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System Support

● Email us at: reportinginquiries@gsa.gov or OASISPlusSRP@gsa.gov

● For technical assistance, email: vendor.support@gsa.gov 

● Find more resources on the program website 

● Consult the SRP User Manual, linked here: SRP User Manual

● From the SRP FAS portal page, select Help then GSA Online Help

mailto:reportinginquiries@gsa.gov
mailto:OASISPlusSRP@gsa.gov
mailto:vendor.support@gsa.gov
https://srp.fas.gsa.gov/usermanual/TDR.htm#t=GWAC_MAC%2FOverview.htm
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OASIS+ MAC Deliverable & Reporting Requirements (F.4.1.)

SECTION G.3.2.1. G.3.2.1 G.3.2.1 G.3.2.2 G.3.2.6 G.4

REFERENCE

Transactional Data Transactional Data Transactional

Data

Reporting of

OASIS+ IDIQ

CLIN

CAF Remittance Task Order

Closeout

Verification/

Validation

DESCRIPTION

Monthly Sales reporting required IAW 

GSAM/R 552.216-75.

Task Order Award Data. Task Order

Modification Data.

Report IDIQ CLIN for 

each awarded Task 

Order.

CAF remitted for all 

invoice payments

received during

the previous

quarter.

Within six months after 

Task Order Period of 

Performance end date; 

errors corrected within 30 

calendar days.

FREQUENCY

Within 30 calendar days from the last 

calendar day of the month. If there was no 

contract activity during the month, submit a 

confirmation of no reportable transactional 

data within 30 calendar days of the last 

calendar day of the month. Data 

corrections are due within ten calendar 

days of notification, or as directed by the 

OASIS+ program.

Within 30 calendar days 

from the last calendar 

day of the month. If 

there was no contract 

activity during the 

month, submit a 

confirmation of no 

reportable transactional 

data within 30 calendar 

days of the last 

calendar day of the 

month.

Within 30 calendar 

days from the last 

calendar day of the 

month. If there was no

contract activity during 

the month, submit a 

confirmation of no 

reportable 

transactional data 

within 30 calendar 

days of the last 

calendar day of the 

month.

Within 30 calendar 

days from the last 

calendar day of the 

month. If there was 

no contract activity 

during the month, 

submit a confirmation 

of no reportable 

transactional data 

within 30 calendar 

days of the last 

calendar day of the 

month.

Quarterly, within 30 

calendar days after 

the end of each 

calendar quarter.

Within six months after 

Task Order Period of 

Performance end date; 

errors corrected within 30 

calendar days.

LOCATION

Electronically via the

Government designated system, Sales 

Reporting System (SRP)

Electronically via SRP Electronically via SRP Electronically via 

SRP

Electronic Funds 

Transfer (EFT) via 

SRP

Electronically via SRP
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GWAC Deliverable & Reporting Requirements

GWAC contracts

● Polaris: monthly invoices, quarterly CAF. Refer to section F.6 in the contract.

● Alliant 3: quarterly invoices, quarterly CAF. Refer to section F.7.3 in the contract.

● Contracts to be migrated soon 

● VETS 2: monthly invoices, quarterly CAF. Refer to section F.6 in the contract.

● Alliant 2: quarterly invoices, quarterly CAF. Refer to section F.7.3 in the contract.

● STARS 3: monthly invoices, monthly CAF. Refer to section F.4 in the contract.

● Note: STARS 2 and Alliant do not have active orders to report on, but still have 

expired orders that need to be reviewed and validated.

CAF rate is 0.75%
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What is SRP?

Sales Reporting Portal

● FAS is moving all of its contract sales reporting into the Sales Reporting Portal (SRP).

● SRP functionality is similar to the GSA Contract Payment and Reporting Module (CPRM) of ASSIST. 

● SRP is already used for Multiple Award Schedule (MAS) sales reporting

● SRP is used to:

○ Report new task orders 

○ Report monthly invoices 

○ Attach contract awards and modifications

○ Remit Contract Access Fees (CAF) 
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System Access

User Registration

● FAS is moving all of its contract sales reporting into the Sales 

Reporting Portal (SRP).

