Guidance for 
Management Services Center
 Contractors Only

Please forward these instructions on to the person in your office who is responsible for the GSA Advantage Schedule Input Program (SIP) data entry and subsequent upload.

Schedule Input Program (SIP V6) Instructions

Updated as of April 19, 2005
The following information is provided to assist you in having your company catalog and other data on the General Services Administration (GSA) Advantage website. 

First you must download your Schedule Input Program (SIP) software from the Vendor Support Center (VSC). 

The current version is SIP V6.3. 

If you have previously downloaded the SIP 95 version, you must replace it with the latest SIP V6 version.  

Go to the Vendor Support Center (VSC) website: http://vsc.gsa.gov 

Click on Download SIP 6.3
Note: If you already have the SIP 95 version in your computer with all the entered information when you download the SIP V6 version, don’t try to import all the data saved in the SIP 95 version into the SIP V6 version. It just doesn’t import properly even though the SIP program gives you that option. You will have to enter all the data into the SIP V6 input windows as if you were starting fresh at the beginning. Your password will be the same that you had entered in the SIP 95 version. If you have forgotten your password, you can get it by calling the Vendor Support Center SIP Help Desk (877) 495-4849 and giving them your contract number.

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

To obtain your password at the http://vsc.gsa.gov website, look under:

Other Site Features, and click on Register (SIP, EDI, 72A, e-Buy)

Then click on SIP/EDI Registrations. This is currently the first selection.

At the next screen, enter your contract number without dashes and click Proceed.

You will then be asked to fill in applicable data. 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 Vendor Support Center (VSC) will automatically compare the password in your SIP application with your password it has on file. VSC personnel can also provide assistance with your SIP submission. 

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.

All your GSA Schedule contracts must be registered with the VSC.


To register another GSA schedule contract:

Open:  http://vsc.gsa.gov 

Click on:  Register (SIP, EDI, 72A, e-Buy)
Under Other Site Features, click on Register (SIP, EDI,  72A,  e-Buy)
Click on Need To Register Another Contract
Enter: “DUNS” number and “Password" and click Proceed
Note: Before you begin your data entry into the SIP application.

As you proceed in data entry within this SIP application, you will be asked to input the contract administrator name that is annotated in your GSA contract. It is important to review in your GSA contract who is actually contracted as your company contract administrator. If this has changed and you enter this contrary to what is shown on your contract, your transmitted SIP will be rejected by us. If your company decides or has changed the name of your GSA contract administrator or even your company address, please contact your GSA contracting officer first for a modification to your contract before you submit you’re SIP as these are contracted items. Other items to take note of would be an incorrectly entered GSA contracted minimum order quantity and incorrect labor categories along with their rates in your Text File document as per your GSA contract. Remember, any data entry that is a deviation from your contract will result in a rejected SIP submission and will delay your presence on GSA Advantage.

To Enter Data:

Click on the SIP V6 icon on your desktop. If you still have the old version SIP 95 version, you must download the latest SIPV6 version for your data entry and delete the SIP 95 directory in your C: drive to prevent data entry and upload confusion.  

First you will be entering your Contractor data

Click on File, then Open, then Contractor.

Enter your data on the Input Window

Note: If your contractor data entry windows are grayed out, you may have to click on the Add button at the top of the input window in order for the SIP program to allow you to enter your contractor data.

Tip: The maximum number of spaces to enter your company name in the Contractor Data is 35. Therefore; it may be necessary to abbreviate some of the words in your company name to make it fit while still keeping it recognizable as your contracted company name.

When contractor data entry is completed, click on Save. Then click on File, and then Close.

Your Primary Contract Information window should open up automatically.  If not, then in order to enter your Primary Contract Information, click on File, then Open, and then Contracts. 

Note: If your contract data entry windows are grayed out, you may have to click on the Add button at the top of the input window in order for the SIP program to allow you to enter your contractor data.

Next, enter your contract data into the input window.

First select your Schedule from the drop-down list.

Enter your Contract Number.

Skip the Modification number.

Enter the name of your Contract Administrator.

Note: If your Contract Administrator has changed from what you have listed in your contract file, you will need to request a Modification to your contract to reflect the change. Other wise your SIP upload will be rejected upon review. However, if it has changed to a person that is listed in your contract file as a primary negotiator, we will accept that person as your Contract Administrator entered in SIP Contracts entry.

There is no required entry in the Prompt Payment field.

In Warranty, put 0; select Standard Commercial in the drop-down list.

In Production points, select US in the drop-down list.

