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Introduction

Congratulations on being awarded a GSA Schedule Contract! But, of course,
you’re not done yet. Now that you have been awarded, your approved GSA
price list needs to be uploaded to GSA Advantage!

GSA Advantage! is the GSA’s e-commerce site. It enables government
buyers to search for the product or service they are seeking. They can
either purchase it directly from GSA Advantage! or see a list of approved
vendors who offer the product or service of interest.

This eBook will go over the essentials to get your price list uploaded.

If your company is on schedule on a schedule that has transferred over to
the Formatted Product Tool (FPT), this guide is not for you!
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Chapter One

Why is GSA Advantage so
important?
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Why is GSA Advantage
so 1important?

So you went through the whole process of getting your GSA price list
approved after at least one, if you're lucky, negotiation call with your
Contracting Officer. Now you're being told that you have to get your price
list approved again!

So why go through the hassle? The picture [ ]

on the right shows price lists for vendors on B savantage!
Schedule 899. The rows framed in red show [ avantage:
you that no price lists and terms & [ sgantager

conditions have been uploaded. By contrast,
rows such as the one framed in in green have

links to the vendor’s GSA Advantage! rjz
product information and to its terms & PR antage:
conditions (shown on the left).

= .'—".:l;:-ﬁ.‘ag_-‘u
The GSA requires vendors to have their B savantage:
product information (price lists, B avantager
descriptions, specifications, etc.) and terms [ avantager
& conditions uploaded within 6 months of B ssvantage:
their Schedule award. This makes Advantage!

purchasing from your company much easier
for Contracting Officers.
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Chapter Two

Registering and
Downloading the SIP
Program
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Registering for SIP

The first step of the process is to register your contract. This is done
through the vendor support center website. Below is the link to it.

https://vsc.gsa.gov/registration/con_reg.cfm

| Want a Contract [ All Things Green #
7\ Vendor Support Center

Marketing @ Administration =
Federal Acquisition Service

& Register your Contract to use our eTools

eBuy is an innovative web-based Request for Quote (RFQ) tool used by Federal purchasers (buyers) to facilitate the request for and submission of quotes for supplies and services offered through
GSA acquisition vehicles: GSA Multiple Award Schedules (MAS), Government-wide Acquisition Contracts (GWACs), Network Service and Telecommunication, One Acquisition Solution for Integrated
Services (OASIS), and Federal Strategic Sourcing Initiative (FSSI) Office Supplies (0S3) Third Generation contracts. For more information on the advantages of eBuy, view Benefits of eBuy ~
Additional information for Multiple Award Schedule (MAS) contracts.

« In order to participate in eBuy you must: 1) register your contract with the GSA Vendor Support Center; and 2) post your MAS catalog on GSA Advantage!.
- Ifyou already have your MAS catalog on GSA Advantage! - you may simply go directly to eBuy and enter your ion user id/p ord (assigned when you registered for GSA
Advantage! via SIP/EDI). Note: Upon logging in for the first time, you will be prompted to select the categories you want to receive RFQ notices.

Registering your contract will allow you to upload your catalog file to GSA Advantage! using SIP or EDI. You will need to have a few pieces of information when registering:
1. Contract Number
2. DUNS Number

If you register with the wrong DUNS number, please call the Vendor Support Center @ 877-495-4849.
Contract Type MAS / VA v

Contract Number

example: GS99F9999A

© GSA FAS 2015- """ WARNING *** This is a U S. General Services Administration computer system that is "FOR OFFICIAL USE ONLY". This system is subject to monitoring. Therefore, no expectation of privacy is to
be assumed. Individuals found performing unauthorized activities are subiect ta disciplinary action including criminal prosecution

Privacy and Security - Contact Us - Site Map - Accessibility

This is the screen you will see. You will click on the very first option,

MAS/VA, and input your contract number in the box. Then click on
“proceed”.

Follow the prompts. Once you have completed the registration process you

will be given a password. This will be your password for SIP and also for
logging into the GSA’s eBuy system.
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Downloading the
SIP Program

Once registered, you're ready to upload your approved GSA price list using
the Schedule Input Program (SIP). But first, we need to download the
software.

