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All new users for GSA FAS Sales Reporting Portal are required to register for FAS ID.

1 FAS ID Authentication Registration Steps

Step 1: Navigate to the FAS SRP home page at https://srp.fas.gsa.gov and select the Register
button to complete your registration process

PN FAS Sales Reporting P ren-

Welcome to FAS Sales Reporting!

Contractor Login GSA Login
The contractor login is specifically for employees of a company under contract to provide goods or The GSA login is specifically for direct employees of the General Services
services for the U.S. Government. Administration

All first time users of the FAS SRP are required to register for
Multi-Factor Authentication.

Registration is required for anyone that previously used the FAS SRP

with a digital Cert or anyone who reported sales in a legacy system.
Select the Register button below to proceed.

The Federal Acquisition Service (FAS) Sales Reporting Portal (SRP) supports the collection of data required by FAS procurement programs including Multiple Award Schedules (MAS), non-MAS programs such as the

Government-Wide Acquisition Contracts (GWACS) and others.

The FAS SRP provides a safe, secure and user friendly portal for you, our Industry Partners, to report both transactional and aggregate level data required by your FAS contracts as well as multiple payment options
for remitting the fee required pursuant to your contract.

Need to Know Data Submissions Helpful Links

FAS SRP Quickstart Guide & Specification for EDI &, FAQs >
Federal Register Notice > Specification for APl & FAS SRP Fact Sheet >
FAS SRP Multi-Factor Authentication User Guide &, FAS SRP Excel Template &, Vendor Support Center >

SIN CLIN User Guide &, Specification for Upload (.csv) & eOffer/eMod »
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Step 2: Enter your first name, last name, and email, then click Submit

Note: your email address must be listed correctly in at least one of the following contract point of
contact fields to gain access: Contract Admin, IFF POC, Authorized Negotiator

GSA PRE-VERIFICATION
Go Back To Home Page
FAS SRP Registration Pre-Verification

First Name *

About Us ‘ Privacy & Security Notice ‘ Accessibility Statement | FOIA

Step 3: If your credentials are successfully verified, you will be redirected to a success page with
details of the next steps to activate your FAS ID

GSA PRE-VERIFICATION

Go Back To Home Page

FAS SRP Registration Pre-Verification

SUCCESS

Your account has successfully been initiated. You will receive an activation link with additional
instructionsto | @gmail.com. Please check your email and follow the instructions to activate
your account. Make sure to check your spam folder if you do not see the email in your inbox.

About Us Privacy & Security Notice Accessibility Statement FOIA
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Note: The system will display error messages in the following scenarios:
1. Your email is not listed in at least one of the contract fields: Contract Admin, IFF POC, or
Authorized Negotiator. Please contact your GSA contracting officer for assistance in
resolving this issue

MFA
GSA PRE-VERIFICATION

Go Back To Home Page

FAS SRP Registration Pre-Verification

FAILED =

We did not find any contracts containing the email address john.doe@example.com. Gaining access into the FAS SRP
requires that your email address be listed in at least one of the following fields: Contract Admin, IFF POC, or Authorized
Negotiator, Please contact your designated contract Authorized Negotiator or GSA Contracting Officer for further assistance.

John

Doe

john.doe@example.com

2. Your account is already registered. Please click Contractor Login from the FAS SRP

home page

MFA
GSA PRE-VERIFICATION

Go Back To Home Page

FAS SRP Registration Pre-Verification

FAILED >

An account already exists for email ¢ ‘@gmail.com. Please try to login here

Middle Name

About Us Privacy & Security Notice Accessibility Statement FOIA
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2 FAS ID Activation Steps

Step 1: Proceed to your email inbox and look for an email from MFA-No-Reply+noreply@gsa.gov
with a subject of “Welcome to Multi-Factor Authentication!”. Please click on the Activate Your
Account button

General Services Administration - Welcome to GSA
Multi-Factor Authentication!

Hi
GSA is using Multi-Factor Authentication to manage your credentials.

We have created a Multi-Factor Authentication user account for you.

Click the following link to activate your Multi-Factor Authentication account:
Activate Your Accourt
This link expires in 7 days.

Your Username is __ @gmail.com
Your sign-in page is https://srp.fas.gsa.gov

If you experience difficulties accessing your account, you can submit a Help Desk
request using the following link: Help with your account

This is an automatically generated message from GSA Multi-Factor Authentication. Replies are not
monitored or answered
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Step 2: Enter and confirm your password

Step 3: Select and answer a security question. This answer will be used to recover your account.

