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Schedule Input Program (SIP V 7.3) Instructions

The following information is provided to assist you in having your company catalog and other contract data posted on GSA Advantage! and GSA Schedules eLibrary websites. 

Information entered into the SIP program, must mirror contract file information.  This is not where you submit modification requests to change contract information.  If you have changes to your contract such as:  name of company, location, contract administrator, email address, telephone number, Special Item Numbers (SINs), labor categories and rates; you must first submit request for modification to your GSA Contract Officer.  Following approval of contract modification, then you submit changes in the SIP program.

Initial First Time Contract Data Load

1. Register your contract number with the Vendor Support Center
2. Download the Schedule Input Program (SIP) software from the Vendor Support Center    

Vendor Support Center (VSC) website, http://vsc.gsa.gov

Register Contract number with Vendor Support Center
By registering your contract number with the VSC, they will recognize your upload is from you.

Please note that a Data Universal and Numbering System (DUNS) are required at registration.  If you do not have a DUNS assigned for your company, you may obtain one without charge by contacting Dun & Bradstreet, Inc. at (800) 999-3867 Ext. 7748.

Go to the VSC website
Select:  Getting on Advantage!
Select:  Getting Started
Select:  Register Your Contract
Select:  Please click here
Under, “Choose Your Contract Type”, select the MAS/VA option
Enter your contract number in space provided
Select:  Proceed

After completion of the registration, a password will be assigned to you.  The password will be used when you are ready to submit the SIP data.  This password is used to protect your data.  It is stored in your SIP application in your computer.  When you get to the point where you are uploading your SIP information, the computer at the VSC will automatically compare the password in your SIP application with your password on file.  VSC Help Desk personnel are available for assistance with your SIP submission 1-877-495-4849.

Contractors holding multiple GSA Schedule contracts must register each contract with the VSC.

Download Schedule Input Program software
Go to VSC website
Select:  Getting on Advantage!
Select:  Getting Started
Select:  SIP – Download Software 

The SIP program will prompt you when updates become available and will download and install automatically after you close the SIP program.


Helpful Tips:  

1. Before you enter data in either SIP Catalog File or SIP Text File, have available the “General Services Administration, Authorized Federal Supply Schedule Price List, Customer Information” document that was included in your contract award file information.  Information in that document will be used in your SIP Electronic Catalog File and in the Text File content.
2. There are two major files in the SIP program; the SIP Electronic Catalog File contains Primary Contractor/Contract data, Maximum Order (MO)/SINs, and payment address; the SIP Electronic Text File contains a text file (ending in .txt, .doc or .rtf) that posts on GSA Advantage! as your “catalog”.  SIP program generates two emails after approval/rejection actions to relay pertinent information.
3. When uploading Text File, do not choose “URL” option.  We only accept Text Files submitted as “Text”.
4. The Text File document is where participating contractors for Disaster Recovery Purchase will include the SINs that end in “RC” along with their regular awarded SINs.
5. Don’t add NAIC codes that are not associated with your awarded schedule contract.

SIP Electronic Catalog – Contractor and Primary Contract Data

The fill-in information updates contract data in GSA Schedules eLibrary. 

Select:   File, Open, Contractor

Enter data in input window.
· if contractor data entry window is grayed out, you may have to select the “Add” button at the top of the input window in order to proceed
· maximum 35 characters for company name (abbreviate while still keeping recognizable as your contracted company name)
After completion of contractor data entry, select Save, then select File/Close.

Next, the Primary Contract information window should open up automatically.  If not, Select:   File, Open, Contracts
· Select your Schedule from drop down list
· Enter Contract Number
· Enter Modification number if appropriate
· Enter Contract Administrator (must be authorized negotiator in contract file)
Note:  If Contract Administrator has changed, you must first submit request for modification to GSA Contract Officer for approval before submitting in SIP.
· Prompt Payment – no entry required
· Warranty – put zero; select Standard Commercial in drop down list
· Production Points – select US in drop down list
· Minimum Order  - enter what is in your contract award file
· Time of Delivery – put zero; choose “From date of award to date of completion (Services Only)”
· Disregard FOB Points
· FOB – put in Destination
· Select “Save”
SIN/Maximum Order - SIP will automatically prompt Contract SIN Data Screen.  If not, select icon resembling a tray with file folders from the tool bar in top left of screen.  Select awarded SINs.  Select “Save” after entry.  Select “Add” if you have multiple awarded SINs and “Save” after each entry.  The Maximum Order Limitation will automatically generate for the SIN.  Select “Save”, then “File” “Close” the SIN/Maximum Order screen. 
Order/Payment – SIP will automatically prompt the screen.  If not, select the icon resembling a mailbox from the tool bar.  After entry, save and close the screen.
Next, questions will automatically generate.  Answer “NO”.  The questions are not for service contractors.  Regarding “Products” - any products awarded for service contractor should be included in Text File document.  The “Product” tab would only be used if awarded products under Schedule 874; 874-4, 874-5, 874-9.  