In order to do so you will need to go to the following website:
https://vsc.gsa.gov/sipuser/sip_download.cfm
Once there you will see this screen:

GSA Vendor Support Center | Want a Contract [E All Things Green # Marketing il Administration =

Federal Acquisition Service

Home ' SIP Use SIP Software

& SIP - Download software

Schedule Input Program
The Schedule Input Program, or SIP, is a proprietary software program provided by GSA to assist contract holders with uploading their electronic catalog onto GSA Advantage
Additional information

« Before downloading SIP, you will need to register your contract. Register here
« Toinstall SIP software, you must have full administrative rights on your computer. If you do not, or encounter an error during installation, please contact your IT department as they may need to
install the software for you.

@ SIP Instructions

Need Help? If you should have any questions regarding SIP, the Vendor Support Center is here to provide you support. 877-495-4849

© GSA FAS 2015 - *** WARNING *** This is a U.S. General Services Administration computer system that s "'FOR OFFICIAL USE ONLY". This systemis subject to monitoring. Therefore, no expectation of privacy s to
be assumed. Individuals found performing unauthorized activities are subject to disciplinary action including criminal prosection.
Privacy and Security - Contact Us - Site Map - Accessibility

You will need to download the zip file. Follow the instructions for download
and installation of the program.
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Chapter Three

What Documents you need

PPPPP



Documented Needed

The documents that you need vary between products and services.
Necessary documents can also vary by the Schedule or SIN that your
company was awarded.

e However, you will always need the following;:

e GSA final approved price list

e GSA final pricing proposal

e SF1449

e Final Proposal Revision (FPR)

e Photos in an acceptable digital format (if applicable)
e Registration for SIP

You may also need the following:

e Summary of Offer (SOO)
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Chapter Four

Adding Information
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Adding Contractor Information

Once you have downloaded the software it is time to input all of your

information. The first information that is requested in the program is your
Contractor Information.

s Centractor Informaticn b o= )
Contractor nams ﬁ
DUNS: | I
Pazzword provided by GEA: I I
Dwisior name: :
Addregs I
Country:
City:
Statelprovinze: =
z p code ﬁ
Website: ﬁ

Orders:

Send Orders to this email addrzss: (email 2ntered will heve aceess to orders via GE& PO Porial at werw.poportzl c=e.gov)

Email:

Re-enier Email:

Fax orders to: (This rumber must be correct to receive fax orders. Fex is used az backup mathod]

Phons: |person who can respord to ordar questions)

The fields that are framed in red are required information about the

company. The fields that are framed in blue are information that does not
pertain to every company. The fields framed in green are very important
because they provide the contact information for orders made through GSA

Advantage!
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Adding Contract Information

The next step is to input the information that pertains to your contract.

Primary Contract Information E@

Browse Window Press F1 for field help

Contract number| Schedule |Catalog eff. date | Contract administrator name |

» |

Input Window el

Schedule number: I I
Contract number: | |
Modification number: || |

Catalog effective date: |8/27/2013

“our company contract administrator info

Name:

Phone:

Fax:

E-mail:

Prompt pay info — Maximum iz 30 days.

D % discount if paid in : days e
% discount if paid in days
Warranty: |El |I I

Production points: D or
What is the minimum order you will accept? 3: J
-

The fields framed in red are information that is required. Even if you do not
offer a prompt payment you must input zero days and zero percent.

The only fields shown that you do not need information in are the
modification number (if this is your initial upload) and the effective date.
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Adding Contract Information

You will click “save” and the next screen to open will look like this.

it

< E W 2

SIN/Maximum Order

Browse Window
Contract: GS-07TF-238AA

E=n BN

Press F1 for field help

Special item number| Maximum order L)

Input Window
Maximum order based on

400,000
400,000

Maximum order:

| 400000 ~ |

Input all of the SINs that are awarded under your contract. The maximum
order is a set number for each SIN but needs to be selected.

Once all of the SINs are added click “save” and exit.
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Adding Products

The next step is to add of all your products. These need to be input one-by-

one.

o) Product Information
Browse Window (4178 Products)

B

Show accessories | Press F1 for field help

Contract no. Product name

|Manutacturer part no. |upcaisan [sm [ ~

Input Window
Contract number:

SIN:

UPC/SBHN:

UNSPSC:

Manufacturer part‘rmodel number:

|
|
Manufacturer: | ﬂ
|
Contractor part number: |

Productiitem name: |

National stock number (NSN):

Photo name: |

Product description:

Product specific website (may include photo): |

Product dimensions: Humberivalue Unit of measurement

Product length: ‘ |

Product width: [ [

Product height: \ |

Shipping unit weight: Ibs.

