Vendor Electronic Mod Submission via eMod
Instructional Guide

Introduction:
The Federal Acquisition Services (FAS) has developed a new comprehensive program for processing Multiple Award Schedules Modifications. This process is called the Modification Transformation program.  One of the major goals is to increase Customer and Industry Partner satisfaction by allowing products and services to be added more quickly to existing contracts.
The new process allows Vendors to submit multiple Mods within a single transaction. Vendors will be able to select which type(s) of Mod and their associated sub types they would like to submit.
Another feature of the new process allows contracting personnel to “split” Mods. A contracting officer may split a Mod into two. For example, this might be done if one Mod action is very simple and can be done quickly, but the other Mod action may require more time to complete. Instead of waiting for both to be completed at the same time, the CO may now choose to “split” the Mod. This process will allow for Mods to be approved more efficiently.

This guide serves as an instructional tool for Vendor electronic Mod submissions using eMod.
Digital Certificate Information
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Submit Contract Offers and Contract Modifications online.
Welcome to eOffer/eMod
e0fferieMod is a tool to submit contract offers and contract modification requests to G8A Federal Acquisition Service online. System Access
1fyou are subrmiting an offer under certain GSA Multiple Award Schedules, you may be eligble to have an express review of your offer under the MAS Express Program. Please click the Iink"Leam aboutthe MAS Express Program
and paricipating schedule* below for defails. fyoute sigibl, please sign in Under he "Express Offes (Offrs)* belowo see ifyou can subrityour ofe electronically. Contract Offers (eOffers)
Ifyou are not eligihle for the MAS Express Program atthis time, please SubmIt 3 standard offe by Signing in Under the "Contract Ofers (0fiers)” below. > Prepare and submit eOffer

> Continue working on saved eOffer
> Edit submitted eOffer

About eOffer
Learn More Abou Customer Assistance and Training: Signin |
 eOfter « User GuidesTraining
* Exoress oflers = EOfriettod User Guide o
* etod * Erequently Asked Questions (FAQ) Contract Modifications (eMods)
*+ Mandatory eMad Pilot * ConfactUs > Prepare and submit modification request
* Diital Gerticates  MAS 520 (FABS) and 599 (T38) Contractors - Pricing Pilot NEW > Cantinue working on saved modifcation reguest
© futhorized Neqofiators > Edit submitted modifcation reguest
 Subcontracting Plan Mogel Terplate Notifications

* Site Maintenance Schedule Sign In

i Express Offers (Offers)
Before you Begin > Prepare and submit Express eOffer

> Continue working on saved Express sOffer

If you are submitting an eOffer: Ifyou are submitting an eMod: ~ Ealt submitted Exprass sOffer
1. Have you reviewed the Solicitation vou wantto make an offer against? 1. Do vou alreay have a didital certcate?
2. Have vou passed the "Pattways to Success" raining? 2. 15 your DUNS nurnber and Contract nurnber available? Sign In
3. Did vou et your DUNS nurnber? 3. Are you an authorized neotiator on the contract?
4. Have you revistered with CCR and with ORCA? 4. You may now submit the mod
5. Have vou applied for @ diutal certiicate?
6. Ifyou have done all ofthe above, enter "eOfler” atthe right.

“This s a U.S. General Services Administration Federal Government computer system that s "FOR OFFICIAL USE ONLY". By using this systern you acknowledge: tis system is subject to monitoring. Unauthorized attempts to upload information, view information, or change information of other vendor's data and
attempts to bypass authentication or authorization mechanisms to gain access into unauthorized areas of the website and any other actions that would compromise the confidentialiy, integrity, and availability of this syster are stictly prohibited and may be punishable under the Computer Fraud and Abuse Act
0f 198 and the National Information Infrastructure Protection Act





The vendor enters the eMod application via the eOffer homepage (www.eoffer.gsa.gov).  To access the eMod application, you must have a digital certificate.  

Select a Digital Certificate Provider
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Submit Contract Offers and Contract Modifications online.