Items that will cause an immediate rejection of your file if missing (Reference Clause I-FSS-600)

Rejection Criteria List
SIP Electronic Catalog File:
· Contract Number
· DUNS Number
· Vendor (Company Name)
· Address
· Email
· Contract Administrator Name/Negotiator
· Administrator Phone Number
· Contract Administrator Email
· Government Credit Card – Accepted under micro purchase threshold
· Order/Payment Address
· SINs/Maximum Order Limitation
· Products – only applies to awarded products under Schedule 874;SINs 874-4, 874-5, 874-9


SIP Electronic Text File – also known as “Catalog” in GSA Advantage!
Create a document in an acceptable format such as Microsoft Word (.doc), Rich Text File (.rtf) or Plain Text (.txt).  NOTE:  File names must not include spaces or special characters and must not exceed 12 characters.  Save a working copy in your hard drive that you can edit when there are changes to your contract.  Instructions on how to attach a copy of your saved working copy into the SIP program are later available in this instructional document.

Information to include in your Text File document:

· “General Services Administration, Authorized Federal Supply Schedule Price List, Customer Information” – this is part of your contract file award information that contains company name, address, contract number, contract period, minimum order, DUNS number, etc.  (Ref. I-FSS-600)
· Awarded SIN(s) numbers and Disaster Recovery Purchase SIN(s) that end in “RC”, if applicable
· The “Product” tab may only be used for Schedule 874; SINs 874-4, 874-5, 874-9
· Labor Categories – for each awarded SIN, rates and corresponding contract dates.  Do not include Option Years not exercised.
· Labor Descriptions including Minimum Education and Minimum Experience
· Professional Engineering Disciplines (PEDs) – for Schedule 871; include applicable PEDs for each awarded SIN
· Service-type keywords for awarded SINs

Items that will cause an immediate rejection of your file if missing (Reference Clause I-FSS-600)

SIP Electronic Text File:
· Text Files submitted as “URL” versus “text”
· Awarded SINs including SINs ending in “RC” for Disaster Recovery participants
· Schedule awarded “products”, reference Schedule 874; SINs 874-4, 874-5, 874-9
· Labor Categories/Descriptions/Minimum Education/Experience
· Services Contract Act (SCA) awarded labor categories and SCA narrative if applicable
· Professional Engineering Disciplines (PEDs) per SIN if applicable
Saving Text File document in C:SIPV7/textfile directory
Important Note:  It is the policy of the Management Services Center that WE WILL ONLY APPROVE documents uploaded through the “Select File” option located in the SIP Text File window.  We will disapprove Text File submissions posted as a link only, on the Text File page or where a web address to your information is entered through the “Enter URL” option in the SIP program.  Questions may be directed to a Business Management Specialist listed at the end of this document.

1. Go to your saved work copy of your Text File saved in your C Drive
· Save or copy your Text File into the C:\Program Files\Sip7\text file folder
· Close screen

2. Open SIP, select “File”, “Open”, “Text Files” or select the Text File icon
· Choose “Select File” at the bottom left of the screen
· Select the drop down list and select your Text File name
· Select “Save” at the top of the screen
· Close screen

Note:  If the SIP program does not allow you to “Save” due to an error message or the “Save” button is grayed out, check to make sure the document file name in TEXTFILE directory is 12 characters or less with no spaces, dashes, or underscore.


SIP Upload Process
1. Go back into the SIP program
2. Select, “Communications” then “Create Catalog File”.  This will generate an A60 designator if the first uploading; or a C70 designator if you’ve made changes to the existing file in SIP; or an R70 designator for Replacement File if you are replacing the information posted on GSA Advantage!
3. When the program has notified you that the files were created successfully, select “Communications”, then, “Send Catalog File”, then, select “Send”.  At the top of the dialogue box, you will see “Select File Type”.  Make sure “New Catalog” is selected.  Select the button labeled “Click Here to Start Upload” (upload times will vary depending on the size of the files).

If you are correcting information already posted on GSA Advantage!, select “Communications”, then, select “Create a Replacement File” (R70).  SIP will generate a designator W70 if your file attached in the upload process.

TIP:  Do not highlight file designators, for example, A70 and W70

Download/Process Response Files
After 24 hours of received emails or fax for SIP Electronic Catalog File and SIP Electronic Text File from GSA Contract Officer/Business Management Specialist, the SIP program generates Response Files for both SIP Files.  Even after you receive the email notices that your files have been approved, be sure to download response files the following day.  This prevents having to later contact the Vendor Support Center to clear out response files that are hung up in the system.

After files are uploaded successfully through SIP, a message will appear each time SIP is accessed.  This message will read, “SIP is waiting on response file(s)”, until the electronic response files are downloaded and processed.  

Download File Types are:  A60 = Original file; C70 = Change file; R70 = Replacement file; W70 = Text file.

