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

Federal Acquisition Service
GSA Submit contract offers and contract modifications online EOffer!eMOd

This is a LS. General Services Administration Federal Government computer system that is "FOR OFFICIAL USE ONLY". By using this systerm you acknowledge: this system is subject to monitoring.
Unautharized atternpts to upload information, views information, or change information of other vendaor's data and atternpts to bypass authentication or authorization mechanisms to gain access into
unauthorized areas of the wehsite and any other actions that would compromise the confidentiality, integrity, and availability of this systern are strictly prohibited and may be punishable under the Computer
Fraud and Abuse Act of 1886 and the Mational Information Infrastructure Protection Act

eOffer is atool to submit contract offers and contract modification requests to GSA Federal Acquisition Service online.

Ifyou are submitting 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 click the link"Learn about the
MAS Express Program and participating schedules NEW » pslow for details. Ifyou're eligible, please sian in under the "Express Offers (eOffers)” helow to see ifyou can submityour offer electronically.

Ifyou are not eligible for the MAS Express Program at this time, please submit a standard offer by signing in under the "Contract Offers (eOffers)” below.

BEFORE YOU BEGIN: SIGN IN FOR:

> Learn about the elecironic contract offer process Contract Offers (eOffers)

> Learn about the MAS Express Program and participating schedules VEW > Prepare and submit eOffers

> Learn about the electranic contract madification process > Continue working on saved eOffers
> Dovinlnad and read the GSA Solicitation from FedBizOpps > Edit subrmitted eOffers

Data Universal Numbering System (DUNS) Sign In

> Geta DUNS Murnber —I

Central Gontractor Registration (CCR)

> Register with CCR

Access Cedificates for Electronic Services (ACES)

= Digital Cerificates Approved for use in the eOffer/ehod application

> Are you gqualified to get an Electronic Certificate (Cerd) at ho cost?
Other Links

> Gather company documents and information

> Digital Cents Training

> poffer/elod Training Vieheast

> Frequently Asked Questions

= Customer Assistance

> Quick Facts about eOffer

> RuickFacts about Mods gl

Express Offers (eOffers)

> Prepare and submit Express eCffers

ntinue working on saved Express eOffers
it submitted Express eOffers

Contract Modifications (eMods)

> Prepare and submit modification requests

> Continue working on saved modification requests
> Edit submitted modification requests

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. All contracts are
eligible to receive up to two No Cost Digital Certificates. To get these certificates, click
the link, “Are you qualified to get an Electronic Authentication Certificate (Cert) at no
Cost?”

Select a Digital Certificate Provider

Federal Acquisition Service

A Submit contract offers and contract madifications online

eOffer/eMod

Certificate process for offerors

All offerors who utilize the eOfferf'eMod application for submittal of electronic contract offers {proposals) or electronic contract modifications must have a digital
authentication cedificateds) from one of the helow mentioned Industry Partners. The cert must be a"Business Certificate” which is a Level 3 cedificate necessary
for Government contracting.

Industry Partners whao currently provide Lewel 3 Digital Authentication Cedificates for the GSA vendor cammunity:

» Operational Research Consultants (ORC)

hittpy:ifwsine. ACES.OFC.COM
= YWells Fargao
whewewellsfargo.comibiziwellssecure
e |denTrust
hitp iy identrust.com

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

Services

Home

US Government Access Certificates for Electronic Services

Order Your Certificate

Policies The purpose of ACES is to facilitate public access to the services offered by
— — government agencies through use of information technologies, including on-line access
Certificate Pricing to computers for purposes of reviewing, retrieving, providing, and exchanging

information. Operational Research Consultants (ORC) is authorized to provide digital

Instructions certificate far:

Help Desk

m @ Identification/Digital Signature
ome
@ Encryption, Server Authentication and

ACES Repository 3

Certificate Tools 4

M Signing of Code

These certificates can be used far:

Persaonal or restricted information retrieval.

Updating personal ar restricted information.

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

"]

=

@ Filings with government agencies.

"]

M Financial transactions with government agencies.

ORC
@ Distribution of code.
ORL 15 & small The ORC ACES rts th d I | defined in the U5
‘ o . :} supports the medium assurance levels, as defined in the U 5,
Busmess, visit us at: Gowernment ACES Certificate Policy {(CP). ORC ACES Dferrs two-year Certificates.
Qre.com
ORC ACES subscribers may include members of the general public, individuals
authorized to ack on behalf of business entities recognized by the ORC Certificate
Authority (Ca), such as employees, officers, and agents of sponsoring organizations
ORC News and qualified relying parties that choose to use ACES,
Defense's PKI slowly
takes roof * State Department DDTC aces certificate pricing. %
Please contact us for What Is PKT?

help n eqab]mg your who is required to obtain certificates? m
organization's web

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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eOffer/eMod

This is a LS. General Services Administration Federal Government computer system that is "FOR OFFICIAL USE ONLY". By using this systerm you acknowledge: this system is subject to monitoring.
Unautharized atternpts to upload information, views information, or change information of other vendaor's data and atternpts to bypass authentication or authorization mechanisms to gain access into
unauthorized areas of the wehsite and any other actions that would compromise the confidentiality, integrity, and availability of this systern are strictly prohibited and may be punishable under the Computer

Fraud and Abuse Act of 1886 and the Mational Information Infrastructure Protection Act

eOffer is atool to submit contract offers and contract modification requests to GSA Federal Acquisition Service online.

