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New Offer Submission – Frequently Asked Questions	May, 2012

1. What are the requirements with the new functionality for submitting an offer?  Have they changed?

The basic requirements have not changed.  You must still have:
A valid Digital Certificate 
A valid DUNS number
One or more Authorized Negotiators
2. How do I go about getting a Digital Certificate?  

You are required to have a digital certificate for access into the eOffer/eMod applications and to sign the final documents electronically. To obtain a digital certificate, please go to the eOffer/eMod website at: http://eoffer.gsa.gov/eoffer_docs/DigitalCert.html to get all of the details, or go to one of the following links:
· IdenTrust: http://www.identrust.com/gsa/index.html 
· Operational Research Consultants (ORC): http://aces.orc.com/
Please be aware, that it will take between 7 and 14 days for a digital certificate to be issued after you have notarized you paperwork and submitted it to the company and that digital certificates must be updated every two (2) years. It is imperative that you as contractors keep your digital certificates current. An expired digital certificate will delay the ability to submit an electronic offer or modification.
3. Whom do I contact if I have questions?
To get the latest information go to the VSC website at https://vsc.gsa.gov, and click on the 520/599 tab.
Questions should be directed to the VSC and eTools support desks, using the following contact information:

CONTACTS

Vendor Support Center
1(877) 495-4849   or
vendor.support@gsa.gov
or 
eTools Help Desk – for eOffer/eMod
related questions
1(866) 472-9114 or
eoffer@gsa.gov


4. Where can I learn more about the new pricing functionality for eOffers?

There is a series of Instructional Modules on the new eOffer pricing functionality which you can take.  One of the authorized negotiators for your company MUST complete these modules and pass a final quiz (70% or higher) in order for your company to submit an eOffer.  However it is recommended that anyone involved in the eOffer process go through them as well.  These modules are located on the Vendor Support Center (VSC) website, on the 520/599 tab from the home page vsc.gsa.gov.  Scroll down until you see the New Offeror instruction modules and click on the first one to begin

5. I have duplicate labor categories across multiple SINs; can I use the same naming convention? 

Yes, you may use the same Labor Category or Service Name in different SINs. This will allow you to identify one type of service, “Analyst” for example, that you may offer under multiple SINs.  There are specific rules you must follow when proposing these labor categories across SINs:
· The GSA Offered Price without IFF must be the same for the labor category in all SINs.
· The Price Year 2-5 with Fixed Escalation prices must be the same for the labor category in all SINs.
· Labor category names within a single SIN must remain unique.

If you have the same labor category name across multiple SINs with different pricing, you will be required to uniquely name the labor category/line item offered across those SINs. If you do not use this unique name/identifier, you will receive an error message stating something similar to “Upload Failed, Duplicate labor category across SINs does not have identical GSA Offered Price…”  If you receive that error, you will need to delete the uploaded FPL (Click on the Delete button), correct the error(s) in the FPL by renaming the line items appropriately, and re-upload the corrected FPL.
[bookmark: Pg1] (
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)For example: If both SIN 520 1 and 520 3 need to have a labor category named “Auditor” with different pricing, then you should name the first labor category “Auditor 520 1” and the second labor category “Auditor 520 3” so that each has a unique identifier.
 (
1
)
6. Where can I find information about the entire eOffer process, not just the new EAS pricing functionality?

You can find that information on the eOffer/eMod web site at www.eoffer.gsa.gov . 

7. Where can I learn more about the new pricing functionality for eOffers?

There is a series of Instructional Modules on the new eOffer pricing functionality which you can take.  One of the authorized negotiators for your company MUST complete these modules and pass a final quiz (70% or higher) in order for your company to submit an eOffer.  However it is recommended that anyone involved in the eOffer process go through them as well.  These modules are located on the Vendor Support Center (VSC) website, on the MAS 520/599 tab from the home page vsc.gsa.gov.  Scroll down until you see the New Offeror instruction modules and click on the first one to begin.

8. How will I know I have completed all the steps required to submit my offer?

Along the left side of the window as you complete your eOffer you will see a series of tasks.  When all of those tasks show green completed check marks, you are ready to submit your request.  You will receive a confirmation when the request has been successfully submitted.
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9. Can I skip around in the task list and do the Pricing Proposal task first, then return to the others?

In some cases the order in which you complete these tasks is not critical but for others it is important.  For example, you MUST complete the Goods and Services task before you begin the Pricing Proposal task.  On the Goods and Services window, you will be identifying all of the SINs which are going to be included in your offer.  If these SINs have not been selected here, they will not be available in the pricing proposal task.  There must be a direct match between the SINs you specify in the Goods and Services task and the SINs you include in your Pricing Proposal or your offer will not be accepted.  
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10. [image: ]How will I know what information I need to enter for each service I am offering?


There are several ways that you can determine what information is needed. 
- You will see the blank fields on the data form entry screens, or the column headings if you select the upload Excel or CSV methods - those indicate the names of the fields to enter.

