SSCD Quick Reference Guide

(For detailed instructions, reference the SSCD User Manual)
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Home Filing Cueues Admin Search Contact Us

Links Help

Logglng In:
Link to SSCD site:
http://contracts.ofm.wa.gov/pscd/-or-
https://fortress.wa.gov/ofm/contracts/pscd/
2. Atthe Login page, input your User ID, Agency ID and
Password.
3. Select Login.

If you do not have a SSCD User ID
and Password, contact your
Agency Administrator. If you do
not know who your Agency
Administrator is, contact DES at
DES.contracting@des.wa.gov

Uzer 1D

Agency Number

Passwoid finpad is case sensilive)

4 Altes five unsuccessiul attempls. you will be locked oul of the SSCD system, If this

happens, contact pour agency adminizirator for access o the system

Logglng Out:
Select “Logout” o
the upper right
corner of your page.
The “Logout”
selection appears on
all SSCD pages
(after you have
logged on).

Remember to Save your work
before logging out!

For security reasons, you will be
automatically logged out after 20
minutes of inactivity (unsaved
changes will be lost).

Changing Your Password:
Your password must:

e Be a minimum of 8 characters long.

e Contain at least: one special character (e.g. '@#$%&%).

e Contain 2 of the following 3 character classes:
O upper case letter
o0 lower case letter
0 numeral

Passwords should not contain the user first name or last name.

Forgot your password? Contact your Agency Administrator (or DES at

DES.contracting@des.wa.qgov).

Use the Admin menu for changing Password and User IDs:

SSC Sole Source (B s Sezee D
Contracts Database —~ Enterprise Services

Horme Filing Clusues Admin Search Contact L= Links Help

@ Change F assword

Update Us er
WELCOME SueAqgency YWa

Add User

Agency
Administrators can
update or add user



http://contracts.ofm.wa.gov/pscd/
https://fortress.wa.gov/ofm/contracts/pscd/
mailto:DES.contracting@des.wa.gov

SSCD Quick Reference Guide

(For detailed instructions, reference the SSCD User Manual)

The Filing Menu:
e Designate the filing as New Contract —or-
New Amendment.
Complete information regarding the filing.
Submit the filing to OFM for processing.

SSC Sole Source p——
Contracts Database '°Enterprise Services
Forne Filing Oueuws Agrnin Search Contact Us Links Help

Hiwe Amandmant

,{’J M Contract ‘

The system will
prompt you for

information based

on the type of

answers you

provide.

Page Same/Similar/Different

Agency Same for Contract & Amendment

Contractor Same for Contract & Amendment

State Employee Same for Contract & Amendment

Contract Only for Contracts

Amendment Only for Amendments

Attachments Same for Contract & Amendment

Filing Summary Similar (Amendments do not have “copy” feature).

If the filing is a new contract, the system will display the following pages for you to complete:

Contractor State Employes

Agency

Contract

Attachments Filing Surmmary |

If the filing is a new amendment, the system will display the following pages for you to
complete (you will be prompted to provide the Filing Number if the contract was previously filed):

Contractor

Agency State Employes

Amendment

Aftachments Filing Summary |

If the amendment is to a previously filed contract, once the Filing Number is entered, the menu bar

will only display:
e Amendment
e Attachments
e Filing Summary

The Agency Page:
 Designate the agency information to be
attached to the filing.

If a Contact Person for your agency is not
displayed, contact your Agency Administrator
(they will add that contact under the Admin
menu).

Agency Infoamalion

Your agemncy
infarmatian
will disply
here

Fiequired fields ame marked with =

Adgpency # T T

158 s

Contact Person whie filing iz in process ot OFM *
[ [Geredidge, Rrme T dohngery, Sisan
I Metson, Laua I Savvage, Tei

I Gitva, Dizna
Contact Peimon whan liling is proceszed ©
I Gicredidge, Floss [ Johnsen, Suzam
™ Helson, Laas [ Sevage. Tei

r Sk, Dagires

The State Employee Page:

* Provide information about the
contractor and/or their key project
staff.

The “To Current State Employee” and “To
Former State Employee” prompts will appear
after you Save if you select “Yes” to the
answers.

