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Contractor/Offeror - DocuSign Signature
Process Overview

For technical support with eOffer and eMod, please contact the eOffer/eMod Help
Desk at 1-866 472-9114 or eoffer@gsa.gov. Additionally, for more information
about the signature process in eOffer, please visit the Signature Process Overview
on the eOffer Help Center.
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https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/eoffer-resources/signature-process/signature-process-overview
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Background:

Starting November 30, 2020, DocuSign will replace Silanis as the method of digital signature in
eOffer and eMod. This transition will only impact a few pages within the applications, and the
overall functionality and user experience remains the same. This process overview document
includes instructions for both eOffer and eMod.

Signing Process Instructions & Updates:

Offeror Instructions for eOffer:

Please use the provided directions to complete the Offeror signing process. Please note that the
directions documented in RED remain the same, with the DocuSign changes occurring at the
end of the package signing process (steps 6 - 8). For more information about the signature
process in eOffer, please visit the Signature Process Overview on the eOffer Help Center.

1. Upon award of the contract, the Contracting Officer/Contract Specialist will create a contract
package to be approved and signed by the Offeror. The eSignature notification will be sent to
the Offeror in the form of an email with instructions to review and sign the proposal.

= E A Vendor Notification for Proposal eSignature - Message (Plain Text) | = | = ﬁ
File. Message Add-Ins & 0
From: fss.online@gsa.gov Sent  Wed 9/21/2011 1:03 FM
To: John Doe =j.doe@acme.com=
Ce
Subject: Vendor Notification for Proposal eSignature
Dear Sir/Madam,

This is to notify you that a proposal for the eoffer # (AGICR7XJ) submitted by you against solicitation 2FYB-5K-0500004-B for (Acme Management Conceps Inc.) is ready for your review and
eSignature. Please click or pastge the following URLin a browser window to review your proposal.

http://eoffer.gsa.gov

u |G &1

This is an auto generated email. Please do not reply to this email address.
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Users will receive an email notification to eSign the Contract Package.

2. After the login process is complete, the My eOFFERS page will be displayed.
Key Concept: If your offer contains set-aside and non-set aside SINS, you will

see two contract packages (one for each type of SIN).

3. The package created by the CO/CS will be displayed under Signed eOffers. You may ‘View
Offer’, ‘View Package’, or ‘Sign Package’.


https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/eoffer-resources/signature-process/signature-process-overview
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@ Signed eOffers

Click the eOffer ID to view the event log for an Offer

eOfferID  Schedule® Last Update - Status *  View Offer View Package Sign Package Download Package

621855GN | 66 2018-08-15 15:08:27.256 = Ready for Vendor esign
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Users may view the offer, sign the package, or view the package.

4. To sign the package, click Sign Package. The Sign Contract screen will be displayed.
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@ Signed eOffers

Click the eOffer ID fo view the event log for an Offer
eOfferID  Schedule~ Last Update ~ Status *  View Offer View Package Sign Package Download Package

621855GN 66 2018-08-15 15:08:27 256 =~ Ready for Vendor esign View Package Sign Package
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Click ‘Sign Package’.

5. Click the Review link for each document that needs to be reviewed. After the documents
have been reviewed, click the checkbox to confirm and then click Continue.

Vendor Response Document Offer pdf m &
Reps and Ceris Orca.pdi m
Pathways to Success Training Cert PathwayToSuccessCert pdf m
SCA Matrix SCA Matrix.pdf =33
Technical Proposal TechnicalProposalResponses. pdf m
Pre-Award Correspondence Eoffer receipt nofification. w
Approved Price List - Basis for Award TFCB-C4-070066-B_101614696_FPLA1 xIsx m
Pre-Award Correspondence Pricing Decument generation status update for Offer 52798, m
Technical Proposal TechnicalProposalResponses. pdf m
Pre-Award Correspondence eOffer (21855GN - LASER TEK SERVICES INC) Status Change: Recommended for Award m
Commercial Sales Practices Format Commercial Sales Practices m
Contract Summary Contract Summary m

All documents in the eOffer package have been reviewed. I

v
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Review the contract documents, confirm your review, and click ‘Continue’.

6. You will be directed to an E-Signature Consent page where upon clicking the Accept button,
you will be directed to your SF-1449 form in DocuSign.

eOffer L O060C

G S A «OfferieMod in a tool to submit Contract Offers and Contract Modification requests 1o GSA Federsl Acquisition Service online,  Hello Aaron B Conaway o

Company Name: TAYLOR-ODEN ENTERPRISES, INC eOfferID: DWOSFUKP
Solicitation Number: 470SMD20R0001 Retrestw 35 [T Status:  Read Only
Schedule: MAS - Multiple Award Schedule

E-Signature Consent

By submitting a proposal to the General Services Admini: ion [GSA) &l ically, the Offeror to transactions of ds and &-3i b GSA and
the Offeror

— =3

Click ‘Accept’ on the E-Signature Consent Page

7. When in DocusSign, click START and you will be directed to the signature block where you
can click to fill in your name/signature.
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Click ‘START’ to be brought to your signature block
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Click the box to populate your signature.