In the Minimum Order question, enter the minimum order dollar amount listed in your contract file. If this entry is more than what is listed in your contract file, your SIP upload will be rejected upon review.

In Time of Delivery, put 0 because services have no time associated with them. In the drop-down list following Time of Delivery, choose “From date of award to date of completion (Services Only)”.

Disregard the FOB Points.

When Contracts data entry is completed, click on Save

Your SIP may automatically go to the Contract SIN Data screen. If not, then on the tool bar on the top left is a tool button that looks like a tray with file folders. This is the SINs/Maximum order tool.   Click on this tool.

Now we will enter your Contract SIN Data.

The SIN Input window has a drop-down list of SINs related to your Schedule Number.   

Note:  You may have to click on Add in the tool bar above in order for the SIP program to allow you to enter this data. 

Open the dropdown list and highlight your first SIN Number. The Maximum Order has a drop down list also.  Highlight what it gives you as the single default value offered.

Note:  It may be that the Maximum Order amount that is given to you in the single default amount in the drop down list does not represent what you are actually contracted for. What’s happening is that the SIP program is not programmed to include in the drop-down listing the actual Maximum Order dollar amount for the particular SIN number that you may be contracted for. Your only choice is to select by default what’s there. Just know that in spite of this, the Maximum Order amount is what’s listed in your contract.  

Click on Add Next to add another SIN and continue with the process above.

If you enter an incorrect SIN, just highlight that SIN number and click on Delete in the tool bar above.

When finished adding SINs, click on the Save button. If you are only deleting a SIN number that is already listed, than clicking on the Save button is not required. The Save button will stay grayed out.

Note: After entering your last SIN and the corresponding Maximum Order amount, do not click on Add Next. If you do make that mistake, the SIP program will gray out the Save button making it impossible to save your entries while at this data entry screen.  The way out of this dilemma is to do a File, and then Close. Your SIN entries will be automatically saved. You can prove it to yourself that they got saved by clicking on the SINs/Maximum Order Tool button again that will bring up the list of SIN’s that you entered.

Then click on File, and then Close to close out the SIN input window.

Next, the Order/Payment Addresses input window will pop up automatically when you close the SIN/Maximum Order input window. If not then you can click on the Mailbox tool that is for entering Order/Payment Addresses.

In Order/payment addresses, you will be entering your addresses for both ordering and payments. 

Note:  You may have to click on the Add button at the top before the SIP program will allow you to select a payment method.  

If your address is the same for both ordering and payment, the Both Orders and Payments button will be selected. Enter your address in the input window provided. Then click on Save when completed. If your Ordering address is different from your Payments address, select Add then Orders Only and enter your address for that and Save. Next click on Add and select Payments Only, enter your address for that and Save. Basically you are finished in this Catalog File portion of your SIP submission when you complete the Order/Payment Addresses.

Upon clicking Save, and then File Close, when finishing the Order/Payment data, you will be asked a series of questions that requests information only from Products type companies. Choose No to all of them. Also, you are given the option to enter Products in its input window. 

Do not attempt to enter anything in this input window. If you offer support products, you can provide this information in your Text File document if you wish. 

Important Note:  Do not enter your Labor Categories and their rates in the Products input window, this will create viewing problems with your Labor Categories being displayed as if they were products, when your company’s name comes up in GSA Advantage Search results.  

Your Text File document instructions follow below.  

Your Text File document will be your electronic catalog brochure in GSA Advantage. This is your Marketing Piece that is reviewed on the web by the federal community through the GSA Advantage website. Follow the instructions below on how to create and upload your Text File document. 

Tips for when you are creating your Text  FILE document.


The minimum requirement is your price list. Text may be taken from your published GSA schedule price/sales catalog and may contain terms, conditions, descriptions, and pricing. It will be necessary that you update and resubmit your Text File document as your prices change. If you do add more information, then it must mirror your awarded contract. Also recommended is to add success stories, past experience of work performed and include agencies names, and a description of your company. The Text File document is your marketing tool to entice agencies to do further research on your company. Keep it simple, but ensure it is appealing to your audience. 

The primary purpose of the Text File document in addition to the required Labor Categories and their rates is to describe what you offer under each SIN. A suggested order could be for such things as:

    
Company name, address, phone numbers etc.

