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Purpose 

This Job Aid guide will show how to create a Reinstate / Discontinue Product Supplier Transaction 

System  

  Salesforce 
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Scenario 1: Discontinuing a Product Supplier  
1. To create a new, Reinstate / Discontinue Product Supplier Transaction, log into the SIPS+ 

Registration System  

2. Click on Product tab and click on Product Name 

 

Figure 1: Selecting an Approved Non-Spirit Product 

 

3. The product record page will open. Click on the “Submit a Transaction” button. 

 

Figure 2: Submit a Transaction 

Transaction 

Transaction 
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Submitting a Reinstate / Discontinue Product Supplier transaction with Sub Type = “Discontinue” 

as an External User 
1. From the “Type” dropdown, select “Reinstate / Discontinue Product Supplier” as option and click on 

the “Next” button. 

 
Figure 3: Selecting "Reinstate / Discontinue Product Supplier" as Type. 

 

2. Upon clicking the next button, below page will open. Select “Discontinue” from the “Sub Type” 

dropdown and click on the “Next” button. 

 

Figure 4: Selecting "Discontinue" as Sub type. 
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3. After clicking the next button, the below page will open and the Product will be auto populated.

 

Figure 5: Product Name is auto populated in Product field. 

 

4. Select a Product Supplier from the list and enter a Discontinue Reason and click on the “Submit” 

button. 

 

Figure 6: Selecting Product Supplier to be discontinued and enter a reason for the same. 
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5. After clicking the submit button, users will land to an attestation page, check the attestation box, and 

click on the “Submit for Approval” button. 

 

Figure 7: Submitting the Transaction for Approval 

 

6. After clicking on the submit for approval button, users will be navigated to Reinstate / Discontinue 

Product Supplier Transaction detail page where the inputs provided during Transaction creation will 

be reflecting in Transaction detail page. Transaction will be created in “Submitted” status. 

 

Figure 8: Transaction detail page. 
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Note: Product: Status is set to “Discontinued” when Overall Status for all PSW records is set to “Inactive”. 

Email sent to Registration Users when Product is Discontinued 

An Email is sent to Non-Spirits Registration users (Primary User, Sub Users), Contact Users (in BCC) linked 

to the License of the Product on Submission of the transaction. 

 

Figure 9: Email Notification sent when Product is Discontinued. 

Scenario 2 – Reinstating a Product Supplier  

Submitting a Reinstate / Discontinue Product Supplier transaction with Sub Type = 

“Reinstate(Existing)” as an External User 
1. From the “Type” dropdown, select “Reinstate / Discontinue Product Supplier” as option and click on 

the “Next” button. 

 
Figure 10: Selecting "Reinstate / Discontinue Product Supplier" as Type. 
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2. Upon clicking the next button, below page will be opened. Select “Reinstate(Existing)” from the 

“Sub Type” dropdown and click on the “Next” button. 

 

Figure 11: Selecting Sub Type as "Reinstate(Existing)". 

 

3. Upon clicking the next button, below page will be opened and Product will be auto populated. 

 
Figure 12: Product Name is auto populated in Product field. 

 

4. Select a Product Supplier from the list and click on the “Next” button. 
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Figure 13: Select required Product Supplier and click Next. 

5. Upon clicking on the next button, users will be navigated to the Available Wholesaler list; select the 

required wholesalers from the available list and click “Next”.

 

Figure 14: Selecting required Wholesalers from Available Wholesalers list. 
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Note: Wholesalers present under “Available Wholesaler” are the Wholesalers linked 

to the Product and License via a Product Supplier Wholesaler (PSW) record with 

Product Supplier Status = “Discontinued”  

 

6. Upon clicking on the next button, users will be navigated to the “New Wholesaler” list; select the 

new wholesalers from the list and click on the “Submit” button. 

Note: These are the Wholesalers NOT  linked to the Product and License via a Product 

Supplier Wholesaler (PSW) record at all.  

This is assuming the Product Supplier: License Type can or must use a Wholesaler; see 

table above on this information.  

 

Figure 15: Selecting Wholesalers from New Wholesalers list. 
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7. Upon clicking on the submit button, users will land to an attestation page, check the attestation box, 

and click on the “Submit for Approval” button.

 

Figure 16: submitting the transaction for Approval. 

 

8. Upon clicking of submit for approval button, users will be navigated to Update Product Transaction 

detail page where the inputs provided during Transaction creation will be reflecting in Transaction 

detail page. Transaction will be created in “Submitted” status. 

 

Figure 17: Transaction Detail page. 
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