
 

 

 

  

SIPS  - Register New Variety Case 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 Variety Case Product. 

System  

  Salesforce 
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Create Variety Case Product as a Spirits Registration User 
1. To Register a New Variety Case Product, log into the SIPS system. 

2. Go to the below Path as Spirit Registration User: 

Click on License tab > Click on License Number 

 
Figure 1: License `All` List-View screen. 

3. On clicking License Number, License record page will be opened > Click “Register Product” button. 

 
Figure 2: License Detail Page View 

 

 

 

 

 

 

 

4. Select “Variety Case” from dropdown > Click “Next”. 
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Figure 3: Spirit Product Creation - Product Type Choice Screen. 

5. By clicking Next, the page below will be opened. Select value from dropdown in “Base Product” field 

(such that Brand Name-Final, Base Product Bottle Size, Shelf Price values gets auto populated by 

default > Provide value in “Base Product Count” field 

 
Figure 4: Base Product Variety Case - Creation - PART 1. 

  



SIPS – Register New Variety Case Product 

P a g e  4 | 9 

 

Note: Products meeting below criteria will show up in “Base Product” field:  

• Status = Active  

• Record type = Spirits  

• Product must be linked to License selected.  

• Product Category = “Regular Spirits Product” OR “Value Added Product 

(VAP)”  

• Multi-pack? = Unchecked  

• Variety Case? = Unchecked  

• Bottle Size, determined by Product Category:  

• Bottle size = “50 ML” or "100 ML" if Product Category = “Regular Spirits 

Product”  

• Bottle size = Any Value if Product Category = “Value Added Product (VAP)”  

• Provide only Number (Integer) value in “Base Product Count” field.  

6. Click “+” symbol in first row where “Base Product 1” was entered such that a new row is added. 

 
Figure 5: Base Product Variety Case - Creation - PART 2. 

7. Select another Product in “Base Product” field of second row > Provide value in “Base Product 

Count” field > Click “Save” button. Repeat steps 6-8 as needed to add all the Base Products in the 

Variety Case Product 

 
Figure 6: Base Product Variety Case - Creation - PART 3. 
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Note: After selecting Base product 1, ALL other Base products selected MUST have the 

same value as for Base product 1:  

• Case cost  

• Base Price  

• Shelf Price  

• Bottle size.  

• Bottle type. 

8. On Clicking Save > Brand Name-Final, Base Product Bottle Size, Shelf Price values are auto-populated 

in the last Base Product selected. 

 
Figure 7: Base Product Variety Case - Creation - PART 4. 

9. Below fields also will be auto populated after Save. 

 
Figure 8:  Variety Case - Creation - PART 1. 
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Figure 9: Variety Case - Creation - PART 2. 

Note:  

• If there are more than 1 Base Products with different Proof value, then the 

below fields will be auto populated from Base Product which has lowest Proof.  

• If there are more than 1 Base Products with same Proof value, then the below 

fields will be auto populated from Base Product 1.  

• If there is only 1 Base Product, then the below fields will be auto populated 

from Base Product 1.  

10. Provide value in other fields and Click “Save as Draft” button. 

Note: “Case Size” value is auto calculated and should be equal to Sum of all the Base 

Product Count values  

 
Figure 10: Variety Case - Creation - PART 3. 
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Figure 11: Variety Case - Creation - PART 4. 

 
Figure 12: Variety Case - Creation - PART 5. 

11. On clicking “Save as Draft” button, User will be navigated to Product detail page. 

 
Figure 13: Newly `Variety Case Product’ Detail Page. 
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Submitting the Product for Approval to MLCC Staff 
12. Click “Submit for Approval” button.

 
Figure 14: Newly `Variety Case Product’ Detail Page - SUBMITTED. 

13. Enable the attestation checkbox > Click “OK” button. 

 
Figure 15: Attestation Screen for the submission scenario. 

14. Product will be successfully submitted for approval and the Status of the Product will be updated to 

“Submitted”. 
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Figure 16: Submitted `Variety Case Product`. 

 

Email is sent to Registration Users, Contact Users for Approval of Variety Case Product. 

Once a variety case product is approved, an email is sent to Spirits Registration users (Primary User, Sub 
Users), Contact Users (in BCC) linked to the License of the Variety Case Product. 
 

Email is sent to Registration Users, Contact Users for Activation of Variety Case Product. 

Once a product is Active, an email is sent to Spirits Registration users (Primary User, Sub Users), Contact 
Users (in BCC) linked to the License of the Variety Case Product. 
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