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Work groups were formed with staff from several agencies to assist the Office of Financial Management in 
defining the needs and features of the Centralized Client Service Contracts Database.  These work group 
representatives will eventually become the primary users. 

 

This manual is intended to assist agency personnel in the use of the Client Service Contracts Database.
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Access to the Database Access to the Database 

System Requirements System Requirements 
• Access to the State of Washington’s Intranet • Access to the State of Washington’s Intranet 

• Browser:  Internet Explorer v4.0 and above • Browser:  Internet Explorer v4.0 and above 

• Browser:  Netscape v4.0 and above • Browser:  Netscape v4.0 and above 

• Software:  Excel 2000 • Software:  Excel 2000 

Location Location 
http://ofmsws32/cscdtest2/User/Login.asphttp://ofmsws32/cscdtest2/User/Login.asp  The database resides on an OFM server and can be 
accessed through the OFM website. 

Database Security 
The Client Service Contracts Database was created with four types of user in mind.  Each user 
type was assigned a different security level and access to the database.  The four types are: 

• OFM Administrator 
• Agency Administrator 
• Query User 
• Data Entry User 
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If you do not have a Logon ID and password assigned to you, please 
contact your agency administrator.  If you do not have an agency 
administrator, contact the Office of Financial Management at:   
O F M . C O N T R A C T I N G @ O F M . W A . G O V

 
The OFM Administrator’s responsibilities include setting up at least one Agency Administrator 
within each User Agency.  The Agency Administrator can then maintain all other users within 
their own agency.  This includes adding other Agency Administrators, Query Users or Data Entry 
Users, changing User ID’s and password and/or deleting current agency users. 
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Logging into the database 

he following screen prompts you for your Logon ID, Agency Number and Password: 

 

T 

Troubleshooting the Logon Process 
 

If you typed your password incorrectly, you will receive an error message stating, “You are an 
invalid User”.  If this occurs, re-type your Logon ID (usually your full Name, ex. JaneDoe).  
Choose your agency number, then type in your password exactly how it was given to you.   
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 If you continue experiencing problems logging into the system, you 
can contact your agency administrator or the Office of Financial 
Management at: ofm.contracting@ofm.wa.gov

Comment [DP1]: At this point will 
they enter their number, choose one from 
a drop down list or it will already be there? 
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Exploring the Database 
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Navigating the Database 
From the “Home” screen you are able to navigate through the database by clicking on the 
underlined titles at the top of the screen.  The print screen above gives you an idea about what 
options you have under each heading.  NOTE:   All print screens in this manual are taken 
from an Administrator’s security logon.  The query or data entry user does not see all 
headings. 

Agency Contact List 

 

 

From this screen you can determine who in each agency you need to contact regarding contracts.  
This information can also be found on the individual contract screens. 

 

 Is your agency information up to date and complete? If not you can 
contact your agency administrator or the Office of Financial 
Management at:  ofm.contracting@ofm.wa.gov to get the information 
updated. 
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Database Users 

 

This screen allows you to see who has access and at what security level within your own agency. 

 

 

 TIP to Agency Administrators:  Before entering a new user, check 
here to see if the user already exists.  
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The Agency Administrator 

Adding a New User  
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To Add a new user into the system, select “Admin” then “Add New User:”  Only Agency or 
OFM Administrators are authorized to add or update users. 

 

Once on this screen, type in the New User’s ID.  We suggest, for consistency, that you use the 
users full name, with no space between first and last (example, JaneDoe).   

For OFM Administrators only: remember to verify that the agency number is correct. 

You now can set the security level for this new user.  The default is set for a query user; however, 
using the drop down arrow, you can select from the following: 

• Agency Administrator: this allows full security access to all screens, including 
adding/deleting users. 

• Query: this allows the user to retrieve information from the database using the query 
options. 

• Data Entry:  this allows the user to retrieve information using the query options as well 
as entering new data into the system. NOTE:  This selection will only be available to 
those agencies that enter data directly into the database. 

The mix of capital letters, lowercase letters, and numbers in the 
password is suggested for the best security. 

