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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. See | - 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 Contracting Officer (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.

<N eOffer/eMod

Submit Contract Offers and Contract Modifications online.

Welcome to eOffer/eMod

e(ffer’eMod is a tool to submit contract offers and contract modification requests to GSA Federal Acquisition Service online. System A_[I_ZCGSS
If you 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™ below for
details. If you're eligible, please sign in under the "Express Offers (eOffers)” below to see if you can submit your offer electronically. Contract Offers (eOﬁers]

= Prepare and submit e Offer

If you are not eligible for the MAS Express Program at this time, please submit a standard offer by signing in under the "Contract Offers = Continue working on saved eOffer
(eOffers)” below. = Edit submitted eOffer

NEW Effective Movember 1, 2011, the Multiple Award Schedule (MAS) Program will no longer accept Express offers. The MAS Express
Pilot Program is coming to an end. Any offers submitted before or on October 21, 2011 will be reviewed and have an opportunity to go

through the Express evaluation process. NEW
About eOffer Contract Modifications
. . eMods
Learn More About: Customer Assist and Tr g ( )
» e0ffer * User Guides/Training = Prepare and submit modification
» Express Offers = gOffer/eMod User Guide FQCIUQEft )
s cllod » Freguently Asked Questions (FAQ) > Continue working on saved
« Mandatory ellod Pilot « ContactUs madification request
« Diaital Cerfificates « LIAS 520 (FABS) and 599 (TSS) Contractors - Pricing > Edit submitted modification
» Authorized Megotiators pilgt NEW request
« Subcontracting Plan Model Template
-

WAS Schedule Solicitations NEW Notifications
e Site Maintenance Schedule \

Express Offers (eOffers)
= Prepare and submit Express

Before you Begin eOffer
= Continue working on saved
If you are submitting an eOffer: If you are submitting an eMod: Express eOffer
= Edit submitted Express eOffer
1. Have you reviewed the solicitation you want to make an 1. Dovyou already have a digital cerificate® -

offer against? 2. Isyour DUNS number and Contract number available?

Have you passed the "Pathways to Success” training? 3. Are vou an authorized negaotiator on the contract?

Did you get vour DUMNS number? 4. You may now submitthe mod...

Have you registered with CCR and with ORCA?
Have vou applied for a digital cerificate®

Ifyou have done all of the above, enter "eOffer” at the
right.

@0 W
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On the pop-up window choose the co
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rrect certificate (if there is more than one) and click OK.

Choose a digital certificate

Identification

Please choose

": The website wou wank to wiew requests identification,

a certificate,

Mame Issuer
John Doe ORC ACES
'I More Infa,., ] [Eiew Certificate. . l

I K Cancel
S

On the next pop-up window, click OK. This will take you to the Sign In page.

Signing data with your private exchange key

An application iz reguesting access to a Protected item.

CroptoaPl Private Key

QK [ Caticel ][ Details...
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e) Select the appropriate DUNS number using the dropdown or manually enter it in the text box
and click Submit.

Federal Acquisition Service eOffer/eMod

el Submit contract offers and contract modifications online

SIGN IN
Select a previously entered DUNS: | |
Or, enter a DUNS: 123456789 _
DUNS PLUS 4 ¢ I

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.

List of Contracts Available for ACME MANAGEMENT CONCEPTS INC

Select Contract Action
|GSUSFUUU1W w [ Select Contract ‘\]\[ Back To Duns ]

'\

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

MY MODIFICATIONS :: ACME MANAGEMENT CONCEPTS INC

New Modifications

Select Contract Action
GE03F00071WY j Select Cantract |

Saved Modifications
Click on the 1D to view the event log far an Offer
ID Mod Actions Contract Last Update Status Actions

1YChER Cd Selected Mod Actions GS0ZF0001YWY 2009-11-06 14:33:49.426 Complete Edit Mod Delete Mod |

Submitted Modifications

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

D [Mod Actions Contract LLast Update Status ‘Assigned To Actions |
|Mathing found 1o display. |
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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.

Qur records show one or more contracts for this DUNS, for which you may or may not be an authonized negotiator. Please contact the Point of Contact
(POC) of your company to be added as a negotiator. if you are the POC for your company or you do not know who the POC is in your company, please
contact the contracting officer to be added to the list of negotiators, Both, the POC and Contracting Officer will need your name and email address as it

appears on your digital cedificate,

For additional information click here

ROIACY Authorized Negotiator?

Number

GS23F00B6Y |You are not an authorized negotiator on this contract || pame

3.2 Creating an eMod
To create a new Mod:

John
Smith

POC Details

Email

j.smith@amc.com

Contracting Officer Details
[pnone || Hame | Email |Phone
703 ([ John 703
234- Smith | j-smith@amc.com |305

1211 5510

a) Click the dropdown box under New Modifications and select the appropriate contract number

and click the Select Contract button.

MY MODIFICATIONS :: ACME MANAGEMENT CONCEPTS INC

New Modifications

Select Contract

Action

GS03FO0001W =

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

Select Contract |

3

[n} Mod Actions Contract Last Update Status Actions

TYChA T4 Selected Mod Actiohs GS0ZF0001YWY 2009-11-06 14:33:48.426 Complete Edit Mod Delete Mod |

Submitted Modifications

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

o |Mod Actions |cantract Last Update Status ‘Assigned Ta Actions |

|Mothing found to display.
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b) The next screen will list the 8 primary modification types and the sub types within.

‘Select Modification Types |

Primary Types Sub Types

Add Labor Category
£dd Product(s)

Add 5N

Add Service Offerings

Additions

[I contract Administrater/Peint of Contact{POC)

[1 authorized Megotiator

[J Email Address Change

Administrative [JFax change

[ Point of Contacts for Manufacturerz, Dealers, Rezellers, Agents
L Telephene Changs

[1vvebsite Address Chan ge

Cancellation COr

Terminations [ cancel Contract

[ pelete Labor Category
[J pelete Product(s)

[ Delete Service Qfferings
[ pelete 5N

Deletions

O Change of Name Agreement
Legal

[ Hovation Agreement

O Temporary Price Reduction

[ econemic Price Adjustments (EPA) with Commercial Price List (increase)
[1econemic Frice Adjustments (EPA) without Commercial Price List (increase)
[ Permanent Price Reduction (Ba=ed on Most Favered Customer)

[[] ermanent Price Reduction (Industry Partner requested)

| Wage Determinations

Pricing

O Change in geographic coverage (scope)
| Part(z} Number Change

[1Product Descriptive Change

[ service Descriptive Change

Technical

[ &merican Recovery and Reinvestment Act{ARRA)
Ll Create/Manage Clause Exception(z)

[ pizaster Recovery

O e-verify

O Re-representation of Nen-Novated Merger/Acquisition

Terms And Conditions

L Re-representation of Buziness Size

SubmitOnIine‘] [ Cancel

I\
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In the Administrative Mod Types there is an additional Modification (not shown above) which is only
visible under certain conditions as shown below.
O contrad AdministraiocPaint of ContactiPOC)

[ ausmevized Hagotiator
[l email Agdress Changs

Administratve Dlfa Change
[ Poird of Contacts for Manufacharers, Dealers, Resellers, Agents
L] Tetephans Ch . .
o - Note: The Sub-Contracting Plan Mod is only

[ incorporate Sub-Contracting Plan (Subk)

[ website sddress Change - available if the contract requires a

subcontracting plan.