Ifyou are submitting 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 click the link"Learn about the

MAS Express Program and participating schedules NEW »

below for detailz. [fyou're eligible, please sign in under the "Express Offers (eOffers)" below to see ifyou can submityour offer electronically,

Ifyou are not eligible for the MAS Express Program at this time, please submit a standard offer by signing in under the "Contract Offers (eOffers)” below.

BEFORE YOU BEGIN:

= Learn aboutthe electronic contract offer process

> Learn abaut the MAS Express Program and participating schedules MEW
= Learn about the electronic contract maodification process

> Download and read the GSA Solicitation from FedBizOpps

Data Universal Numbering System (DUNS)

> Geta DUNS Murnber

Central Gontractor Registration (CCR)

> Register with CCR

Access Cedificates for Electronic Services (ACES)

= Digital Cerificates Approved for use in the eOffer/ehod application

> Are you gqualified to get an Electronic Certificate (Cerd) at ho cost?
Other Links

> Gather company documents and information

> Digital Cents Training

> poffer/elod Training Vieheast

> Frequently Asked Questions

= Customer Assistance

> Quick Facts about eOffer

= Quick Facts about Mods

SIGN IN FOR:

Contract Offers (eOffers)
> Prepate and submit e0fiers
> Continue working on saved eOffers
> Edit subrnitted eOffers
Sign In

Express Offers (eOffers)
> Prepare and submit Express eCffers
= Continue working on saved Express eOffers
> Edit submitted Express eOffers
Sign In

Contract Modifications (eMods)

> Prepare and submit modification requests

> Continue workingon saved modification requests
i

Sign In

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

Federal Acquisition Service

A Submit contract offers and coniract modifications online

eOffer/eMod

SIGN IN

Select a previously entered DUNS: | |

Cr, enter a DUNS: |DB1323358

DUNS PLUS 4 I
Submi |

Next, either select or enter your DUNS number.



Select a Contract for New Modifications

o
Federal Acquisition Service eOffer/eMod

A Submit contract offers and contract modifications online

MY MODIFICATIONS :: MIRACLE RECREATION EQUIPMENT COMPANY

New Modifications

Select Contract Action
GSO7FI713G j Select Contract |

Saved Modifications
Click on the 1D to view the event log far an Offer

1D Mod Actions Contract Last Update Status Actions
Mathing found to display.

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)

ederal Acquisition Service
Submit contract offers and contract modifications online e Offe rl e M o d

Check Modification Types

I™ Additions

™ administrative
I” Deletions

™ Pricing

[ Technical

Caontinue |

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

ehod Home |

Federal Acquisition Service eOffer/feMod

G A Submit contract offers and contract modifications online

Check Modification Types

¥ Additions

W sdministrative
W Deletions

¥ Pricing

W Technical

Continue

Once you have selected they Modification type you want to create, click “Continue”.

Select Modification Sub Type(s)

ahfod Home |

Federal Acquisition Service eOffer/feMod

A Submit contract offers and contract modifications online

Check Modification Sub Types

I™ Add Labor Category
Additions W Add Productis)
™ add 5N

™ contract AdministratarPoint of Contact{FOC)
M puthorized MNegotistor
™ Etnail Address Change
Adrinistrative I™ Fax Change
I™ Telephane Change
r Incorporate Sub-Contracting Flan (Sublk)
™ Website Address Change

™ Delete Labor Category
Deletions ™ Delete Product(s)
™ Delete SIN

r Temporary Price Reduction
™ Economic Price Adjustments (EPA) with Cormercial Price List {increase)
™ Economic Frice Adjustments (EPA) without Commercial Price List (increase)

Pricing
™ Permanent Price Reduction (Based on Most Favored Custamer)
™ Permanent Price Reduction (ndustry Partner requested)
I™ Wage Determinations
r Change in geographic coverage {(Scope)
Technical I Pant(s) Number Change

™ Product Descriptive Change
I™ Service Descriptive Change

Back to Primary Types Submit Online

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

ehad Home | My eMa Sign Out Keonia R Cobbins)

eOffer/eMod

Federal Acquisition Service

A Submit contract offers and contract modifications online

Prepare your modification:

Company Name: MIRACLE RECREATION EQUIPMENT COMPARNY
Carporate Information Contract Number: GSOTFIT13G
] N : Add SIM
] Additions Type: Ernail Address Change
CE ] Administrative CORPORATE INFORMATION
Upload Documents Is the information correct?
Thig information is taken directly from Central Contracior Reaistration (CCR). If any of this information is incorrect, it must be corrected through Central Confractor
[ submit Request R (CCR). Any changes will be reflected in e0ffer in appraximately 24 hours
Il complete [I ] incompiete DUNS Number: 0613233568
Type of Organization: Carporate Entity (Not Tax Exernpty
Common Parent DUNS Number: 183798018
Company Name: MIRACGLE RECREATION EQUIPMENT COMPANY

Doing Business As (DBA)

Large Business

Business Type: Manufacturer of Goods

Company Address

Streett 878 E HVWWY 60
Streetd

City MONETT
State: Mo

Zip/Postal Code: 657080420
Country: usa

Mailing Address

Campany Marme: MIRACLE RECREATION
Streett P.0.BOX 420

Street2 ANDIOR 878 HIGHWAY B0
City MONETT

State: Mo

Zip/Postal Code: 657080420

Country: usa

Sign Out and Correct Errars 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

T
Federal Acquisition Service eOffer/eMod
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Prepare your modification: B Name: MIRACLE RECREATION EQUIPMENT COMPANY

Corporate Information Contract Number: GS07FI713G

Add SIN
Email Address Change

[T Additions Modification Type:

[T Administrative

ADD SIN(s)

Upload Documents i i
You must add at least one SIN. You can add multiple SINs but one at a time.

|I| Submit Request

Cnmplata lIl Incomplete

Select 5N Action

Add SIN Details

Your SIN(s)
MName Description Actions
Mo information entered in this section.

