Office of
Financial Management

STATE OF WASHINGTON

Population Estimate System

User Guide

This document will show you how to use the Population Estimate System (PES).

IMPORTANT! Before You Begin!

o Make sure that you have a SecureAccess Washington (SAW) account and have registered your
account with PES using your PIN. For instructions on how to do this, see the Setting up a SAW
Account and Registering with PES document on the OFM April 1 population estimates program

information page.

Login to PES

1. Start a browser session.

In the address bar, enter:
https://pop.ofm.wa.gov

You will be redirected to a
Sign In screen.

2. Choose Secure Access
Washington from the account
list.

3. Enter the USERNAME and
PASSWORD that you created
when you set up your SAW
account.

Click the SUBMIT button.

SAW has a 60-minute timer that
starts as soon as you login. If you
exceed an hour, you’ll need to
refresh your browser and login
through SAW again.

a@ B https;//pop.ofmwa.gov

File Edit View Favorites Tools Help

Sign in with one of these accounts

H Secure Access Washington
H Test-Secure Access Washington

WELCOME

to your login for Washington state.

LOGIN ON BEHALF OF
USERNAME
PASSWORD ( ]
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http://www.ofm.wa.gov/pop/april1/ofm_april1_pes_saw.pdf
http://www.ofm.wa.gov/pop/april1/ofm_april1_pes_saw.pdf
https://www.ofm.wa.gov/washington-data-research/population-demographics/population-estimates/april-1-official-population-estimates/april-1-population-estimates-program-information
https://www.ofm.wa.gov/washington-data-research/population-demographics/population-estimates/april-1-official-population-estimates/april-1-population-estimates-program-information
https://pop.ofm.wa.gov/
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PES Dashboard

1. Based on your User ID, the Tumwater - Thurston County [l IR
system knows what City you're Population Estimate 2
reporting on.

2. Help takes you to an

information page with

. Questions? Contact your
resources about the April 1 April 1 Population Estimates Analyst:
population estimate process. The Housing Unit and Poputation Survey, also known as :

Form A, gathers housing unit and population data from @ mw
3. Contact Us takes you to the cities. The information provided by cities is used by OFM to s b DA A

. . make April 1 city and town population determinations.
contact information page.

4. Manage Accounts allows
you to create and manage user
accounts for your city.

5. Avariety of Reports are
available through PES. You can
print Form A from here as well.

6. Contact your Analyst
directly if you have any
questions.

Estimate Status gives you a way to track where things are in the process.

1. Shows the Form A due o . .
City Data Reporting
date. The status will change to ~—

“Submitted” when OFM has I :
Housing Unit and Population Survey (Form A)

received it.
Form A data reporting is clesed to ciies at this time

Use this link
to access
Form A

2. Estimate Development lets

you know if OFM is working o OFM Estimate Development
on your estimate. ~
3' The expected date When OFM development of Housing Unit and Population Survey

OFM'’s preliminary review
documents will become

available. 9/ City Estimate Review
4. The date by which OFM
must complete the final Preliminary population sstimate available for review
estimate.
o OFM Final Estimate
4

Due July 1 OFM must finalize April 1 population determinations by July 1 per RCW 43 62 030

Manage
System Accounts ~ RePorts -
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Housing Unit and Population Survey (Form A) — New Permits

1. The left-side A1. New structures and units permitted from April 2, 2015 through April
Housing Unit and Population 1 i 2016

navigation menu Survey (Form A)
1 =+ Instructions 9

rovides a way to move
p y A. Frame Housing e 0

thrOUgh the form' Mumnber of housin Mumber of completed
. . . . ; Mumiber of new housing y N g _ ; *
highlighting the section £ Conmyorer perms HOURG U TR | o iorge porntinl | U S w1 | unie o i
y . permit permits
you're in. A3. Housing loss 1-unit structure (Single au -
2. Use the +icon to R
. . B. Manufactured Homes 2-unit structure (Duplex) 0 0
display Instructions or 1. Inside parks
3-unit structure (Triplex) 0 ]
Examples related to a B2. Qutside parks
. ) 4-umit structure (Fourplex) 0 i
particular section. .
C. Group Quarters f—ol'—rmre unit shm}tue o 0
. . a
3. A white column is R Largor spariments
where data should be Supparting Documcntation = 0 ?
entered. 1. Additional comments Total 34 3 0
4. A grey column 2. Attach files @ Does the data in this section include permits issued in annexed areas by other jurisdictions?
q q Yes O No ©
indicates where system —
. Certify & Submit .
calculations are done. It Comments S S
. ht 5 |SO d|sp|ay data Use the space below to provide additicnal information relevant to the data in this section.
mig
. For example:
from the prloryear' + Mote the names of larger multi-unit buildings or develop ts that are expected to take several years fo
5. Some areas of the compite.
- * Mote buildings that were included in this section rather than the Group Quarters section.

form require you to
answer additional
questions before you
move to the next section.

