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Instructions for Schedule Sales Query 

 To access the Schedule Sales Query page go to http://ssq.gsa.gov.  

 Click on Create Report on the left-hand side of the screen. 

 

 

  
 

Description: This is a screenshot of the Schedule Sales Query homepage with a red arrow pointing to 

the “create report” button located on the upper left hand side of the screen. 

http://ssq.gsa.gov/
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 Skip the next page by clicking Proceed. 
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Description: This is a screenshot of the Schedule Sales Query Report Generation System Step 1 of 3 

with a red arrow pointing to the “Proceed” button located on the lower left hand side of the screen. 

 Select report 11 “All Sales by Fiscal Year for a Specific SIN Number”, and click Generate 

Report. 
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Description: This is a screenshot of the Schedule Sales Query Report Generation System Step 2 of 3 

with a red arrow pointing to the report 11, “All Sales by Fiscal Year for a Specific SIN Number” 

button. It is located at the bottom of the report listing. 

 Select the Fiscal Year and SIN #, and click Proceed to Step 3. 
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Description: This is a screenshot of the Schedule Sales Query Report Generation System showing the 

report section “All Sales by Fiscal Year for a Specific SIN”. There is a dropdown box allowing you to 

select a particular fiscal year and another dropdown box allowing you to select a SIN. Once these have 

been selected click “Proceed to Step 3”. 

 Click Proceed to the Final Step.  You can either save or open the report. 
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Description: This is a screenshot of the Schedule Sales Query Report Generation System. It is 

displaying the information regarding the fiscal year and SIN for the report selected. At the bottom of 

the page there are two buttons, click the one on the left that says “Proceed to the Final Step”. 

 Review report.  You can find contractors by name by using the Edit, Find function or Ctrl F. 
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Description: This is a screenshot of an Excel document displaying the report pulled from the Schedule Sales Query 

Report Generation System. The report lists contractors by name and they can be searched using the Ctrl-F 

command. 

 