Save And Continue |

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

Add SIN Details

Federal Acquisition Service eOffer/eMod

A Submit contract offers and coniract modifications online

Prepare your modicetion: C Name: MIRACLE RECREATION EQUIPMENT COMPARNY
Corporate Information Contract Number: GS0TFET13G
[T Additions Modification Type: i Iy

Email Address Change

ADD SIN (SPECIAL ITEM NUMBER) DETAILS
Upload Documents * Reguired

|I| Submit Request

Cnmplata lIl Incomplete

[T Administrative

SIN Type: 192 45

SIN Title: Sports Clothing and Accessories

*Scope

What is the Scope for this S|N?|Worldwide vl
Add This SIN |

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

Federal Acquisition Service
G SA Submit contract offers and coniract modifications online e Offe rl e M o d

Prepare your modification:

C Name: MIRACLE RECREATION EQUIPMENT COMPARNY
Corporate Information Contract Number: GBOTFET13G
Additions Modification Type: (A 1Y

Email Address Change
[T"] Administrative

ADD SIN(s)

Upload Documents . .
You must add at least one SIN. You can add multiple SINs but one at a time.

|I| Submit Request
Cnmplata lIl Incomplete
Select SIN Action
|192 02 vl Add SIN Details |
Your SIN(s)
Mame Description Actions
192 45 Sports Clathing and Accessories Edit| Delete

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

R -
Federal Acquisition Service

G SA Submit contract offers and contract modifications online e Offe rl e M o d
Prepare your modification: [company Name: MIRACLE RECREATION EQUIPMENT COMPANY

Corporate Information Contract Number: GBOTF9713G

Additions Modification Type: il I

Email Address Change
[T Administrative

Upload Documents

|I| Submit Request INFORMATION SAVED
Cnmplata lIl Incomplete

The ADDITIONS section is Completed.

Continue |

Or, goto any section by using
the left eMad menu.

Upon confirmation your information was saved, click “Continue” to proceed to the next
Mod.



Next Mod, Change Email Address

Federal Acquisition Service
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Prepare your modification:

Company Name: MIRACLE RECREATION EQUIPMENT COMPANY
I corporate Information Contract Number: GE0TFOTI3G
- - - . Add SIM
Il Adaitions AT e Email Address Change
B Administrative Administrative
Upload Documents PointOf Contact. | Email: |
(X submit Request Telephone: |41?-235-691? URL Change: I
Il complete [T ] tncomplete [P0 Fax No: I2D2-222-5555 Contract Date: IYYYY-MM-DD
PIan:IB
Sub Contracting Plan: Type:leA
Expiration Date:l |

Save And Continue

The second Modification type you chose, “Change Email Address” will now be
displayed.

Update Email Address Information

R, e
Federal Acquisition Service

: e eOffer/eMod
G SA Submit contract offers and contract modifications online
Prepars your modification: [ Name: MIRACLE RECREATION EQUIPMENT COMPANY
I corporate Information Contract Number: GE0TFETI3G
- - - ) Add SIM
I Additions RodiiEalienpvpe: Emmail Address Change
CE] Administrative Administrative
Il upload Documents Foint Of Contact: | Ermnail: | keobbins@yahoo.com
(X submit Request Telephone: |41?-235-691? URL Change: I
Al complete [ X | incomplete | PO Fax Mo: |202-222-5555 Contract Date: |YYYY-MM-DD
PIan:IB
Sub Contracting Plan: Type:leA
Expiration Date:l |

Save And Continue

You can update the email address and click “Save and Continue”.



Confirm Email Address Update

Federal Acquisition Service eOffer/eMod

bal Submif contract offers and contract modifications online

Prepare your modification: c

Name: MIRACLE RECREATION EQUIFMEMNT COMPARNY
Corporate Information Contract Number: GE07F9713G
- . - . Add SIM
I Additions Modification Type: Emall Address Change
Administrative

Upload Documents
|I| Submit Request INFORMATION SAVED

Complete [1] Incomplete The ADMINISTRATIVE section is Completed.

Continue |

Or, go to any section by using
the left etod menu.

After confirmation, click “Continue” to begin the process of uploading documents.

Upload Supporting Documents

Federal Acquisition Service eOffer/eMod

tal Submit contract offers and contract modifications online

Prepare your modification: c

Name: MIRACLE RECREATION EQUIPMEMNT COMPANY
Corporate Information Contract Number: GEOTFYT13G
- . - ) Add SIM
I Additions Modification Type: Bnell Adtiliess ChEE
I Administrative UPLOAD DOCUMENTS
Upload Documents Attach supporting documents to this eMod
] Upload all documents associated with wvour eMaod.
[T Submit Request Please do not upload the Microsoft Excel files with more than one print area.

Only files of size less than or equal to 8 MB can be uploaded.

Cnmplata lIl Incomplete

Documents
Type Name Status Actions
Yendor Defined Mot Uploaded Upload

Save and Continue |

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

hoose file

eOffer/eMod

ECREATION EQUIPMENT COMPANY
G

ess Change

if, tif, tiff, brmp)

an one print area.