6. A place for you to @ (&)
enter Comments about m m
the section you are

completing.

7. The Cancel button

will clear that section of

the form.

8. Click the Save button
or push the enter key
when you’re ready to
move on. You can go
back later and edit data if
you need to.
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Housing Unit and Population Survey (Form A) — Carryover permits

1. Part “a” is for A2. Frame housing units nof yet reported as completed

reporting units permitted oa. Units parmitted since 2010 not yet reported as completed

since the 2010 census * Inctruskicne 9

that have not been + Exammie

completed. 9 0

Mumber of non-compdeied unibe repohed on

i Of umitte ksbad i b provicd s colamn, e man
2- Use the + icon to Housing Structure Tyes Farm A from April 2, 2010 Semagh April 1, - - gy L
Wi cormpleted froem Apil 2, 2016 o April 1, 2007

display Instructions or o
{-unit siruchune {Singls famiy -
Examples related to a dotacnod)
particular section. Zunit structure {Oupiay) 0
. J-unit siruchune { Trighax) o
3. The grey column in o -
part “a@” indicates data e ; )
from the prior year. ST
. . Arcpestory dweling uni ]
4. The white column in - . .
part “a” is where data
should be entered. 9
. b. Units permitted before 2010 not yet reported as completed
5. Part “b” is for T i e
reporting units permitted + Instructizne
before the 2010 census + Exammie e
that have not been Housing Sineckes Type Far pamis issusd prior o Apdl 2 2':“,:_:, ::;.‘ TL;;IuTnH:- warn comphaind from Al 2, 2016
COmp|eted. {-unik siruchune (Singks family
. . defached)
6. The white columnin e e -
part “b” is where data 3.unk struchure {Triglax] o
should be entered. £.unt structure {Fourplx)
7. The Cancel button e s e
will clear that section of Acressory dwnling Lk
the form. Tk o
8. C||ck the Save button Doec the date in cection A2, partc a and b, inoluds unific in snnaxed aresc that wesrs parmitisd by céher ¥os # No
Juricdiotione?
or push the enter key
when you're ready to e

move on. You can go
back later and edit data if
you need to.
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Adding/Editing Existing Data
Certain sections of the form require you to make changes to existing information.

1. Use the Edit button to B1. Manufactured homes inside parks
update information about  + Instructions

a manufactured home Are permits required to place manufactured homes inside parks? O Yes O No
park. Are permits required to remove (or demolish) manufactured homes from parks? ) Y¥es O No
2. Check the Close Park ) )
. MNumber of Max. capacity or Mumber of Max. capacity or Close
box if the pa rk has closed Park Information manufactured number of pads. manufacturad number of pads. .
and W|” nOt reopen homes in 2015 2015 homes in 2018 2016
: ALLIMOR MHP #
anytime soon. 5705 LITTLEROGK RD SW Edit 0 43 44 0 0 0O
3. Use the Add Park 88512 e
button at the bottom of EAGLES LANDING MHP £
) 2257 W EAGLE LN SW Edit 17 17 0 o O
the screen if you need to 08501
add a new park. LAUREL PARK #
3244 BETH AVE SW Edit 74 74 ] 0 O
88512
THUNDERBIRD VILLAGE s
MHP Edit
708 DENNIS ST SE i tils o o O
98501
TUMWATER MOBILE #
ESTATES Edit
930 TROSPER RD SW 118 s o o O
98512
VELKOMMEN MHP s
2535 TOTH AVE SW Edit g 40 ] 0 O
88512
WESTERN PLAZA MHP s
1841 TROSPER RD SW Edit 86 66 0 o O
98512
Total 560 571 0 o
&)
Population Estimate System — User Guide Page 5 of 14
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Edit Park Information

1. Enter the required Edit Park Information

information. % ]
indicates required field

2. You can enter information Park

ALLIMOR MHP
for contact name and phone Mame *
number if you'd like.

