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5 EXPRESS OFFERS (eOFFERS)

The Multiple Award Schedule (MAS) Express Program is designed to simplify, streamline and
ultimately accelerate the process for Vendors to obtain MAS contracts. At the present time, offers
accepted under the MAS Express Program are limited to a total of 500 products/labor categories
under 14 Schedules. Participation in the MAS Express Program is open to all business concerns,
regardless of size, that meet the following core criteria:

 Has been in business for at least two years.

 Has a minimum of $100,000 in cumulative commercial sales over the last two years.

 Has an acceptable current ratio based on the company's most current year's financial
statement.

 Has a positive and/or neutral rating on all elements on the Open Ratings Past Performance
Evaluation Report.

 Has completed the “Pathway to Success” education seminar.

 Does not take any Exceptions to any of the Terms and Conditions of the Solicitation

Vendors can submit Express offers via paper or electronically which subsequently are submitted to
the Schedule Program Express Evaluation Desk (Speed Desk). Through use of a centralized Speed
Desk the initial qualification of offers is expedited. Upon completion of its initial review and
qualification, the Speed Desk immediately notifies the Vendor as to whether the offer meets the
minimum criteria for consideration under the MAS Express Program or to resubmit under the
regular paper or eOffer service.

Note: Effective November 1, 2011, the Multiple Award Schedule (MAS) Program, will no
longer accept any Express offers. The MAS Express Pilot Program is coming to an end.
Any offers submitted before or on October 31, 2011 will be reviewed and have an
opportunity to go through the Express evaluation process.
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5.1 Creating an Express eOffer

a) To access the eOffer application, go to http://www.eoffer.gsa.gov.

b) Click on the Sign In under Express Offers (eOffers). For detailed steps relating to the login
and the Digital Certificate please refer to I – Getting Started.

c) After a successful login a brief description of the MAS Express Program will be seen. Click
Continue.
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d) Once logged in, select (from the drop down) or enter the DUNS number manually and click
Submit. For more information on how to get a DUNS number please refer to I – Getting
Started.

e) On the MY EXPRESS eOFFERS page under New eOffers select the Solicitation for which the
offer is to be submitted and click the Submit Online button.

Note: If a schedule is not listed
in the drop-down, it is not
available for an Express
Offer.

123456789

Acme Management Concepts, Inc.

Note: If there is already an existing contract for that schedule the following informational
message will appear.
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f) The MAS Express Program eligibility questionnaire will be displayed. This will need to be
answered and submitted.

Popup window from question 5 (as shown below)

g) Enter the appropriate numbers and click Calculate for the current ratio. Then answer
question 5.

h) Once all the questions have been answered on the questionnaire Click the Submit button.
The Corporate Information page will be displayed (as shown on the next page).

Note: On Question 5 the Current
Ratio can be calculated by
clicking on the link
provided.
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5.1.1 Corporate Information

a) Review all the Corporate Information.

b) If there are any discrepancies Click “Sign Out and Correct Errors in CCR”.

c) For more information on Central Contractor Registration (CCR) please refer to
I – Getting Started.

d) If the Corporate Information is valid click Save and Continue.

Acme Management Concepts, Inc.

123456789

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.
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e) On the Information Saved message click Continue.

5.1.2 Adding Negotiators

a) The application will move on to the Add Negotiator(s) screen.

b) Fill in the required information – Name, Title, Phone, Email and the Negotiator Role. The
available roles are Negotiator (Not Authorized to sign) and Negotiator (Authorized to sign).

c) Click Add This Negotiator. Repeat the steps if more Negotiators need to be added. An offer
must have at least one Negotiator who is authorized to sign.

Acme Management Concepts, Inc.
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d) To Edit or Delete negotiators click the link under the “Action” Column. When finished, click
Save and Continue to move forward.

e) On the Information Saved message click Continue.

5.1.3 Goods/Services

Once the Negotiator(s) have been added the next section involves adding the SIN(s)

f) To add a SIN select the appropriate one using the dropdown and click Add SIN Details.

Note: All SINs are not available for Express eOffers

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.
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g) Fill in the required information i.e. the NAICS Code, the Scope and Estimated Sales. Click Add
This Sin.

h) Once a SIN has been added it will be listed as shown below. To add additional SINs repeat
steps a) and b). Otherwise Click Save and Continue.

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.
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i) On the Information Saved message click Continue.

5.1.4 Standard Responses

In this section, review the following questions. Responses to all four are required.

a) Respond to the listed questions and click Save Response.

Acme Management Concepts, Inc.
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b) The Information Saved message is displayed. Click Continue and move onto the Solicitation
Clauses.

5.1.5 Solicitation Clauses

In this section, responses to solicitation clauses have to be completed. These Clauses are listed in
the three (3) templates that are required.

a) Start with “Basic Information” template. Click on Respond link under the “Actions” column.