Lok e i) My Documents 5 B
W1 ACES Trusted Agent Notary Form 11 B Beta Test plan
T activities & Look Ahead B Beta Testers
W agenda 8] Bid Abstract
W aLESIaN
] Amcestry proposal Be10
April 13 Live Webcast B lanch
| associate-sssociates 8 Biood of Jesus
(&) ward setup copy B car payments
baby pics cbg
L bank reconciliation Form HcD verbage
WBEC Yahoo B0 verbage 11
BDS WD B0 verbage 1
| Benefits for Contracting Staff D cdrive
W Best value ] center Directors
W Beta Test 4-13-04 [ Center_websitez_Image
ml 0|
File name: [Bigwelcome | Open |
Files of type: [&i Fies 2]

j Cancel J,

ultiple worksheets.
Z|s resohing the process problem

which will enable multiple worksheets soon!

Onlyfiles of size less than or equal to 8 MB can be uploaded.

Documents
* Required

=What is the document type?

‘endor Defined

*Find document on your compLter:

Browse

“What is the document name?

—

Upload This Document

Next you will click “Browse” to find documents on your computer. Click “Open” to

select the file.



Rename & Upload Documents

Federal Acquisition Service

A Submit contract offers and contract modifications online

eOffer/eMod

Prepare your modification:

Company Name: MIRACLE RECREATION EQUIPMENT COMPANY
Corporate Information Contract Number: GSOTFATI3G
I Additions ification Type: jaddlaiy

Email Address Change
Administrative

UPLOAD DOCUMENTS

Attach supporting documents to this eMod

Upload all documents associated with your eiod

Upload Documents
[ submit Request

Complete 1] Incomplete

eMod systern accepts only the following file types.
(doc, s, pdf, b, rif, html, him, xml, csv, ppt, pg, ipeg, aif, tif, i, bmp)

Please do not upload the Microsoft Excel files with more than one print area.

Please do not upload documents with macros or embedded objects.

Please do not upload Microsoft Excel files which contain multiple worksheets.
These files are not being converted correctly. eMod is resoling the process problem

which will enable multiple worksheets soon!

Only files of size less than or equal to 8 MB can be uploaded.

Documents
* Required

*What is the document type? Vendor Defined

CADocuments and Setting Browse...
test

Upload This Document

“Find document on your computer:

“What is the document name?

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

ehod Home |

Federal Acquisition Service

Ead Submit contract offers and contract modifications online

eOffer/eMod

Prepare your modification:

Company Name: FRAMKLIN COVEY CO.

Corporate Information Contract Number: G514FA729C

N - o . Add Product{s)
L 11U T Fermanent Price Reduction (Basad on Mast Favared Customer)
[ Pricing

Upload Documents

[ submit Request

Il compiete [T ] incompiete

UPLOAD DOCUMENTS

Attach supporting documents to this eMod

Upload all documents associated with your eMaod

Please do not upload the Microsoft Excel files with mare than one print area
Only files of size less than or egual to @ MB can be uploaded

Documents

Type MName Status Actions
Wendor Defined test Uploaded Delete

Wendor Defined Mot Uploaded Upload

Save and Continue

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



Confirmation of Attachments

Federal Acquisition Service
G SA Submit contract offers and contract modifications online e Offe rl e M o d

Prepare your modification:

C Name: MIRACLE RECREATION EQUIPMENT COMPARY
Corporate Information Contract Number: GBOTF9713G
- - . . Add SN
Additions Modification Type: et v—
Administrative
Upload Documents
|I| Submit Request INFORMATION SAVED

Complets [T17] Incomplets The ATTACHMENT INFORMATION section is Completed.

Continue |

Or, goto any section by using
the left eod menu.

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

Confirmation for Submission

R -
Federal Acquisition Service

: e eOffer/eMod
G SA Submit contract offers and contract modifications online
Prepare your modification: g Name: MIRACLE RECREATION EQUIPMENT COMPANY
Corporate Information Contract Number: GEOTFA713G
. S . Add SIN
Additions Modification Type: e R
Administrative
Uplaad Documents CONFIRMATION
|I| Submit Request

Are you ready to submitthis edod?

YES NO |

Or,gotoanys zing the left eMod menu.

Cnmplata lIl Incomplete

When all Mod information has been entered, confirm you are ready to submit by clicking
LLYesil'



Final Review & Disclaimer

Federal Acquisition Service eOffer/eMod
LY Submit contract offers and coniract modifications online
Prepare yowr modificetion: I8 Name: MIRACLE RECREATION EQUIPMENT COMPANY
Corporate Information Contract Number: GBOTF9713G
- . - ) Add SIM
I Additions Modification Type: Snell Avliliess CHEReE
Administrative
FINAL REVIEW OF eMOD
Upload Documents Itis rec fed that the following documents be reviewed before submitting this eMod.
|I| Submit Request Or, go to any section by using the left emMod menu.
Cnmplata lIl Incomplete TypE! Narme Actions
Mod Response Mod Response Review
Wendor Defined telre Eeview
Disclaimer
*Required

In submitting a modification request, the Contractar shall abide by the Modifications Clause GSAM 552.243-72 in the Cantract.
Should the madification request invalve price reductions, the Contractor shall ahide by the Price Reductions Clause GSAM
H52.238-75 in the Cantract. Finally, if the madification requestis for an economic price adjustment, the Caontractar shall ahide by
the Economic Price Adjustment-FSS Multiple Award Schedules Contracts Clause GEAM 552 216-70 (Alternate ) andfor -FFS5-
969 Ecaonomic Price Adjustment-FSS Multiple Award Schedule in the Caontract.

NOTE: E-Mods is not to be used for Novations or Change-of-Name Agreements or Options or Contract Cancellations.

