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3 ELECTRONIC CONTRACT MODIFICATIONS - eMOD

eMod is a web based application that allows Vendors to submit their Multiple Award Schedule
(MAS) contract modification requests electronically (eMods). eMod uses the digital authentication
technology in order to ensure the integrity of data and provides electronic signature capability. A
digital certificate is required in order to use eMod. Please see I – Getting Started for more details
on digital certificates.

In eMod a Vendor can submit multiple Mods within a single transaction. Different type(s) of Mod
and their associated sub-types can be selected. Another feature in eMod allows GSA contracting
personnel to “split” Mods. For example, a CO has the ability to perform a split if one of the Mods
can be done quickly but the other Mod action may require more time to complete. As opposed to
waiting for both to be completed at the same time, splitting the Mod expedites the process.

3.1 Getting Started With eMod

To access the eMod application, a valid Digital Certificate must be present on your computer.

a) Go to the GSA eOffer/eMod homepage (www.eoffer.gsa.gov).

b) Click on the Sign In button located in the Contract Modifications (eMods) section.

http://eoffer.gsa.gov/
http://www.eoffer.gsa.gov/
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c) On the pop-up window choose the correct certificate (if there is more than one) and click OK.

d) On the next pop-up window, c

e
John Do
Page 5 of 66

lick OK. This will take you to the Sign In page.
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e) Select the appropriate DUNS number using the dropdown or manually enter it in the text box
and click Submit.

f) On the next screen select the Contract number from the dropdown that needs to be
modified, and then click the Select Contract button.

g) At this time the MY MODIFICATIONS page will be visible where you can create new Mods or
work on saved ones or edit submitted ones.

123456789

ACME MANAGEMENT CONCEPTS INC

ACME MANAGEMENT CONCEPTS INC



eOffer/eMod User Guide
III - Creating & Submitting An eMod

Page 7 of 66

3.2 Creating an eMod

To create a new Mod:

a) Click the drop down box under New Modifications and select the appropriate contract
number and click the Select Contract button.

Note: If you are not an assigned Negotiator for a contract the following message will be
seen and you will be asked to contact the Point of Contact (POC) of your
company.

j.smith@amc.com
John
Smith

John
Smith j.smith@amc.com

ACME MANAGEMENT CONCEPTS INC
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b) The next screen will list the 8 primary modification types and the sub types within.

c) Select the modification Sub Type(s) that need to be created and click Submit Online. (For
demonstration purpose all Sub Types within a Primary Type will be selected starting with the
Additions).

Note: The subcontracting Mod is only available if the

contract requires a subcontracting plan.
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d) The Corporate Information page will be displayed next. Review all the information and click
Save and Continue. If something needs to be corrected click the Sign out and Correct Errors
in CCR button.

Note: Changes made in CCR will take 24 hours to appear in the
eMod system but you may continue to work on your Mod.

Acme Management Concepts, Inc.

ACME MANAGEMENT CONCEPTS INC

123456789

ACME MANAGEMENT CONCEPTS INC
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e) Once you click Save and Continue a message saying “Information Saved” will be displayed.

f) Click the Continue button to move forward with Additions.

3.3 Additions Modifications

There are 3 Addition sub-types (Add Labor Category, Add Product(s) and Add SIN) as depicted below:
a) In the “Actions” column click on the Respond link where the “Status” is incomplete.

b) On the next screen Description for Add Labor Category enter a detailed description in the
Modification Request box and click Save Description.

Note: The menu on the left shows the
section(s) competed and allows
you to jump to any section

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.
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c) In the “Status” column, this particular Addition will be shown as Completed and the “Actions”
will change from Respond to Edit, indicating that further changes can be made.

The Add Products addition can be completed similarly by following steps (a) and (b).

A Special Item Number (SIN) is a number used on GSA contracts in order to identify the type of
product or service to be used.

d) To Add a SIN click on the Respond link in the “Actions” column as shown on the previous
screen.

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.
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e) Then select the SIN you want to add to your contract using the drop down. Click Add SIN
Details.

h) On the next screen enter the Scope and answer the question relating to “State and Local”
then click Add This SIN. Please note that multiple SINs may be added prior to submitting the
Mod.