Tar Carranl Slala Emplayan a § T Farind Srtinte Employin ﬂ §
il it

Skste Employee Informafion
Heeoumed Hedds o rarked wath
A ool Bre coneacion’s slal] weoing on s conblact DURRENT sate emplopee: ™™

& Yas © Ha

Foa oy ol ha conliscio’s dall welking on the cenlisd FORHER siste arglepinc? [Withn 2 it
o, Filng 0 e
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The Contractor Page:
« Designate contractor information to be attached to the filing.

You will be prompted to search for the contractor:
e If you have the contractor TIN, use that for faster results.
< If you do not have the contractor TIN, search by Full Legal Name or use wildcard * search.

Contractor Search
Required fields are marked with =

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

o To zearch by TIM, you must include 9 numeric characters.

o To perform a wildeard zearch an Legal Mame, make sure you uze an asterizk [#]ie. suzsman®,
“siizzman, “zuzsman®. Minimum length to search by iz 3 characters.,
When performing a wild card search, ensure pour zearch critena is as unique as possible and uze the

double wildzard zearch sparingly, to avoid lengthy delays in spstem response.

Contractor Search By =

= TN . Legal Hame

Search Criteria: =

fi
G Search Agaln...

Contractor Search - Results for Legal Mame:  Disney Walt

Selecl a contractor below of Add a Mew Contiactor to the database:

i Conlrackors may have allices/facihies in mulliple locshons; theiefaie, more than ore addiess may
dizplay for ane confractor. Sekect the contractos with the address applicable o your cortracs, or add

anew addiess sz sppropnsls

Contractods and Existing Addiezzes [UBI]) TIN
Digreny Walk 123456739
1 173 Geoodp Lane Disneyland, Wis U5a 96501
g Maw Aoddiegs

Add Mew Conlractar 9

The database already contains many contractors (with addresses & TINs).
e You can add a new contractor if they do not already exist in the database.
e Youcan add new Legal Name, DBA and Addresses to contractors.
e Contractor TIN (Tax Identification Number) is a required field on the contractor page
(the database already contains many TINSs).
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The Contract Page:
« Provide information about the procurement type, funding values, contract dates and
justification for the filing.

Contract Information

1 1 - E 3
Required fields are marked with *. The system will prompt you for

information based on the type of
Procurement:* answers you provide.

T Sole Source T Emergency

4 The Contract Purpose field is the only field used for a "keyword search™ query.
Include a thorough description of the type of services being provided.

Contract Purpose:™

=

=1
Agency Contract Number is one of
the Criteria options for the
searching the database.
- It's not a required field.
- It's defined by your agency.

Service Description:™ Select One

Aqgency Contract Number:

Funding Source *

Federal: |
State: |
COther: $|

Select Calculate & the database
will display the earliest possible
start date.

If you enter an earlier date, a Late
Filing page will display for you to
complete.

Date Filed by Agency: V [fzsrireme =
Earliest possible start date: Calculate I

Start Date (mm/dd/yvywy): | Z

Total Contract
$o

Value:

Contract Dates™

End Date {mm/dd/ryyy): | Z

The Filing Justification button will appear after you complete all required fields and Select Save.
If the values provided do not meet criteria for required filing, the system will return message
“Based on filing information provided, this contract doesn’t need to be filed with DES. Check the
total funding to verify the need for filing.” If you receive this message, the Filing Justification
button will not display.

To Filing Justification QJ
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The Attachments Page:

 Attach electronic version of the contract and/or references to contract documents sent to DES.

Attach Files

Required figld: are marked with =.

fitiachments are viewabls by &l agencies and the public. Therefore do not include any confidertizl
rsbenals

i Flease nobe that Llage fies mighl take a few moments b upload and process, Bay files langer
than 2B right ral upload suceessiuly dus Lo size 2nd rebwoilk canneciviy

Select File(z) 1o Allach wilk thiz ilng Tao loeatle the file you wish lo altach, press the "Bowse"

buthan
Erowsa... I
Ettach File Mo |
File Name File Size (Bytes)  Yinuz Statuz
Dewele Testdocumertdoc 19456 :E

Fleaze Izt any dacuments you aie sending that sie no? stached shove Also mdicabs by whst
methad [For emamale: Request o Fropasal - via fag, Conlractar Propozeal - wia mail]
AFF faxked to OFM 03752703 ;I

=l

This filrg carack be submitted wntil the comtract ar amendment documeant is attached or sent. |5 the
ceritast on amerdment documark stiached or izted showva? *

e " Mo

e |

To attach a document:
1. Select Browse.
e A “choose file” window will
open.
Locate & select your file.
Select “open” on the
“choose file” window.
e The document name will

display next to the Browse
button.

