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Population Estimate System 
User Guide 
 

 

This document will help you understand how to work with the Population Estimate System (PES) and 
how to complete Form A when it is available for a reporting year. 

Prerequisites: 
• OFM has created an account for your access to PES 
• You have a WA.gov account and it has been registered for PES use 

o Refer to the ‘Setting up your WA.gov account and registering with PES’ 

Login to PES 
1. Start a browser session. 

 
In the address bar, enter: 
https://pop.ofm.wa.gov 
 
You will be redirected to a 
WA.gov login screen. 
 

 

  
2. Provide the email address 

you used when setting up 
your WA.gov account. 

 
 
 

 
 
 

  

https://ofm.wa.gov/wp-content/uploads/2026/01/PES_2.0_Setup_WA.gov_Register_PES.pdf
https://pop.ofm.wa.gov/
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3. Provide your 
password. 
 

 

 
  
4. You will be taken to 
PES for your city. 
 
 

 

If your city resides in more 
than one county, you will be 
presented with a list of 
city/county combinations.  
 
Choose the county for which 
you will be providing Form A 
data form.   
 
You will then be taken into 
PES for that county for your 
city. 
 
You must submit data for 
each county your city resides 
in. 
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PES Landing Page 
The header on the landing page provides helpful information as well as links to different functionality 
within the applications. 
1. City & County name 

displays in the 
middle of the header 

 

 

 
2. User’s name and role 

is displayed in the 
right corner of the 
header. 

 

 
 

3. Logout button is in 
upper right corner of 
the header. 

 
 

4. ‘Home’ is a link to 
always return you to 
the PES landing 
page. 

 
 

5. ‘Accounts’ is a link to 
the Manage Accounts 
page.   

 

 

6. ‘Survey’ is a link to 
the Form A reporting. 
 

7. ‘Reports’ takes users 
to a page with 
available reports 
related to Form A 
reporting. 
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Landing page footer on the landing page provides links to helpful information and resources related to 
the April 1 process. 
• ‘Help’ is a link to 

OFM’s April 1 web site 
with helpful 
resources. 

 
 

• ‘Contact Us’ is a link 
to the same OFM web 
site as the Help link, 
but specifically to 
Contact Information.   

 

 

Estimate Status  

This part of the landing page offers users a way to track the progress of Form A reporting. 
  
1. Jurisdiction Data 

Reporting: Indicates the 
date current April Year 
Form A reporting is due. 
 

• A link to Form A will be 
available at the 
beginning of the 
reporting period 
through the time Form 
A is submitted to OFM. 

 
If you need to make a 
correction to submitted 
data, you must contact 
your OFM analyst. 
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2. OFM Estimate 
Development: 
Estimates are in 
progress from the time 
For A reporting is open 
through when the final 
estimates are available. 
 

• A link will be available 
when the Preliminary 
Estimate is available. 
 

 

3. Jurisdiction Estimate 
Review: The expected 
date when OFM’s 
Preliminary Estimates 
will be available. 

 
 
 
• When the OFM 

preliminary estimates 
are ready for review, a 
link to the estimate will 
be available. 

 

 

  
4. OFM Final Estimate: 

The date by which OFM 
must complete the final 
estimate. 

 
 

 
  

A link to the OFM April 1 
estimate page will be 
available when your 
final estimate is 
completed. 
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Housing Unit and Population Survey (Form A)  
A1. New Permits 

1. The left-side 
navigation menu 
provides a way to move 
through the form, 
highlighting the section 
you’re in. 
2. Use the + icon to 
display Instructions or 
Examples related to a 
particular section. 
3. A white column is 
where data should be 
entered. 
4. A grey column 
indicates where system 
calculations are done. It 
might also display data 
from the prior year. 
5. The question is a 
required filed and must 
be answered if you are 
providing data to OFM. 
6. A place is provided 
for you to enter 
Comments about the 
section you are 
completing. 
7. The Cancel button 
will clear that section of 
the form. 
8. The Save button 
allows you to save your 
changes. You can go 
back later and edit data 
if you need to. 
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A2. Carryover Permits 

1. Part “a” is for 
reporting units 
permitted since the 
2020 census that have 
not been completed. 
 
2. Use the + symbol to 
display Instructions or 
Examples related to a 
particular section. 
To hide the Instructions 
or Examples, click the – 
symbol. 
 
