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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 

 

 
 
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 
 

 
 
 

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 

 

 
 
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 
 

 
 
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 
 

 
 
Next, either select or enter your DUNS number.   
 
 

 
 
 
 
 
 



 
Select a Contract for New Modifications 
 

 
 
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) 
 

 
 
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 
 

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

 
Select Modification Sub Type(s) 
 

 
 
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 
 

 
 
 
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 
 

 
 
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 
 

 
 
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 
 

 
 
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 
 

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



 

Next Mod, Change Email Address 
 

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

Update Email Address Information 
 

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



 

Confirm Email Address Update 
 

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

Upload Supporting Documents 
 

 
 
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 
 

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

 
 
 
 
 
 
 
 
 
 
 
 



 
Rename & Upload Documents 
 

 
  
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 
 

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



 

Confirmation of Attachments 
 

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

 
Confirmation for Submission 
 

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

 
 
 
 



 
Final Review & Disclaimer 
 

 
 
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 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 



 
Edit a Mod 
 

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

 
 
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 
 

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



 

Confirmation 
 

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

Withdrawn Status 
 

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

 
 



 
Split Mods 
 

 
 
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  
 

 
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 
 

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

Vendors Adds Comments & Uploads Documents 
 

 
 
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 
 

 
Then you confirm you submission.   
 
 
 

Vendor Views Confirmation, CO is Notified of 
Vendor Response 
 

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 

Federal Acquisition Service

U.S. General Services Administration

 
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 

Federal Acquisition Service

U.S. General Services Administration

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



 

Signature Process: Step 2 

Federal Acquisition Service

U.S. General Services Administration

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

Signature Process: Step 3 

Federal Acquisition Service

U.S. General Services Administration

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



 
Signature Process: Step 4 

Federal Acquisition Service

U.S. General Services Administration

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 

Federal Acquisition Service

U.S. General Services Administration

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



 

Signature Process: Step 6 

Federal Acquisition Service

U.S. General Services Administration

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.  
 

Federal Acquisition Service

U.S. General Services Administration

 
 
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 

Federal Acquisition Service

U.S. General Services Administration

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

Signature Process: Step 8 

Federal Acquisition Service

U.S. General Services Administration

 
 
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.   