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.
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i) Add additional SINs or click Save Information.

j) Once all the Additions are complete the following screen will be displayed. Click Save And
Continue.

k) On the Information Saved screen click Continue and the application will proceed to the next
Mod if any other Primary Types were selected. If not it will proceed to the Upload Documents
section. To Upload Documents and submit your eMod please see 3.12 Uploading Documents
& Submitting eMod

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.
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3.4 Administrative Modifications

There are 8 Sub Types available within the Administrative modifications as shown below. However
the “Subcontracting” sub type is only visible if the Contract requires a subcontracting plan.

a) Select the Sub Type(s) to be modified and click Submit Online button at the bottom of the
page (not shown here). All the sub types (except Sub-Contracting Plan) are selected in the
above example.

b) On the Corporate Information page click Save and Continue (not shown here) if everything is
correct. Click Continue on the “Information Saved” message (not shown here).

c) On the Respond to Administrative page click on the Respond link (under “Actions”) against
the Sub Type that you wish to modify.

d) If the “Contract Administrator Point of Contact (POC)” is selected the following screen will
display with only the Point of Contact field editable (all the others will be grayed out). Modify
the Point of Contact and click Save This Information button.

Acme Management Concepts, Inc.
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e) On the main page of the Administrative, changes you will notice that the “Status” will show
as Completed and the “Action” will change to Edit.

f) Next go to the Authorized Negotiator to make the desired changes. Click on Edit in the
“Actions” column.

Acme Management Concepts, Inc.

John Smith

John Smith

Andy Garcia

Julie Andrews

j.smith@amc.com

http://www.amc.com
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g) Under Negotiator(s) Details section you have the ability to delete an existing Negotiator or
edit their information. To add a new negotiator click Add New Negotiator.

h) Fill in the required information, select the role and click Add This Negotiator. Once you are
done with Negotiators click the Back to Administrative button to go back to the Respond to
Administrative screen.

j.smith@amc.com

http://www.amc.com

John Smith

John Smith

Andy Garcia

Julie Andrews
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i) Repeat steps (c) and (d) to do Email Address, Fax, Telephone and Website Address
modifications.

j) To complete the “Point of Contacts for Manufacturers, Dealers, Resellers, Agents” mod click
on the Respond link (under “Actions” column)

k) A text box to enter a detailed description of the modification request will appear. The
description is optional. The default response is “N/A”

l) Click Save Description. The status will change to “Completed”. The response can be changed
by clicking the “Edit” under the “Actions” column.

Note: This mod type requires uploading a document (POC Attachment) containing the
information pertaining to Manufacturers, Dealers, Resellers and Agents. Upload this
document in the “Upload Documents” step.
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m) Once responses to all the Mod sub types are completed it will be indicated under the
“Status” column. Click Save and Continue.

n) A message indicating information has been saved will appear. Click Continue to proceed to
the next step.

o) The Upload Documents screen will appear. For instructions to upload documents and submit
your eMod please see 3.12 Uploading Documents & Submitting eMod

p) Once the Mod is submitted the status will be shown on the My Modifications page under
Submitted Modifications. It will also show the assigned Contracting Officer.

q) Once the Mod is approved by the Contracting Officer the status will be changed to Approved
as shown below.

Note: Administrative modifications fall under the category known as “Rapid Action
Modifications”. This means that a contractor can submit an Administrative Modification
Request and the Contracting Officer can approve it without having to go through the
Signature Process.

Jackie June

Ricky Lake

Jay Beam
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r) In addition the Contractor will receive a notification via email with a copy of the SF-30
attached.

3.5 Subcontracting Modification

A Subcontracting Plan is required on a Contract under certain situations. Federal Acquisition
Regulation (FAR) requires a subcontracting plan from a Contractor classified as “Other than Small
Business” when the actual sales of a contract exceed the $650,000 threshold (for contracts
awarded on or after October 1, 2010) or the $550,000 threshold (for contracts awarded prior to
October 1, 2010). In such a case an informational message will appear on the ‘MY MODIFICATIONS’
page as shown below.

a) Create a subcontracting Mod by selecting the Contract and click Select Contract.

Jackie Jone

Ricky Lake

Jay Beam

J.Andrews@amc.com

Acme Management Concepts, Inc.
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b) Select the sub type “Incorporate Sub-Contracting Plan (SubK)” and click the Submit Online
button at the bottom of the page (not shown here).

c) On the Corporate Information page click Save and Continue (not shown here) if everything is
correct. Click Continue on the ‘Information Saved’ message (not shown here).

d) Select the Subcontracting plan Type (Individual, Commercial or Master) and enter the
Expiration Date. Click Save and Continue.

e) On the Information Saved message. Click Continue.