- If you want more explanations of what goes IN each of these fields, you should go to the VSC website, hover over the Knowledge Resources tab, highlight Pricing Specifications, and click FPL Specifications.  This will open the definitions of the pricing data you need to supply, shown here. 
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- There is also a link within the eOffer application that takes you to the Data Definitions directly, shown here as you would see it on the Price Proposal window.


11. Once I begin the Price Proposal Task, how do I know what to do next?

When you click Price Proposal from the task list, the next window that opens lists a series of steps that you will need to take to complete this portion of the offer submission process.  You will first complete a questionnaire, the ‘Wizard’, to identify the types of services you will offer, whether you offer discounts and whether your prices are based on geographic zones.  The next step shown here is to determine how you will submit your price list.  Two additional steps allow you to upload your Terms and Conditions and CSP directly. If you select zonal pricing on the initial questionnaire, there will be a step added to create your list of zones on this window as well.
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12. Do I have to use zonal pricing?  My service prices are the same no matter where the customer is located.

No.  You should only use zonal pricing if your services vary in price depending upon their geographic location.  In other words, if a service costs the customer more in Alaska than it does in Pennsylvania, you would want to establish different pricing zones.  However, if your service is the same price anywhere, even in a foreign country, you should NOT select zones when asked on the questionnaire.

13.  What do I put in the Zone field if I don’t do Zonal Pricing?  

The Zones Field must be totally - it empty cannot contain blanks/spaces, even if the cells in the Zones column appear empty, they may contain one or more blanks. To be certain that the Zones fields are truly empty and do not contain blanks, select all of the cells in the Zones column, from row B down, and delete the contents of the cells. 
14. I work on Schedule 599 and offer services on several SINs. Can I submit all of them in the same offer?  Is there anything I need to do differently with this new functionality?

When you identify the SINs that you are going to be offering on the Goods and Services task discussed above, the EAS pricing application will determine which formatted price list templates or data forms you should complete in order to submit services for all of the SINs.  The application will list the templates on the screen as shown below, as soon as you submit the answers to your questionnaire.  Here you see that there are two templates that need to be completed for this offer and you must respond to both.
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If you have selected the Data form entry method of submission, you will be presented with the data forms for each of the SINs you are offering.  Download, complete and upload each of the templates listed or complete each of the data forms presented and you will be meeting the requirements of the 599 offer process. (Note: for the Schedule 520, you will only see one template on this list, as all of the SINs can be entered together.)

15. My company offers services that are based on a percentage of each transaction.  Specifically, every time we assist in resolving a debt, we are paid by receiving a percentage of the amount we have collected.  How do I enter that on the formatted price list templates?

The type of pricing you ask pertains only to Schedule 520 and is considered a Miscellaneous Service.  If you offer these types of services, you will be offering SIN 520-2 or 520-4.  As you enter the pricing information, either on the Miscellaneous Services tab on the Excel template you downloaded, or on the data entry form displayed for you, take the following actions: 

- Place the percentage amounts you offer in the ‘price’ columns
    (GSA offered price, MFC price, Catalog price as examples) 
- Select “1V” (Percent per Transaction) for the Unit of Issue – this is Mandatory.

The screen on the next page shows the portion of the FPL Specifications (Data Definitions) for the Miscellaneous Services tab and includes this information.
[image: ]

16. Where will I enter additional details about my business practices? 

The Commercial Sales Price (CSP) form, the last step in the Price Proposal task shown earlier, is where you can either add details about your business practices, or identify a supplemental document (by filename) that you will upload as part of your offer package.
17. My current pricelist includes my company’s logo along with information about my company’s background and experience.  Will this information be included in the new price list?

The project team is aware that some of the current pricelists include this optional information.  This team is working on a capability to publish this type of information, sometimes referred to as “marketing information”, in addition to the pricelist. This is being considered as an enhancement after the release of the pilot. 

18. How do I know what documents I need to upload to support my offer?

When you select Upload Documents, you will see a list of documents that might pertain to your offer.  The required documents are marked with a red asterisk and must be included.  The others should be included as they apply to your offer.

Note: the last document listed is “Other”.  This is where you can upload other documents to enhance your offer or explain information identified in the CSP form for example.  
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19. Once I have submitted my Offer, what is the next step?

You will be contacted by the Contracting Specialist who has been assigned your offer.  This may be an email about the status of your offer, a request for clarification, or it may be a request to set up a time for negotiation.  You can check the status of your offer on the My eOffers page of the eOffer/eMod web site for any updates.

20. I completed negotiating with the CS and we agreed on pricing changes. However, I have changed my mind on one of the prices we agreed to – what can I do now?