Coves Mo

Continue |

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”.

77



Modification Response Document

Request for Modification to Contract Number : FF9713G

Modification Type :
Add SIN

Email Address Change

Company Name : MIRACLE RECREATION EQUIPMENT COMPANY
DUNs Number : 061323358

Modification Updated By : keonia.cobbins@gsa.gov

Modification Updated Date : 2008-10-28 14:19:56

Meodification Control Number : 5LISI9WU

Email Address Change : kcobbins@yahoo.com

SIN(s) For Add SIN

SIN 119245
TITLE . Sports Clothing and Accessories
SCOPE : Worldwide

ATTACHMENTS
Vendar Defined : Big Welcome.doc

Y AUTHORIZED NEGOTIATORS

NAME Keonia R Cobbins
TITLE uat

izl e Aot msimnn b i

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




Edit a Mod

Federal Acquisition Service eOffer/eMod
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MY MODIFICATIONS :: MIRACLE RECREATION EQUIPMENT COMPANY

New Modifications
Select Contract Action

GEOFFI713G j Select Cantract |

Saved Modifications

Click on the D to view the event log for an Offer

D |Mod Actions Contract |Last Update |status Actions
Mothing found to display.

Submitted Modifications
Click on the 1D to view the event log for an Offer

D Mod Actions Contract  |Last Update Status Assigned To Actions

sLiglavyy |DElECted Mad GSOTFO7136|2008-10-28 14:50:06.55 Split James T. View Mod |
Actions Cancannan
Selected Mod 2008-11-048 James T. . "

POTWTTan 32 202 os07FaT1ae Tp0- 0% In Progress pmes T EditMod | Withdraw Mod |
Selected Mod 2008-11-03 Frovide James T. ; |

BJO1JTZ8 Actions GS07FETIG 14:09:01.756 Clarification Cancannan itz oE

After you have submitted your Mod, you may return to eMod to edit the request. Click
the “Edit Mod” button.

Federal Acquisition Service

GSA Submit contract offers and contract modifications online

eOffer/eMod

Prepare your modification: Company Name: FRANKLIN COVEY CO
Corporate Information Contract Number: GS514FET29C
. Modification Type: Fax Change

CORPORATE INFORMATION
Is the information correct?

[ submit Request This information is taken directly from Central Contractor Reaistration (CCR). If any of this information is incorrect, it must be corrected through Central Confractor
Registration (CCR). Any changes will he reflected in eOffer in approximately 24 hours
Il complete [T ] incomplete

Upload Documents

DUNS Mumber: 113402713
Type of Organization: Corporate Entity (Mot Tax Exernpi)
Common Parent DUNS Number 113402713
Compary Name: FRANKLIN COVEY CO.
Doing Business As (DBA):
Large Business
Business Type: Manufacturer of Goods
Senice Location
Company Address
Street1 2200 PARKWAY BLVD
Street2
City: SALT LAKE CITY
State: ut
Zip/Postal Code 941192098
Country: UsA
Mailing Address
Carnpany Name: FRANKLIN COVEY COMPANY
Street1 2200 WWEST PARKWMAY BLYD
Street2
City: SALT LAKE CITY
State: ut
Zip/Postal Code 941192098
Country: UsA

Sign Out and Carract Errors in CCR | Sawe and Continug

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

Federal Acquisition Service

el Submit contract offers and contract modifications online

eOffer/eMod

MY MODIFICATIONS :: MIRACLE RECREATION EQUIPMENT COMPANY

New Modifications

Select Contract Action
GEOFFI713G j Select Cantract |
Saved Modifications
Click on the D to view the event log for an Offer
D Mod Actions Contract |Last Update Status Actions
Mothing found to display.
Submitted Modifications
Click on the D to view the event log for an Offer
D Mod Actions Contract  Last Update Status Assigned To Actions
sligiavyy (Selected bod (507F97136|2008-10-28 14:50:06.55 Split James T View Mod |
Actions Concannon
Selected Mod 2008-11-05 James T. - -
FOTWTT4M Actions GSOTFaT13G 100735 036 In Progress concannon Edit kod | Withdraw hMod
Selected Mod 2008-11-03 Frovide James T. ]
EJO1TZS Actions GS07FATIIG 14:09:01.756 Clarification Concannon M

After you have submitted your Mod, you may return to eMod to withdraw the request.
Click the “Withdraw Mod” button.




Confirmation

Submif contract offers and contract modifications online

Federal Acquisition Service eOffer/eMod

CONFIRM WITHDRAW

Areyou sure you want to withdraw this Modification?

vEs | mo

Next you will get a confirmation to withdraw page. Click “Yes” to withdraw.

Withdrawn Status

Federal Acquisition Service eOffer/eMod

Submif contract offers and contract modifications online

MY MODIFICATIONS :: FRANKLIN COVEY CO.

New Modifications
Select Contract Action

GS14F9729C j Select Cantract

Saved Modifications
Click on the ID toview the event og for an Offer

D Mod ACtions Contract Last Update Status Artions
AS1IPGWDE Selected hod Actions G514FA729C 2008-10-1614:58:37 8 Complete Edit Mod Delete Mod
BRLIEADK Selected Mod Actions GS14Fa7249C 2008-11-0313:01:17.783 Incomplete Edit Mad Delete Mod

Submitted Modifications

Click on the ID toview the event [og for an Offer

D Mod Actions Contract Last Update Status i Actions

DPKTWQJO Selected Mod Actions GS14FA720C 2008-11-12 13:46:34 85 inithdrawn Wiew Mod

EIEIZYEH Selected Mod Actions GS14Fa729C 2008-10-17 14:16:10.238 Split nia R. Cokhins Wiew Mod

3528008 Selected Mod Actions GS14FA720C 2008-11-12 13:46:46 013 In Progress Keonia R. Cobhing Edit Maod Withdraw Mod
IKEZMWWER Selected Mod Actions G514FAT29C 2008-10-28 09:22:36.5 In Progress Keonia R. Cobhing Edit Mod Withdraw Mod

Now the Mod status show as withdrawn. You may view this mod for future reference.



