
 

 

 

  

SIPS  - Register New Spirit Product 
JOB AID GUIDE 

Please consider the environment before printing this.  ©2023 State of Michigan 

Purpose 

This Job Aid guide will show how to Register a New Spirit Product. 

System  

  Salesforce 
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Registering a Spirit Product 
1. To create a new Spirit product, log into the SIPS+ Product Registration System  

2. After being logged-in as Spirits Registration User, click on the License Tab. 

Now, click on the Number (alias for License Number) 

 

3. On upon clicking Number (also called License Number), the license record page will open.  

4. Click on “Register Product” button to start product registration process. 
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5. From the “Product Category” dropdown, select "Combo pack” from the options and click on the 

“Next” button.

 
6. On clicking Next, below page will be opened. Provide values in all the required fields > Click “Save as 

Draft” button. 

Note: validations on COLA Number:  

• “COLA Number” value should be a 14 digits number without spaces/special 

characters/alphabets.  

• “COLA Number” value should exist in TTB.  

COLA status in TTB should be approved for the “COLA Number” value.  
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7. On clicking “Save as Draft” button, User will be navigated to Product detail page.
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Submitting a Spirit Product as an External User 
8. Click on the “Submit for Approval” button on the Spirit product, enable the attestation checkbox and 

click on the “Ok” button. 
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9. Product will be successfully submitted for approval and the Status of the Product will be updated to 

“Submitted”. 
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Email sent for submitted Spirit product to Spirit email box: 
An Email should be sent to the Product Registration users (Primary User, Sub Users, Contact Users) in 
BCC linked to the License of the “Submitted “Product.  

 

Email sent for Approved Spirit Product 
Once a product becomes approved, an email should be sent to the Registration users (Primary User, Sub 

Users, Contact Users) in BCC linked to the License of the Approved Product. 

 

Email sent for Active Spirit product to Spirit email box: 
Once a product becomes active, an Email should be sent to the Product Registration users (Primary User, 

Sub Users, Contact Users) in BCC linked to the License of the “Active “Product. 