Acme Management Concepts, Inc.
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b) Click “Yes” or “No” to the Solicitation Clause questions and fill-in requested information.

c) Click Add Basic Information to move forward to the next template.

d) The status for “Basic Information” will change to “Complete” under the “Status” column. The
option to Edit or Delete is now available under the “Actions” column.

e) In the “Actions” column, click on the Respond link, corresponding to the Point of Contacts
Information.

Acme Management Concepts, Inc.
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f) On the next screen you will add point of contact details for Contract Administration
(required), Industrial Funding Fee (optional) and Marketing (optional).

g) Under *Select Point of Contact Information choose from the dropdown and click Add Point of
Contact Details.

h) Fill in the required (*) information and click Add Point of Contact Information.

Acme Management Concepts, Inc.Acme Management Concepts, Inc.
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i) Once the Point of Contact information is added it will be listed as follows and can be Edited
or Deleted . Click on the Back To Solicitation Clauses button to get back to the main page of
Solicitation Clauses.

j) Respond to the Ordering Information by clicking on the Respond link under the “Actions”
column.

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.

Note: Multiple points of contact can be
added by repeating the steps.
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k) Select Ordering Information details (Remittance Address or Ordering Receipt Information)
from the drop down and then click Add Ordering Information Details. In this case
“Remittance Address” has been selected first (both are required).

l) Fill in all mandatory fields (*) and click Add Ordering Information.

Acme Management Concepts, Inc.
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m) The added information will be listed as shown below and can be Edited or Deleted.

n) Repeat steps (5.1.5 (k) and ( l)) for the Ordering Receipt Information.

Acme Management Concepts, Inc.
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o) Select the choice for receiving orders, fill in the required (*) information and click
Add Ordering Information.
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o) All the added Ordering Information will be listed with the option to Edit or Delete.

p) Click on Back To Solicitation Clauses. The status for the Ordering Information will change to
Complete thereby completing the Solicitation Clauses section.

q) If any changes are needed use the Edit or Delete Actions.

r) If no further changes are needed click Save and Continue.

s) An Information Saved message will be seen, click Continue to go on to Upload Documents.

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.
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5.2 Upload Documents

The next section relates to uploading documents. There are two sets of documents as shown in the
screen shot below. The first set lists general documents. The second set is specific to the Express
offer.

a) To upload a document click on the Upload link under the “Actions” column. Please review
UPLOAD DOCUMENTS requirements on the following screen for Express Documents before
uploading.

Acme Management Concepts, Inc.
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b) Click on the Browse button to locate the document on your computer.

c) On the Microsoft pop-up window, highlight the document you want to upload and click Open.

d) Click the Upload This Document. button.

Acme Management Concepts, Inc.

Note: You must specify the document
name in the text box provided.
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e) After the successful upload of the document the status will change to “Uploaded” and in the
“Actions” column the Delete option will be available. Once a document has been uploaded, it
must be deleted before re-uploading a replacement.

f) To review a document, clicking on the document name will open it in a new window.

g) To upload another document repeat steps (a) thru (d).

h) To upload an Express Document, click the Upload under the Actions column.

Acme Management Concepts, Inc.



eOffer/eMod User Guide
V – Creating & Submitting An Express eOffer

Page 24 of 41

i) Browse or select the file from previously uploaded documents, specify a name and click
Upload This Document button.

j) After the upload is complete the status of the file will be shown as below. The option to View
or Delete the document is available. To upload additional files in the same “Document Type”,
Browse or Select a file from previously uploaded documents, specify a name and click
Upload This Document button. Once the upload for a particular Document Type is complete
click on the Back to Upload Documents button.

Note: When uploading ‘Express
Documents’ apart from the
Browse option, the option
to select a document from
the previously uploaded
documents list is also
available.

Acme Management Concepts, Inc.
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k) Repeat steps (h) and (i) to upload files for another document type in the Express category.

l) Once all the required (*) documents have been uploaded click the Save and Continue button
at the bottom of the page as shown below.

m) An Information Saved message will be seen, click Continue to go on to Submit Offer.

Note: The number here indicates the files uploaded.
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n) Click “Yes” if you decide to continue with the new offer. Click “No” if you decide to
discontinue with the new offer and do the eMod instead.

o) A prompt to submit the eOffer is shown. To continue with this action click Yes or if there is a
need to work on a section of the offer it can be accessed by using the left Express eOffer
menu.

Acme Management Concepts, Inc.

Note: If there is a “Temporary Extension” or “Exercise an Option” eMod initiated on the
existing contract the following message will display.
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5.3 Submit eOffer

Once the eOffer is submitted the application presents the Final Review of eOffer screen as follows.

a) To review any document click on the Review link under the “Actions” column.

b) It is generally a good idea to review all the documents before submitting the offer.
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c) Once the review is complete, read the required Disclaimer and respond to the questions that
follow and click Continue.

d) The system will verify the name and email ID of the Negotiators. This information is displayed
on the Negotiator & Digital Certificate Details page. Ensure the information is correct.

and
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e) If the information is not correct it will be indicated under the “Status”. Go back to the
Negotiator section and make corrections and then click Submit Offer.

f) A success message regarding the submission of the offer will be seen. Exit or return to the
inbox by clicking the appropriate link

g) An email notification is sent to the Vendor. Also the “Status” of the express offer changes to
“Offer Received” in the Submitted eOffers section.