After you have negotiated with the CS, you will receive a “Respond to FPR” request on your My eOffers page.  When you click the link, the Vendor Confirmation window will open.  Select the SIN for the items you wish to change. If you need to counter the negotiated price, you can click the ‘Take Counter’ link on the right.  Enter either a new Proposed Price or %, whichever box opens for you, and then you must enter an explanation for the counter.  Click the Suggest Changes button to return the document to the CS for his or her review.  Look for the “Respond to FPR” link on My eOffers to view the response.
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When the Request for FPR returns to you, review the updates and if you agree, click the Generate FPR button to prepare your final document for the offer. 
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At this point, you have finished the steps in the process that are affected by the new eOffer/eMod functionality.  The completion of the offer continues, following the processes currently in place.

21. For the current year when I submit my FPL, I am supposed to enter the "GSA Offered Price without IFF".  For the "Price Year 2(-5) with Fixed Escalation", should I include the 0.75% IFF or enter the price without the IFF for the future years?
You should enter the “GSA Offered Price without IFF” for the base or current year. For the four option years, “Price Year 2(-5) with Fixed Escalation”, you should also enter your GSA Offered Price without IFF. The application will perform calculations and display the “GSA Offered Price with IFF”.

22. What steps should I take after withdrawing and importing an in-flight offer in the eOffer application?
Before you upload a new price list (Formatted Price List) please complete the following steps to refresh the list of SINs being offered.
1) Click on the Goods/Services tab.
2) Select a SIN from Your SINs list and click on Edit in the action column
3) Click on Save 
4) Repeat steps 2 and 3 for as many SINS as you have offered



23. If I don’t offer a GSA Discount from Catalog Price or Market Price, what should I enter in that field?  

If you don’t offer a GSA discount from the catalog or market price, you may enter 0 (zero) in those fields.





24. How will I know if I’ve made a mistake with formatting on my Formatted Price List (FPL)?

When trying to submit your FPL with incorrect formatting, you will receive error messages in a layout similar to the one shown here.  In the first example shown below, you see under the “Status” column that the “Upload Failed” followed by the detailed error messages.
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In this example below, the status states “Upload Failed, Invalid FPL Please click here to view the data validation errors” 
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If you were to select the “click here” link in the status message (as shown above), you would taken to an MS Excel document similar to the one shown below.  The MS Excel document will include a row under the first column indicating what line(s) the error is on, and the last column will show the detail(s) of the error(s). 
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25. I keep getting validation errors and do not know exactly what to fix. My FPL looks correct. What should I look for to get rid of these errors?

When you find something that needs to be corrected, you will want to use standard MS-Excel functionality to make your corrections. You may need to delete data from cells, change the number of decimal places or remove cell formatting based upon the errors you encounter. After you have fixed the errors, you will want to Save your FPL and proceed through the Upload process again.

As another reminder, you must not add, delete, rearrange or modify the column headings in row A. In addition to the more obvious formatting and content elements that you can find in the FPL Specifications, here are additional errors and fixes.
  
Error: Error in your Zones column but you do not have Zones or have included the Zones tab. The Zones column appears empty.
Resolve: Even if the cells in the Zones column appear empty, they may contain one or more blanks. To be certain that the Zones fields are truly empty and do not contain blanks, select all of the cells in the Zones column, from row B down, and clear the contents of the cells. 

Error: Invalid values in a dollar amount field.
Resolve: When you are entering a value in a dollar field ('GSA Offered price without IFF', 'Catalog Price/Market Price', etc.) you must not include the dollar signs ($) in the cell (use the 'General' format in Excel). You should enter just the numeric value for the field and must make sure that it meets the FPL Specifications for the number of places (2) after the decimal point.

In addition, you should enter only numeric values in these cells, not the formulas that generate those values. If you use formulas, you are likely to receive this type of message. To remove formulas from your FPL, you will want to look into Excel's Paste Special/Values Only feature to correct the cells.

Error: Invalid values in a percent field.
Resolve: When you are entering a value in a percent field ('GSA Discount from Catalog Price/Market Price', 'Disc-Percentage 1', etc.) you must not include the percent signs (%) in the cell (use the 'General' format in  
Excel). You should enter just the numeric value for the field and must make sure that it meets the FPL Specifications for the number of places after the decimal point.

In addition, you should enter only numeric values in these cells, not the formulas that generate those values. If you use the formulas, you are likely to receive this message. If you have used formulas in your FPL, you will want to look into Excels Paste Special Values only feature to correct the cells.

Error: Invalid field length.
Resolve: Some of the invalid field messages may be due to the length of the data you have entered in a field.

For example, the 'Labor Category Description' field is limited to 1000 characters. If you cut and paste this description from another document without first counting the characters, it may exceed the limit of 1000.  Other fields such as Labor Category or Transaction Name are limited to 40 characters and will cause errors if you exceed this length.  Be sure to check ALL of your data against the FPL Specifications/Data Dictionary documents.

Another cause of this error is if you have calculated a value for one of the dollar amount fields, such as 'GSA Offered price without IFF', using a formula but you did not round the resulting value up or down to just two decimal places. An entry such as 1081.089 will not be accepted and should be rounded to 1081.09.
Note: In addition to the errors listed above, please go the Error Messages document(s) located under the Knowledge Center tab on the VSC Website to see further examples and resolutions.
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