Split Mods

File Edit View Favorites  Tools  Help

@Back - \ﬂ @ _jj /jj search ‘?:At(Favnrltes &

Address |2j https: fieoffer-test fss.gsa. gow/eOfferfmodMewEditSign. do?method=view

e Jid

Do | | Dmeteesimm

Federal Acquisition Service cOffer/eMod

SA Submit contract offers and coniract modifications online

MY MODIFICATIONS :: MIRACLE RECREATION EQUIPMENT COMPANY

New Modifications
Select Contract

GS07F9713G =l

Action

Select Contract

Saved Modifications

Click on the 1D to view the event log for an Offer

\\D \Mmd Actions Contract \Last Update Status Actions \
‘thing found to display.

Submitted Medifications

Click on the D ta view the event log for an Offer

D Mod Actions Contract Last Update Status Actions

SLISI9WIU Selected Mod Actions GSOTFYT1306 2008-10-28 14.50:06.55 Snlit “iew Mod

BYOWOA4D Selected Mod Actions GSOTFET13G 2008-10-28 14:50:25.083 In Progress es T.Concannon Edit Mod Withdraw Mod

EJQTJTZS Selected Mod Actions GSOTFY7136G 2008-10-28 14:50:26.15 In Progress  James T. Concannon Edit hMod 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

File Edt Yiew Favorites Took Help

Dok - () - (x| #] 0| ) seereh ¢ Faores £2)

iddress |g‘| https:fecffer-test.fss.gsa govieCffer/modNewEditSign.do?method=view

3w -

Zl Do |ins = | Dmcafessradvaer

Federal Acquisition Service eOffer/eMod

SA Submit contract offers and contract modifications online

MY MODIFICATIONS :: MIRACLE RECREATION EQUIPMENT COMPANY

New Modifications
Select Contract Action

GSO7F9713G j Select Contract

saved Modifications &

Click onthe 1D to view the event log for an Offer

|\D |Mnd Actions |Cmntract |Last Update Status Actions

|Nulhmgfuundm display. \
Submitted Modifications

Click an the 1D to view the event log for an Offer

D Mod Actions Contract Last Update Status |A33\gned To Actions

ALISIZWL Selected Mod Actions GEOTFATI3G 2008-10-28 14:50:06.55 Split es T. Concannon “iew Mod

BYGW094D  |Selected Wod Actions GEO7FA7T13G  |2008-10-28 15:00:29.91 Provide Clarification Wiew Mod

EJO1JTZS Selected Mod Actions GSOTFA713G  2008-10-28 14:50:25.15 In Progress Edit Mad Withdraw Mod

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

Fle Edt Vew Favarites Tools Hep ‘ o
T o = S B

aBack ] d @ _ﬂ‘/- Search ¢ Favorites €3| = _J il

Address [{€] https:fecfier-test. fss.gsa.qoviedfer/addtionallnfoaction. do7method=vienBoblect Type =Maobjectid—eld_e2da39dse 16237676d27bi2edf c09871 967508402 188117 R ‘Lwn)s * [(AmcAfee steadvisor :

Federal Acquisition Service eOffer/eMod

GSA Submit contract offers and contract modifications online

Company Name: MIRACLE RECREATION EQUIPMENT COMPARY
Contract Number: GS0TFAT136
Modification Type: Add SIN

Request For Clarification

Respond bhefore
List of Documents
|Type Name Group Action |
Upload

Notes from CO Vendor Response
Refer to letter =] =]

= =
Select the link to view the Histroy of Requests Submit Response | Save to Draft

Select the link to check any CO attached documents available.

The request Clarification Screen opens and you can view attachments, history, and add
comments from this page.

Vendors Adds Comments & Uploads Documents

File Edt View Favortes Toos Help ‘ o
e - () - d \g ‘s ‘ /,)Eear(h 5. Faworites €3| Jr s ] - LK
Address [{E] htps:fectter-test fos. gsa. govieOffer addtionalnfafiction, do?methad=vienaiobjectType —Maabjectid—sid_s2d890dte 162376754270 2edF CHOTIoRTCT0BHRLBBL17 ~l o ks »|[Dmetes steadien

ehod Home |

Federal Acquisition Service eOffer/eMod

A Submit contract offers and contract modifications online

Company Name: MIRACLE RECREATION EQUIPMENT COMPARY
Contract Number: GEOTFATI 30
Modification Type: Add SIN

Request For Clarification
Respond before
List of Documents
|Typa |Name Group Action |

Notes from CO Vendor Response
Refer to letter = test =
I
= =
Select the link to view the Histroy of Requests Submit Response | Save to Draft

Select the link to check any CO attached documents available.

You can type a response in the “Vendor Response” box and upload a document if
necessary. Upon completion, the click, “Submit Response”.