● SRP functionality is similar to the GSA Contract Payment and 

Reporting Module (CPRM) of ASSIST. 

● SRP is already used for Multiple Award Schedule (MAS) sales 

reporting

● SRP is used to:

○ Report new task orders 

○ Report monthly invoices 

○ Attach contract awards and modifications

○ Remit Contract Access Fees (CAF) 



8Non-MAS Sales Reporting Portal (SRP) Reporting & Payment 8

System Access (cont.)

User Registration

● If your email address was verified against the 

contract:

○ New users will receive the Success

message and should proceed with 

the steps to activate their account

○ Existing users will receive a failed 

message and be prompted to try again
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System Access (cont.)2

Email not on the Contract

● If the email address provided during Registration 

does not match an existing GSA contract: An error 

message will display on the screen to inform the 

user that a match could not be made, along with 

instructions on how to rectify the issue.

NOTE!

● POC changes:

○ Log into FedConnect (CALM users) or 

email your CO to request an additional 

authorized negotiator

○ CO will make the update 

○ Allow up to five business days to see 

the change reflected in SRP
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Contractor Home

Collapsable Menu

● Select the white arrow to 

minimize or expand the menu 

options

● Search can be used to query 

the application for historical 

data related to contracts and 

task orders

● Help is a useful option to 

quickly reference the GSA 

Online Help
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Contractor Home 2

Account Contracts

● This list will populate with all 

contracts that the user is 

listed on as a valid POC 

across all GSA contract 

vehicles supported by SRP 

(MAS, GWAC, MAC)

● It’s possible that a user could 

have monthly or quarterly 

contracts
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Contractor Home 3

Payment & Reporting Due Dates

● Current Payment Due Date

○ Reflects the current due date for 

IFF/CAF payments.

○ Payments are due Quarterly

○ In this screenshot, since the current 

date is July 22, 2024, contractors 

have until July 30, 2024 to submit 

their payments for the Apr-May-Jun 

quarter.

● Current Due Date for Monthly 

Reporting

○ Reflects the current sales reporting 

due date for TDR or monthly 

contracts.

○ Data submissions are due within 30 

days after the end of the month.

○ Since the current date is July 22, 

2024, contractors have until July 30, 

2024 to submit the June Reporting 

Period.
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Task Order Management

Task Orders Imported from Government 

Reported Sources



14Non-MAS Sales Reporting Portal (SRP) Reporting & Payment 14

Task Orders FPDS-NG

When considering Task Orders sourced from FPDS-NG, the fields in the table marked with an ‘x’ in the 

FPDS column could arrive to SRP pre-populated, though, this depends on how the data was provided to 

FPDS-NG. 

● FPDS-NG Task Orders will populate with some required (*REQ*)  fields missing.

Contractors have the ability to provide any missing required fields and Submit the Task Order with the 

additional information:

● Domain CLIN, Domain, Predominant Contract Type, OCO Name, OCO Email, Location, Place of 

Performance Street Address 1 & 2 will ALWAYS have to provided by the contractor in order to Submit

● Work Type is not required for OASIS+ Task Orders and will pre-populate with ‘N/A’

NOTE: If there's a special reason the OCO is not reporting the task order in FPDS, please reach 

out to Kristi Irvin at kristen.irvin@gsa.gov to discuss.

https://www.fpds.gov/fpdsng_cms/index.php/en/
https://www.fpds.gov/fpdsng_cms/index.php/en/
https://www.fpds.gov/fpdsng_cms/index.php/en/
mailto:kristen.irvin@gsa.gov
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Task Orders FPDS-NG
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Task Orders ASSIST

When considering Task Orders sourced from ASSIST, the fields in the table marked with an ‘x’ in the 

ASSIST column could arrive to SRP pre-populated, though, this depends on how the data was provided 

to ASSIST. 

● ASSIST Task Orders will populate with some required (*REQ*)  fields missing.