Acme Management Concepts, Inc.
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f) The Upload Documents page will be displayed indicating the required documents for
submitting this modification. Download the Subcontracting Plan Template by clicking the link
provided.

g) Open the document to complete the Template or save it to your local drive to be completed
later.

h) Once the Subcontracting Plan Template is completed, upload it against the “Subcontracting
Correspondence” Type.

i) For detailed instructions on how to upload documents and submit your eMod please see
3.12 Uploading Documents & Submitting eMod.



eOffer/eMod User Guide
III - Creating & Submitting An eMod

Page 22 of 66

3.6 Cancellation/Terminations Modifications

The Cancellation modification Mod provides the Contractor the ability to cancel an existing contract.
In the Cancellation/Terminations Modification there is only one Sub Type.

a) Select the Cancel Contract and click the Submit Online button at the bottom of the page (not
shown here).

b) The Corporate Information page will appear (not shown here). Click Save and Continue if no
changes are to be made.

c) On the Information Saved screen (not shown) click Continue.

d) The Description for Cancel Contract is required. Enter the description and click Save and
Continue.

Note: The ‘Cancel Contract’ cannot be
combined with any other mod
sub type.
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e) The Information Saved message will appear indicating that the “Cancellation or
Terminations” section is complete. Click Continue.

f) This will bring up the Upload Documents page. For instructions to upload documents and
submit the eMod please see 3.12 Uploading Documents & Submitting eMod
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3.7 Deletion Modifications

In the Deletion Modifications there are 3 Sub Types as shown in the screen shot below.

a) Select the Deletion(s) you need and click the Submit Online button.
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b) The Corporate Information page will show up. Click Save and Continue if no changes are to
be made.

c) On the Information Saved screen (not shown here) click Continue.

Acme Management Concepts, Inc.

ACME MANAGEMENT CONCEPTS INC

123456789

ACME MANAGEMENT CONCEPTS INC
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d) To delete a labor category click on the Respond link under the “Actions” on the Delete Labor
Category line.

e) In the text box that appears, enter a detailed description of the modification request and
click Save Description.

f) To delete the Product(s) repeat steps (d) and (e) described above.

g) To delete the SIN, click on the Respond link next to it under the “Actions” column. The
following screen will appear. Enter the “Termination Date” and check the Action checkbox.
click the Save Information button.
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h) The summary of Deletions completed will appear as shown below. Click Save and Continue.

i) The Information Saved message will be seen (not shown here). Click Continue.

j) This will bring up the Upload Documents page. For instructions to upload documents and
submit your eMod please see 3.12 Uploading Documents & Submitting eMod

Note: Deletion modifications fall under the category known as
“Rapid Action Modifications”. This means that a contractor
can submit a Deletion Modification request and the
Contracting Officer can approve it without having to go
through the signature process.
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3.8 Legal Modifications

3.8.1 Change of Name Agreement Modification

To do a “Change of Name Agreement” modification, please follow these steps:

a) Select the “Change of Name Agreement” Mod sub type and click Submit Online at the bottom
of the page (not shown here).

b) The Corporate Information screen will appear (not shown here). If all the information is correct
click Save and Continue. Click Continue on the Information Saved screen (not shown here).

c) On the next screen enter the description (optional) for “Change of Name Agreement”. The
default is “N/A”.

d) Click Save and Continue.
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e) Click Continue on the Information Saved screen which indicates that the Legal section is
complete.

f) The Upload Documents page will appear. Note the list of documents required for a “Change of
Name Agreement” modification.

g) For instructions to upload documents and submit the eMod, please see 3.12 Uploading
Documents & Submitting eMod.
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3.8.2 Novation Agreement Modification

To do a “Novation Agreement” modification, please follow these steps:

a) Select the “Novation Agreement” Mod sub type and click Submit Online button at the bottom of
the page (not shown here).

b) The Corporate Information screen will appear (not shown here). If all the information is correct
click Save and Continue. Click Continue on the Information Saved screen (not shown here).

c) On the next screen answer the Novation question and each of the subsequent questions. Your
answers will determine what documents are required to upload and submit the Mod.

d) Here is an example of one particular scenario

e) Click Save and Continue.
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f) The Description for Novation Agreement page will appear as shown below. The description is
optional. The default value is “N/A”. Enter the description if needed and click Save Description.

g) Once done with the description click Save Description

h) Click Continue on the Information Saved screen which indicates that the Legal section is
complete.
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i) Upload the required documents

j) For instructions to upload documents and submit the eMod, please see 3.12 Uploading
Documents & Submitting eMod.
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3.9 Pricing Modifications

In the Pricing Modifications there are 6 Sub Types as shown in the screen shot below.