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, which include ‘Add Labor Category’, ‘Add Products’, ‘Add SIN’ and ‘Add Service
Offerings’ as shown in the previous screen).

d) If an Additions Mod already exists you may see the following message

Farthe DUMNS and Contract you entered, a Mod already exists.
Do you wish to edit that Mod?

["r’es][Nn]

e) Choose the appropriate response. A ‘Yes’ will allow you to edit the existing Mod a ‘No’ will
take you back to the My Modifications page

f) The Corporate Information page will be displayed next. Review all the information and click
Save and Continue. For corrections, click the Sign out and Correct Errors in CCR button.
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Corporate Information

[T Additions

Upload Documents

Company Name: Acme Management Concepts, Inc.
Contract Number: GSOTFO0TIW

Add Labor Category
Modification Type: Add Product(s)

Add SN

[ Submit Request

CORPORATE INFORMATION

Complete lIl Incomplete

Is the information correct?
This information is taken directly from Central Contractor Registration (CCR). If any of this information is incorrect, it must be

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

corrected through Central Contractor Registration (CCR). Any changes will be reflected in eOffer in approximately 24 hours.

DUNS Number: 123456789

Type of Organization: Mutually Defined

Common Parent DUNS Number: 605691807

Company Name: ACME MANAGEMENT CONCEPTS INC

Doing Business As (DBA):

‘Yeteran Owned Business
Senvice-Related Disabled Veteran Owned
Business Type: S Corporation

Service Location

Research Institution

Company Address

Street1: 21400 RIDGETOP CIR STE 210
Street2:

City: STERLING

State: VA

Zip/Postal Code: 201666511

Country: UsA

Mailing Address

Company Name: ACME MANAGEMENT CONCEPTS INC
Street: 21400 RIDGETOP CIRCLE SUITE 210
Street2:
City: DULLES
State: VA
Zip/Postal Code: 201666511
Country: USA
[ Sign Out and Comect Errors in CCR ] [ Save andyQntinue ]

W

g) Once you click Save and Continue a message saying “Information Saved” will be displayed.

{:1 your

Gorporate Information

[T Additions

Upload Documents

C Name: Acme Management Concepts, Inc.
Contract Number: GS03F0001WY

Add Lahor Categary
Modification Type: Add Product(=)

Add SIM

[T submit Request

Al complete [T ] incomplete

“r
Note: The menu on

section(s) competed and allows Or, goto any sedld
you to jump to any section

INFORMATION SAVED

The CORPORATE INFORMATION section is Completed.

the left shows the

the left eMod

h) Click the Continue button to move forward with Additions.
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3.3 Additions Modifications

There are 4 Addition sub-types (Add Labor Category, Add Product(s), Add SIN and Add Service
Offerings) as depicted below:

a) Inthe “Actions” column click on the Respond link where the “Status” is incomplete.

Prepare your modification:

Company Name: Acme Management Concepts, Inc.
Corporate Information Contract Number: G835F00220
[T Additions £ ke
Add Labor Category
Upload Documents Modification Type: :ﬂg glr;duct(s)
[T submit Request Add Service Offerings

Bl compiete [1 ] incompiet=:  Respond to Additions

Respond to all of the terms and conditions.
You must respond to all the Additions Modification Sub Types before you can save this section.

Additions

* Required

Template Name Status Actions

* Add Labor Category Incomplete Respond

* Add Product(s) Incomplete Respond

* Add SIN Incomplete Respond

* Add Service Offerings Incomplete Respond .

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

pare your

C Name: Acme Management Concepts, Inc.
Corporate Information Comtract Number: GS03F0001YY
N Add Labor Category
] Addimions Wodification Type: Add Praduct(s)
Upload Documents Add SIM

[ submit Request

IRl compiete [T ] incomplete

Description For Add Labor Category

Contract Begin Date : 2009-11-03

‘Please enter a detailed description of the Modification Reguest.

PLELZE EMTER SOME TEXT TO SUPPORT ¥YOUR MOD REQUEST :I

Back To Additions | Save Descript

c) Inthe “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.
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Prepare your modification:

Company Name: Acme Management Concepts, Inc.

Corporate Information

[T Additions

Upload Documents
[ submit Request

@l complete [T ] incomplete

GS03F0001YY

Add Lahor Categary
Add Product(s)
Add SN

Contract Number:

Modification Type:

Respondto Additions

Respond to all of the terms and conditions.
You must respond to all the  Additions  Modification Sub Types before you can save this section

Additions

* Required

Template Name e 'Status

* Add Lahor Category y Completed
* Add Product(s) . Incomplete
= Add SIN -~ Incomplete

Actions
Edit
Respond
Respond

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

P your

E Name: Acme Management Concepts, Inc.

Corperate Information

[T Addizions

Upload Documents

IIl Submit Request

Complete [T ] Incomplete

GE03F00014Y

Add Labar Categary
Add Producti{s)
Add SIM

Contract Number:
Modification Type:
Description For Add Product(s)

Contract Begin Date : 2009-11-03
‘Please entet a detailed description of the Modification Reguest.

FLEASE ENTER SOME TEXT TO SUPPORT YOUR MOD REQUEST

Back To Additions |

Save Descripty

A Special ltem 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.
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e) Then select the SIN you want to add to your contract using the drop down. Click Add SIN

Details.
pare your ification: [ Name: A
d cme Management Concepts, Inc.
Corporate Information Contract Number: GS03F0001YY
~ Add Labar Category
EE] Agditons Modification Type: Add Product(s)
Upload Documents Add SiM

[ submit Request ADD SIN(s)
A complete 1] tncomplete You must add at least one SIN. You can add multiple SINs but one at a time.

Select SN Action

21913 'I o Add SIN Details
Your SIN(s) \

Mame Description V\>|Actic|n5
Mo information entered in this section

Save Information

f)  Onthe next screen enter the ‘Scope’ and answer the question relating to ‘State and Local’
then click Add This SIN. Note that multiple SINs may be added prior to submitting the Mod.

Prepare your modification:
pare y Company Name: Acme Management Concepts, Inc.
Corproate Information Contract Number: GSO7FO079W
- Add Labor Category

(2] Additions Modification Type: Add Product(s)

Upload Documents Add SIN

[T submit Request ADD SIN (SPECIAL ITEM NUMBER) DETAILS
* Required

] e
SIN Type: RADD1
SIN Title: rot available
*Scope

What is the Scope for this SIN? | Worldwide v

State And Local
Do you want to offer this SIM for State and Local Services?