Contractors have the ability to provide any missing required fields and Submit the Task Order with the 

additional information:

● Domain CLIN, Domain, and Location will ALWAYS have to provided by the contractor in order 

to Submit

● Work Type is not required for OASIS+ Task Orders and will pre-populate with ‘N/A’
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Task Orders ASSIST 2

Task Orders ASSIST 2
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Task Orders Adjusting Locked Fields

When a new Task Order is loaded in SRP from FPDS-NG or ASSIST, there may be situations where 

the contractor believes the data to be inaccurate.

● The Contractor may select the Request Changes to Locked Fields checkbox at the top of the 

page to submit changes.

● When this option is selected, and new data is provided, the Task Order Status will change to 

NON-MAS Review and require the Program Office to validate the requested changes. 

● If the review results in acceptance, the Task Order will update to NON-MAS Accepted.

● If the review results in rejection, the Task Order will update to NON-MAS Rejected. The 

Contractor will receive an email notification with comments from the Program Office and must 

submit the Task Order again.
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Task Orders Adjusting Locked Fields 2

Task Orders Adjusting Locked Fields 2
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Task Order Management

Add New Task Order
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Add New Task Order

To add a New Task Order:

1. Go to Main Menu > Program Management  > Add New Task Order

◦ Provide a Contract Number 

2. Provide the Domain for this Task Order in the drop down

◦ Only one Domain can be selected

The banner at the top will display your:

● Company Name

● UEI

● DUNs

● Contract Vehicle

● Pools

● Domains that the contract is configured to award Task Orders
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Add New Task Order 2
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Add New Task Order 3

After the Contract Number and Domain have been selected, the following fields will be 

pre-populated by SRP:

● Contract Number

● Company Name

● Unique Entity Identifier (UEI)

● Contract Vehicle
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Add New Task Order 4
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Add New Task Order 5

Reference your SF 1449 

(Contract/Order for Products and Service) 

to populate the required fields (*)
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Add New Task Order 6
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Add New Task Order 7

After providing the required Task Order information:

1. Attach a copy of your Task Order document

2. Select the +Browse button to bring up the file explorer on your computer

3. Locate the file and upload it using your file explorer on your computer
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Add New Task Order 8
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Add New Task Order 9

After selecting the +Browse button and locating your file, the selected file will populate in the box.

If you chose an incorrect file:

● You may select the X on the right side of the file to delete the uploaded file and start over

● Provide an optional File Description in the text box

When ready, select the Upload button beneath the File Description text box on the right side of the screen
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Add New Task Order 10
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Add New Task Order 11

After a successful upload, you will receive the following pop-up notification. Select the Ok button to close 

the pop-up.
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Add New Task Order 12

After an attachment has been uploaded to the Task Order, the document will populate within the 

Attachments table.

● At any time, you can select the Delete icon on the right side of the record or row to remove 

the file.
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When all required fields and attachments have been provided, select the Submit button beneath 

the Attachments table to submit your Task Order.

Add New Task Order 13
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Task Order Management

Add New Modification
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Add New Modification

To add a New Modification:

1. Go to Main Menu > Program Management  > Add New Task Order

◦ Provide a Contract Number 

2. Select Contract Number and Task Order

The banner at the top will display your:

● Name

● UEI

● DUNs

● Pools
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Add New Modification 2

The fields within the left column of the page will be automatically populated with the data from the 

base Task Order

The fields within the right column of the page are data fields that may be submitted for the 

Modification:

● Task Order Mod Number

● Mod Type

● Mod Description

● Place of Performance Start Date

● Place of Performance End Date

● Mod Award Date

● Mod Award Amount

● Total Estimated Value
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Add New Modification 3
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Add New Modification 5

After providing the required Modification information:

1. Attach a copy of your Task Order Modification document

2. Select the +Browse button to bring up the file explorer on your computer

3. Locate the file and upload it using your file explorer on your computer
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Add New Modification 6

After selecting the +Browse button and locating your file, the selected file will populate in the box.

If you chose an incorrect file:

● You may select the X on the right side of the file to delete the uploaded file and start over

● Provide an optional File Description in the text box

When ready, select the Upload button beneath the File Description text box on the right side of the screen
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Add New Modification 7
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Add New Modification 8

After an attachment has been uploaded to the Modification, the document will populate within 

the Attachments table.