          
Company overview (Tell a little bit about your company)


A break down of your services by SIN numbers
along with a description of services offered under each Special Item Number


A description of work you have done for any Federal agencies


Ordering instructions/terms & conditions

Labor Categories and their rates

Steps to saving a Text File document in C:SIPV6/textfile directory


1. Create a MS Word or other word processing working document.   Note: The SIP program calls this a Text File. This does not mean that you are to create your work in a .txt format. You need to create your document either in a HTML web based application to begin with or in an application such as MS Word where you also have the capability to save your work in Webpage .HTM in order to be presented on your GSA Advantage webpage.

Note:  In the File, then Open, and then Text File input window, there is a button called, Select Text File. When you click on this button a small input window opens up labeled Enter text. This may lead you to believe that you are to enter document here. Do not even think of doing this! All I want to say on this is that problems will develop. Stick to the instructions that follow as the proper way of creating and saving your document.


2. Ensure that you include your current GSA’s awarded price list and labor categories.


3. You have the option of saving your price list in a table within your Text File document or as a link to your server. It is recommended that you include your price list in the Text File document for customer convenience. If you save it as a link on your webpage, then it must be a direct link to your prices, or it must be obvious where your price list is located.


4. All other information within your Text File document must mirror your awarded GSA contract information.


5. It is necessary that you include the SINs that you have been awarded along with what you provide under those respective SINs. Note: For those that wonder why, when agencies are looking for contractors listed in the GSA e-Library, they are unable to link from the respective GSA Advantage symbol to the GSA Advantage contractor webpage information UNLESS the SIN number annotations are listed in your Text File document. This is an aberration that developed when the GSA e-Library was recently redesigned.  


6. Key words of what you provide in your SIN descriptions as well as in your overall Text File document will help agencies find your company through the GSA Advantage search engine https://www.gsaadvantage.gov/advgsa/main_pages/start_page.jsp.  
Your SIP submitted Text File document becomes your Contractor Catalog on GSA Advantage. This search engine will only list as hits those companies by schedule number that contain these key words in their respective GSA Advantage Contractor Catalog. Therefore, once you are on GSA Advantage, be aware as you create your Text File document that the GSA Advantage search engine cannot search past any web links in your Contractor Catalog to another website in your server.  In other words, if you’re entire narrative is only accessed through a web link from your Contractor Catalog, your company's name will not be selected by the search engine looking for these key words in the search.


7. About pictures in your Text File document.  MS Word does not know how to keep pictures intact with the document when you save it as a Webpage (*HTML *HTM).  Although you may be able to view your .htm document in the textfile subdirectory with the pictures intact, when the SIP V6 program uploads your .htm document, the uploaded document shows a box with a red X in the upper left hand corner where the picture should be. The same is true if you attempt to paste an Excel table for example into an MSWord document to show your price list. It just doesn’t work. There is a way to show pictures in a Text File document that originates in MS Word. In place of the spot where you want to place a picture, you can create what is called an “active link” address to your server where you have the pictures stored.  When your document is being shown on the GSA Advantage website in place of the active link addresses, your pictures are automatically called up from your server.

The only other alternative to using MS Word or any other word processor is to use a web based application that creates an HTM document to begin with. You can do all sorts of stuff in that environment.  

Your best bet if you don’t want to mess with all this is not to have pictures including your company logo in your Text File document in the first place. A very presentable and professional document can be put together without pictures or active links.

Tip:  Once you have a word document formatted the way you want with possible colors, bolding, and fonts, save this document in your personal drive and keep it as a MS Word .doc document. This will help if you need to make changes for a future resubmission. If you have to later make corrections in your narrative, it is better to make the corrections in the MS Word document and re-save it as Webpage HTM or HTML overlaying the existing HTM file with the same file name as explained below. There might be problems trying to correct and save the HTM file that you would not have with the MS Word document.

7.  After you have saved the document in MS Word, then save the file again as a file type Webpage .HTM      Make sure the name is 15 characters or less with no spaces. To do this, go to File, Save As then Save As Type. Select Webpage (*.HTM).  

Note: .HTM and HTML are one and the same. No difference as far as we are concerned.  “.HTM” is the file name extension. “HTML” is the acronym for a webpage format. 
 
Real Important Note:  Even though the SIP Help screen suggests that you can also save as .txt, don’t save your file this way as formatting problems on the webpage will result.  Text runs usually runs off the right side of the webpage as well as other formatting problems.  It really gets messed up badly.  


8.  In the Save In box, select the C Drive.  Look for a directory called SIPV6.  You will find this directory either at C: SIPV6 or at C: Program Files/SIPV6 depending on when you originally downloaded the SIP program.  