O ¥Yes ®No

Add This SIM
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Note: If you have a non set-aside contract and
you try to add a SIN that is a set-aside the
following message will appear. A similar
warning and Confirmation message will be

You are trying to add a set-aside SIN to a non set-aside contract seen Wh_en anon Set'aSide SIN iS added tO
a set-aside contract and a new non set-
ADD SIN (SPECIALTTEM NUMBER) DETAILS aside contract will be generated.
* Required
SIN Type 1328
SIN Title Purchase Of Equipment - SUBJECT TO COOPERATIVE PURCHASING
* Scope What is the Scope for this sIN? | Worldwide b
. . Do you want to offer this SIM for State and Local Services?
State And Local: O ves @ No

g) Enter the Scope and respond to the ‘State And Local’ question, then click Add This SIN

h) A Confirmation message will appear as shown below.

Confirmation for adding Set Aside SIN to NON Set Aside Contract

G3A does not support set-aside and non set-aside SIMNs on the same contract. You are trying to add a set-aside SIM to a non set-aside contract.

Ifyou already have set-aside contract with GSA on this schedule, please submit the modification under that contract;
Otherwise, a new contract number will be generated and assigned to you if the modification is awarded.

If you have any questions, please contact your Contracting Official before proceeding

i) Click ‘Yes’ if you agree to the generation of a new contract which will be a set-aside contract.
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j) Add additional SINs or click Save and Continue to move on.

Company Name: Acme Management Concepts, Inc.

Contract Number: G535F0022U

Dz VEXZTYKL

Modification Type: Add SIN

ADD SIN(s)

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

Select SIN Action

| 132 32-Term Software License - SUBJECT TO COOPERATIVE PURCHASING V| [ Add SIM Details

Your SIN(s)

Name Description Actions
13232 Term Software License - SUBJECT TO COOPERATIVE PURCHASING Edit| Delste
1328 Purchase Of Equipment - SUBJECT TO COOPERATIVE PURCHASING Edit | Delete

[ Save and Ccnntinuek ]

k) To Add Service Offerings click on the Respond link in the “Actions” column as below.

Prepare your modification:

Corporate Information
[ Additions

Upload Documents

|I| Submit Request

Al complete [T | incomplete

Company Name: Acme Management Concepts, Inc.
Contract Number: GS35F00220
1D: VWACEATZ
Add Labor Category
g Add Product(s)
IR Add SIN
Add Service Offerings
Respond to Additions

Respond to all of the terms and conditions.
You must respond to all the Additions Moedification Sub Types before you can save this section.

Additions

* Required

Page 15 of 70
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I) Enter the description for the Add Service Offerings and then click Save Description.

Prepare your modification: e

pany Name: Acme Management Concepts, Inc.
Corporate Information Contract Number: G835F00220
[ Additions L8 e
Add Labor Category
Upload Documents Modification Type: Add Product(s)
: Add SIM
[[T7] submit Request Add Senvice Offerings

IRl complete [T ] incomplete

Description For Add Service Offerings

Contract Begin Date : 2008-08-15

*Please enter a detailed description of the Modification Request.

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

Continue.
our modi
pare y Company Name: Acme Management Concepts, Inc.
Corporate Information Contract NHumber: GS35F00220
Additions ID: VW4G547Z
Add Labor Category
Upload Documents Modification Type: :gg glr;dud(s)
[CE] submit Request Add Senvice Offerings

@l compiete [1 ] ncomplete  Respond to Additions

Respond to all of the terms and conditions.
You must respond to all the Additions Modification Sub Types before you can save this section.

Additions

* Required

Template Name Status Actions

* Add Labar Category Completed Edit

= Add Product(s) Completed Edit

* Add SIN Completed Edit | Delete
* Add Service Offerings Completed Edit

[ Save And Continue ]

[)  On the Information Saved screen click Continue and the application will proceed to the nextm
Mod. If not it will proceed to the Upload Documents section. To Upload Documents and
submit your eMod see 3.12 Uploading Documents & Submitting eMod

INFORMATION SAVED
The ADDTIONS =ection iz Campleted

Contirue

O, g ko ary section oy
the left eMod menu
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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 available if the Contract requires a subcontracting plan.

[¥] Contract Administrater/Paint of ContactPOC)

[¥] Authorized Neqgotiator

[#] Email Address Change

[¥]Fax Change

Point of Contacts for Manufacturers, Dealers, Resellers, Agents
Telephone Change

| Incorporate Sub-Contracting Plan (Subk)

[¥] Website Address Change

Administrative

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).

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

Prepare your modification:

Company Name: Acme Management Concepts, Inc.
Corproate Information Contract Number: GS07F007IW
o i Contract Administrator/Point of Contact{POC)
Administrative Authorized Megotiator
Upload Documents _ Email Address Change
Modification Type: Fax Change
[T Submit Request Manufactures, Dealers, Resellers, Agents
Telephone Change
Complete [T | Incomplete Website Address Change

Respond to Administrative

Respond to all of the terms and conditions.
You must respond to all the Administrative Modification Sub Types before you can save this section.

Administrative

* Required

[Temniate K=~ Status Actions

[* Contract Administrator/Point of Contact(POC) Incomplete Respon
L e — o Completed Edit

* Email Address Change Incomplete Respond

* Fax Change Incomplete Respond R
* Manufactures, Dealers, Resellers, Agents Incomplete Respond

* Telephone Change Incomplete Respond
*Website Address Change Incomplete Respond

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.
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Corproate Information

Administrative

Upload Documents

[T submit Request

Bl comprete [ 1] tncomplete

C Hame: Acme Management Concepts, Inc.
Contract Humber: GS0TFO0TIW

Contract Administrator/Point of Contact(POC)
Authorized Negotiator
Email Address Change
Modification Type: Fax Change
Manufactures, Dealers, Resellers, Agents
Telephone Change
\Website Address Change

Administrative

Basic Contract Details Subcontracting Plan

Point Of Contact [ John Smith J Email | j.smith@amc.com Plan: |B
T-tonhone: [703-896-523R URL Change: | http://www.amc.com Type: |N/A
PO Fax Mo |?U3-805—1111 Contract Date |YYYY—MM—DD Expiration Date

Your Negotiator(s) Details

Who will negotiate your Modification?

You can add multiple negotiators. A minimum of one negotiator must have signature authority. Negotiators without signature authority may
prepare an eMod but only negotiators with signature authority may submit the Med and sign the Contract Modification.

Name: Email: Action:
John Smith Authorized to sign Wiew
Andy Garcia Authorized to sign iew
Julie Andrews Authorized to sign iew

[ Back To Administrative ] Save This Information

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.

Respond to Administrative

Respond to all of the terms and conditions.
You must respond to all the Administrative Modification Sub Types before you can save this section.