Vendors Confirms Submission

File Edit Y¥ew Favortes Tools  Help

&
Dok ~ () - |ﬂ \El jj‘/jSeamh \;":(Favuntes €]| 3= :; - i

Address [{€] hitps:feoffer-test. fss.gsa.govieOffer/addtionalnfaAction. do

etod Home

Federal Acquisition Service
kel Submit contract offers and contract modifications online eOfferleM Od

Company Name:
Contract Number:
Modification Type:

MIRACLE RECREATION EQUIFMENT COMPANY
GEOFFAT136
Add SIN

CONFIRMATION

Areyou ready to submitthis eMod additional infarmation?

Yes Mo

Then you confirm you submission.

Vendor Views Confirmation, CO is Notified of
Vendor Response

File Edit Wew Favorites Tools  Help

[z
e - () - |ﬂ E'I ;j ‘ /jiear(h \;":(Favnntes {f}| v :7 a- .l

address [{€] hitps:eakfer-test.fes gsa qavjeOffer/addtionallnfaAction.do

Jde o Queatwsasn

eMod Home | My eMods | Sign Out Keon

W Federal Acquisition Service

SA Submit contract offers and contract modifications online eOfferleM Od
Company Name: MIRACLE RECREATION EQUIPMENT COMPANY

Contract Number: GS0TFAT136
Modification Type:

Add SIK

SUCCESS

Additional Information was successfully submitted.

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

U.S. General Services Administration

To |angelajemigan@osa.gov
cc

ors@gsa.gov
02/15/2007 12:58 PM

bee

Subject [Vendor Notification for Proposal Signature (Atten — Email inteneded for QA and testing Env)

Dear Sir/Ham

This is to notify you that a proposal for the offer # (1897 ) submitted by vou against solicivation TFTP-MC-000874-B
iz ready for your review and signature. Please click or paste the following url in a brovser window to review your
your proposal.

https://eoffer-test.fss.gsa. gov

This is an auto generated email. Please do not reply to this email address.

The vendor receives notice to sign the offer. They click the link in the email, which
redirects them to eOffer/eMod home page.

Signature Process: Step 1

GSA

U.S. General Services Administration

ederal Acquisition Service

Federal Acquisition Service

A
LT submit contract offers and contract modifications online

eOffer/eMod

This is a U.S. General Services Administration Federal Government computer system that is "F OR OFFICIAL USE ONLY". By using this system you acknowledge:
this systern is subject to manitaring. Unauthorized atternpts ta upload information, view infarmation, or change information of other vendor's data and attempts to
bypass authentication or authorizalion mechanisms to gain access into unauthorized areas of the websilte and any other actions that would compromise the
confidentiality, intearity, and availability of this system are strictly prohibited and may be punishable under the Computer Fraud and Abuse Act of 1986 and the
Mational Information Infrastructure Protection Act

eOffer is a tool to submit cantract offers and contract modification requests to GSA Federal Supply Semvice onling

BEFORE YOU BEGIN: SIGN IN FOR:

> Leam about the electraonic contract offer process
> rn Lthe electroni ntract modification

> Download and read the GSA Solicitation from FedBizOpps

Data Universal Numhbering System (DUNS)

> Get a DUNS Number

Central Contractor Registration (CCR)

>R i T with

Access Certifi for Electronic S (ACES)

> Digital Cerfificate Approved for use in the eOfferfeMod application

> Are you to get an Electronic on Certificate (Cerf) at no

Lost?

Other Links

> Gather company documents and information
> Digital Certs Training

> eOfferfeMod Training Webcast

> Ereguently Asked Questions

> Customer Assistance

> Quick Facts aboul eO0fer

> Quick Facts about Mods

> Available schedules in eCffer

Contract Offers (eOffers)
> Prepare and submit eOffers
> Continue working on saved eOffers
> Edit submitte: fler:
Sian In |

Contract Meodifications (eMods)
> Prepare and submit modification requests
> Continue working on saved modification requests
> Edit submitted modification requests
Sign In

From the eOffer/eMod homepage “Sign In” to eMod.



Signature Process: Step 2

GSA

U.S. General Services Administration

Federal Acquisition Service

eoffer Home | Lo

Federal Acquisition Service

LAY Submit contract offers and contract modifications online e Offe r/e M Od
[siGN N
| select a previously entered DUNS: | [~ I_
Or, enter a DUNS: IB‘IB?SB?SS‘

DUNS PLUS 4 |
<= ‘

Next, enter your DUNs number and click the “Sign In” button.

Signature Process: Step 3

GSA

U.S. General Services Administration

Federal Acquisition Service

Federal Acquisition Service
gl eOffer/eMod

MY eOFFERS :: PROFESSIONAL PERFORMANCE DEVELOPMENT GROUP, INC.

New eOffers

Select Solicitation Action
[SDEC-RU-200612-B Refresh#0 (Schedule 873) =1 Submit Online
Saved eOffers
| 1D Solicitation Last Updated Status Actions
Submitted eOffers
D Solicitation Last Updated Status Actions
TFTP-MC-000874-B 2007-02-15 Ready for Vendor = = =
GRLTSN1Q Refreshs 12 123336 895 ssign “iew Offer Sign Package l “iew Package

On the “My eOffers” screen, click the “Sign Package” button.



Signature Process: Step 4

A
G Sp\ U.S. General Services Administration

Federal Acquisition Service

e0ffer Home | My eOffers | Sign Out Angela D Jernigan

Federal Acquisition Service
Submit contract offers and contract modifications online e Offe rle M o d

Sign Contract
The following docurnents must be reviewed and accepted before signing.

Name Description Action 1
16495 YSTEMSINSTRUCTIONS doc Price List Review

. pdf Offer Responses Review
lingModiMngGWﬁ.C.duc Cower Page To Offer Rewview

W All documents in the eOffer package have been reviewed.