Important Note:  In order for the SIP program to be able to resend a new updated Catalog or Text file, a Response File must be generated from the VSC SIP server indicating that action has been taken on your previous SIP submission.  Do not try sending submissions before response files are created and cleared from previous submission.  The Response File(s) usually arrive in 24 hours after your submission was accepted or rejected here at the GSA Management Services Center.  However, it has been known in very rare occasions to take up to a week according to the VSC SIP Help Desk.  After you download all available Response Files, you will be able to resubmit a corrected Catalog or Text data, but not before.


Instructions for downloading Response Files
This process is critical in order to keep the “communication pipeline” clear for any changes you wish to submit through the SIP program!

Open up the SIP program.  A message should appear stating, “SIP is waiting on a response file.”
1. Select, “I WANT TO DOWNLOAD”.  This will open the SEND/RECEIVE FILES window
2. Select, RECEIVE
3. Select, CHECK FOR RESPONSE FILES (you must be connected to the internet to download response file(s)
4. Once download is complete, select OK
5. Close SEND/RECEIVE window
6. Dialogue box will appear stating, “Response files are ready to be processed.”  Select, PROCESS NOW.
7. Another dialog box will appear stating, “This routine will process the response file…”, Select, OK.  This will process your response file(s).
8. System will prompt you when processing is complete.  Select OK
9. After viewing log file, close Process Response File screen

If it does not automatically check for a Response File, go to Communications and Send/Receive Files, select Receive.  The program will check the system and download your Response Files if there are any.  You can always go to Communications and Check File Status in the SIP program to check if you are waiting for any response files.
Correcting a rejected Catalog or Text File

Note:  Verify that you are working in the most current SIP program.  If you have an earlier version saved on your C: drive, you will need to download the current version, reenter data and move your web based Text File document from the old SIP/textfiles directory into the new SIP/textfile that was created during the download process of the most current SIP application.  

SIP Catalog File 
 
To change Contractor information 
Select, File, Open, Contractor.  Select Edit.  Make your corrections and select Save.  Then select File and Close to get out of this mode.


To change Contract information
Select File, Open, Contract.  Select Edit.  Make your corrections and select Save.  In this Contract mode is where you will find SIN/Maximum Order (select tool bar icon that looks like a file box).  To leave the SIN/Maximum Order mode, select File then Close.  This puts you back in the Contract mode.  From there you can select other modes such as Order/Payment addresses, select tool bar icon that looks like a mailbox.  Products – only, if awarded on contract (reference Schedule 874; SINs 874-4, 874-5, 874-9).  File, Close out of each mode, then File and Close out of Contract mode.

SIP Text File-  
To change context go to saved work copy on your C: drive.  Save your document on the C: drive and then save in your SIP program folder.  The upload process in the SIP program will attach the Text document saved in the SIP program folder.  If you have more than one Contract Number, highlight the relevant Contract Number.  Next, select Text File, and in the drop down list, select the corrected document name.  Select, Save.

SIP Replacement – corrected files
The following instructions are for any changes to on-line information that previously was approved through the SIP program and is posted on GSA Advantage!

Helpful Tip - be sure to close applications that you used to create the Text File.  It could cause problem with SIP upload.

1.  If you get a response in the SIP program that says “SIP is waiting for Response Files”, even after you downloaded Response Files, it could be due to the Response Files for both the SIP Catalog and SIP Text File did not download at the same time.  This can happen if you try to create replacement files within one or two working days after your last SIP submission.  What you must do in this case is wait another day, then attempt to download that wayward response file, and if successful, try again to “Create a Replacement File” that can be uploaded again.

2.  If you have registered for more than one contract number, select your contract number in the listing and select Create Replacement File.  If you have registered for only one contract number, it will automatically create a file for you after you created your replacement file in the previous step.

3.  Go back to Communications and Check File Status.  The files that were created should be in the window and will say “Replacement File for (contract number) needs to be sent.  Text file needs to be sent.”

4.  Again, go to Communications and Send/Receive.  Then Select, Send.  Be sure to keep the default selected “New Catalog” and NOT “Previous Catalog”.  Otherwise you will be sending previous uncorrected Catalog or Text file in the SIP program memory.

5.  You will see two files with designations R70 and W70.  Primary Contract data is called the Electronic Catalog and is represented by R70.  The .htm document or .pdf document that you created for your Text File and saved in SIPV7 directory in C: drive is represented by W70.  Do NOT select or highlight R70 or W70.  Doing so will cause a partial upload.

6.  Select – “Click Here to Start Upload”

It’s good to go back to Communications, Check File Status, to see “Replacement file has been sent”; “Text file has been sent” along with a date.

How to View Information on GSA Advantage!  and GSA eLibrary 

After 24 hours, approved files should be visible on GSA Advantage or GSA eLibrary.  www.gsaadvantage.gsa.gov or www.gsaelibrary.gsa.gov.  If not, contact the Vendor Support Center at 1-877-495-4849.


For Assistance

Contact the Vendor Support Center at 1-877-495-4849
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