Administrative

* Required

Template Name Status ‘Artions

* Contract Administrator/Point of Contact{(POC) |Comp|eted Edit

* Authorized Megotiator |Comp|eted Edit N
* Email Address Change Incomprete He?ﬁh

* Fax Change Incomplete Respo\ﬁ)

* Manufactures, Dealers, Resellers, Agents Incomplete Respond

*Telephone Change Incomplete Respond

*Website Address Change Incomplete Respond

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

Basic Contract Details Subcontracting Plan

Point Of Contact: | John Smith Email: | j.smith@ame.com Plan: |B
Telephone: |T03—898—5235 URL Change: | http://www.amc.com Type: |NJA
PO Fax Mo: |i"[]3-805-1112 Contract Date: |YYYY—MM-DD Expiration Date:

Your Negotiator(s) Details

Who will negotiate your Modification?

You can add multiple negotiators. A minimum of one negotiator must have signature authority. Megotiators without signature authority may
prepare an eMod but only negotiators with signature authority may submit the Mod and sign the Contract Modification.

Name: Email: Action:

John Smith Authorized to sign Edit | Delete
"“Andy Garcia Autharized to sign Edit | Delete
Julie Andrews Authorized to sign Edit | Delete

’ Add New Negotiator

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.

Add Negotiator(s)
You can add multiple negotiators.
Megotiators name and email should be exactly the same as in the digital cerificate of that user.

*Required

“Name: Debbie Delano
“Title: |Manager Contracts
*“Phone:

I US (OOGXX00): 703 6052545 |

If International (free form text): | |

*Email: |dde|ann@gmai|.cum
Fax:

If US (XOXX-XXH-XKX), |
If International (free form text):

Role: | MNegotiator - Authorized to sign V|

[ Back To Administrative ] [ Add This Megotiator !

N

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.
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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)

Administrative

* Required

Template Name Status Actions
* Contract Administrator/Point of Contact{POC) Incomplete Respond
* Authorized Megotiator Completed Edit

* Email Address Change Incomplete Respond
*Fax Change Incamplete Respond
* Point of Contacts for Manufacturers, Dealers, Resellers, Agents Incomplete Respor

* Telephane Change Incomplete Respon
*Website Address Change Incamplete Respon

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”

Description For Point of Contacts for Manufacturers, Dealers, Resellers, Agents
Contract Begin Date : 2008-08-15

Please enter a detailed description of the Modification Request.

H/R

[ Back To Administrative ] [ Save Description ]

I) 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.
Respondto Administrative
Respond to all ofthe terms and conditions.

You must respond to all the Administrative  Maodification Sub Types hefore you can save this section.

Administrative

* Required

Template Mame /[ |Status Actions
* Contract AdministratorPoint of Contact{POC) / completed Edit

* Authorized Megotiator completed Edit

* Email Address Change | Completed | Edit

* Fax Change | Completed | Edit
*manufactures, Dealers, Resellers, Agents " completed _- Edit
*Telephone Change Completed Edit
*Website Address Change Completed_ 4 Edit

Save And\Qontinue |

W

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

INFORMATION SAVED

The ADMINISTRATIVE section is Completed.

Continue

Or, go to any section b
the left eMod menu.

0) 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.

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

ID Mod Actions Contract  |Last Update Status Assigned To  Actions

WIMEM2V5E |Selected Mod Actions |GS07F0079VW|2010-03-20 14:20:00.196 [Withdrawn Ricky Lake

BLUMXHYT7 |Selected Mod Actions |GSO7FO079W|2010-04-01 13:58:11.983 |Actions Pending| Jay Beam [ Edit Mod | [ Withdraw Mod |
XPTOKLYY |Selected Mod Actions (GSOTFO079VY|2010-04-01 16:01:08.47 |In Progress Jackie June [ Edit Mod | [ Withdraw Mod |

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

D Mod Actions Contract  Last Update Status Assigned To | Actions
WMEM2VSB |Selected Mod Actions (GSO7FO079W|2010-03-30 14:20:00.196 |Withdrawn Ricky Lake
BLUXHYT? |Selected Mod Actions (GS07F0D79W|2010-04-01 13:58:11.983 Acfins Pending| Jay Beam | [ Edit Mod | [ Withdraw Mod

WPTOKLOY |Selected Mod Actions |GSO7FO0TOW[2010-04-01 16:01:08 &7 |Approved Jackie Jone

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

fss online@gsa.gov
GSA 045052010 02:11 P

To | J.Andrews@amc.com
cc |

Subject |Nullflcatlun for Rak Contract Mod AwWARDED: <Contract #GS07F0078W>

This is to notify you that the Rapid Action Modification (RAM) Contract Modification eModId XPTOKLSV, Contract: G307F007SW  has keen
amarded to the contract. Attached you will find a copy of the SF-30.

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

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.

Federal Acquisition Service eOffer/eMod

A Submit contract offers and confract modifications online

MY MODIFICATIONS :: Acme Management Concepts, Inc.

It has been determined that the following contracts require a Sub-Contracting plan: GS07F0015X Please complete and submit the Incorporate Sub-Contracting Plan (SubK) mod type.
New Modificaus..

Select Contract rALuun

Saved Medifications
Click on the ID to view the event log for a Contract Modification

ID Mod Actions Confract Last Update Status Actions
Nothing found to display.

Submitted Medifications

Click on the 1D to view the event log for a Contract Modification

ID Mod Actions Contract Last Update Status Assigned To Actions
Mothing found to display.

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

It has been determined thatthis contract requires a Sub-Contracting plan. Please complete and submit the Incorporate Sub-Contracting
Flan (Subk) mod type.

Select Modification Types

Primary Types Sub Types

] add Labor Category
Additions [ Add Product(s)
(1 Add sIN

] contract Administrator/P oint of Contact{(POC)

[ Autharized Megotiator

[C1Email Address Change

[JFax Change

[]Point of Contacts for Manufacturers, Dealers, Resellers, Agents
DTeIephone Change

Incorporate Sub-Contracting Plan (Subk)

[Clwebsite Address Change

Administrative

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.

Prepare your modification:

Company Name: Acme Management Concepts, Inc.
Ll Corporate Information Contract Number: GS0TFO015X
p
Administrative Modification Type: Incorporate Sub-Contracting Plan (Subk)
[Tl upload Documents Administrative
[T submit Request Subcontracting Plan

Contract End Date: 2015-11-10
Type: | Individual v

Il complete [T ] incomplete

Expiration Date: | June w2012 v

Save & Continue

e) On the Information Saved message. Click Continue.

INFORMATION SAVED
The ADMINISTRATIVE section is Completed.

Continue

J

Or, go to any section by Mzing
the left eMod menu.
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submitting this modification. Download the Subcontracting Plan Template by clicking the link

provided.

UPLOAD DOCUMENTS

Attach supporting documents to this eMod

Upload all documents associated with your eMod.

Flease do not upload the Microsoft Excel files with more than one print area.
Only files of size less than or equal to 100.0 MB can be uploaded.

Documents

* Required

Type MName Status Actions
* Subcontracting Correspondence .