3. The grey column in 
part “a” indicates data 
from the prior year. 
 
4. The white column in 
part “a” is where data 
should be entered. 
 
5. Part “b” is for 
reporting units 
permitted before the 
2020 census that have 
not been completed. 
 
6. The grey column in 
“b” is for units not 
completed in the prior 
decade 
 
7. The white column in 
part “b” is where data 
should be entered. 
 
8. The Cancel button 
will clear that section of 
the form. 
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9. 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. 

 

A3. Housing Loss 
1. Report the number of 

structures lost or 
removed. 
 

2. Report the number of 
units lost or removed. 
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B1. Inside Parks  

1. The questions are 
required if you are 
reporting data to OFM. 
 
2. Use the Edit button to 
update information 
about a manufactured 
home park. 
 
3. If your city has 
manufactured home 
parks, data is required 
unless you provide a 
comment for OFM. 

 
4. Check the Close Park 
box if the park has 
closed and will not 
reopen anytime soon. 
 
5. Use the Add Park 
button at the bottom of 
the screen if you need to 
add a new park. 
 
Warning messages 
display per park when 
no values are provided 
for the current reporting 
year.  
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B1. Inside Parks - Edit Park Information 

When you click the Edit 
icon (pencil) a pop out 
windows for that park 
appears. 
 
1. Park Name, Address and 
ZipCode are required fields.  
 
2. Contact Name, Phone, 
and Phone Extension are 
optional fields. 

 
3. The Cancel button closes 
the Edit Park Information 
pop out without saving 
changes 

 
4. The Save button closes 
the Edit Park Information 
pop out and saves the 
changes. 
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B1. Inside Parks - Add Park Information 

When you click the Add Park 
button, a pop out window 
appears. 
 
1. Park Name, Address and 
ZipCode are required fields.  
 
2. Contact Name, Phone, 
and Phone Extension are 
optional fields. 

 
3. The Cancel button closes 
the Edit Park Information 
pop out without saving 
changes 

 
4. The Save button is 
disabled until data is 
provided for the required 
fields.  
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B2. Outside Parks 

The questions at the top 
of the page are required.  
Saving is not allowed 
until they are answered. 
 
When the questions are 
answered, but no data 
provided, you must 
provide a comment for 
your OFM Analyst. 
 
1. Report the number 

of new placements. 
 

2. Report the number 
of removals or 
demolitions. 
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C. Group Quarters   

1. OFM collects data from 
administrative sources for 
some Group Quarters.  Cities 
do not report data for these 
GQs. 
 
2. Provide values per Group 
Quarter for the current 
reporting year.  
 
3. Check the Close Facility 
box if the facility has closed 
and will not reopen anytime 
soon. 
 
4. Reporting is not required 
for group quarters whose 
current year Population and 
Close Facility are grayed out.  
Refer to note at the top of the 
page. 
 
5. Use the Add New Facility to 
provide a new Group Quarter. 
 
Your role determines whether 
you can Edit and/or Delete 
park information. 
• Population Contacts have 

Edit and Delete 
permission. 

• Editors have Edit 
permission 

• Reviewers do not have 
Edit or Delete 
permissions. 
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Edit Group Quarter Information 
Editing Group Quarter 
information is only for the 
park information, it is not 
for editing the reported 
population. 
 
Depending on your role, 
you might see both an Edit 
and Delete icon, or just an 
Edit icon or neither icon. 
 
1. Enter the required 
information. 
   Facility Name 
   Facility Type 
   Address 
   Zipcode 
The * symbol indicates 
required fields. 
 
2. Provide option 
information if available. 
   Contact Name  
   Phone Number  
   Extension  
3. To save the changes to 
the park, you must click 
the Save button. Click 
Cancel  to disregard the 
changes. 
 
While editing a park, all 
other parks become un-
editable. 
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Add a new Group Quarter  
1. Enter the required facility 
information. 
   Facility Name 
   Facility Type 
   Address 
   Zipcode 
The * symbol indicates 
required fields. 
 