The following rules apply to the pricing modifications;

 Both Temporary and Permanent Price Reduction cannot be selected at the same time.

 If Permanent Price Reduction is selected the vendor must select either (A) Permanent price
reduction (based on most favored customer) or (B) Permanent Price Reduction (industry
partner requested).

 Similarly both Economic Price Adjustments cannot be selected at the same time. The vendor
must select either (A) Economic Price Adjustments (EPA) with commercial price list (increase)
or (B) Economic Price Adjustments (EPA) without commercial price list (increase).

If any of the afore-mentioned rules are violated the following error message will be displayed.
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a) Select the Sub Type(s) needed by checking the box and click Submit Online. The following
have been chosen for demonstration purposes.

b) The Corporate Information screen will appear (not shown here). If all the information is cor
click Save and Continue. Click Continue on the Information Saved screen (not shown here

c) On the Respond to Pricing page click the Respond links under the “Actions” column to res
to all the Pricing Modifications Sub Types.
( )

rect
).

pond
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d) Once you click on the Respond link the Description screen will be displayed. Complete the
details and click Save Description.

e) The application will return back to the Respond to Pricing page. You will notice the “Status” of
EPA with Commercial Price List (increase) as Completed with an option to Edit.

f) Respond to the “Permanent Price Reduction (based on Most Favored Customer)” by following
steps (c) and (d).
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g) Continue to the Description for Wage Determinations and enter the description in the text box
and click Save Description.

h) Once all the Pricing Modifications are complete the status on each will show as Completed as
shown below. Click Save and Continue.
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i) Click on Continue on the Information Saved screen indicating that the Pricing section is
completed.

j) The Upload Documents screen will be displayed. For instructions to upload documents and
submit the eMod, please see 3.12 Uploading Documents & Submitting eMod.
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3.10 Technical Modifications

In the Technical Modifications there are 4 Sub Types.

a) Select the needed modification sub-type(s) and click Submit Online. All 4 are selected here
for demonstration purposes.

b) Next the Corporate Information page will show up (not shown here). Click Save and Continue
if the information is correct. Click Continue on the Information Saved screen (not shown
here).

c) On the Respond to Technical screen click on the Respond link(s) under the “Actions” column.
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d) On the next screen, enter the description of the Modification Request and click Save
Description.

e) The application will return to the Respond to Technical screen and the status of the respond
will change to Completed. In addition the option to Edit will be displayed.

f) Complete other Responses by repeating steps (c) and (d). Once the Technical modifications
have been completed click Save And Continue.

g) An Information Saved message will be displayed (not shown here) indicating that the
Technical section is Completed. Click Continue.

h) The Upload Documents screen will be displayed. For instructions to upload documents and
submit the eMod please see 3.12 Uploading Documents & Submitting eMod.
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3.11 Terms and Conditions Modifications

There are 6 Sub Types available within the Terms & Conditions Modification Types.

a) Check the needed Sub Type(s) and click Submit Online. The first 4 are selected for
demonstration purposes.

b) Click Save and Continue on the Corporate Information page (not shown here). If all the
information is correct click Continue on the Information Saved message (not shown here).

c) The Respond to Terms and Conditions page is displayed. You can respond by clicking on the
Respond link under the “Actions” column.

d) If you click on the Respond link corresponding to ARRA the following screen will be displayed.

e) Select your response Yes or No and click Save This Information.

Note: The “Re-representation of Non-
Novated Merger/Acquisition”
or the “Re-representation of
Business Size” cannot be
combined with any other mod
sub type.
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f) The application will revert back to the Respond to Terms And Conditions page as shown
below with the status of ARRA Subtype showing as Completed along with the Edit option.

g) Click the Respond link corresponding to “Create/Manage Clause Exception(s)”. On the next
screen you have the ability to drop an existing approved exception or take a new contract
clause exception(s) from the available list.

h) To drop an existing approved exception click on the Drop link corresponding to that particular
clause in the “Action” column.
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i) On this screen enter your explanation in the “Exception Text” text box and click Drop
Exception.