View/Download Subcontracting Flan Template Not Uploaded Upload
Vendor Defined K Mot Uploaded Upload

WS

[ Save and Continue ]

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

later.

Do you want to open or save this file?

@ _,j Mame: SubkPlan_Model_Template.doc

Type: Microsoft Office Word 97 - 2003 Document, 167KE
From: eoffer-testz fas.gsa.gov

Open ] [ Save ] [ Cancel

Always azk before opening this type of file

l--" While files from the Internet can be useful, zome files can potentially

' arm your computer. [f pou da nat tust the source, do not open or
h ter. If do not trust th do not

= save this file. What's the risk?

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.

Page 24 of 70



GSA

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

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).

Select Modification Types

Primary Types Sub Types
[]4dd Lakor Category
Additions [JAdd Product(s)
[Jadd 51N

[] Contract Administrator/Point of Contact(FOC)
[J Authorized Megotiator
[C1Email Address Change
Administrative [JFax change
[1Point of Contacts for Manufacturers, Dealers, Resellers, Agents
[JTelephone Change
[Jwebsite Address Change

: — ” Note: The ‘Cancel Contract’ cannot be
CancellationorTerminations | [] Cancel Contract combined with any ol rEr el
sub type.

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.

Description For Cancel Contract

Contract Begin Date - 2008-08-15
Instructions:

Using the text box below, enter a reason for canceling your contract. The cancellation will take effect thirty (30) calendar days after your contracting
officer has processed the modification. You will be notified by e-mail at that time. Submitting this modification will cancel vour contract effective 20
days after the modification is approved by your contracting officer. You may rescind this cancellation at any time during the 30 days. After the 30 days,
your contract will be cancelled and you will be unable to rescind this cancellation.

*Please enter a detailed description of the Modification Request

We need to cancel the Contract (GS12F34560) ...

[ Save And Continue
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e) The Information Saved message will appear indicating that the “Cancellation or

Terminations” section is complete. Click Continue.

INFORMATION SAVED

The CANCELLATIONORTERMINATIONS section is Completed.

(ool

Or, go to any section FM\sing
the left eMod menu.

f)  This will bring up the Upload Documents page. For instructions to upload documents and
submit the eMod see 3.12 Uploading Documents & Submitting eMod.
g) Once the “Cancel Contract” mod is approved it can be rescinded within 30 days.

Signed Modifications
Click on the 1D to view the event log for a Contract Modification

Download SF30 |

View Package ]

Download SF30 |

Download SF30 |

Download SF30 |

D Mod Actions Contract  |Last Update Status Assigned To Actions
r-,1c4o'.“.r34'.“.rmw GSOTFO0TOW|2010-06-08 11:09:24.956/Completed | Jackie June [ ViewMod |
NITPEKNU fe'.e'jw GSO7FO07OW|2010-04-08 14:59:22 25 |AWalting CO [ ViewMod | |
Actions esign

R4BRPUFH mﬂ GSOTFO0TOW|2010-04-00 13:58:07.626/Completed | Jackie June [ ViewMod |
RQ7RLESN mﬂ GS07FO0TIW|2010-05-04 14:03:40.68 [Completed | Jackie June [ ViewMod | |
XPTOKLOY mﬂ GS07F0079W|2010-04-01 16:01:08.47 |Completed | Jackie June [ ViewMod | |
BAFAHAFW mﬂ GSO7FO0TOW|2011-05-12 11:35:03.206(Completed | Jackie June M

Rescind Mod | View Mod | [ Downkiad SF30 |

h)
mod will be rescinded

CONFIRM RESCIND

To rescind the “Cancel Contract” click the Rescind Mod button and confirm the action. The

Are you sure you want to rescind the Cancel Contract Modification?

[ YES | [ nO |

i)

GSA Initiated Modifications
Click on the ID to view the event log for a Contract Modification
D Mod Actions Coniract

P25CWA1SI Temnaral Fxtensinn GS07FO104X

Cancelled or Closed Modifications are shown on the homepage.

Last Update
2011-09-26 05:01:19.59

Status
Completed

Assigned To
Uma Rudraraju

Cancelled/Closed Modifications
Click on the ID to view the event log for a Contract Modification

L] WMod Actinna Contract Last Update
TJ7DXPE9 |Add Labor Category GE07F0104X 2011-10-24 11:16:46.596
BDAANS7TT Fax Change GS07F0104X 2011-09-26 05:01:40.516
DEIXFS73 Add Product(s) GEO07F0104X 2011-10-24 11:30:02.66
G3F508FF Add SIN GSO07F0104X 2011-10-24 10:50:15.51
TEWEIKEN o rm—— Py Ane+ an nm e A e nan
KNP

Cancelled/Closed Modifications section.
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3.7 Deletion Modifications
In the Deletion Modifications there are 4 Sub Types as shown in the screen shot below.

'Select Modification Types

Primary Types

Sub Types

Additions

[ ~dd Laber Category
[ add Product(s)

O sgd siv

[ add Service Offerings

Administrative

[ contract AdministratoriPoint of Contact{PQC)

[ Autherized MNegotiator

[ Email Address Change

[IFax Change

[ Point of Contacts for Wanufacturers, Dealers, Rezellers, Agentz
DTEIEDhI:II‘IB Change

Clwebsite Address Change

Cancellation Qr
Terminations

Deletions

Legal

[ cancel Contract

Delete Labor Category
Delete Product(s)

Delete Service Offerings
Delste SIN

L Change of Name Agreement

O novation Agreement

Pricing

| Temporary Price Reduction

[ Ecenomic Price Adjustments (EPA) with Commercial Price List (increase)
] Ecenomic Price Adjustments (EPA) without Commercial Price List (increase)
[ permanent Price Reduction (Based on Most Favored Customer)

I Permanent Price Reduction (Industry Partner requested)

Owa ge Determinations

Technical

4 Change in gecgraphic coverage (scope)
| Part(z} Number Change

[ Product Descriptive Change

[ service Descriptive Change

Terms And Conditions

[ american Recovery and Reinvesztment Act(ARRA)
| Create/Manage Clause Exception(s)

[ pizaster Recovery

CIE-erify

| Re-representation of Non-Novated Merger/Acquisition
L4 Re-reprezentation of Buzinezs Size

[
8

[ Submit Online Cancel

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.
SRR your MacHeoR: G Hame: Acme Management Concepts, Inc.
Corporate Information Contract Humber: GSOTEOOTEW
) Delete Labor Category
D
) Deledons .| Medification Type: Delete Products)
Upload Documents Delete SIN

T sutmt Roquent CORPORATE INFORMATION

Is the information correct?

Complete ED Incomplete  This information istaken directly from Central Contractor Registration [CCR). If any of this information is incamrect, itmust be
comected through Centra| Contractor Registration {CCR). Any changes will be reflected in eCffer in approximately 24 hours.