Tip:  If you find it in both places, which are very unusual, here is a clue on how to determine the appropriate directory path to the SIPV6 directory.  Try clicking on File and then Export.  Then take a look at the directory path that is shown and determine if it says C: SIPV6 or C: Program Files/ SIPV6.  

Double Click on the SIPV6 directory.

9.  In the directory SIPV6, you will find a sub-directory called textfile. Save your .htm file in this textfile sub-directory. 

Note:  Your Webpage file name will be the same as your Word document file name except for the extent ion .doc or .htm. This helps in correlating the relevant Word .doc document that you keep saved somewhere for convenience with its respective Web page .htm document located in the text file sub-directory. It also helps when making corrections to your Word document later on and then resaving over your Webpage .htm document in the textfile sub-directory.  


10. After saving the file, go back into the SIP program.


11. Click on File, then Open, then Text Files.

12. If you have more than one contract number, highlight the appropriate contract number, and then click on the Button that says Select Textfiles. It will provide a drop-down menu.  Select the file you created for that contract number.  

Tip:  If you have saved more than one Text File document in the textfile directory either because you have made corrections to a Text File document, or you have another Text File document saved for another Schedule contract number, make sure that you have selected or highlighted the correct Text File document!  The Text File document that you select or highlight will be the one that the SIP application will match with your contract number and will be the one that will be displayed in GSA Advantage. You may want to go into this textfile directory in Windows Explorer or My Computer and delete those files that are no longer applicable to your contract or contracts.


13. Click the Save button to make the final connection between the highlighted file and your contract number.

Note: You may get a message that your file is too large to be viewed.  Disregard that message as it refers to the Enter text window and the size document that it will accept. Totally ignore the Enter text: window.  

Another Note:  As a reminder from a previous Note on this subject, do not try to enter your Text File document in the Enter text: window when you press the Select Text file button. It will accept your Text File document entry, but when you try and upload your SIP information later on, it will see nothing but format errors in your Text File document because your entry is not in a web page HTML format. It just doesn’t work!


14. When finished, close the Textfile window by going to File and then Close.

Tip: After you have saved your HTML file in the text file sub-directory, you can check to see what your HTML saved Text File document will look like after it is on GSA Advantage by clicking on File, then Open, then Text Files.  Then click on View Webpage. Or you can go into your C Drive and open your document just saved to see what it actually looks like in HTML. What you see is what it will look like on line in GSA Advantage. This will prompt you to make corrections for such things as formatting problems, etc. before you begin your SIP Submission procedure in the next step.

SIP Submission Of Files – NEW.

Now that you have created your new Catalog and the Text Files, you can submit them to the VSC by following the instructions below.

Note: If you need to resubmit corrected Catalog or Text Files after they have already been submitted once as in SIP Submission Of Files – New but were rejected in our review because of errors, or your SIP files have changes to your GSA Advantage information already on line, please go to SIP Submission Of Files – REPLACEMENT further down in the next few pages of these instructions.

1. Go into Communications and Create A Catalog File.  Select your Contract No., then click on Create File

Note:   If you still have the MS Word document or another application opened that you used to create your Text File document, then close it or you will have a problem with your SIP upload, or it will not even allow you to Create a Catalog File prior to your SIP upload.

2. Then go back to Communications and Check File Status.  The files that were created should be in the window and will say something to the effect - Files Ready To Send.


3. Now go back to Communications and Send/Receive.  Click on Send.  Keep the default selected New Catalog button. You will see two files with designations A60 and E60.  All your input stuff in the Contractor data, Contract data, etc is called the Catalog File and is represented by A60.  The .htm document that you have put together and saved in the textfile subdirectory of the SIPV6 directory in the C drive is represented by E60.  

Warning:  It is important that at this point that you DO NOT select or highlight either the A60 or E60 symbols.  Doing so will cause a partial upload with either A60 or E60 not being uploaded in the upload step just below.  

Click on Click Here To Start Upload.


4. Go back to Communications and Check File Status. It should say Files Have Been Sent along with the date.

After the files have been sent, they will be reviewed for accuracy. Your approval or rejection notice for both the Catalog file and the Text File will come by e-mail from a reviewer at the Management Services Center immediately after the review process is completed. If there is a problem with either the Catalog File or the Text File, both will be rejected. This is to prevent confusion in the SIP program and so that both can be approved together. 

