
   
 

   
 

 

 

 

  

SIPS  - Register New Value-Added 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 Value-Added Product. 

System  

  Salesforce 
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Registering a Value -Added Product 
1. To Register a New Value-Added Product, log into the SIPS+ Product Registration System 
2. Go to the below Path as Spirit Registration User 

Click on License tab > Click on License Number 

 
 

3. On clicking License Number, License record page will be opened > Click “Register Product” button. 
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4. Select Product Category as “Value Added Product (VAP)” from dropdown > Click “Next.”

 
5. By clicking Next, the page below will be opened. Navigate to “Value Added Product (VAP)” section 

and select “Yes” or “No” in “VAP is Spirit?" field 

Note: If "VAP is Spirit?" is selected as “Yes,” then “VAP 50mL Spirit Product” will be a 
required field, and if "VAP is Spirit?" is selected as “No,” then “VAP Description” will be 
required fields 

 

6. Select value in “VAP Base Product” and “VAP 50mL Spirit Product” OR fill in “VAP Description” fields 

Note:  Products meeting below criteria will be shown up in “VAP 50mL Spirit Product” 
field 

• Status = Active  
• Record type = Spirits  
• Product must be linked to same License selected 
• Bottle size = “50 ML” ONLY  
• Product Category = “Regular Spirit Product”  
• Value Added Product? (VAP) = Unchecked  
• Multi-pack? = Unchecked 
• Variety Case? = Unchecked 
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Note: Products meeting below criteria will be shown up in “VAP Base Product” field: 

• Status = Active  
• Record type = Spirits  
• Product must be linked to same License  
• Bottle size <> “50 ML”  
• Product Category = “Regular Spirit Product”  
• Value Added Product? (VAP) = Unchecked  
• Multi-pack? = Unchecked 
• Variety Case? = Unchecked 

 

7. On selecting value in “VAP Base Product,” below fields will be auto populated based on the VAP 
Base Product selected.

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

Note: Provide “Case Cost” field value greater than the “Case Cost” value of the Product 
selected in “VAP Base Product.” Otherwise, system will not let you save or submit the 
product. Please find the error message below – 
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9. On clicking “Save as Draft” button, User will be navigated to Product detail page.

 

Submitting a Value-Added Product to MLCC for Approval 
10. Click “Submit for Approval” button.
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11. Enable the attestation checkbox > Click “OK” button.

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

“Submitted.”

 
13. Email sent for Approved Value-Added Products 

Once approved, an email will be sent to the Registration User. 

Email sent for Active Value-Added Products 

Once a product becomes active, an email will be sent to the Registration user. 
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