2. Select Attach File Now.

Remember to Save your work!
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Filing Summary Page:
< Displays information and status about the filing.
e Prior to submitting, provides opportunity to review summary of your work from the
previous pages.
Provides option to submit filing to DES.
Provides option to delete filing (if saved but not yet submitted).

Status: & Filing Summany

Ay Loalad .|xﬁ

105 - Difice of Financisl Management

Info Entered In

Conmdacts
Section
Info Required To Fled By:
Submit

Comtractor Information

Saved Filing

TIM 123436733
Submitted Filing
Legasl Hame Disn=p & ek
File Passed Yirus DEA
Check ua
File Failed Virus Address 123 Eoely Lane, Disnayland, WA LS4 So8i
Check
Cownt Ere: Expbreecs:
In Process b o vt
Contact
Ewninny Glule Evnudimsin:
Processed
Foorwts cbard wel
Contact

|ndrark Intranhnn

Saved Filing

Byl EAn S

Returned | unrire] lirdnra
I"II::" I rdramd Likalm 111k Irkal II::::MI
Info Required To Submit. - " "
After all required fields are completed, the
Submit button will display. Futhae Dz
e The submit button will OI’I|K appear if you FikalDub:  Slat Dot Ewd Date Bt Pusailde Sl Dale
have a Role designating that level of
security. Fifrgdusiicaiion  £Eb
LTINS SRR
i Mo LT
By clicking "Submit” the Agency certifies that this contract is the true and final T nek dhasasre: toa. W4E

copy of the agreement between the Parties.

Fam mreg o e~ bearug cwnd 170 sm ned slbschie =l as hoeogodey - e

Submit | 114 oot 14 (W5

“hiz g cat-z: ce avheties unl 1recontaes: o aredmen: sz rend el 3 1-e conbact o
svarcran] decarent slwched =+ (dad sheren Y %
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The Queues Menu:

e Displays status of saved and/or submitted filings for your agency.

Retrieve partially completed filings (to edit further and/or submit).
« Display and/or respond to correspondence attached to your filing

while itis in process.

There are 83 items in the queue.
Filings by Agency 179 - DES

View By: S Show ltems

<«Prev Next-»

The Filings Agency page will
display status of your filing.
e Select the hyperlink to
open the filing.

Reference Filing Agency Contract | Amendment
# Date Contract # Legal Name Yalue Yalue Status
Wiew 79925 12i1372me K1234 MNorthwest Cadence $26,380 @
Legend T
[= ] Seoved Filing
Q?S- Submitted Filing
f= In Process - Baing Analyzed
or In Frocess - Fegquest Further info
=] Sawved Filing Feturmed
If the filing has been
Filing Conespandencs submitted and has
- 5 i A correspondence attached,
& Ficll WAE T .
F Fri: 5
elhad St L Dt - Anc st select the hyperlink to
P access the correspondence
. . page.
- S A - Comments can be
eple ol viewed (not modified).
r~ P Ve a1 23 e Questions can be

viewed and modified.

The Search Menu:

e Search for completed filings (if it's not completed, check the Queues menu for filings that are

in process).

* Select a completed filing to view or copy.

Filed Contracts Search
Fequired fields are marked with *.

Select the required search below and input all search criteria parameters.

[ ]

Get all contracts by | Aoency

% All contractfilings that hawe been processed with a status of "Approwved". "Reviewed", "Late Filing" or "Acknowledged" will be part of the
results for ALL users with access to query. "Disapproved". "Exempt”. "Returmned", and "Withdrawn" contract filings will only be included far

YOUF 0N AgEnCy.

% To =search on multiple agencies, ensure the control key is pressed as you select

Agency™

Consolidated Tech Serv

@ Soned by Agency Name
- Central Washington University

CTS -

 Soned by Agency Number
Dairy - Dairy Products Commission

DAHP - Dept of Arch and Hist Preservation

[

DES - Department of Enterprise Senices
DFI - Dept of Financial Institutions
DFW - Department of Fish and Wildlife

Filing Date:™

=

[ |

© Fram (rmrnf delfwnnnd: _zTo (mm/dd]w}:l z OR

© Al dates

Search I

After you select
criteria, the system
will refresh the
page & provide
additional criteria
options.