2. Adding a contact name 
and phone number are 
helpful. 
 
You must either Save your 
changes to add the new 
park or Cancel will disregard 
the adding of the park. 
 

 

 

 

D. Annexations 

This page lists the 
annexations and 
boundary changes 
that have been 
approved by OFM that 
will be included in this 
year’s estimate. 
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Report Annexation 

Use the Report 
Annexation to provide  
annexation  
and boundary 
changes that are 
missing from the list  
 
You must either Save 
your changes to add 
the reported 
annexation/boundary 
changes or Cancel will 
disregard the adding 
of the park. 
 

 
 

Supporting Documents 

1. Additional Comments 
Provide a Comment 
about anything else you 
would like us to 
consider when 
developing your city’s 
population estimate. 
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2. 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 
Documents button, 
then navigate to the file 
you want to attach and 
click Open.  

  
1. Once a file(s) have  
been added, it will 
appear on the page.  
Upload heading flashes 
to draw user’s attention 
that files are pending 
being uploaded. 
 
2. Users can provide a 
description for details 
about the attachment. 
 
3. Action is required to 
upload the file to OFM 
or you can delete the 
attachment before it is 
uploaded.  
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Summary  

The Summary page 
provides a snapshot of the 
data you’ve entered into 
Form A. 
 
Use the View details or 
edit information links to 
go back to that section to 
view or edit data. 
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Certify & Submit  

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. 
 
1. 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. 

 

 

Managing User Accounts  

1. Each user must be 
assigned a role.  There are 
three roles within the 
system 
 
Each city must have one 
person assigned as the 
Highest Elected Official.  
The Highest Elected 
Official can be assigned to 
any role and must be 
assigned to the Highest 
Elected Official Title. 
 
 

Roles: 
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. 
 
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. 
 
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. 
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IMPORTANT! Only the 
Population Contact can 
add users, deactivate 
users and assign user roles 
and titles. 

Title: 
Highest Elected Official – the highest elected offical will receive notifications 
informing them of the estimate development and review process.  They can 
be assigned as any role. 

  
1. From the PES 
homepage, choose 
Accounts from the top 
menu.  
 
Each user’s role is 
identifiable from the 
Account List. 
 
Depending on your role, 
you may see or not see the 
Edit or Delete icons.  
• Population Contacts 

can Edit and Delete 
accounts, except their 
own. 

• Editors can edit their 
account and other user 
accounts. 

• Reviewers can only 
view account 
information. 
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Add New User 

 

To add a new user, click 
the Add New User button. 
 
1. Provide the required 
information for the new 
account. 
Required fields are 
identified by the * symbol. 
 
2. Assign a role for the 
user. 
To view each role’s 
permission, hover your 
mouse over the  
symbol. 
 
 
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.  
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When you assign a user to 
the Population Contact 
role, the existing 
Population Contact will be 
assigned as an Editor. 
 
You must confirm the 
change. 
  
 
 

 

When you add a new user 
and assign the title of 
Highest Elected Official to 
them, they will 
automatically be assigned 
the Reviewer role. 
 
You must confirm the 
change. 

 
 
Remove User 

 

Depending on your role, 
you may or may not be 
able to remove a user 
account. 
 
If you have permission to 
remove a user account, 
you will see a trash can 
symbol within the block of 
user information in the 
Account List. 

 
 
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.  
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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. 

 

Reports 
To access reports, click on 
Reports in the header. 
 
 

 
  
The Reports page provides 
a brief description for each 
report.  
 
The reports available 
allow users to view 
Population and Housing 
data, census data, 
annexations and estimate 
data. 
 
When reports aren’t 
available, the name of the 
report will display in a 
lighter color gray. 

 
 

  
Reports will open in a new 
browser tab by default. 
  
You can change this 
setting by unchecking the 
box.   
Reports will then display 
within the same browser 
window.  
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Logout 
It is recommended that 
you Logout when you no 
longer need to view or 
edit information within 
PES. 
 
 

 

  
A warning message 
displays when PES 
sessions are idle for 
more than 29 minutes.   
 
User can choose to 
continue or logout.  
 
Sessions idle for 30 
minutes will 
automatically be logged 
out.  This is a safeguard 
for user access. 
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