MySales Instructions for the Regional Offices

MySales is a new website that affords Federal agencies the means to report, modify and maintain status of their surplus and exchange/sale property reported to GSA to sell.  The internet address for MySales is http://mysales.fss.gsa.gov.

In order to obtain access to the website, your sales manager or director must email Deborah Leith at deborah.leith@gsa.gov or Iris Wright-Simpson at iris.wright-simpson@gsa.gov with the following information:

· Name

· Phone Number

· Fax Number 

· Email Address

· Activity Address Code (AAC) (please provide one that you use on a regular basis)
After you have been granted access to the website, an email will be sent to you automatically from Ernest Washington (Systems) with your access code and temporary password.

When you log into the website the first time, you will be asked to change your password.  You can change your password by clicking on the word here.  Your new password which is case sensitive must be 8 to 10 characters long.  You also will be asked to provide a code word, which must be 3 to 20 characters long.
Also when you log into MySales and wish to search for items on a different AAC than the one you originally provided us for access to MySales, you will need to click on Update Your User Information and change the AAC to that particular agency.
At the present time, you will be granted permission for the following custodial function and user maintenance:
· Review Your Sale Items
· Update Your User Information
You will be granted permission for the other functions as they become available.
If you need to update your user information, please follow these steps:

· Log On to MySales

· At the MySales Main Menu, Click on Update Your User Information Under the Custodial User Maintenance
· Make Your Changes

· Hit Change to Save

If you have any questions concerning these instructions, please call Deborah Leith at (703) 308-0805.