8. After your signature appears, click FINISH at the top right of the screen and you will be
directed to the Sign Success page. At this point, you may exit the application.

NOTE: If you decide to “decline to sign”, DocuSign will close and your offer will be sent back to
the Contracting Officer for corrections. Your CO will be notified and the offer will have to go
through the submission and signature process again.
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Sign Success page

9. If you return to the My eOffers page, the ‘Status’ of the contract package will change to
Vendor Signed. The CO/CS will receive a notification that the contract is ready for signature.
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@ Signed eOffers

Click the eOffer ID to view the event log for an Offer

eODffer ID Schedule * Last Update ~ Status = View Offer View Package Sign Package Download Package

62185SGN 66 2018-09-07 13:44:48.496 Vendor Signed View Package

sign_package_014.jpg
The status will change to Vendor Signed.

10. Once the CO/CS has signed the package, the ‘Status’ will change to Package Signed. A
notification email will be sent to the Offeror stating the award letter will be mailed. Also, adjacent
to the ‘View Package’ you will see the ‘Download Package’ button.



Legend

MY eO FFERS: LASER TEK SER\”CES INC J Offer is Locked. You can only update Negotiators and POC.
Ei" Offer is Unlocked. You can edit entire offer.
€X  Express Offer.

New eOffers

Schedule Select

70 - General Purpose Commercial Informafion Technology Equipment, Software and Svcs A W

© Saved eOffers
© Submitted eOffers

@ Signed eOffers

Click the eOffer |D to view the event log for an Offer

eOffer ID Schedule #  Last Update = Status = View Offer View Package Sign Package Download Package

621855GN 66 2018-09-07 15:41:49.806 Package Signed Download Package

sign_package_015.jpg
Once the CO/CS has signed the package, you will be able to View and Download the
package.

Caution: instances when there are multiple offers, where there exists both set-
aside and non-set-aside contracts, the ‘Download Package’ button will not be
displayed until the Offeror and CO/CS have signed BOTH the set-aside and non-
set-aside contract packages.



Contractor Instructions for eMod:

Please use the provided directions to complete the Contractor signing process. Please note that
the directions documented in RED remain the same, with the DocuSign changes occurring at
the end of the modification signing process (steps 4 - 7):

After the modification(s) has been approved by the Contracting Officer, the mod will appear
within the Signed Modifications category with the "Status" indicating Ready for Vendor eSign.

1. Choose the appropriate action based on whether the mod or the Package should be
viewed or the Package should be signed.

2. If ready to sign, click Sign Package.
@ Signed Modifications

Click the eMod D to view the event log for a Contract Modification

Mod Meod = Last Update ~ Status Assigne(i Rescind
eMod 1D No Actions ¥ Contract =« » 2 To *  View Mod Sign Package View Package Download Mod
Ready
¢
pas2ase2 | O ;:]si‘jic .tive GS07F050GA 20181016 ) dor ign Packa View Packa|
0007 s 13:3516.046 | Vendor e Cackaoe o T
Change esign

eisgn_001.jpg
When the mod status shows it is ready to be signed, click the 'Sign Package' button.

3. Review the document(s) by clicking the Review buttons, check the box confirming that
the contract has been reviewed and click Continue.

., eMod AL OO

G Sb\ eOfferieMod is a tool to submit Contract Offers and Contract Modification requests to GSA Federal Acquisition Service onlindello Keonia R Cobbins Home  MyeMods  Help Log Out

Company Name: ACQUISITION SOLUTIONS INC eMod ID:D252A962
Contract Number: GSOTFO59GA Mod No: PO-0007
Modification Type: Product Descriptive Change

SIGN CONTRACT PACKAGE

The following documents must be reviewed and accepted before signing

Name Description Review
Supperiing Documentation - Product

St eals Product Description Change m
Vendor Response Document vendor Defined m

[#] All documents in the eMod package have been reviewed.




esign_002.jpg
Review the contract and confirm to continue

4. When presented with the E-Signature Consent dialogue, click Accept to continue.
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Click ‘Accept’ to continue.

5. When in DocuSign, click START and you will be directed to the signature block where
you can click to fill in your name/signature.
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Click ‘START; to return to your signature block
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Click the box to populate your signature.

6. After your signature appears, click FINISH at the top right of the screen and you will be
directed to the Sign Success page. At this point, you may exit the application.

NOTE: If you decide to “decline to sign”, DocuSign will close and your
modification will be sent back to the Contracting Officer for corrections. Your CO
will be notified and the modification will have to go through the submission and
signature process again.

Sign Success
This package has successfully been signed

Sign Success Page

7. If you return to the Signed Modifications section the status of the eMod will change to
"Awaiting CO esign". Once the CO signs, the contract package will be available for
download.

@ Signed Modifications

Click the eMed ID to view the event log for a Contract Modification

Product Awaiting
D252A962 B0 Descriptive = GSO07F059GA 2018 .!0 17 (o] View Mod View Package
o007 12:31:08.91 .
Change esign

Signed Modifications section.
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