About Digital Certificates
You ae required to have a digitalcertfcate for access into the eOfferieMad applications and to sign the final documents electronically.
What is a digital certificate?
Adigital certficate is an electronic crederntials that
+ Asserts the identit of an individual
+ Enables eOfferizhlod to verify the identity of the individual entering the systern and signing docurnents.
 Encryptor decrypt data to ensure that s securely ransrmitied
+ Apacket of information that i stored on a web browser or on a token
 Create digital signatures which are verifiable.
How to get a digital certificate?
o IgerTrust
+ Operational Research Consultants (ORC

 ltwilltake between 7 and 14 days for a digital certficate to be issued after you have notarized you paperwork and submitted itto the company.
 Digital certficates must be updated every two (2) years.
 itis imperative that affected contractors keep their digital certficates current.An expired digital certifate will dslay the abilityto submit an electronic offer or modification
How to get a Digital Cert if you are a foreign company?
Ifyou are a Foreign Company trying to do business with the General Services Administration using sOfferfebod and need a digital certficate, follow the instructions below:

Complete the application on the hito:/aces.orc.comy site for a"Aces Business Representative Certificate’. Complete the Aces Business Representative application. The form does not currently accept foreign addresses, so inthe field for the address put virginia, 22030, United States. Inthe text box below put
the actual foreign address. Subrmit the form and print the documents to be notarized. Then have the form notarized through one of the following methods

 Gotoa US Embassy and have the documents notarized
 Ifthey ars in the US they can go to any notary,or they can to go the ORC office and have the documents reviewed.

Ifthey have questions and need to speako someane at ORC, they can use the number below or email therm,
“The ORC ACES Customer Sevice Team
aceshelp@orc.com
(388) 816-5503

They need to tellthe persan they are speaking with thatthey need a ACES Business Representative Certficate and that they are a foreign campany.





To obtain a certificate, you will need to select one of the companies whom are currently offering certs. For this example, select the Operational Research Consultants (ORC) link.  

Apply for a Digital Certificate
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US Government Access Certificates for Electronic Services

The purpose of ACES s to facilitate public access to the services offered by
government agencies through use of information technologies, including on-ine access
t0 computers for purposes of reviewing, retrieving, providing, and exchanging
information. Operational Research Cansultants (ORC) is authorized to provide digital
certificate for;

@ IdentificationDigital Signature

B Encryption, Server Authentication and

& Signing of Code

These certificates can be used far:

Personal or restricted information retrieval,
Updating personal or restricted information.
Filings with government agencies

Application processes, such as applying for government licenses, student loans,
government benefits, etc.

Financial transactions with government agencies.
@ Distribution of code.

The ORC ACES supports the medium assurance levels, as defined in the U.S.
Govemnment ACES Certificate Policy (CP). ORC ACES offers two-year Certificates

ORC ACES subscribers may include members of the general public, individuals
authorized to act on behalf of business entities recogrized by the ORC Certificate

Authority (CA), such as employees, officers, and agents of sponsoring organizations
and qualfied relying parties that choose to use ACES.

# State Department DDTC aces cerificate pricing. X

What is PK)

Who is required to obtain certificates? [t cortinicate)

GSA ACES Program





Follow the prompts and instructions and complete the application for the digital certificate.   Once ORC has received your application, it takes approximately 7 to 14 days to receive your certificate.  

Sign In to eMod
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Submit contract offers and contract modifications online

This s a U.S. General Services Administration Federal Gavernment computer syster that s "FOR OFFICIAL USE ONLY. By using this system you acknowledge: this system is subjectta manitoring.
Unautharized attempts to upload infarmation, wiew information, or change information of other vendar's data and attempts to bypass authentication or auhorization mechanisms to gain access inta
unauthorized areas of the website and any other actions that would compromise the confidentiality, intedrity, and availabiliy ofthis system are strictl prohibited and may be punishabls under the Computer
Fraud and Abuse Act of 1988 and the National Information Infrastructure Protection Act

eOfferis a tool to subrmit contract offers and contract modification requests to GSA Federal Acquisition Service online.

Ifyou are submiting an offer under certain GSA Multiple Award Schedules, you may be eligible to have an express review of your offer under the MAS Express Program. Please clickthe link"Learn about the
MAS Express Program and participating schedules

below for details. Ifyoute eligible, please sign in under the "Express Offers (s0ffers)” below1o see ifyou can submit your offer electranically.

Ifyou are not eligible for the MAS Express Program atihis time, please submit a standard offer by signing in undsr the "Coniract Offers (eOffers)" below.