● At any time, you can select the Delete icon on the right side of the record or row to remove 

the file.
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Add New Modification 9

When all required fields and attachments have been provided, select the Submit button beneath the 

Attachments table to submit the Modification.
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Task Order Management

Review Task Orders/Mods



44Non-MAS Sales Reporting Portal (SRP) Reporting & Payment 44

Review Task Order/Mods

To add a New Modification:

1. Go to Main Menu > Program Management  > Review Task Order/Mods

2. Review all Task Orders and Modifications that are on Contract.

The headers are:

● Status Date: last action date

● Contract Number

● Contractor Name

● Task Order/Modification Number

● Task Order Status
○ New Task Order

○ Non MAS Review

○ Non MAS Accepted

● Subcontracting Data Reported 

● Action - action button to View or Manage 

Task Orders depending on their Status

○ Non MAS Rejected

○ Review Task Order

○ Accepted - to Review
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Review Task Order/Mods 2
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Review Task Order/Mods 3

Task Orders will have the following Task Order Status in SRP:

● New Task Order: when a new Task Order is received from FPDS-NG or ASSIST, this status 

will be displayed. If this is the initial record of the Task Order in SRP, it will require additional 

data from the Contractor to be accepted by SRP and have sales reported.

● NON-MAS Review: when a new Task Order is received from FPDS-NG or ASSIST and had 

changes submitted by the Contractor for any of the locked data fields (original fields received 

from FPDS-NG or ASSIST), it will display this status while the Task Order is being reviewed by 

the Program Office.

● NON-MAS Accepted: the Task Order contains all required data and has been approved for 

sales reporting in SRP. New Task Orders that do not have changes to locked data fields (original 

fields received from FPDS-NG or ASSIST) will automatically update to this status once 

Contractors provide the required fields and Submit.  
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Review Task Order/Mods 

● Review Task Order: after performing a comparison between an existing Task Order record in 

SRP and the arrival of an identical Task Order record from FPDS-NG or ASSIST, the Program 

Office may choose to reject the new record and send the existing Task Order to the Contractor 

for review and submittal.

● Accepted - to Review: when an existing Task Order receives data push from FPDS-NG or 

ASSIST with data discrepancies that require review and resolution.
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Review Task Order/Mods 4

FPDS/ASSIST pushed Task 

Order/Modification option 

New Task Order

NON-MAS Accepted

NON-MAS Rejected

NON-MAS Review

NON-MAS Accepted

Review Task 
Order

Accepted - to Review

NON-MAS Accepted

NON-MAS Rejected
Review Task 

Order

NON-MAS Accepted

NON-MAS Accepted

“Add New Task Order”/ “Add New 

Modification” option
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Reporting Sales

Form Entry
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Reporting Sales - Form Entry

Form Entry

● Provides a 

fillable web form 

to submit Task 

Order sales.

● This option is 

available now.

Selecting a Contract Number

● The Contract Number 

drop-down list will only 

populate with Contracts for 

which the user is listed as 

a valid point of contact.

● Users must select a 

Contract to proceed

● Users that have many 

Contracts in the application 

have the 

ability to Filter within the 

drop-down list 

There is no 

requirement to report 

sales if no task orders 

were awarded.
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Reporting Sales - Form Entry 2

The Form Entry 

page will load with 

a banner 

containing 

summary level 

Contract 

information
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Reporting Sales - Form Entry 3

Summary level Contract information includes:

● Company Name

○ In this example, it is GSA Demo

● SAM UEI & DUNs 

○ SAM UEI will always populate

○ DUNS may or may not populate for OASIS+ contracts

● Contract Vehicle

○ OASIS+ will display for all OASIS+ contracts

● Reporting Period

○ Displayed as the last day of the month

○ In this example, the user is submitting data for October 2021

● Reporting Frequency

○ Monthly will display for all OASIS+ contracts

● Reporting Date

○ Current Date will display

● Contract Reporting Status

○ This will update as Task Orders are submitted for the Reporting Period
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Reporting Sales - Form Entry 5