Note: An Express offer is in a locked state once it is submitted
and is under evaluation by the Express Desk.

Acme Management Concepts, Inc.

Bill Smith

Bill.Smith@acme.com
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h) After the completion of the initial evaluation by the Speed Desk, the Vendor receives the
following email.

i) If the Contracting Officer requests additional information relating to the eOffer, an email is
generated to the Vendor as shown below. And the “Status” column also indicates the request
for additional information as shown below.

j) In order to provide the additional information requested click on the link Provide Information.
The following screen Additional Information will be displayed (shown on next page).

Bill Smith

bill.smith@amc.com

Jackie Jone

Bill Smith

ACME MANAGEMENT CONCEPTS INC

Bill Smith

http: //eoffer.gsa.gov
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k) Add the information in the “Vendor Response” text box and click Submit Response. If an
additional document is requested it can be attached by clicking the Upload button.

l) A confirmation message will be seen. Click Yes. This will be followed by a success message
(not shown here). If needed the Solicitation document can be viewed by clicking the
View PDF link.

m) The History of Requests can also be viewed by clicking the link at the bottom of the
Additional Information screen (see 5.3(i)) as shown below.

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.
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n) Similarly the CO Attached Documents can be seen by clicking the link just below the history
of requests (see 5.3(i)).

5.4 Signing Express eOffer

Once the eOffer is accepted after further evaluation by a Contracting Officer the vendor will
receive the following email.

a) Log into Express Offers (eOffers). The “Status” of the offer will indicate “Ready for Vendor
esign”.

b) There are 3 actions available here: View Offer, Sign Package and View Package.

Acme Management Concepts, Inc.

Bill Smith

Acme Management Concepts, Inc.

http: //eoffer.gsa.gov

Dear Sir/Madam
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c) If View Offer is clicked (see 5.4 (a)) the View Responses screen will be seen and the various
documents of the offer can be reviewed by clicking the links under the “Actions” column.

d) If View Package is clicked (see 5.4 (a)), one is prompted to Continue.

e) Click Continue. The View eOffer screen appears. The vendor is required to review the
documents before signing.

f) Under the “Actions” column click the link Review & Accept.

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.
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g) Form 1449 will become visible.

h) At the bottom of the form the Back button is available to return to the main menu, as shown
above.

i) If the Sign Package option is clicked the Sign Contract screen will open up as shown the next
page.

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.
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j) A list of documents is available for review. Any particular document can be reviewed by
clicking the Review link under the “Action” column. After the review is complete check the
box stating “All documents in the eOffer package have been reviewed”. Click Continue.

k) The E-Signature Consent screen will be seen.

l) Click Accept.

m) On the next screen click Sign eOffer. The option to Reject the eOffer is still available.

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.

Accepted by John Doe
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n) A Sign eOffer (confirmation) screen will be seen. Click Confirm.

o) On the next screen a success message will be seen as shown below.

p) On the main page (My Express eOffers), the “Status” will be updated under Signed eOffers
and it will indicate that the signature of the Contracting Officer is pending.

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.
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q) When the Contracting Officer starts reviewing the “Status” will update to Contract Specialist
Reviewing – (name).

r) After the Contracting Officer (CO) signs, the “Status” will update to “Signed by Contracting
Officer”.

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.

Jackie Jone
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5.5 Downloading Express eOffer Package

The next sequence of steps relates to downloading the Express eOffer package. On the main
menu (as shown in 5.4 (r)) there will be 3 options available namely “View Offer”, “View
Package” and “Download Package”.

a) Click Download Package and then click Continue on the next screen.

b) The eOffer package requires the Adobe Acrobat Reader. Follow the link to verify the existence
of this software or download and install it. Once the Adobe Reader is available, download the
appropriate version of the eOffer package (Windows or Non-Windows) by clicking on the
download link.

c) Click Run on the next screen

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.
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d) Click Next to install the ApproveIt eSignature Verifier.

e) Click Next to run the setup program.

f) Click Next and allow it to install in the default folder or click Browse to select a folder of your
choice.
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g) Click Next.

h) A pdf version of the Form 1449 will open up.

Jackie Jone GSA/FSSJohn Doe Acme Mgmt. Concepts, Inc.
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i) Click Save a Copy (in the PDF Reader) and specify the location as to where it is to be saved.

The following confirmation emails are received.

Bill Smith

Bill Smith

Jackie Jone. You will soon receive your official award letter.

Dear Sir/Madam


