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Logging In: 
1. Link to SSCD site: 

http://contracts.ofm.wa.gov/pscd/-or- 
https://fortress.wa.gov/ofm/contracts/pscd/ 

2. At the 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 
 

 

Logging Out: 
1. Select “Logout” on 

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: 
• Be a minimum of 8 characters long. 
• Contain at least: one special character (e.g. !@#$%&*). 
• Contain 2 of the following 3 character classes: 

o upper case letter 
o lower case letter 
o 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.gov). 

Use the Admin menu for changing Password and User IDs: 

 

http://contracts.ofm.wa.gov/pscd/
https://fortress.wa.gov/ofm/contracts/pscd/
mailto:DES.contracting@des.wa.gov
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The Filing Menu: 
• Designate the filing as New Contract –or- 

New Amendment. 
• Complete information regarding the filing. 
• Submit the filing to OFM for processing. 

 
Page Same/Similar/Different The system will 

prompt you for 
information based 
on the type of 
answers you 
provide. 

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: 

 
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): 
 
 
 

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

• Amendment 
• Attachments 
• 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). 

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. 
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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: 
• 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. 
 

 
 

The database already contains many contractors (with addresses & TINs). 
• You can add a new contractor if they do not already exist in the database. 
• You can add new Legal Name, DBA and Addresses to contractors. 
• Contractor TIN (Tax Identification Number) is a required field on the contractor page 

(the database already contains many TINs). 
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The Contract Page:  
• Provide information about the procurement type, funding values, contract dates and 

justification for the filing.  

 
 

 
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. 
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The Attachments Page: 
• Attach electronic version of the contract and/or references to contract documents sent to DES. 

 

To attach a document: 
1. Select Browse. 

• A “choose file” window will 
open. 

• Locate & select your file. 
• Select “open” on the 

“choose file” window. 
• 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. 
• 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). 

 

 

Info Required To Submit. 
 
After all required fields are completed, the 
Submit button will display. 
• The submit button will only appear if you 

have a Role designating that level of 
security. 
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The Queues Menu: 
• 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 it is in process. 

 
 
 

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

open the filing. 

 

If the filing has been 
submitted and has 
correspondence attached, 
select the hyperlink to 
access the correspondence 
page. 
• Comments can be 

viewed (not modified). 
• Questions can be 

viewed and modified. 

The Search Menu: 
• 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. 

 

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

 