Ledledled

=

Be sure that all of the information input into the software program is what
was awarded on your GSA Contract. For example, if you were awarded FOB
Destination CONUS and FOB Origin everywhere else, make sure your SIP

files reflect that.
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Adding Products

Once you have inserted the information for a given product, click “save”.

The program will then enable you to enter pricing information.

Laat ‘ Edit ‘

2|

Mfg. part: 176772
Unit of issue |EA

Qty per unit

Zone Catalog price

GSA price

Product - Price Information

Order increment or minimum |1

Standard pack

Discounts

Lo o]

Press F1 for field help

Effective dates
From To

Temporary
price

$ 5392700 §

3381700 Qty/Vol %

30.0000

SIP is going to ask for the commercial price and the GSA-approved price.
Once you have entered them, click “save” and exit.

Before taking you back to enter additional products it will ask if there is

zone pricing, authorized dealers or if there are different colors, etc.

Enter this information if it pertains to your Contract.
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Adding Services via Text File

Unless dictated by a special requirement under your awarded SIN, your
service offerings must be uploaded to GSA Advantage! via a text file.

The text file is just a Word document or PDF. If you are marketing services
on GSA Advantage!, contact your Contracting Officer for a template.

Text File (=[O sl
Contract number|5chedu|e number|Tex‘lfiIe name

L B& CPLABSGSAADYVANTAGEPL.PDF

£ >

Attention MAS Contractors: Atext file containing your GSA contract terms, conditions, and GSA Schedule
Price List may be submitted in PDF, MS Word, MS Excel or HTML formats. Mote: PDF file should be
generated from MS Word or other text based format rather than from a scanned document. Scanned documents
cannot be indexed and therefore cannot be found via a keyword search in GSAAdvantage.

We encourage all contractors to submit a text file containing your contract terms and conditions (usually
shown in your government price list) in order to provide additional information about your contract to our
customers thus enabling them to make a more informed buying decision. Your text file will be viewable not
only through GSA Advantage but also through our Schedules elibrary and eBuy websites. We currently
have over 400,000 registered government users.

Select file Remove file Click here for help
View document

In order to upload your text file into the SIP program you must first save it
in the specific file folder within the SIP program.

Copy your file from its original location, do not just save it to the SIP folder.
You always want a backup copy of this file.

Next, go to your “C Drive” folder. There you will find a folder labeled “SIP”
or “SIP7”.

Once you click on this folder you will paste your document into the “text
file” folder.

This will allow you to click on “Select file” in the SIP program and select
your file from the list.
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Chapter Five

Submitting your products
information and terms
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Submitting your Product
Information

Congratulations! You're ready to submit your product information as well
as your related terms and conditions (discounts, shipping, etc.)

File Edit Tools | Communications | Windows  Help

ﬁﬁﬁ@ﬁ‘%a % Import

Message Center

- The Schedules Input Program (SIP) is designed
coentract products and services to GSAAdvan

g has over 300,000 registered Federal buyers lo
- over 10,000 vendors currently using SIP to sut
Advantage.
¢ HNews: Now you can
upload multiple photos What are the benefits of GSA Advantage’®
for a product! - Exposes your products and services to a
¢ HNews: URL for text file - Has the potential to increase Federal sales
no longer accepted - Provides an excellent marketing and order

What are the benefits of using SIP?

- 5SIP software is free to Schedule vendors
?
Where do B - Allows you to provide product description:

o | accessories and more to Federal buyers

On the top row you will click “Communications” and then create catalog
files. Follow the steps that SIP walks you through.

Once your information is submitted you will be able to click on “check
response files” to see whether or not your Contracting Officer has accepted
these files.

If your SIP files are rejected, it may be due to a discrepancy between your
SIP files and information on your GSA award documents. Contact your
Contracting Officer for clarification.

If they're rejected, fix the errors and resubmit the files.
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