BEFORE YOU BEGI SIGN IN FOR:

> Learn aboutthe electronic contractofer process Contract Offers (eOffers)

> Leam ahaut he MAS Express Proaram and paricipating schedules MEW > Propare and submit e0fers

> Leam ahoutihe elechionic coniract modifcaiion process > Gontinue working on saved eOffers
> Download and read the GSA Solicitation from FedBizOpps > Edit submitted eOffers

Data Universal Numbering System (DUNS) Sign In

> Geta DUNS Nurnber
Central Contractor Registration (CCR)

> Reisterwith CCR

Access Cerifcates for Electronic Sevices (ACES)
> Diaital Certficates Approved for use inthe eOffriebod application > Continus working on saved Express s0ffers
> re you qualified o get an Electronic Authertication Certficate (Cerl at o cost? > Edit submitted Express eOffers

Other Links Sign I
> Gather company documents and information —
> Dinital Certs Training Contract Modifications (eMods)

> eOfferlebod Training Webcast > Prepare and submit modification requests

> ErequentlyAsked Questions > Continue working on saved modification requests

> Customer Assistance > Edit submitted modification requests.
> Quick Facts about eOffer

> QuickFacts aboutMods Sign In

Express Offers (eOffers)
> Prepare and subrit Express e0ffers





Once you have your digital certificate and you are ready to enter your Mod, go to the eOffer/eMod homepage and click the “Sign In” button under “Contract Modifications (eMods).

Enter DUNS Number
[image: image5.png]ﬁral Acquisition Service

Submit contract offers and contract modifications online

eOffer/eMod
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Next, either select or enter your DUNS number.  

Select a Contract for New Modifications
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Once you enter the DUNs number, the “My Modifications” page opens.  From here you can start a new Modification or work on an existing Mod.    To start a new Mod, click the drop down box and select the contract that you want to create a Modification for.  Then click the “Select Contract” button.

Select Modification Type(s)
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The next step is to select the type of Modification(s) your want to do.  There are five types:  Additions, Administrative, Deletions, Pricing, and Technical.  You can now choose multiple Modification types for a single Mod submission.
Check Modification Types
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Once you have selected they Modification type you want to create, click “Continue”.

Select Modification Sub Type(s)
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Next you will select the “Modification Sub Types” you want to submit.  There are currently 23 different types. You can choose multiple sub types across multiple categories.  When finished, select “Submit Online”.  

Review Corporate Information
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eOffer/eMod

Email Address Change

Company Name: MIRACLE RECREATION EQUIPMENT COMPANY
Contract Number: 6307F97136
Modiication Type: Addsinl

CORPORATE INFORMATION
Is the information correct?

Registration (COR). Any changes will be reflected in eOffer in approxmately 24 hours.

“This information is taken dirsctly from Ceniral Conractor Reqistration (CCR). If any of this information is incorrect, it must be cortected through Central Coniractor

DUNS Number.

061323358

Type of Organization

Corporate Entiy (Not Tax Exempt)

Common Parent DUNS Number:

193799918

Company Name:

MIRACLE RECREATION EQUIPMENT COMPANY

Doing Business As (DBA)

Business Type:

Large Business
Manufacturer of Goods

Company Address

Streett B78E HYWY 60
Street2

City MONETT
State: Mo

Zip/Postal Cade: 657080420
Country: usa

Mailing Address

Company Name:

MIRACLE RECREATION

Streett P.0.BOX 420
Street2 ANDIOR 878 HIGHWAY 50
City MONETT

State: Mo

Zip/Postal Cade: 657080420

Country: usa

Sign Out and Carrect Errors in CCR

Save and Continue





The next screen will contain the “Corporate Information”.  On this page, you will need to verify that all your company information is correct. If you find an error, click “Sign Out and Correct Errors in CCR”.  This will take you directly to the Central Contractor Registration (CCR) website to update the information.  Changes made in CCR will take 24 hours to be updated in eMod. If everything is correct, click “Save and Continue”.
Add a SIN
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Company Name: MIRAGLE RECREATION EQUIPMENT COMPANY
Corporate Information | Contract Number: 807FaT136
Modification Type: (HEIN

Email Address Change

ADD SIN(s)
Youmust add at least one SIN. You can add muliple SINS but one at a time.