You can now enter a password for the new user.  Please note that the password is case sensitive 
and should be something the user will not have difficulty remembering.   
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Updating or Deleting an Existing User 

 

Once the Find button is selected and the user is found, this screen will appear: 

 

You can now change the user’s security level or password.  From this screen, you may also delete 
the user.  
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The Query 
The database is set up to allow for two types of queries: 

• A simple, pre-set query search 

• An advanced customizable search 

 

Simple Query Search 
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The screen above shows the different simple search choices you have to select from.  Below is a 
drop down list for purpose types.  You can go to appendix xx to see descriptions for each 
purpose type. 
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Advanced Query Search 
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You can choose one or many fields to search by in the advanced search.  The 
<ctrl> key can help you choose more than one item in each field and also de-
select an item.  The search button can be used in any one of the sections of the 
screen as well as the reset button. 

     Here are descriptions for each of the fields on the Advanced Search Screen. 

 

1. Types of Views (see page xx for examples) 

 Basic View – displays Legal Name, DBA, Agency, Contract #, TIN, Max. 
Consideration, Status, and Audit. 

 Audits/Fund Overview – displays information provided in the basic view plus 
itemized funds by source and any audit information by type of audit and whether 
findings were found. 

 Fund Source Detailed View – displays information in basic view plus itemized 
funds by source and lists CFDA #’s if applicable. 

2. Contractor Legal Name – Name filed with the Department of Revenue as 
Legal Contractor Name. 

3. Doing Business As (DBA) – Name Contractor is doing business as (may 
be different from legal name). 

4. Taxpayer Identification Number (TIN) – Federal Tax Identification 
Number 

5. Unified Business Identifier (UBI) – Washington State Department of 
Revenue Tax Identification Number. 

6. Purpose(s) of Contract – Please see Appendix xx for a complete listing of 
all purposes types used in the database. 

7. Agency Number – This is the 3-digit numerical agency identification 
number.  You can find the complete listing at http://www.ofm.wa.gov/ 

8. Search or Reset Button – You can choose the Search or Reset button 
from any one of the three sections on this screen. 

9. Contract Date Search Criteria -  

10. Fund Source(s) 

11. Maximum Consideration 

12.  Sub-Recipient Status 

http://www.ofm.wa.gov/
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13. Terminated 

14. Contract Number 

15. Search or Reset Button – You can choose the Search or Reset button 
from any one of the three sections on this screen. 

16. Audit Findings 

17. Monitoring 

18. Contract Audit Types 

19. Search or Reset Button – You can choose the Search or Reset button 
from any one of the three sections on this screen. 

20.   Reset All Values Button 



Chapter 
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The Results 
The information is returned to you on screen in a pre-determined basic view.   Links at the 
bottom of the screen allow the user to select two other views; 1.) Audit & Fund Overview, and 2.) 
Fund Source Detailed view. 

The next few pages will help navigate you through the results screen. 
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The Basic View 
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The Audit & Fund Overview 

The Fund Source Detailed View 
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The Contract Screen 
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The Contractor (TIN) Screen 

 

 

The DBA Screen 
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Data Entry 

Add a New Contract 
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New Contract Entry 
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Edit An Existing Contract 
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Update the Contract 
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Edit an Existing Contractor 
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Update Contractor Information 
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Terms and Definitions 

Purpose Codes 

purpose_code description long_description 
Definition 

01 Chemical Dependency Chemical Dependency Services 

Services provided to clients to alleviate 
addictions to drugs and/or alcohol. This 
may include evaluations to assess clients’ 
treatment needs, as well as outpatient and 
inpatient services. Examples include: 
drug/alcohol evaluations, outpatient 
drug/alcohol treatment, inpatient 
drug/alcohol treatment. 

02 Child/Adult Day Care Child/Adult Day Care Services  

Services that provide care to either 
children and/or adults, and which may 
also meet nutritional needs of the clients.  
Typically, services provide on-site 
supervised care for children and/or adults 
at DSHS licensed facilities for less than 
24 hours.  Examples include:  Therapeutic 
Child Development programs, USDA 
Child and Adult Food Care Program. 

03 Counseling/Therapy Counseling/Therapy Services 

Services that provide either brief or 
ongoing treatment to clients.  These 
services are typically provided by Masters 
level therapists, or licensed psychologists 
or psychiatrists, but may also include 
bachelor level therapists as well. 
Examples include:  family counseling 
services, individual counseling services, 
sexual offender treatment, mental health 
therapy. 

04 Dental Dental Services 

Services provided to clients by dentists, 
dental assistants, dental hygienists, 
denturists, and other licensed dental health 
professions.  This can also include the 
purchase of dental appliances, such as 
braces.  Examples include:  dental 
services, orthodontic services. 