Address 5705 LITTLEROCK RD SW %
3. Click the OK button to save

Zip Code
your changes or the Cancel 98512 *
button if you change your mind. Contact R

Mame

Phone PHOMNE

Extension EXTENSION

Add New Park Information

1. Enter the required Add New Park Information

information. % ]
indicates required field

2. You can enter information

Park
for contact name and phone Name S *
number if you'd like.

Address ADDRESS %
3. Click the OK button to save
your changes or the Cancel Zip Code 2P cae %
button if you change your mind.

Contact CONTACT NAME

Name

Phone PHONE

Extension EXTENSION

Population Estimate System — User Guide Page 6 of 14
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Group Quarters

1. The Group
quarters
population section
is similar to the
Manufactured
homes inside {Form 4)
parks section.

2. Update the
values in the white

System

Hoursing Uit and Population Suney

A. Frame Housing

Al. New permits

A2, Cammyover pemits

A3. Housing loss
columns.

B. Manufactured Homes
3. Reporting is 1. Inside parks

B2. Outside parks

not required for
group quarters
whose current
year Population
and Close Facility

D. Annexations
Supporting Documentation

1. Additional commants

2 Attzch files
are grayed out. Summary
These group Certify & Submit

quarters are
collected from
administrative
sources.

4. Use the Add
New Facility and
Edit buttons to
make changes.

Population Estimate

Airway Heights - Spokane County [EJ

Home

C. Group guarters population

+ Instructions

+ Add New Facility

S

Manage

Accounts  Reports -

= For current year GO population records that are grayed out, OFM collects this data frorm administrative sources and is not

requirad for you to report.

= Nursing/Convalescent Home

Mo detailed group quarters data were reported m 2018,

= College Dormitory/Fratemity/ Sorority
Mo detailed group quarters dats were reported i 2018,

= Mental/CarrectionallJaillJuvenile

Fauility Information 2018 Population

AIRWAY HEIGHTS CC MED
11818 W SFRAGUE ANE
oB001 oo
(508} 244-5700
AIRWAY HEIGHTS CC MIN ra
11218 W SPRAGUE AVE Edit sea
2B001
(508} 2445700

Subtatzls for Mental Comectional'Jaill Juvenile 210

Population Estimate System — User Guide
Version 1.3 1/29/2020

= Clozz
2018 Populstion Facility
1]
0 ]
1]
Page 7 of 14



Office of
Financial Management

STATE OF WASHINGTON

Annexations
1. This page lists the D. Annexations and municipal boundary changes from April 2, 2015 through April 1,
annexations and 2016
+ Instructions

boundary changes that

have been approved by Population and housing unit counts for these areas will be included in your city's population estimate:

OFM that will be Annexation o boundary line adjustment:  Ordinance or resclution  Effective  OFM Approval Total Total Housing
included in this year’s name or other identification number Date Date Population Units
estimate. ﬁmw'mm'm‘k 02015004 61205 DEMSR05 0 0
2. Tell us about any : :
- Esstside UGA Annexation 02015-008 DID12016 0262016 3255 1302
annexation and
Totals 3255 1302

boundary changes that

are missing from the list

by using the Report =+ Report Annexation
Annexation button.

Additional Comments

1. Tell us anything else Additional comments

“ou may provide additional information for OFM to consider or reference during the estimate process. You can also provide

you would like us to
an advisory estimate, which must be accompanied with the input data and the descriplion of the method used. OFM needs

consider when that information to review your estimate. You can attach files to this Form A in the attach files section.
developing your city’s
population estimate. Comments:

We developed our own population estimste based on last year's information, new housing and group quarters. We also
had a large annexation. We estimate the city’s population o be 22 555. Please see the attached worksheet
pop_estimate 2016 xlsx.

Population Estimate System — User Guide Page 8 of 14
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Attach Files

1. Expand the
Instructions to see the
types of files that can be
attached as supporting
documentation.

You can add up to 10
files. The files can’t be
larger than 20MB.

2. Click the Add
attachment button, then
navigate to the file you
want to attach and click
Open.

3. Provide a brief
description of the file and
then click the Upload
button.

4. The new attachment
should now show up in
the Supporting
documents list.

If you change your mind,
click the Delete button
and confirm that you
want to delete the
attachment.

Aftach files

To provide additional information or advisory estimates, aftach files in this section which wall be included as part of your Form A
submizsion to OFM. There are some restrictions on file format and the sizes. Please read the instructions below prior to attaching files.
As an altemative for large or incompatible files, you can send them via email to your city analyst.