DUMNS Number. 123456789

Type of Qrganization: Mutually Defined

Commaon ParentDUNS Mumber 68056891807

Company Name: ACME MANAGEMENT CONCEPTS INC

Doing Business As (DBA)

Veteran Owned Business

Service-Related Disabled Veteran Owned
Business Type: S Corporation

Service Location

Research Institution

Company Address

Street?: 21400 RIDGETOP CIR STE 210
Street2:

City: STERLING

State: VA

Zip/Postal Code: 2016866511

Country: UsA

Mailing Address

Company Name: ACME MANAGEMENT CONCEPTS INC

Street1: 21400 RIDGETOF CIRCLE SUITE210

Street2:

City: DULLES

State: VA

Zip/Postal Code: 2016888511

Country: UsA

[ Sign Out and Correct Errers in CCR ] [ Save and Continue R ]

W

¢) On the Information Saved screen click Continue.

INFORMATION SAVED

The CORPORATE INFORMATION section is Completed.

(o

Or, go to any section by using
the left eMod menu.
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d) To delete a labor category click on the Respond link under the “Actions” on the Delete Labor

Category line.

Respond to Deletions

Respond to all ofthe terms and conditions.
You mustrespond to all the Deletions Modification Sub Types before you can save this section.

Deletions

* Required

Template Name Status Actions

* Delete Labor Category Incomplete Respaond

* Delete Product(s) Incomplete Respond

* Delete Service Offerings Incomplete Respand

* Delete SIN Incomplete Respaond
e) In the text box that appears, enter a detailed description of the modification request and

f)

g)
h)

click Save Description.

Description For Delete Labor Category

Caontract Begin Date : 2009-11-03

'Please enter a detailed description of the Madification Reguest.

Back To Deletions |

Save Descriptign

To delete the Product(s) repeat steps (d) and (e) described above.
To delete the Service Offerings again repeat steps (d) and (e) described above

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. Note the termination date should be greater than the
current date.
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DELETE SIN(s)
You must delete at least one SIN.

SN Title Contral Mumber | Index Mo Termination Date

Arction
Television Cameras, Color or L
583 Maonochrome, Including Spare and | 200930710754 |Decemher j|28 leDDQ j ¥
Repair Parts & Accessaries
Television for Hospital, Hotel, Motel lﬁ — ko -
2194 (EFFECTIVE 411103 2008307107455 (1] IDD_ h A l r

Save InformationSd

i) The summary of Deletions completed will appear as shown below. Click Save and Continue.

Respond to Deletions

Respond to all of the terms and conditions.
You must respond to all the Deletions Modification Sub Types hefore you can save this section.

Deletions

* Required

Template Name Status

* Delete Labar Category Completed
* Delete Product(s) Completed
* Delete Service Offerings Completed
* Delete SIN Completed

Actions

Edit

Edit

Edit

Edit | Delete

[

Save And Continye

j)  The Information Saved message will be displayed (not shown here). Click Continue.

k) This will bring up the Upload Documents page. For instructions to upload documents and

submit your eMod 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, follow these steps:

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

Change of Mame Agreement

Legal
[ Movation Agreement

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”.

Description For Change of Name Agreement

Contract Begin Date : 2010-03-25
Instructions:
If only a change of the contractor's name is invelved and the Government's and contractor's rights and ohligations remain unaffected, the parties

shall execute an agreement to reflect the name change. The contractor shall forward to the responsible contracting officer three signed copies of the
Change-of-Mame Agreement, and one copy each of the following:

1. The document effecting the name change, authenticated by a proper official of the State having jurisdiction.

2. The opinion ofthe contractor's legal counsel stating that the change of name was properly effected under applicable law and showing the
effective date.

3. Alist of all affected contracts and purchase orders remaining unsettled between the contractor and the Government, showing for each the
contract number and type, and name and address of the contracting office. The contracting officer may request the total dollarvalue as
amended and the remaining unpaid balance for each contract.

To upload documents, click here

Flease enter a detailed description of the Modification Request.

N/R

Save And Continue

d) Click Save and Continue.
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INFORMATION SAVED

The LEGAL section is Completed.

KT

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

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.

UPLOAD DOCUMENTS

Attach supporting documents to this eMod

Upload all documents associated with your eMod.

Flease do not upload the Microsoft Excel files with more than one print area.
Only files of size less than or equal to 100.0 MB can be uploaded.

Documents

Documents

*Required

D’ype Name Status Actions
* Affected contracts andfar orders Mot Uploaded Upload

* Amended Total Dollar Value - Change of Mame Mot Uploaded Upload

* Change of name FAR requirements Mot Uploaded Upload

* Document of name change authenticated by State Mot Uploaded Upload

* Legal opinian - change of name Mot Uploaded Upload

Vendorwens ™ Mot Uploaded Upload

[ Save and Continue ]

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

To do a “Novation Agreement” modification, 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).

O Change of Mame Agreement

Legal
[¥] Movation Agreement

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).

¢) 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.

MNovations

Do you have contracts with any other federal agency or agencies? O ves ONo

d) Here is an example of one particular scenario

Novations

Do you have contracts with any other federal agency or agencies? ®ves ONo
Have you novated with any other federal agency? OYes @ No

Do you have multiple GSA Contracts? ® Yes O No

Is this the first contract that you are novating with GSA? ®ves O No

[ Save and Continue

e) Click Save and Continue.
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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.

Description For Novation Agreement

C

ontract Begin Date : 2010-03-25

Instructions: Per FAR Part 4212, in order to perform a Movation or name change, requires that the following documents be uploaded.

A copy ofthe Novation form found here, filled out as instructed: hitps/fAwww.acquisition. govifaricurrenthtml/Subpan%2042_12 htmi#wp 1084217
Cerlificate confirming the change, signed by the state of incorporations’ secretary of state.

Evidence ofthe transfer (ex. bill of sale, certificate of merger, contract, deed, agreement or court decree.. .}

Cerified copy of each party's board of directors authorizing the transfer of assets.

Certified copy of the minutes of each corporate party’s stakeholder meeting necessary to prove transfer of assets.

Authenticated copy of the transferee’s cerificate of incorporation if a corporation was founded to receive the assets.

Balance sheets of the transferor and transferee as of the dates immediately before the transfer of assets, and audited by independent
accountants.

Evidence that any security clearance requirements have been met.
The consent of sureties on all contracts listed under paragraph E2 if bonds are required or statement from the transferor that none are required.

The cpinion of legal counsel for the transferor and transferee stating that the transfer was properly effected under applicable law and the effective
date of transfer.

To upload documents, click here

Flease enter a detailed description of the Modification Request.

N/R

g
h)

Back To Legal Save Description k]

Once done with the description click Save Description

Click Continue on the Information Saved screen which indicates that the Legal section is
complete.

INFORMATION SAVED

The LEGAL section is Completed.