Chapter 
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05 Employment Support  Employment Support Services 

Services that provide support to help 
clients get or maintain employment. 
Examples include: job coaching, job 
retention support services  

06 Energy Assistance Energy Assistance Services 

Services provided to clients to assist with 
the payment of utility/energy bills, or to 
assist with the weatherization of clients 
homes.  Examples include: energy 
assistance programs, weatherization 
programs. 

07 Family Support Family Support Services  
Personal Care services, Chore services 

08 Housing Housing Services  

Services that provide shelter/housing for 
clients. Typically, caregivers/staff do not 
provide supportive services to clients.  
Examples include: homeless shelters, 
HIV/AIDS shelters, housing rehab 
services. 

09 Legal Legal Services  

Services provided to clients to assist with 
legal issues.  Typically, licensed 
attorneys, arbitrators, or mediators 
provide these services.  Examples include: 
attorney services, dispute resolution 
services, mediation services. 

10 Medical Medical Services  

Services provided by doctors, clinic staff, 
hospital staff, or medical examiners to 
provide appropriate medical treatment to 
clients.  This can include both inpatient 
and outpatient medical services.  
Examples include: doctors, clinic services, 
hospital services, testing agencies, 
medical examiners. 

11 Nursing Nursing Services  

Services provided by nurses to provide 
appropriate care for clients. This includes 
nursing care provided both in home and in 
institutions.  Public Health Nurses, 
Registered Nurses, and/or Licensed 
Practical Nurses typically provide these 
services.  Examples include:  home health 
care services. 

12 Nutrition Programs Nutrition Programs  

Services that provide meals, snacks, and 
food preparation for clients, and/or meet 
related nutritional needs of the clients. 
Examples include: special milk program, 
breakfast meal program 

13 Outreach Outreach Services 

Services that provide a coordinated 
program of reaching clients within an 
organization’s contracted service area.  
Outreach services may include 
determining clients’ needs, making 
appropriate referrals, and follow-up 
arrangements with relevant service 
agencies.  Examples include: Post 
Traumatic Stress Disorder (PTSD) 
Outreach, Benefits and Claims Outreach, 
Veteran Service Reintegration Outreach, 
Homeless Veteran Reintegration.  

14 Paternity Paternity Services 
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15 Phys/Occ/Speech 
Therapy 

Physical/Occupational/Speech 
Therapy Services 

Services provided to clients in need of 
therapy to improve physical range of 
motion, occupational skills, and/or speech 
patterns or defects.  Licensed or certified 
staff provide these services.  Examples 
include: speech pathologists, physical 
therapists. 

16 Physician Asst. Physician Assistant Services 

Services provided to clients by licensed 
physician assistants within the scope of 
their license.  Examples include: 
individual physician assistant services. 

17 Psychological/Psychiatric
Eval 

 Psychological/Psychiatric 
Evaluation Services  

Services provided to clients by licensed 
psychologists and/or psychiatrists to 
evaluate their mental health needs and 
make recommendations regarding 
treatment.  These evaluations can include 
psychological or psychiatric evaluations, 
as well as psycho-sexual or other types of 
evaluations.  However, this category does 
not include drug/alcohol evaluations.  
Examples include: psychiatric 
evaluations, psychological evaluations. 

18 Religious Religious Services  

Services provided primarily to 
institutionalized clients by clergy or lay 
people regarding spiritual or religious 
matters.  Examples include: chaplain 
services. 

19 Residential Care Residential Care Services 

Services provided for placement of 
vulnerable adults or children, with 
caregivers/staff on site. Typically, these 
services are provided twenty-four 
hours/day, seven days/week.  Examples 
include: adult family homes, assisted 
living, enhanced adult residential care, 
dementia care pilot project, residential 
care intervention, group homes, Crisis 
Residential Centers. 

20 Residential Care Support Residential Care Support 
Services  

Contracts that provide ancillary support 
services to those residential placements or 
caregivers/staff listed under Residential 
Care Services.  These services may be 
designed to support and maintain the 
placement.  Examples include:  case 
management services, foster parent 
services, transportation, sexually 
aggressive youth trackers/case aides. 

21 Training/Educational Training/Instructional/Educational 
Services 

Services that provide educational or 
instructional classes or training to clients.  
Examples include: parenting classes, job 
training. 

22 Voc. Rehab. Vocational Rehabilitation 
Services 

  

23 Work Release Work Release Services 

Services provided to offender clients 
enrolled in work release in support of the 
work release program.  Examples include: 
job placement services, job counseling 
services 
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