Next the “Sign Contract” page opens. On this page you will see a list of all the
documents that must reviewed and accepted. 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”.

Signature Process: Step 5

A
G S"\ U.S. General Services Administration

Federal Acquisition Service

Federal Acquisition Service eOffer

Submif contract offers and conlract modificalions online

Company Name: PROFESSIONAL PERFORMANCE DEVELOPMENT GROUP, INC.
Solicitation Number: TFTP-MC-000874-B Refresh Number: 12

E-SIGNATURE CONSENT

By submitting a proposal to the General Services Administration (GSA) electronically, the Offeror consents to transactions of e-records and e-signatures between
GSA and the Offeror

Exit - Accept

You must accept the “E-Signature Consent” by clicking the “Accept” button.



Signature Process: Step 6

GSA

U.S. General Services Administration

ederal Acquisition Service

Federal Acquisition Service eOffer

A
Ll Submit contract offers and contract modifications online

Company Name: PROFESSIONAL PERFORMANCE DEVELOPMENT GROUP, INC.
Solicitation Number: TFTP-MC-000874-B Refresh Number: 12

SIGN eOFFER
The following documents must be reviewed and accepted before signing.
Documents
*Required
Name Status | Actions
Standard Form 1449 -J\-’n!»ﬂcre;ated .Pevi-:'w angd Accept*

Save and Exit | Reject eOffer

1

Next the “Sign eOffer” page opens. On this page, you can review each document by
clicking the “Review” button at the end of each document.

Cumpacv Name: PROFESSIONAL PERFORMANCE DEVELOPMENT GROUP, INC.

TFTP-MC-T -B E iz

REVIEW DOCUMENT
The following document must be reviewed and accepted before signing. Click Back to select a different document.

Standard Ferm 1448

SOLICITATION/CONTRACT/ORDER FOR COMMERCIAL ITEMS T REGUISTTION NUMBER FAGE 7 OF
OFFEROR TO COMPLETE BLOCKS 12, 17, 23. 24, & 3
T ComTnACT MG, T [5. AWARDIEFFECTIVE |4 ORDER NUMBER S SoLCTATION NUMBER & SoLCTATION ISS0E
oaTe oaTE
GS10F0018T Refer to 31c TFTP-MC-000874-B 01 Feb 2007
—— RBREFRESH #$£12 19 Mowv 2004
o RAME C TELEFADNE NUMBER e coliee? & OFFER DUE DATE!
7. FOR SOLICITATION caltz) LOCAL TIME
INFORMATION CALL: ‘ MANAGEMENT SERVICES CTR
5 issUED BY

cooe |

HIS ACQUISITON IS 11. DELIVERY FOR 12. DISCOUNT TERMS
FOB DESTINATION

UNRESTRICTED UNLESS BLOCK IS

[Teer acoe wron  |mams
[ smats susimess e ccmenuee
MAMAGEMENT SERVICES CTR HUBZONE SMALL
900 1S5 ST S.W. (LOFIP) BUSINESS I:l 13a. THIS CONTRACT IS A RATED
AUBURN WA S8001 i) ORDER UNDER DFAS (15 CFR 700}
PN T
nacs.

O e

nre

List Of Contract Documents
File Label: Financial Data Covering the Previous Three-Year Period
File Name: audit-fsslS.doc Created : 2006-05-03 09:27:31.54

File Label: Offer Responses
File Name: Offer.pdf Created : 2006-05-03 09:43:55.978&

File Label: Price Narrative
File Name: errorsfromonline.doc Created : 2006-05-03 09:26:48.336

File Label: Pricing Documentation
File Name: AwdLtrAddress.doc Created : 2006-05-03 09:39:25.1

File Label: Order Form for Past Performance Evaluation
File Name: Passed SCRs for 602 release.doc Created : 2006-05-03 09:29:23.806

File Label: Previous Experience
File Name: myfsashelp.doc Created : 2006-05-03 09:28:27.4

ﬂl - Accept

The document will open. At the bottom of the document, you will see a “Back” button
and an “Accept” button. Review each document to ensure that it is the document you
agreed to. If everything is OK, you should review and accept each document.



Signature Process: Step 7

A
G S"\ U.S. General Services Administration

Federal Acquisition Service

Federal Acquisition Service eOffer

A
LAY Submit contract offers and coniract madifications online

. Company Name: PROFESSIONAL PERFORMANCE DEVELOPMENT GROUP, INC.
Salicitation Number: TFTP-MC-000874-B Refresh Number: 12

SIGN eOFFER
The following documents must be reviewed and accepted before signing.
Documents
*Required )
Name Status Actions
Standard Form 1449 Accepted by Angela D Jemigan | View
Save and Exit Sign eOffer {-cor-b Reject eOffer |

T 1

Once the document is accepted the status will change to accepted and show the person
who accepted the document.

Signature Process: Step 8

A
A\
U.S. General Services Administration

Federal Acquisition Service

S G0R 0 U, -

Federal Acquisition Service eOffer

A , _— .
14 Submit contract offers and contract medifications online

Company Name: PROFESSIONAL PERFORMANCE DEVELOPMENT GROUP, INC.
Solicitation Number: TFTP-MC-000874-B Refresh Number: 12

SIGN eOFFER
Are you readyto sign this eOffer?

M > Confirm

Once all the document have been accepted the “Sign Offer” Confirmation will appear.
Next, you should click the “Confirm” button. This completes your portion of the
signature process and notifies the Contracting Officer to sign the Offer.