Continue

Cr, goto any section @Yusing
the left eMod menu.
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i) Upload the required documents

Documents

* Required

Type Name Status Actions
* Balance sheets Mot Uploaded Upload
Cerlificate of Incorporation Mot Uploaded Upload
* Consent of sureties Mot Uploaded Upload
* Evidence of security clearance(s) Mot Uploaded Upload
* Evidence of fransfer Mot Uploaded Upload
* Legal opinion - novation Mot Uploaded Upload
*Name Change Agreement Mot Uploaded Upload
SF 30 Mot Uploaded Upload
* Stakeholder meeting minutes Mot Uploaded Upload
vendor Defined Mot Uploaded Upload

[ Save and Continue ]

j)  Forinstructions to upload documents and submit the eMod, 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.

DTemporanr Price Reduction

[]Economic Price Adjustments (EPA) with Commercial Price List (increase)
] Economic Price Adjustments (EPA) without Commercial Price List (increase)
[]Permanent Price Reduction (Based on Most Favared Customer)

(] Permanent Price Reduction (Industry Partner requested)

[Jwwage Determinations

Pricing

The following rules apply to the pricing modifications;

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

e 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).

e 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 above-mentioned rules are violated the following error message will be displayed.

You must select only ONE of these following

+ Permanent Price Reduction (Based on Most Favored Customer)
s Permanent Price Reduction (Industry Partner requested)

+ Temporary Price Reduction

Error:

You must select only OME of these following

# Economic Price Adjustments (EPA) with Commercial Price List {increase)

Error: « Economic Price Adjustments (EPA) without Commercial Price List (increase)
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Select the Sub Type(s) needed by checking the box and click Submit Online. The following ()
have been chosen for demonstration purposes.
Ol Temporary Price Reduction
Economic Price Adjustments (EPA) with Commercial Price List (increase)
Pricing ] Economic Price Adjustments (EPA) without Commercial Price List (increase)
FPermanent Price Reduction (Based on Most Favored Customer)
[IPermanent Price Reduction {Industry Partnefrequested)
Wage Determinations
L Change in geographic coverage (scope)
S CIPart(s) Mumber Change

ClProduct Descriptive Change
[Jsemvice Descriptive Change

[l American Recovery and Reinvestrnent Act{ARRA)

[] Create/Manage Clause Exception(s)
DDisasterRecwew

O e-verify

O Re-representation of Mon-Movated Merger/Acquisition
[ Re-representation of Business Size

Terms And Conditions

[ Submit Online [ Cancel

b) The Corporate Information screen will appear (not shown here). If all the information is correct

c)

click Save and Continue. Click Continue on the Information Saved screen (not shown here).

On the Respond to Pricing page click the Respond links under the “Actions” column to respond
to all the Pricing Modifications Sub Types.

Respond to Pricing

Respond to all ofthe terms and conditions.
You must respond to all the Pricing Modification Sub Types before you can save this section.

Pricing
* Required
Template Name Status Actions
_Eu:o_nomlc: Frice Adjustments (EPA) with Commercial Price Incomplete Respon
List (increase) .
" - -
Permanent Price Reduction (Based on Most Favared Incomplete Respond
Customer) A
*Wage Determinations Incomplete Respond
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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.

Description For Economic Price Adjustments (EPA) with Commercial Price List (increase)

Contract Begin Date : 2010-03-25

Date of Last

EPA April v 01 v | 2010 ¥
Completed:

*Please enter a detailed description of the Modification Request.

This is a test.

[ Back To Pricing ] l

Save Description

e) The application will return 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.

Respond to Pricing
Respond to all of the terms and conditions.
You must respond to all the Pricing Modification Sub Types before you can save this section.

Pricing

* Required

Template Name Status Actions
lEco_nr.Jmm Price Adjustments (EPA) with Commercial Pricy Completed Edit

List (increase)
Permanent Price Reduction (Based on Most Favored Incamplete Respond

Customer)

*Wage Determinations Incomplete Respond

f) Respond to the “Permanent Price Reduction (based on Most Favored Customer)” by following
steps (c) and (d).

Page 38 of 70



GSA

g

h)

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

Continue to the Description for Wage Determinations and enter the description in the text box
and click Save Description.

Description For Wage Determinations

Contract Begin Date : 2010-03-25

*Please enter a detailed description of the Modification Request.

This i=s a tesrt.

Back To Pricing

Save Description

Once all the Pricing Modifications are complete the status on each will show as Completed as
shown below. Click Save and Continue.

Respond to Pricing
Respond to all of the terms and conditions.
You must respond to all the Pricing Modification Sub Types befare you can save this section.

Pricing
* Required
Template Name Status Actions
" P - - o il

lEc:o_nomm Price Adjustments (EPA) with Commercial T rice Completed Edit
List {increase)

Permanent Price Reduction (Based on Mast Favored Completed Edit
Customer)
*Wage Determinations Completed Edit

Save And Continue
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i) Click on Continue on the Information Saved screen indicating that the Pricing section is
completed.

INFORMATION SAVED

The PRICING section is Completed.

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

j)  The Upload Documents screen will be displayed. For instructions to upload documents and
submit the eMod, see 3.12 Uploading Documents & Submitting eMod.
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3.10 Technical Modifications
In the Technical Modifications there are 4 Sub Types.

"

Change in geographic coverage (scope)
F'art[s}-NumberChange

Product Descriptive Change

Senvice Descriptive Change

Technical

[ 1american Recovery and Reinvestment Act{ARRA)

O Create/Manage Clause Exception(s)

[]Disaster Recovery

O E-verify

O Re-representation of Non-Movated MergerfAcquisition
[ Re-representation of Business Size

Terms And Conditions

[ Submit Online [ Cancel

a) Select the needed modification subtype(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).

¢) Onthe Respond to Technical screen click on the Respond link(s) under the “Actions” column.

Respond to Technical

Respond to all of the terms and conditions.
You must respond to all the Technical Modification Sub Types before you can save this section.

Technical

* Required

Template Name Status Actions

* Change in geographic coverage (scope) Incomplete R'esp-:un_d

* Part(s) Number Change Incomplete Resp-:m%
* Product Descriptive Change Incomplete F.'esp-)nd_ Y\

* Senvice Descriptive Change Incomplete Respond
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d) On the next screen, enter the description of the Modification Request and click Save
Description.

Description For Change in geographic coverage (scope)

Contract Begin Date : 2010-03-25
*Please enter a detailed description of the Modification Request.

This is a test.

Back To Technical 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.

Respond to Technical

Respond to all of the terms and conditions.
You must respond to all the Technical Modification Sub Types before you can save this section.

Technical

* Required

Template Name " |status Actions

* Change in geographic coverage (scope) 4 Completed Edit

* Part(s) Mumber Change Incomplete Respond )
* Product Descriptive Change N Incomplete Respond 4

* Service Descriptive Change _Incomplete Respond

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 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.

Note: The “Re-representation of Non-

[¥] American Recovery and Reinvestment ACtARRA C ey
v ( ) Novated Merger/Acquisition

Create/Manage Clause Exception(s)

r the “Re-representation of
. [¥] Disaster Recovery \ 0 t.e € .ep,,ese RN @
Terms And Conditions . . Business Size” cannot be
[JE-verit n combined with any other mod
DRe—representation of Mon-Movated MergeriAcquisition bt y
DRe-representation of Business Size LY les
[ Submit Online [ Cancel ]

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).