Step 4: Select a Security Image

Step 5: Click on Create My Account

Welcome 1o General Services Administration

o

* Does not include your

Create your General Services Administration account

Enter new password

Password reguirements:

* Atleast12 characters

* A lowercase letter

» An uppercase letter

* A number

= A symbol

* No parts of your username

* Does not Include your first name

st name

= Your password cannot be any of your last 24 passwaords

Repeat new password

Choose a forgot password question

| What Is the food you least liked as a child? v

Answer

pickles

Click a picture to choose a security image

Create My Account
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Step 6: Set up your multi-factor authentication method. This will be the method in which you will
receive your one-time code each time you log in to FAS SRP. Please review the choices carefully
and click Setup for your preferred MFA method

Please note: If you choose the Google Authenticator option, please ensure that you have
the mobile app for Google Authenticator installed on your mobile device. This option will
ask you to scan a QR code to add the account to your Google Authenticator app so you can
complete activation and receive your MFA code.

Connecting to ©

Sign-in with your General Services Administration account to
access FAS SRP SPA
GSA

Set up multifactor authentication

Setup

Email Authentication
Enter a verification code sent to your

email

Setup
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2.1 Email Authentication Multi-Factor Method

Step 7: Click Send me the code to receive the One Time Passcode (OTP)

Set up Email Authentication

Step 8: Once you select the Send me the Code button, you will receive an email with the One

Time Passcode (OTP)

General Services Administration - Action Required:
Confirm your email address

Hi
You are receiving this email so we can confirm this email address for your account.
Please enter the following code for verification:

002109

If you experience difficulties accessing your account, or if you believe you received
this email in error, please contact the appropriate GSA FAS Help Desk:

Step 9: Enter the One Time Passcode (OTP) and click Finish
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Set up multifactor authentication

o= Ernail Authentication [}

Aoditional optional factors

.;‘ Google Authenticator
| Entar cimclo i & fiom the

g R
@ Vioice Call Authentication
Jse a phone to authenticate by

Setup

Step 10: You will successfully be logged in to your FAS ID Account and redirected to the FAS
SRP Home Page

2.2 SMS and Voice Multi-Factor Methods

Step 7: If you choose to utilize either SMS or Voice Authentication, you will be prompted to enter
in your 10-digit phone number, including the area code. Once you do, click Send me the Code. If
you choose SMS, you will receive a code in the form of a text message, and if you choose Voice,
you will receive a phone call with the code spoken to you. Both will be from random phone
numbers that you cannot reply or call back.
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Set up SMS Authentication

Enter your 10-Digit mobile number

S5end me the code

Back to factor list

Step 8: On the next screen, enter in the code that was texted or given to you over the phone, and
click Verify

Set up SMS Authentication

Enter Code
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2.3 Google Authenticator Multi-Factor Method

Step 7: When you get to the Setup Google Authenticator page, simply select the radio button for
the device type you currently have for your phone. Make sure you have the Google Authenticator
app on your phone already, or you can download the Google Authenticator app from your phone’s

app store. Once you have the app, click Next

Setup Google Authenticator

~eract your device type

@ 1iPhone

Androad

e Download Google Authenticator from
the App Store onto your mobile

Step 8: On the next page, you will see a QR Code. Open the Google Authenticator app on your
phone and scan the QR Code by pressing the + button. You will then receive a 6 digit code that
updates automatically every 30 seconds. You can determine how much time is remaining by the
small circle next to the code. Once your code is active, you can click Next
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2:28 PM

Authenticator

Setup Google Authenticator
Scan barcode

Launch Google
Authenticator, tap the
'+ icon, then selecl

"Scan barcode”

Can’t scan?

Step 9: Enter in the current 6 digit code from your phone into the box on the next page, and click
Verify
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Setup Google Authenticator

Enter code displayed from the application

Enter Code
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3 Contractor Login Steps

Step 1: After successfully completing the FAS ID registration process. All future access will be
performed by clicking on Contractor Login from the FAS SRP Home Page

gy FAS Sales Reporting

Welcome to FAS Sales Reporting!

Contractor Login

The contractor login is specifically for employees of a company under contract to provide

goods or services for the U.S. Government.

Contractor Login

@ Help ~

GSA Login

The GSA login is specifically for direct employees of the General Services
Administration.

GSA Login

All first time users of the FAS SRP are required to
register for Multi-Factor Authentication.

Registration is required for anyone that previously used the
FAS SRP with a digital Cert or anyone who reported sales in
a legacy system. Select the Register button below to
proceed.

The Federal Acquisition Service (FAS) Sales Reporting Portal (SRP) supports the collection of data required by FAS procurement programs including Multiple Award Schedules (MAS), non-
MAS programs such as the Government-Wide Acquisition Contracts (GWACS) and others.

The FAS SRP provides a safe, secure and user friendly portal for you, our Industry Partners, to report both transactional and aggregate level data required by your FAS contracts as well
as multiple payment options for remitting the fee required pursuant to your contract.

Step 2: Enter your FAS ID email and password and click Sign In. Your security image will appear
when you populate your FAS ID email.

GSA GSA

Sign In

Sign In

Email Address Email Address

© Please enter a username

Sgmail.com

Password
Password

[] Remember me

OR

[ remember me

OR -
Need help signing in?
Need help signing in?
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Step 3: Click Send me the code

Verify with Email Authentication

Send a verification code to d..t@gmail.com.