Note: that the Approved Exception Text is non-editable.
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j) The application will go back to the Clause Exceptions list as shown below. If you need to
cancel the previous action, click on the Cancel Drop link in the “Action” column as shown
below.

k) In addition you have the ability to take a new contract clause exception(s) by selecting a
clause number and clicking the Select Regulation(s) button.
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l) On the next screen some Instructions and two text boxes are displayed.

m) First click on the regulation link and open (or save) the pdf document.
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n) Review the clause language for any points you may wish to take exception to, highlight and
copy that part and paste it in the “Excerpt from Clause” box below.

Note: This box is where you will perform your edits after you press Ready to Edit.
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o) When you click Ready to Edit. The following message will be displayed. Click OK.

p) The same text will get copied over in the second text box (titled “Exception Text”)

q) Make your changes in the “Exception Text” text box. Once complete click Save Exception Text
button. To start on the next exception if you have more than one “clause” click Continue to
Next button. Once done, click Save and Continue (not shown here).
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r) The Information Saved message will appear. Click Continue.

s) The Terms and Conditions page will display showing the completed parts.

t) Click the Respond link for Disaster Recovery under the “Actions” column. The Respond to
Employment Eligibility Verification question will display.

u) Respond to the Disaster Recovery question and click Save This Information. The page will
revert back to the Terms and Conditions screen showing the status of the templates as
shown on the next page.
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v) Click the Respond link for E-Verify under the “Actions” column. The Respond to Employment
Eligibility Verification question will display.

w) Choose an answer (“Yes” or “Not Applicable”) and click Save This Information.
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x) The Respond to Terms and Conditions screen will display showing all templates as
completed.

y) Click Save and Continue. The Information Saved message will appea
that the Terms and Conditions section is complete.

z) The Upload Documents page will be displayed. For instructions on u
submitting the eMod please see 3.12 Uploading Documents & Subm
r. Also it will indicate

ploading documents and
itting eMod.
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3.11.1 Re-representation of Non-Novated Merger/Acquisition

a) To create a Re-representation of Non-Novated Merger/Acquisition modification, select the
subtype as shown below and click Submit Online.

b) Next the Corporate Information page will show up (not shown here). Click Save and Continue
if the information is correct. Click Continue on the Information Saved screen (not shown
here).

c) On the Description page enter a detailed description of the Modification Request. This
description is optional. The default value is “N/A”. Click Save and Continue.

Note: The “Re-representation of Non-
Novated Merger/Acquisition”
cannot be combined with any

other mod sub type.
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d) The Information Saved message will display indicating that the Terms and Conditions section
is complete. Click Continue.

e) The Upload Documents screen will appear. The Re-representation of Non-Novated
Merger/Acquisition modification requires uploading a specific set of documents as shown
below.

f) For instructions to upload documents and submit the eMod please see 3.12 Uploading
Documents & Submitting eMod.
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3.11.2 Re-representation of Business Size

a) To create a Re-representation of Non-Novated Merger/Acquisition modification, select the
subtype as shown below and click Submit Online.

b) Next the Corporate Information page will show up (not shown here). Click Save and Continue
if the information is correct. Click Continue on the Information Saved screen (not shown
here).

c) On the Description for Re-representation of Business Size page enter a detailed description
of the Modification Request. This description is optional. The default value is “N/A”. Click
Save and Continue.

Note: The “Re-representation of
Business Size” cannot be
combined with any other mod
sub type.
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d) The Information Saved message will display indicating that the Terms and Conditions section
is complete. Click Continue.

e) The Upload Documents screen will appear. The Re-representation of Business Size
modification requires uploading a specific set of documents as shown below.

f) For instructions to upload documents and submit the eMod please see 3.12 Uploading
Documents & Submitting eMod.
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3.12 Uploading Documents & Submitting eMod

The Upload Documents screen allows the Contractor to attach necessary documents to their
modification request. The displayed list of documents to upload depends on the modification sub
type. Some modifications have mandatory documents unlike others. Also there is a ‘Vendor
Defined’ category which can be used to upload optional documents.

a) Click the Upload link under “Actions” column. In this example a Vendor Defined document is
being uploaded.

Note: Vendor Defined documents can
be used to upload any optional

documents.
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b) On this screen click the Browse button and locate the document on the local drive that needs
to be uploaded. Put a document title in the text box and click the Upload This Document
button.

c) After the completion of the upload, the status will be shown as “Uploaded”.

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.
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d) To upload another document repeat steps (a) and (b). Once all the documents have been
uploaded click Save and Continue. Then click Continue on the Information Saved message.

e) The next screen asks you to submit the eMod.

f) Once ready to submit the eMod, click Yes. This will take you to the Final Review of eMOD
screen.