After choosing 

a Contract:

Users must 

provide:

● Invoice Number

● Paid Date

● Choose an 

active Task Order

● Select the Add 

Invoice button.
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Reporting Sales - Form Entry

● Invoice Number

○ Enter the invoice number remitted or paid by your customer

○ For Zero Invoices, format the Invoice Number as:  

■ Monthly reporting:

■ ZERO INVOICE + Reporting Month + Reporting Year

■ ZERO INVOICE JUN 2021

■ Quarterly reporting:

■ ZERO INVOICE + Reporting Quarter + Reporting Year

■ ZERO INVOICE Q2 2021

● Paid Date

○ Enter the date the invoice was remitted or paid by your customer

● Task Order

○ Choose a Task Order 

For reporting periods when 
you receive no payments from 
your customer, you must 
report a Zero Invoice
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Reporting Sales - Form Entry 6

View Status of All 

Task Orders

● Provides a 

method to view all 

system records 

for this Contract 

for this Reporting 

Period

When selected, the 

application will 

redirect the user to 

the Search page 

and perform an 

auto-search for the 

Contract Number 

and Reporting 

Period
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Reporting Sales - Form Entry

Delete Invoice 

button

If the Invoice 

Number, Paid 

Date, or Task 

Order Number are 

inaccurate, the 

Form Entry table 

for the Invoice 

Number can be 

deleted.
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Reporting Sales - Form Entry 7

After providing an 

Invoice Number, 

Paid Date, Task 

Order and 

selecting Add 

Invoice, the Form 

Entry page will load 

the data entry table 

with banner level 

information for the 

Task Order.



58Non-MAS Sales Reporting Portal (SRP) Reporting & Payment 58

Reporting Sales - Form Entry 8

The banner level information for the Task Order will include:

● Invoice Number
○ In the example, it is 001

● Paid Date
○ In the example, it is 10/13/2021

● Task Order Number
○ In the example, it is OASISDEMOCHECK

● Total Sales per Order
○ Will populate once data is input

● SRP CAF
○ The amount of CAF expected by GSA, calculated by SRP (0.15%*total invoice)

○ All Non-CAF CLINs calculate this value

● CAF CLIN
○ The amount of CAF  paid by the customer (reported on the invoice)

○ CAF CLIN lines are used to calculate this value

All invoices MUST include a 
(D00) CAF line
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Reporting Sales - Form Entry 9

Invoice Number:

ZERO INVOICE + 

Month/Quarter + Year

Provide two CLIN records:

● F00 - Zero Invoice

○ All data fields will auto-

populate

● D00 - Contract Access 

Fee (CAF)

○Provide Unit Price 

of $0.00

○All other data fields will 

auto-populate

Zero Sales
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Reporting Sales - Form Entry 10

Submit data

When data entry is 

complete, select the Submit 

button

The application will display a 

pop-up to certify that the 

data being provided is 

complete and accurate.

● Select the check box

● Select the Yes button

Zero Sales
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Reporting Sales - Form Entry 11

61

Submit data

The application will display a pop-up to certify that 

the data being provided is complete and accurate.

● Select the check box

● Select the Yes button

Zero Sales



62Non-MAS Sales Reporting Portal (SRP) Reporting & Payment 62

Reporting Sales - Form Entry 12

Regular Sales: Single Task Orders

Invoice Banner 

information:

● Total Sales per Order

will auto-populate based 

on the provided invoice 

sales data

● SRP CAF & CAF CLIN

will auto-populate after 

the Save Only or Submit 

button are selected
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Reporting Sales - Form Entry 13

Regular Sales: Single Task Orders

When submitting transactional data for a single Task Order:

● Provide all transactional data records for the Task Order

● Provide a line for the Contract Access Fee (CAF)

● Select the Submit button

If this is the first of several Task Orders being submitted, users 

will receive a pop-up notification to inform them that they still have 

Task Orders remaining to be reported and submitted.