A day or so after this review process when you reopen the SIP program, it should automatically check for the existence of Response Files from the VSC indicating that action had been taken on your submission. This is information from the central database computer to your computer only. Response files close the loop from your last submission and allow you to once again establish contact again with the central database in order to resubmit the SIP if necessary with any corrections. After rejection/approval of your Catalog File and Text File, it normally takes 24 hours before you can receive these response files. These response files will only be available for 90 days. If these response files are not retrieved within that time span, you may have trouble uploading your Catalog File or Text File on GSA Advantage the next time you make changes.

Instructions for downloading Response Files: 
After files are uploaded successfully through SIP, a message will appear every time SIP is accessed. This message will read, “SIP is waiting on a response file” until the electronic response file(s) are downloaded and processed. Electronic response files are available via SIP the day after an e-mail response is received form the GSA contracting officer or business management specialist. There is a separate response file generated to acknowledge either the Catalog File or the Text File submitted. There will be two response files received if both the Catalog and Text files were submitted.  Response files close the loop from the last SIP submission so that you can begin a new loop that results from a new SIP resubmission.

1. Open up the SIP program. A message should appear stating, “SIP is waiting on a response file.”
2. Click “I WANT TO DOWNLOAD”. This will open the SEND/RECEIVE FILES window.

3. Click on RECEIVE.

4. Click on CHECK FOR RESPONSE FILES.  
NOTE:  You must be connected to the internet to download response file(s).

5. Once download is complete, click OK.

6. Close SEND/RECEIVE widow.

7. Dialog box will appear stating, “Response files are ready to be processed.” Click on PROCESS NOW.

8. Another dialog box will appear stating, “This routine will process the response file…” Click OK. This will process your response file(s).

9. System will prompt you when processing is complete. Click OK.

10. 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 and 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.  

If you are still having problems retrieving your Response Files, please call the Vendor Support Center for help in clearing out this problem. The VSC Support number is 
(877) 495-4849.  E-mail:  FSSHelpDesk@gsa.gov Office hours are 7:30 a.m. - 5:30 p.m. EST Monday through Friday.  They can help you with most other stuff pertaining to the SIP submission. When you call the above number, listen for how to get to the SIP Help Desk. You will get someone immediately, be put in line, or asked for your phone number and told they will get back within 48 hours. 

Important Note:  In order for the SIP program to be able to resend a new updated Catalog or Text file, it must first receive a Response File from the VSC SIP server indicating that action has been taken on your previous SIP submission. The Response File usually arrives in 24 hours after your original submission was accepted or rejected here at the 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. Sometimes more than one response file will be available for download a day apart. There is nothing you can do to bypass this. You must wait for all the Response Files to appear as you continue to check using the methods obove. After you download all available Response Files, you will be able to resubmit your corrected Catalog or Text data but not before.  

Correcting a rejected Catalog or Text File

Note:  If you had previously inputted information through the SIP95 version on a computer that is no longer available, it will be necessary to download the SIPV6 version into your new computer and re-enter all the data previously entered for the Catalog File.  If you have forgotten your password that is needed in your contractor input window, you can call the Vendor Support Center and give them your contract number. You will also have to move your web based Text File document from the old SIP95/textfiles directory into the new SIPV6/textfiles directory that was created during the download of the SIPV6 application.  Or you can resave your Word document as Webpage .HTM in the new SIPV6/textfile directory.

To change your Contractor information, click on File then Open then Contractor.  Next click on Edit.  Make your corrections and click on Save.  Than click on File and Close to get out of this mode.

To change your Contract information, click on File then Open then Contract.  Next click on Edit. Make your corrections and click on Save. In this Contract mode, if you also need to correct your SIN/Maximum Order, click on the picture of the file box on the left end of the tool bar.  Click on Add or Delete or Edit, make your corrections and Save.  To leave this SIN/Maximum Order mode, click on FILE and then CLOSE. This will put you back into the Contract mode. In this Contract mode, if you also need to correct your Order/Payment addresses, click on the mailbox on the left end of the tool bar. Click on Edit, make your corrections, and then Save. To leave the Order/Payment addresses input window, click on File and then Close. This will put you back into the Contract mode.  Now, with everything corrected, in order to get out of this Contract mode completely, click on File and then Close.  