+ Instructions

Mo documentation has been uploaded for this estimate.

Add attachment

Alftach files

To provide additional information or advisory estimates, attach files in this section which will be included as part of your Form A
submiszion to OFM. There are some restrictions on file format and the sizes. Please read the instructions below prior to attaching files.
As an altemative for large or incompatible files, you can send them via email to your city analyst.

=+ Instructions

Mo documentation has been uploaded for this estimate.

Add attachment
New attachment (upload)
File Name Description Size Progress Status  Actions
- @ Upload
pop_estimate_2016.xlsx | Our April 1, 2016 estimate worksheed] x| 0.02MB — >
W Remove

Attach files

To provide additional information or advisory estimates, attach files in this section which will be included as part of your Form A
submission to OFM. There are some restrictions on file format and the sizes. Please read the instructions below prior to altaching files.
As an altemative for large or incompatible files, you can send them via email fo your city analyst.

+ Instructions
Supporting documents:
File Name Description Uploaded by Actions
pop_estimate_2016.dsx Our April 1, 2016 estimate worksheet  Tom Kimpel

/

Population Estimate System — User Guide
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Summary Page
1. The Summary page Summary
provides a snapshot of the A, Frame Housing
data yOU'Ve entered into View details or edit information
Form A Mumber of new housing structures permitted 82
I:;;nn:ofmwhmlsing units associated with these 161

2. Use the View details or - -

. . . Number of completed housing units associated with 99
edit information links to go these permits
back to that section to view

Q A2. Carryover permits

or edit data.

“iew details or edit information

MNumber of housing units completed from permits a0
izsued between 4/2/2010 and 4M1/2015

Number of housing units completed from permits. o
izzued prior to 422010

A3. Housing loss

‘iew details or edit information

Number of housing structures lost or removed 5
MNumber of housing units lost or removed 8

B. Manufactured Homes
B1. Inside parks

iew details or edit information

2015 2016
Number of manufactured homes inside parks 568 561
B2. Outside parks
iew details or edit information
2015 2016
Number of manufactured homes outside parks S04 505
C. Group quarters population
\iew details or edit information
2015 2016
Total group quarters population 20 205

D. Annexations and municipal boundary changes

\iew details or edit information

Population and housing unit counts for these areas will be included in your city's
population estimate:

Ordinance

Annexation or boundary line or five OFM Total TDtF:I

adjustment name or other . Approval ) Housing

identification Date : Units.
number

93rd Ave SV - Puget

Wi —Truck St 02015004 D&OM2015 D8/0S2015 o o

Eastside LGA

. 5 02015008 D1AM2016 02M62016 3255 1302

Totals 3,255 1,302

B

&2 Supporting documentation

‘iew details or edit information

Aftached files:
File Name: Description Uploaded by
_ Our April 1, 2016 estimate
pop_estimate_2016 xdsx workshest Thomas Kimpel

Population Estimate System — User Guide
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Certify & Submit Page

1. The Certify & Submit
page is only available to the
user assigned to the
Population Contact role.
Users assigned to the
Reviewer or Editor role will
not see this page.

2. Click the checkbox that
you certify the data
provided is accurate and
then click Submit for the
data to be submitted to
OFM.

Once you submit Form A to
OFM, you will not be able to
make additional edits to the
form. Contact your OFM
analyst if you need
something changed.

Manage Accounts

1. There are three main
roles within the system.
Each user must be assigned
arole.

Any one of these roles can
also be assigned the title of
Highest Elected Official.
Each city can have only one
Highest Elected Official.

IMPORTANT! Only the

Population Contact can add
users, deactivate users and
assign user roles and titles.

Certify & Submit

In accordance with RCW 4362 020, | am fumishing the Office of Financial Management (OFM) the information requested in
this form regarding changes to this municipality’s boundaries and housing stock from April 2, 2015 through Apnl 1, 20ME. |
am also providing counts of manufactured homes, special housing units, and persons living in group quarters.

[ hereby certify that all reported information is valid and accurate to the best of my knowledge. &

Tom Kimpel
210 11th Ave SW
Ofympia, WA 98504

thomas kimpek@ofm wa_gov
(360) 902-0596

Important - Please Read: Once you click Submit, your estimsate will be sent to OFM for review and you will no longer be
able to make changes online. If you need to make changes, please do so before clicking Submit. To make changes after
clicking Submit, please contact your OFM analyst.