Users may leave the application and return at a later date/time to 

provide data for all remaining Task Orders. All Task Orders must 

be submitted by the end of the Reporting Period.
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Reporting Sales - Form Entry 14

Regular Sales: Multiple Task Orders

Multiple Invoice Data Tables

● Invoice Data tables may be 

added for multiple Task 

Orders so that one user 

could report for several Task 

Orders 

at the same time

● Each Invoice Data table

may be minimized or 

expanded by selecting the ‘+’ 

or ‘-’ buttons

○ In this example, there 

are two invoices being 

reported for two different 

Task Orders
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Reporting Sales - Form Entry 15

Regular Sales: Multiple Task Orders
Delete Invoice button

● If the Invoice Number, Paid 

Date or Task Order Number 

are inaccurate, the Form Entry 

table for the Invoice Number 

can be deleted

Home Page table update

● After each successful 

submission of data, the Home 

Page will update and move the 

most recent Contract with a 

successful submission to the 
top
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Reporting Sales - Form Entry 16

View Status: All Task Orders
View Status of All Task Orders 

provides a method to view all 

system records for a Contract 

for a Reporting Period

When selected, the application 

will redirect the user to the 

Search page and perform an auto-

search for

● Contract Number and

● Reporting Period
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Reporting Sales - Form Entry 17

View Status: All Task Orders
After selecting the View Status of 

All Task Orders link on the Form 

Entry page:

● The user will be redirect to the 

Search page for the Contract 

Number and Reporting Period

● The user may use the data 

provided to view the Task 

Order Reporting Status of 

their Task Orders for the 

Reporting Period.
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Reporting Sales

Form Entry

Adjust Data/Correct Invoices
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Reporting Sales - Form Entry 18

Adjust Data

Adjustments/corrections can be made at any time after the invoice has been reported.

YOU must make the adjustment; GSA personnel do not have the ability to make 

adjustments on your behalf.

Reporting Periods that have been adjusted will display a Contract Reporting Status of 

Resubmitted.
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Reporting Sales - Form Entry 19

When adjusting previously submitted data:

● Choose a Contract Number

○ The drop-down list will populate all available contracts

● Choose a Reporting Period

○ The drop-down list will populate all Reporting Periods

that have data available to be adjusted

● Choose one or many Task Orders that require 

adjustments for the Reporting Period

Adjust Data
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Reporting Sales - Form Entry 20

After selecting a Contract Number, Reporting 

Period and Task Order(s) the page will populate 

with Invoice Data tables for the data submitted for 

the Reporting Period

● Perform your data adjustments in the relevant 

Invoice Data table

○ Data provided during adjustments 

will completely overwrite previously 

submitted data

○ You may adjust individual data points 

within an existing record, add additional 

records to invoices, or remove existing 

records from invoices

● If necessary, you may add additional Invoice 

Data tables

Adjust Data
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Reporting Sales - Form Entry 21

Adjust Data Questionnaire

After performing necessary adjustments to invoice data, answer the three required questions at 

the bottom of the page to provide more insight into the adjustment.

1. How was the sales reporting error discover?

a. Choose the best answer from the drop down list

2. What is the reason for the sales adjustment (s) and how did the error occur?

a. Provide a written answer

3. What action is your firm taking to prevent the reporting error from recurring?

a. Provide a written answer 

After answering the questions, click the submit button.
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Reporting Sales - File Upload

GWAC/MAC File Upload instructions

https://srp.fas.gsa.gov/usermanual/TDR.htm#t=GWAC_MAC%2FReport_Data%2FGWAC_MAC_File_Upload_Instructions.htm
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Reporting Sales - File Upload 2

File Upload

● Provides the ability for you to upload 

excel or csv rather than do form entry for 

invoices

Selecting the Reporting Period

● The Reporting Period drop-down list will 

show periods that have not been 

reported on for one or more of your 

orders

● You  may report on multiple contracts for 

the same reporting period

NOTE:  If any of  the  Task Orders already 

have reported sales for this reporting period, 

you’ll get a rejection upon submission. 
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Reporting Sales - File Upload 3

Step 1: 

Select Reporting Period

Step 2:

Upload the csv or excel 

file (follow instructions in 

User Guide)

Step 3:

Once Upload is complete, 

file name will show

Step 4: Press File Upload Button

Step 5: Follow the pop up instructions
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Reporting Sales - File Upload 4

Submission Results

After submitting your file upload, the Upload screen should have a history of submission.  

