studies Program | $25,000

$25.000

$12.000
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What happens after | submit?

* Once processed by DES, a Filing Number is assigned
and the record is saved in SSCD.

 Itis 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.

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

P
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Sole Source Contracts Database (SSCD)

« SSCD help desk:
(360) 407-8141

des.contracting@des.wa.qoV
« SSCD website:

the statewide intranet:

http://sscd.des.wa.gov

the statewide intranet:
https://fortress.wa.qgov/es/sscd

C 4
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