
Sales Menu 
1. From the SharePoint web site page or the Home page, select the “Sales Menu” link. 
2. If the contact does not have a PIN, the following is displayed. 

 

3. If the contact does not belong to a company or solicitation registration, the following is displayed. 



 

 

 

  



Sales Menu: Create a Company Profile: Company 
1. From the SharePoint web site page or the Home page, select the “Sales Menu” link. 
2. If the contact is associated with a company or registration, the contact cannot create a company profile. 
3. If the contact is not associated with a company or registration, the Sales Menu page will display links to 

create a company profile for a company and an individual. 

 

Notes: 

a. The only difference between a profile for a company and a profile for an individual is that the 
profile for a company accepts a DUNS number. 

 

4. Select Company. 

 



 

Notes: 

a. Enter the required data and select the Insert command. 
b. When the company profile is inserted, the contact is added to the company contacts list as a 

Company Administrator. 
c. Once the company profile is created, the Default Addresses and Contacts links are enabled. 
d. At least one default mailing address must be entered before the company profile can be 

submitted. 
e. Use the Contacts link to enter additional contacts. 

 

5. Once the company profile has been created and a default mailing address inserted, the company profile 
must be submitted. 



 

Notes: 

a. Enter the PIN and select the Submit command. 
b. If an invalid PIN is inserted three (3) times, the PIN is locked and the contact must access the 

Contact Profile (PIN page) and select the “Forgot my PIN” command to get a new PIN created 
and emailed to the contact. 

 

  



Sales Menu: Create a Company Profile: Individual 
1. From the SharePoint web site page or the Home page, select the “Sales Menu” link. 
2. If the contact is associated with a company or registration, the contact cannot create a company profile. 
3. If the contact is not associated with a company or registration, the Sales Menu page will display links to 

create a company profile for a company and an individual. 

 

4. Select Individual. 

 



 

Notes: 

a. Enter the required data and select the Insert command. 
b. When the company profile is inserted, the contact is added to the company contacts list as a 

Company Administrator. 
c. Once the company profile is created, the Default Addresses and Contacts links are enabled. 
d. At least one default mailing address must be entered before the company profile can be 

submitted. 
e. Use the Contacts link to enter additional contacts. 

 

5. Once the company profile has been created and a default mailing address inserted, the company profile 
must be submitted. 

 



 

Notes: 

a. Enter the PIN and select the Submit command. 
b. If an invalid PIN is inserted three (3) times, the PIN is locked and the contact must access the 

Contact Profile (PIN page) and select the “Forgot my PIN” command to get a new PIN created 
and emailed to the contact. 

 

  



Sales Menu: Company Profile: Default Addresses 
1. From the Company Profile page, either when the company profile is created or subsequently edited: 

 

2. Select the “Default Addresses” link. 



 

Notes: 

a. Use the Select command to edit a single address. 
b. Use the “Insert a Default Address” command to insert a new address. 

 

3. Select the “Insert a Default Address” command. 

 



 

Notes: 

a. The Address Type can be a Mailing Address, Billing Address or both. 
b. The Description should be meaningful to the contact – such as: “Billing Address” or “Mailing 

Address for My Project”.  Later, when adding an address to a solicitation registration, the 
Description field will be presented in a drop-down list for selection.  

 

  



Sales Menu: Company Profile: Contacts 
1. From the Company Profile page, either when the company profile is created or subsequently edited: 

 

2. Select the “Contacts” link. 

 



 

Notes: 

a. When the Company Profile is created, the contact that created the Company Profile is inserted 
as a Company Administrator. 

b. Additional contacts can be added as Company Administrators. 
c. If there are multiple Company Profile Contacts, the Command column will contain a command 

to delete the contact, but the last contact cannot be deleted – i.e. there must always be at least 
one Company Administrator contact. 

 

3. Select the “Insert a new Company Administrator Contact” link. 

 



 

Notes: 

a. When inserting a new contact, the contacts’ SLIM account ID and email address is required.  
Additionally, the contact must have logged onto the web site at least once. 

 

  



Sales Menu: Edit a Company Profile 
1. From the SharePoint web site page or the Home page, select the “Sales Menu” link. 
2. If the contact is a company administrator, there will be a link to edit the company profile. 

 

3. Select the “Edit the Company Profile” link. 



 

Notes: 

a. Select the Edit command to edit the Company Name, DUNS or Comments. 
b. Select the Default Addresses link to edit the default addresses. 
c. Select the Contacts link to edit the list of company administrators. 
d. Any changes will require that the company profile be re-submitted for approval. 

 

  



Sales Menu: Register for a Solicitation 
1. From the SharePoint web site page or the Home page, select the “Sales Menu” link. 
2. If the contact is a company administrator, the available solicitations will be listed with the option to 

register for the solicitation. 
3. Available solicitations include those solicitations where the status is “Open” and a registration has not 

been created. 

 

4. Select the Register command for solicitation DLA-Ferrochromium-007. 

 



 

5. Select the Sales Menu link. 

 



 

Notes: 

a. DLA-Ferrochromium-007 has been removed from the list of available solicitations. 
b. DLA-Ferrochromium-007 has been added to the list of solicitation registrations. 

 

  



Sales Menu: Edit and Submit a Solicitation Registration 
1. From the SharePoint web site page or the Home page, select the “Sales Menu” link. 
2. If the contact is a company administrator or a registration administrator, the available registrations will 

be listed with the option to edit the registration. 

 

3. Under Solicitation Registrations, select the Edit command for DLA-Ferrochromium-007. 

 



 

Notes: 

a. The list of submittals can vary by solicitation. 
b. All submittals with a checkbox in the Certified column must be selected, completed as required 

and certified before the solicitation registration can be submitted. 
c. Submittals without a checkbox in the Certified column do not require certification, but can be 

selected for viewing. 
 

4. Select the Select command for Certification Regarding Authorized Persons. 

 



 

Notes: 

a. At least one Administrator must exist. 
b. At least one Quoter must exist. 
c. At least one Shipment Requestor must exist. 
d. A Company Title must be specified for all Administrators and Quoters. 

 

5. Complete form, select User Certified and select Submit.  The list of submittals is displayed. 
6. Select the Select command for Certification Regarding Responsibility Matters. 



 



 

7. Complete form, select User Certified and select Submit.  The list of submittals is displayed. 
8. Select the Select command for Contractor’s Billing Address. 



 

9. Complete form, select User Certified and select Submit.  The list of submittals is displayed. 
10. Select the Select command for Contractor’s Mailing Address. 



 

11. Complete form, select User Certified and select Submit.  The list of submittals is displayed. 
12. Select the Select command for Disputes: Agreement to Use Alternative Dispute Resolution. 



 

13. Complete form, select User Certified and select Submit.  The list of submittals is displayed. 
14. Select the Select command for Type of Business Organization. 



 

15. Complete form, select User Certified and select Submit.  The list of submittals is displayed. 
16. Once all of the forms have been certified: 

 



 

17. Enter the PIN and select Submit. 

 



 

18. Select the Sales Menu link and note that the registration has been updated. 
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