Note: This could be further analyzed when selecting a particular Reporting Period.  

Results will show the following:

● In Process: System is conducting validations 

or submission per Contract/Task Order.

● Submitted: The File was submitted 

and all data in the file was uploaded 

to their assigned Contract/Task Order.

● Reject: Data on the file was rejected 

and will need to be corrected and 

then uploaded again. 
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Reporting Sales - File Upload 5

Rejection

If you receive a Reject, the following will need 

to occur: 

● For the Reporting Period with the error, 

click on the (i) icon.

● A pop up message will appear with 

all the error(s).

● Obtain the file that was uploaded and 

correct the step by step instructions (this 

pop up message is able to be printed. 

● Once corrected, save and follow the file 

upload instructions to upload again. 

● Repeat the Pop up messages as 

validations occur, if needed. 
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Reporting Sales - File Upload 6

You can also adjust sales/invoices via file upload rather 

than form. File entry adjustments must be submitted by 

you; GSA personnel do not have the ability to make 

adjustments.

Reporting Periods that have been adjusted will display a 

Contract Reporting Status of Resubmitted.

NOTE:  You will need to upload the Contract and the Task 

Orders that need Adjustment by Reporting Period. You 

must submit the complete file, not just deltas as this is a 

complete rewrite of this file.

On menu, select Adjust Sale Data by File Upload.

● Contract Number (assigned to your profile)
● Reporting Period (time of the Adjustment)

Adjust Data/Correct Invoices

● Press Select

● Attach file
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Reporting Sales - File Upload 7

Adjust Data/Correct Invoices Questionnaire 

After performing necessary adjustments to invoice data, answer the three required questions at 

the bottom of the page to provide more insight into the adjustment.

1. How was the sales reporting error discover?

a. Choose the best answer from the drop down list

2. What is the reason for the sales adjustment (s) and how did the error occur

a. Provide a written answer

3. What action is your firm taking to prevent the reporting error from recurring?

a. Provide a written answer 

After answering the questions, click the submit button.
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Make Payments

There are two methods to navigate to Make Payments to submit CAF payments:

● Main Menu > Payment > Make Payments

● Selecting the Total Outstanding Balance hyperlink for the Contract on the Home Page
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Make Payments 2

Main Menu > Payment > Make Payments

● Provide a Contract Number to 

continue with the payment process

Total Outstanding Balance

(hyperlink)

● The Contract Number will be 

auto-populated for you
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Make Payments 3

● CAF payments for every 

Contract are due on a 

quarterly basis, 30 days 

after the end of a quarter.

● CAF payments may also 

be submitted monthly if 

that’s better for your 

company.

● CAF payments for each 

Task Order may be 

submitted individually or 
paid all together.

In the example above, this Contract has 3 Task Orders active in SRP at the moment.

● 2 Task Orders had monthly sales resulting in CAF due

● 1 Task Order reported zero sales resulting in no CAF due and does 

not appear on this page
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Make Payments 4

Users have the ability to choose between several different CAF calculation business rules to derive their CAF payment:

● SRP CAF

○ SRP uses the CAF rates established in the system to calculate the CAF based on the sales reported for each 

CLIN for all invoices.

● CAF CLIN

○ SRP uses the CAF CLIN amounts paid by the customer for all invoices. This option should be chosen the 

majority of the time.

● Other

○ SRP allows the user to provide a custom CAF payment amount. This also requires a Comment from the user.
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Make Payments - CAF CLIN

● Select the Task Order 

records that will be paid in 

the submission using the 

Select checkbox on the 

left side of each record

● Select the CAF CLIN

for each Task Order.

The system will update the 

Total CAF Amount at the 

top of the page.

● Choose the 
Pay Now button.

● In the example above, the Contract only has 3 Task Orders active in SRP at the moment.