Acme Management Concepts, Inc.
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g) Respond “Yes” to the Disclaimer and click Continue. You will see a notification stating that
the eMod was successfully submitted.

h) Exit the application by clicking the “exit” link or go to the inbox by clicking the “My eMods”
link.
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i) On the MY MODIFICATIONS page you will see your eMod in the Submitted Modifications
section. Initially the status will say “Submission Request Received”. Once a Contracting
Officer initiates processing of the Mod in the “Assigned To” column you will see the name of
the Contracting Officer and the “Status” will show “In Progress”. An “in Progress” Mod will
have the “Edit” and “Withdraw” option.

j) If you click on the “ID link” the Event Log will be visible.

k) If you select the “Selected Mod Actions” link the Mod details will show up

Acme Management Concepts, Inc.
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3.13 Edit an eMod

A modification can be edited after the submission has been completed.

a) Go to the My Modifications homepage and locate the Mod in the Submitted Modifications
section and click on the Edit Mod button under the “Actions” column.

b) The Corporate Information page will be displayed.

c) Select the section of the Mod (from the upper left menu) that needs to be edited.

d) Edit or update the Mod information and Save and Submit.

Acme Management Concepts, Inc.
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3.14 Withdraw an eMod

A modification can be withdrawn after the submission has been completed. To withdraw a Mod,
proceed with the following steps:

a) Locate the Mod in the Submitted Modifications section and click on the Withdraw Mod
button which appears under the “Actions” column.

b) A confirmation page will appear. Click “Yes” to withdraw the Modification.

Now the Mod status shows as “withdrawn”. The Mod may still be viewed for future reference.

3.15 Split eMod

The Contracting Officer assigned to a particular offer has the ability to “split” the original Mod into
two. The purpose is to separate modification(s) which can be processed in a shorter time versus
modification(s) which may take longer. This expedites the overall process. The original Mod is
displayed along with the two new “split” Mods. A notification is sent to the Vendor indicating that
the Mod has been split. The action may be viewed on the My Modifications page as shown below.
Note that the original Mod is not editable. It can only be viewed.
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3.16 Respond to a Clarification Request

If the CO has questions regarding the eMod, a clarification email request is submitted to the
Vendor along with a Clarification Letter attached as shown below.

a) Upon receipt of a Clarification email, Log into eMod. In the Submitted Modifications the
status of that particular eMod will read “Provide Clarification”, click on that link.

b) The Exception Contract Clauses submitted by the Vendor will be displayed.

Acme Management Concepts, Inc.
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c) To view the history of clarifications, click on the “view” history link (shown in 3.13 (b)) and the
History of Negotiations will be listed.

d) To respond to a clarification request click on the “Respond” link (shown in 3.13 (b)). The
Request for Clarification Screen will open up. Add your response in the bottom textbox and
click Save to Draft.

Acme Management Concepts, Inc.
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e) On the next screen the Exception Contract Clause submitted by Vendor, the “Status” will
show as “Completed”. Click Submit Response.

f) A success message will be seen.

The Vendor receives confirmation of the submission while the CO is notified that the Vendor has
responded to the request. The “Status” of the Mod changes back to “In Progress” on the My
Modifications page. When approved the “Status” would change to “Approved”.

3.17 eSigning An eMod

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

a) Choose the appropriate action based on whether the Mod or the Package should be viewed
or the Package should be signed.

b) If ready to sign, click Sign Package. This will take you to the Sign Contract page.

Acme Management Concepts, Inc.
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c) Review the Mod by clicking the “Review” link under “Action”.

d) Once the review is complete “check” the box and click Continue (shown in 3.14 (b)). The Sign
eMod page will be displayed as shown below.

e) Click the link “Review and Accept”. Please note the option to reject the eMod at this point is
still available.

Note: The “All documents in the eMod package have been reviewed”
must be selected before you can click continue.

Acme Management Concepts, Inc.

Acme Management Concepts, Inc.
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f) The SF 30 Form will be displayed for review. Click Accept at the bottom of the form (not
shown here).

g) Click the Sign eMod button (step one of two). Still you have the option to reject the eMod
(which rejects the eMod package but not the entire eMod).

Acme Management Concepts, Inc.
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h) Click the Confirm (step two of two).

i) Success message is displayed as shown below.

j) In the Signed Modifications section the status of the eMod will change to “Awaiting CO
esign”. Once the CO signs, the contract package will be available for download.

For more details on the Signature process and downloading the contract package please see IV
eOffer/eMod Signature Process.
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