Send me the code

Sign Cut

Step 4: You will receive a One Time Passcode (OTP) to your FAS ID email address

General Services Administration - Action Required:
One-time verification code

Hi

You are receiving this email because a request was made for a one-time code that
can be used for authentication.

Please enter the following code for verification
133979

If you experience difficulties accessing your account, or if you believe you received
this email in error, please contact the appropriate GSA FAS Help Desk:

For FAS SRP Support, Purchase Order Portal (Vendors):
Email: vendor.support@gsa.gov | Phone: 1-877-495-4849
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Step 5: Grab the code from your email, enter it in the box, and click Verify

=N
/ \
A4
Verify with Email Authentication

A verification code was sent to
d..t@gmail.com. Check your email and enter
the code below

Verification code

[] Do not challenge me on this device for the
next 12 hours

Sign Out

Step 6: You will successfully access the FAS SRP

FAS : R E——
GSA Sales Reporting < Feb 22, 2021 13:17 EDT QSearch FAQs Help & Logout
# Home Home
Home

- 4 Reporting
This page provides a list of contracts for which you have reporting rights. Click on the Contract Number hyperlink to view the reporting history.

S Payment v
Current Payment Due Date Current Due Date for Monthly Reporting Current Due Date for Quarterly Reporting
£ Program Management 01/30/2021 03/02/2021 01/30/2021
Q Search
@ Help v

Total Outstanding Bal
Contract Number % Current Reporting Frequency 3 Last Reported + Report Period Ending % Ao AWUCandIg Ba\ance

Monthly 01/22/2021 20:02:51 Aug 2017 $63,868.74

Showing 1 to 1 out of 1 entries
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4 Forgot/Reset Password

Step 1: Click on the Need help signing in? link at the bottom of the box.

Signin

Email Address
Email Address

@gimail.com

Password
@ Please enter a username

Password

] remember me

D e
. . OR -

Need help signing in?

OR ;
Forgot/Reset Password?

MNeed help signing in? Help

Step 2: Click on the Forgot/Reset Password? link, enter your FAS ID email address, then click
Reset via Email

Reset Password

Email or Username

Reset via Email

Eack to Sign In
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Step 3: You will receive an email from GSA with instructions to reset your password. Please click
on Reset Password button in the email you receive

General Services Administration - Multi-Factor
Authentication Password Reset Request!

Hi'

A password Reset request was made for your Multi-Factor Authentication account. If
you did not make this request, please contact the appropriate GSA FAS Help Desk.

Email sent!

Email has been sent to
with instructions on

Click this link to reset the password for your username, |

Back to Sign In This link expires in 1 hour.

If you experience difficulties accessing your account, please contact the appropriate
GSA FAS Help Desk:

resetting your password.

Step 4: Provide your Security Question answer and click Reset Password

Answer Forgotten Password Challenge

What is the food you least liked as a child?

[] show

Reset Password

Back to Sign In
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Step 5: Enter and confirm your new password and click Reset Password

GSA

Reset your password

Password requirements

At least 12 characters

A lowercase |etter

An uppercase letter

A number

No parts of your username

Does not include your first name

.
.

.

L]

s A symbol
.

.

» Does not include your last name
.

Your password cannot be any of your last
24 passwords

New password

Repeat password

Sign Out

Step 6: Please click Send me the code to receive the One Time Passcode (OTP) via email

Verify with Email Authentication

Send a verification code to d..t@gmail.com.

Send me the code

Sign Out
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Step 7: You will receive a One Time Passcode OTP to your email from
MFA-No-Reply-+noreply@gsa.gov

GSA

General Services Administration - Action Required:
One-time verification code

Hil

You are receiving this email because a request was made for a one-time code that
can be used for authentication.

Please enter the following code for verification:

638252

If you experience difficulties accessing your account, or if you believe you received
this email in error, please contact the appropriate GSA FAS Help Desk:

For FAS SRP Support, Purchase Order Portal (Vendors):
Email: vendor.support@gsa.gov | Phone: 1-877-495-4849

Step 8: Enter your One Time Passcode OTP and click Verify

Verify with Email Authentication
A verification code was sent to
d..t@gmail.com. Check your email and enter

the code below

Verification code

(] o not challenge me on this device for the
next12 hours

Sign Out
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Step 9: Your password will be changed. Please click on the FAS SRP SPA application in your
dashboard to access the application from this view, or navigate to https://srp.fas.gsa.gov

" Q Launch App A& Home A - L oS-
GSA

Work o+

© O

FAS SRP FAS SRP SPA
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5 Abbreviations, Acronyms, and Definitions

The following abbreviations, acronyms, and definitions are used within this document and
throughout GSA.

Abbreviation Definition

FAS SRP Federal Acquisition Service Sales Reporting Portal
GSA General Services Administration
OTP One Time Passcode
FAS ID GSA Multi-Factor Authentication
23 February 21, 2021
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