● The October, November, and December Reporting Periods have sales submitted.
● All three Reporting Periods occur within the same Payment quarter.
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Make Payments - CAF CLIN 2

SRP will provide a page to review 

your payment transaction.

● Select the checkbox located 

at the bottom left of the 

screen to acknowledge that 

you will be redirected to 

Pay.gov to complete your 

payment transaction.

● Select the Submit button 

located at the bottom right of 

the screen to be redirected to 
Pay.gov.
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Make Payments - CAF CLIN 3

After being redirected to Pay.gov, the page will display 

FAS Sales Reporting at the top.

The page will also display the Payment Amount that was 

shown on the Review Payment page within SRP.

There are multiple payment methods in Pay.gov:

1.Bank account (ACH)

a.Daily limit:  unlimited

2.PayPal account

a.Daily limit:$10,000.00

3.Debit or credit card

a.Daily limit (Debit): unlimited

b.Daily limit (Credit): $24,999.99

● Select the oval next to the corresponding payment 

method.

● Select the Continue button at the bottom of the page.

At any time, you may select 

one of the Cancel buttons to 

return to SRP to make any 

necessary adjustments to 

the Payment Amount.

● Top left of the screen

● Bottom of the screen 

next to the Continue 

button
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Make Payments - CAF CLIN 4

Provide the necessary payment information.

● Select the Continue button 
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Make Payments - CAF CLIN 5

Review the Authorization and Disclosure Statement.

● Select the checkbox beneath the Authorization and 

Disclosure Statement box.

● Select the Continue button.
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Make Payments - CAF CLIN 6

After submitting the payment 

transaction in Pay.gov, user will 

be redirected back to SRP.

● The Payment Confirmation 

page will display payment 

transaction details.

● Transaction Status will 

display as Received for 

successful transactions.
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Make Payments - Payment Complete

After a payment has been submitted, 

the contract record within the Home 

Page table will update with the new 

Total Outstanding Balance.
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Make Payments - Payment Complete 2

94

Another method to verify 

payments is to perform a 

Search for the contract to 

view the Payment Status

at the Contract level.

To view the Task Order 

Payment Status, select the 

expansion arrow on the left 

side of each record
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View Payments 

To view submitted payment records:

Main Menu > Payment > View 

Payments

● Provide a Contract Number 
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View Payments 2

Each Task Order will have a record in the table for each Reporting Period

● Zero sales Reporting Periods will display a Payment Status of Paid and no Tracking Id

● For non-zero sales Reporting Periods, the Payment Status will display:

○ Paid

■ Contractor has made a payment and received settlement confirmation from GSA Finance

○ Pending

■ Contractor made a payment via Pay.gov but has not received settlement confirmation from 

GSA Finance

○ Unpaid

■ Sales data has been reported and has a quarterly fee balance but payment has not been 

initiated

○ Past Due

■ Contractor has not paid the fee balance by the due date

○ Failed

■ Contractor initiated the payment, and received payment failed information from settlement
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Best Practices 

● Civilian Orders - wait until the task order award/modification has been imported from FPDS, 

typically 3 days.

● Defense Agency Orders will not always import from FPDS into SRP. Enter information 

exactly as it appears on your task order award/modification documents.

● Verify task order accuracy before submitting to minimize delays.

● Have task order award documents available and ready for uploading into SRP

● Ensure that your customer has been issued a Polaris delegation of procurement authority

● Use the submit payment button in the Make Payments page to ensure that CAF is applied to 

the proper contract and task orders.

● Ensure that multiple people in your organization are familiar with the SRP system

● Make sure that your program’s email does not go to spam/junk folders 

● (e.g., reportinginquiries@gsa.gov, oasisplusSRP@gsa.gov)

● Respond to GSA inquiries within 48 business hours

mailto:reportinginquiries@gsa.gov
mailto:oasisplusSRP@gsa.gov
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Questions 

Thank you for attending our SRP session today!
Please type your question into the Q & A box.

Reminder! We can be reached at reportinginquiries@gsa.gov or 

OASISPlusSRP@gsa.gov if you have future questions

mailto:reportinginquiries@gsa.gov
mailto:OASISPlusSRP@gsa.gov
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