Select SIN

Action

Add SIN Details

Your SIN(s)

Narme Descriptian Actions
Noinformation entered in this section.

Save And Cantinue




Next, you will enter information for the first Modification Sub Type you selected, “Add SINs”. First, select the SIN you want to add to your contract.  Then click “Add SIN Details”.  

Add SIN Details
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Once you have added the appropriate information for each SIN you want to add, click “Add This SIN”.  You may add multiple SINs before submitting your Modification.

Add Additional SINs or Save Information
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Company Name: MIRACLE RECREATION EQUIFMENT COMPANY
Contract Number: os0rFaTIae
Modification Type: (HEIN

Email Address Change

ADD SIN(s)
Youmust add at least one SIN. You can add muliple SINS but one at a time.

Select SIN

Action

19202 Add SIN Details
Your SIN(s)

Narme Descriptian Actions
19245

Sports Clothing and Accessories | Edit| Delste

Save Information




Once you have added the SIN details, the SIN will show up on the “ADD SINs” page.  You may add another SIN or click “Save and Continue” to the next Modification Sub Type.  

Addition of New SIN Confirmation
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Upon confirmation your information was saved, click “Continue” to proceed to the next Mod.  

Next Mod, Change Email Address
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The second Modification type you chose, “Change Email Address” will now be displayed. 
Update Email Address Information
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You can update the email address and click “Save and Continue”.

Confirm Email Address Update
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After confirmation, click “Continue” to begin the process of uploading documents.  

Upload Supporting Documents
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On this screen, you should add any supporting documentation for the Mods you have submitted.  Click the “Upload” button to attach a document.  

Browse Documents to Upload
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Next you will click “Browse” to find documents on your computer. Click “Open” to select the file.  

Rename & Upload Documents
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Upload This Document





You can give the document a new name by entering text in the “What is the document name” field. Click on “Upload This Document” to add the document. You may upload as many documents as necessary by repeating these steps.  

Save Uploaded Documents
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Once all necessary attachments have been added, click “Save and Continue”.

Confirmation of Attachments
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A confirmation screen will again appear. Click “Continue” to submit your Modification request. 

Confirmation for Submission
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When all Mod information has been entered, confirm you are ready to submit by clicking “Yes”.  

Final Review & Disclaimer
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A “Final Review” screen will appear next. You may view your Modification Response Document (see next slide) and any attachments you have added by clicking the “Review” link.  In addition, you must also read and respond to the “Disclaimer”, then click “Continue”.  

Modification Response Document
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This is a sample of a portion of the Modification Response Document. 

Edit a Mod
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After you have submitted your Mod, you may return to eMod to edit the request.  Click the “Edit Mod” button.  
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Then the Mod will open to the Corporate Information page.  You can edit or update what ever is needed and save the mod.  

Withdraw a Mod

[image: image28.png]MY MODIFICATIONS ::

ederal Acquisition Service

Submit contract offers and contract modifications online

MIRACLE RECREATION EQUIPMENT COMPANY

eOffer/eMod

New Modifications

Select Cantract

Action

GSO7FI7136

Select Contract

saved Modifications
Click on the ID o view the event lo

g for an Offer

ID_Mod Actions Contract Last Update Status Actions
Nothing found to display.
Submitted Modifications
Glick onthe ID 10 viewthe event log for an Offer
iD Mod Actions _[Contract |Last Update Status Assigned To__|Actions
suiggwy (Selectedlod 6g07ra7136/2008-10-28 14:5008.55 pit [James T View Mad
ctions Concannon
Selected Hod 2008-11-05 JamesT.
poTwrTay S2E02 os07FaTI36 11108 In Frogress e T on Edit Mod_| | Withraw Mod
Selected Hod 2008-11-03 Provide JamesT.
EAQITZS [arians CEUTFOTI30] 40001 750 Clarfication ___|Concannon  ViewMod |





After you have submitted your Mod, you may return to eMod to withdraw the request.  Click the “Withdraw Mod” button.  
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Next you will get a confirmation to withdraw page.  Click yes to withdraw.  
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Now the Mod status show as withdrawn.  You may only view this mod for future reference.