For Text File document corrections, open your MS Word or other word processor document that you had conveniently saved somewhere in your personal directory as recommended for just this sort of situation and make your corrections. You have two options to take from here when saving your corrected work. Your first option is to re-save your document in HTML in the SIP V6/text file directory using the same file name you originally used.  This will over-ride your original document. Next click on File then Open then Text Files.  If you have more than one Contract No., highlight the relevant Contract No. Now click on View Webpage to see what your HTML document will look like on GSA Advantage.  Or, you can save in HTML your corrected document with a different file name as a version 2. If you do this you need to tell the SIP what is happening.  Click on File then Open then Text Files. If you have more than one Contract No., highlight the relevant Contract No.  Next click on Select Text File, and in the drop down list, select the corrected HTML document name.  Click Save.  See Note 

Note:  If the SIP program does not allow you to Save because of an error message or the Save button is dimmed out, check to make sure your web page html document file name in the TEXTFILE directory is 15 characters or less with no spaces, dashes, or underscore.  If you originally created this web page document from a MS Word document, change the file name for it also to prevent confusion in file name identification when you may want to make a correction to your document at a later date.

This will link the correct document file name with the Contract No. Now click on View Webpage to see what your HTML document will look like on GSA Advantage.

TIP:  After we have rejected your Text File because of required corrections for whatever reasons, you can take advantage of sending your Word document via e-mail to the respective person listed below for your schedule before resubmitting your SIP. This will enable us to review your document and recommend additional corrections if necessary.  It also minimizes the time delays we experience when we get stuck in a reject/resubmit cycle.

SIP Submission Of Files - REPLACEMENT.

When you need to resubmit your corrected SIP files after they have already been submitted but rejected or your SIP changes to your GSA Advantage information already on line, follow the instructions below:

1.  Make your changes in the SIP as instructed in Correcting a rejected Catalog or Text File above. Then click on Communications then Create A Replacement File.  

Note:   One of the messages that may come up will say that, if you have text files, make sure your files are not opened by another program. In order words, if you still have the MS Word or another application that you used to create the text file opened, then close it or you will have a problem with your SIP upload.

Another Note:  It happens occasionally that when you attempt to Create A Replacement File, the SIP application tells you that it cannot do so because it is still waiting for a Response File. This is even after you downloaded your Response Files.  What happens is that sometimes the Response Files for both the Catalog File and the Text File do not come together to be downloaded at the same time. This will most likely happen if you are attempting to Create A Replacement File 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 No., select your Contract No in the listing and click on Create File. If you have registered for only one Contact No, 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 something to the effect – The replacement file for  “contract #” needs to be sent; The text file needs to be sent. 

4.  Again go to Communications and Send And Receive. Click on Send.  Be sure to keep the default selected New Catalog and not Previous Catalog.  Other wise you will be sending us the previous uncorrected CATALOG or TEXT file stuff the SIP program has in its memory without the changes.  

Note:  Almost always, you will keep the default selected New Catalog.  About the only time you would select Previous Catalog is when you are in contact with the SIP Help Desk and they request you to do so.  

You will see two files with designations R60 and E60.  All your input stuff in the Contractor data, Contract data, etc is called the Catalog File and is represented by R60.  The .htm document that you have put together and saved in the textfile subdirectory of the SIPV6 directory in the C drive is represented by E60.  

Warning:  It is important that at this point that you DO NOT select or highlight either the R60 or E60 symbols.  Doing so will cause a partial upload with either R60 or E60 not being uploaded in the upload step just below.  

Click on - Click Here To Start Upload.


5. Then to be real sure everything went, go back to Communications and Check File Status.  It should say The replacement  file has been sent; The text file has been sent along with the date.

How to find the data and Text File document you entered on GSA Advantage.

After your Catalog and Text Files have been approved by us with no rejections, your company should be visible on GSA Advantage in 24 hours. To view your entries and the Text File document on GSA Advantage, go to:  www.gsaadvantage.gov   In the Search/Browse window, enter your Company name or your contract number (GS-XX-XXXXX) and hit GO.  Of the hits provided, look for the one with your name and contract number. Click on the BOLD PRINT of your company name. Do not click on your company name after the word “Contractor”. On the right side of the GSA Advantage contractor information page that comes up, click on View Contractor Catalog on the right side of the page. There you have the Text File document you submitted in your SIP application.

For any questions on these instructions, please contact the Business Management Specialist for the applicable schedule:

Energy: 

Carolyn DiCugno
253-931-7042
carolyn.dicugno@gsa.gov

MOBIS:

Deborah Gamble
253-931-7895
deborah.gamble@gsa.gov

LOGWORLD:
Barry Nelson

253-931-7268
barry.nelson@gsa.gov

Corporate:

Staci Plymale
253-931-7611
staci.plymale@gsa.gov

Environmental:
Carolyn DiCugno
253-931-7042
dennis.seibert@gsa.gov

Language:

Tam Lindsley

253-931-7627
tam.lindsley@gsa.gov
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