
Project Tracking Number Update 
 
By Liz Cheyne 
 
Since the introduction of the Office of Public School Construction’s (OPSC) new Project 
Tracking Number (PTN) system, some users have experienced difficulty logging in or creating a 
new PTN.  Following are two step-by-step guides (including screenshots) to: (1) Change a PTN 
password, or (2) Add a new PTN. 
 
 
CHANGING A PTN PASSWORD 
 
A. Expired Password 
 
When logging into the new PTN system for the first time, you will be required to change your 
password. 
 
1. Open the OPSC webpage (link).  Under the “Quick Links” section on the right of the page, 

select “Project Tracking Search Tool” to open the Project Tracking page.  Place your cursor 
over “PTN Generator” and select “Log In” on the menu bar.  Toward the bottom of the page, 
click on the “Change your password?” link.   
 

 
 

 
 
 

http://www.dgs.ca.gov/opsc


2. Enter the Username (5-digit district code) and the Current Password (the old 5-digit 
password).  Enter a New Password.  Please note that the new password must be at least 
eight characters with at least one letter and one number (Example: password1).  The 
password is case sensitive.   

 
Confirm the New Password, select a Security Question and provide the Security Answer.  
Please remember that the security question and answer may be available to multiple users.  
After all fields have been completed, click “Save.” 

 

 
 
B. Lost Password 
 
If the school district has already changed the expired password but the new password has been 
lost: 
 
1. Open the OPSC webpage.  Under the “Quick Links” section on the right of the page, select 

“Project Tracking Search Tool” to open the Project Tracking page.  Hover your cursor over 
“PTN Generator” and select “Log In” on the menu bar.  Toward the bottom of the page, click 
on the “Forgot your password?” link. 

 
 

2.  Enter the Username and District Representative’s email address. 

 

 



3. Answer the Security Question. A new temporary password will be emailed to the 
Superintendent and the District Representatives on file. If the district does not have the 
answer to the Security Question, please send an email to the Project Tracking Administrator 
stating that the district needs the PTN password to be reset. You will be contacted by an 
OPSC employee when it is done or if more information is needed. 

 

 
ADDING A NEW PTN 
 
1. Open the PTN System Web page. 
2. Place over the “PTN” drop down menu and click on the blue “Manage PTN” button in the 

submenu bar. 
3. Click on the “Add New PTN” button. 

 
 

 
 
 
 
 
 

 
 

mailto:OPSCProjectTrackingAdmin@dgs.ca.gov


4. Complete the form and click the “Save” button to add the new PTN record. 
 

 
 

Contact Information: 
 
If you have any questions or need additional assistance, please click on the “Project Tracking 
Administrator” link located at the bottom of the log in screen. 
 
 
 

http://www.applications.opsc.dgs.ca.gov/PT/Login.aspx