Split Mods
[image: image31.png]Fle Edt Vew Favortes Toos Hep |

Q- © - %] [B] (0] Do Jorovomes @] (2 2 - | JE
e [ tpeofer st fo g5 gov]eOffrfoden i deTnethod—vin ECEER

eliod Home | = ign Out Keonia R Cobbin

ederal Acquisition Service eOffer/eMod

(BRI sumit contract offers and contract modifications online

MY MODIFICATIONS MIRACLE RECREATION EQUIPMENT COMPANY

New Modifications
Select Cantract Action

GSO7FI7136 Select Contract

saved Modifications
Click on the ID to view the event log for an Offer

D Mad Actions Contract Last Update Status ‘Actions
Nothing found to display

Submitted Modifications
Click on the ID to view the event log for an Offer

D Mad Actions Contract Last Update Status Assigned To ‘Actions
SUSIGWU  |Selected ModActions  (GSOTFGTI3G  |2008-10-28 14:50:06.55 spiit James T. Concannon View Mad
BYQWOSD  |Selected Mod Actions  (GSOTFGTIZ6  [2008-10-28 14:50:25.083 InProgress |James T. Concannon Edit Mod Withdraw Mod

EJOIJTZS  |Selected ModActions  (GSOTFGTI3G  |2008-10-28 14:50:25.15 InProgress |James T. Concannon Edit Mod Withdraw Mod





The Contracting Officer may decide to “split” your original Mod into two. If this occurs, the original Mod will be displayed along with the two new “split” Mods. You will receive a notification that the Modification has been split. You may view this action on the “My Modifications” page.
Vendor Views Clarification Request in eMod 
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The vendor accesses eMod to view the request for Clarification.  They will click the link “Provide Clarification” to submit the request.  

Vendors Views Attachments, History & Comments
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The request Clarification Screen opens and they can view attachments, history, and add comments from this page.  

Vendors Adds Comments & Uploads Documents
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The vendor can type a response in the vendor response box and upload a document if necessary.  Upon completion, the vendor would click, “Submit Response”.  

Vendors Confirms Submission
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Then you confirm you submission.  

Vendor Views Confirmation, CO is Notified of Vendor Response
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The vendor receives confirmation of the submission.  The CO is notified that the vendor has responded to the request.  The status changes back to “In Progress”.  

Vendor Review and eSignature
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The vendor receives notice to sign the offer.  They click the link in the email, which redirects them to eOffer home page. 
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From the eOffer homepage, the vendor will sign into eOffer.
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               Next, the vendor will enter their DUNs number and click the “Sign In” button.  
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On the “My eOffers” screen the vendor should select the “Sign Package” button.  
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Next the “Sign Contract” page opens.  On this page the vendor will see a list of all the documents that must reviewed and accepted. They should review each document by clicking the “Review” button at the end of each document or click the box to review all the documents at one time and click continue.  
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Now the vendor must accept the “E-Signature Consent” by click the accept button.
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Next the “Sign eOffer” page opens.  On this page the vendor can review each document by clicking the “Review” button at the end of each document. 
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The document will open.  At the bottom of the document, the vendor will see a “Back” button and a “Accept” button.  They should review each document to ensure that it is the document they agreed to.  If everything is OK, they should review and accept each document.
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Once the document is accepted the status will change to accepted and show the person who accepted the document.
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Once all the document have been accepted the “Sign Offer” Confirmation will appear.  The vendor should click the Confirm button.  The completes the signature process for the vendor and notifies the Contracting Officer to sign the Offer.  
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After the CO approves the eOffer, an email notification is sent to the vendor for review and signature of the eOffer.  The vendor can click the url in the email to begin the review and eSignature process.







GSA








To_[ongelajermigan@gsa gov

ors@gsa.gov
GsA 0211512007 12:58 PM o }

Subloct [Vandor Noticaton fo Propasal Signature (en — Ermai imeneded for A and testng Env)

Dear Sir/Nam
This is to notify you that a proposal for the offer # (1897 ) submitted by you against solicitation TFTP-HC-000874-B
is ready for your review and signature. Please click or paste the following url in a brovser window to review your
your proposal.

Bttps://ecffer—test.fss.gsa.gov

This is an auto generated email. Please do mot reply to this email address.