Reviewer — A Reviewer can view Form A data, but cannot submit data. They can
edit their own account contact information, but cannot change their role or
remove themselves as user.

Editor — An Editor can edit and save Form A data, but cannot submit data. They
can edit their own account contact information, but cannot change their role or
remove themselves as a user.

Population Contact — There can be only one Population Contact per city. A
Population Contact can edit and submit Form A data. They can edit their account
contact information and the contact information for any user in their city, but
cannot remove themselves as a user. They can assign another user as a
Population Contact, but the existing Population

Contact’s role will be changed to an Editor.

Population Estimate System — User Guide
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2. From the PES homepage,
choose Manage Accounts
from the top menu. Current
users are listed
alphabetically by last name,
regardless of their role.

Based on your current role,
your view of the users may
be different.

3. Add New User

Complete the required
fields. By default, new users
are added as an Editor.

Decide what role you want
the new user to be assigned.

If you assign a new user the
Population Contact role, you
will become an Editor.

If you assign a user the
Highest Elected Official title,
the account associated with
previous Highest Elected
Official is automatically
deactivated.

New users will automatically
receive an email from
pop.estimates@ofm.wa.gov
that contains their PIN.

If the new user does not
have a SAW account, they
will need to create one and
use their PIN to register their
account with PES.

Population Estimate

System

Manage Accounts

 Add New User

Accounts for Tumwater - Thurston County:

Suresh Bhagavan

555 ISRAEL RD SW
TUMWATER, WA 88501
sbhagavan@ci tumwater wa.us
(360) T54-4180 ext 136

Tom Kimpel

210 11th Ave SW

Olympia, WA 98504

thomas kimpel@ofmwa.gov
(360) 902-0596

Pete Kmet

555 ISRAEL RD SW
TUMWATER. WA 598501
pkmet@ei tumwater waus
(360) T54-5855

Add a new user account:
% )
indicates required field

Contact Information

First Name

Last Name

Email

Address Line 1

Address Line 2

City

Zip Code

Phone

Extension
Title

[ Highest Elected Official

Roles *

O Reviewer ® Editor

E3

Contact Information

Population Contact

Highest Elected Official

FIRST NAME

AODRESS LINE 1

AODRESS LINE2

(=103

ZIP CODE *

PHOME *

EXTENSION

) Population Contact

Home

B RES

Population Estimate System — User Guide
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4. When you make a user
the Population Contact, you
will need to confirm the
change to the existing
Population Contact.

5. When you assign the
title of Highest Elected
Official to a user, you will
need to confirm the change
to the existing Highest
Elected Official.

6. Remove User

Notice that the Population
Contact and Highest Elected
Official don’t have a remove
button.

You can reassign the role of
Population Contact or the
title of Highest Elected
Official by adding a new
user or editing an existing
one and selecting the
appropriate option.

If you assign another user to
the Population Contact role,
you’ll need to work with the
NEW Population Contact to

add, edit or remove anyone.

Change Population Contact account?

Do you want to remove the ability to approvessubmit "Form A" data from Tom Kimpel account?

Yes, change the Population Contact account to Michael Mohrman No, do not change

Change Highest Elected Official account?

Do you want to remove the title "Highest Elected Official” from the Pete Kmet account?

Yes, change the Highest Elected Official account to Tom Kimpel No, do not change

Manage Accounts

+ Add Mew User

Accounts for Tumwater - Thurston County:

Contact Information

Suresh Bhagavan

555 ISRAEL RD SW
TUMWATER, WA 88501
sbhagavani@ei.tumwater. wa.us
(360) 754-4180 ext. 186

Population Contact .
Tom Kimpel &l
210 11th Ave SW Edit
Olympia, WA 88504
thomas kimpel@ofm. wa.gov
(360) 902-0596

Highest Elected Official .
-
555 ISRAEL RD SW Edit

TUMWATER, WA 38501
plkmet@ci tumwater wa.us
(360) 754-5855

Population Estimate System — User Guide

Version 1.3 1/29/2020

Page 13 of 14



Office of
Financial Management

STATE OF WASHINGTON

Logout
1 . When you C“Ck the Burlington - Skagit County [2) IEEEN
Logout button, you will be gt bl
. System ‘migﬁgé Reports ~
redirected to the OFM
April 1 page.

Note: if you immediately
use the browser back
button, you will be
returned to the PES home
page. You can close your
connection by exiting your
browser session.

Population Estimate System — User Guide Page 14 of 14
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