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

Respond to Terms And Conditions

Respond to all of the terms and conditions.
You must respond to all the Terms And Conditions Modification Sub Types before you can save this section.

Terms And Conditions

* Required

Template Name Status Actions

* American Recovery and Reinvestment ActiARRA) Incomplete Respond
* Create/Manage Clause Exception(s) Incomplete Respaond

* Disaster Recovery Incomplete Respnnd_
* E-Verify Incomplete Respond
d) If you click on the Respond link corresponding to ARRA the following screen will be displayed.

Respond to American Recovery And Reinvestment Act 2009

Do you accept all the clauses as mentioned in the *American Recovery and Reinvestment Act as of 2009 (ARRA)?

@ Yes O No

[ Back To TermsandConditions ] [ Save This Information

e) Select your response Yes or No and click Save This Information.
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f) The application will revert 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.

Respond to Terms And Conditions

Respond to all of the terms and conditions.
You must respond to all the Terms And Conditions Modification Sub Types hefore you can save this section.

Terms And Conditions

* Required

Template Name [Status Actions

* American Recovery and Reinvestment Act{ARRA) |Comp|eted Edit

* Create/Manage Clause Exception(s) Incomplete Respond
* Disaster Recovery Incomplete Respond
* E-Verify Incomplete Respond

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.

Approved List of contract clauses for which exceptions are taken

Clause Number Title Action
522021 DEFINITIONS (JUL 2004} Drop
52 203-3 GRATUITIES (AFR 1984) Drop “
52 204-4 FPRIMTED OR COPIED DOUBLE-SIDED OM RECYCLED PAPER (JULY 2008) Drop \A\§
[ Back to Terms and Conditions ]
Available list of contract clauses for taking exception(s) [ Select Regulation(s) ]
Select Clause Number Title Action
] 52.203-13 COMNTRACTOR CODE OF BUSINESS ETHICS AND COMDUCT (DEC 2008)
[ 52 20315 WHISTLEBLOWER PROTECTIONS UNDER THE AMERICAN RECOVERY
= AMD REINVESTMENT ACT OF 2009 (MAR 2009)
] 52.203-3 GRATUITIES (APR 1984) Tailored IV 04/01/1984
[ 52 2016 RESTRICTIONS ON SUBCONTRACTOR SALES TO THE GOVERMMEMNT (JUL
= 1995) (ALTERMNATE | — OCT 1995)
I 52 203-6 52 203-6 RESTRICTIOMS OM SUBCONTRACTOR SALES TO THE
= GOVERMMERNT (JUL 1995) (ALTERMNATE | — QCT 1985) DEVIATED
O 52 204-11 AMERICAMN RECOVERY AMD REINVESTMENT ACT-REPORTIMG
— FEUTREMEN 1S (TMAR Zuus)
[l 52 2091 QUALIFICATION REQUIREMEMNTS (MAR:. 1896)
DOOTE AT TUE ot e et TEREST WHEN SUBCOMTRACTING
(| 52 20097 !‘_*_”TLI CORNTRACTOD T DCRARRED SISt LoD oD e ch Doty

— e, =

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.

Exception Text to the regulation 52.202-1 ( Original )

Approved Exception Text: PCO Approval Commen

Thi=s i= a test These are fine.

If approved, the information provided in this screen will appear on eLibrary for buyer(s) to view
Exception Text:

We are dropping this exception

Back to List ] [ Drop Exceptio
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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.

Approved List of contract clauses for which exceptions are taken
* Regulation Marked For Removal

Clause Number Title Action
* 52.202-1 DEFIMITIONS (JUL 2004} Cancel Dropy
52.203-3 GRATUITIES (APR 1954) Drop \k
52.204-4 PRINTED OR COPIED DOUBLE-SIDED ON RECYCLED PAPER (JULY 2008) Drop
[ Back to Terms and Conditions ]
Available list of contract clauses for taking exception(s) Select Regulation(s)
Select Clause Number mte . 13 S Actio\\V
N 52.203-13 CONTRACTOR CODF OF BLEIWESS ETHICS AND CONDUCT (DEC 2008)
= £2 20315 WHISTL L IWER PROTECTIONS UNDER THE AMERICAN RECOVERY
TS ANS REINVESTMENT ACT OF 2009 (MAR 2009)
[ 57,2 8-3 GRATUITIES (APR 1984) Tailored IV 04/01/1984
- RESTRICTIONS ON SUBCONTRACTOR SALES TO THE GOVERNMENT (JUL
e 1995) (ALTERMNATE | — OCT 1995)
. e 52 203-6 RESTRICTIONS ON SUBCONTRACTOR SALES TO THE
e GOVERMNMENT (JUL 1995) (ALTERMATE | — OCT 41895) DEVIATED
O 52 204-11 AMERICAN RECOVERY AND REINVESTMENT ACT-REFPORTING
e REQUIREMENTS (MAR 2009)
[ 52.209-1 QUALIFICATION REQUIREMENTS (MAR 1996)
PROTECTING THE GOVERNMENT'S INTEREST WHEM SUBCONTRACTING
O 52.209-f WITH CONTRACTORS DEBARRED, SUSPENDED, OR PROPOSED FOR
DEBARMENT (SEP 2008)
= 559194 CONTRACT TERMS AND CONDITIONS—COMMERCIAL ITEMS (MAR 2008)
seee= (DEVIATION Il - MAR 2007)

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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) Onthe next screen some Instructions and two text boxes are displayed.
Exception Text to the regulation 52.207.5 ( Original )

Instructions:

1. Reviewthe clause language for any points you may wish to take exception to.
2. Highlight and Copy (Cirl + C) text which you wish to take exception to.
3. Paste (Ctrl + V) the text you want to change into the "Excerpt From Clause® box.
a. Youmay also use the "Exception Text" box to ADD text, without copying a sentence
4. Press"Ready To Edif". You can now make your changes in the "Exception Text” box
5. When you are finished making edits, press "Save Exception Text™

2 '~tat this will be most effective ifyou copy a full sentence or paragraph so as to @~ __«=h context

Excerpt From Clause:

Ready to Edit

If approved, the information provided in this screen will appear on eLibrary for buyer(s) to view
Exception Text:

| Backtolist | |  Save ExceptionText | | Continue To Next |

m) First click on the regulation link and open (or save) the pdf document.

Exception Text to the regulation 52.203-6 { Alternate 1)

File Download
Do you want to open or save this file?

IE, Mame: pdfdoc.pdf
] Type: aAdobe Acrobat Document, 1.90KE

From: sws-test.fFss.gsa.gow

[ Open ] [ Save ] [ Cancel

I-’ ‘w'hile files from the Intermet can be wseful, some files can potentially
harm your computer. If youw do nat trust the source. do not open ar
zave this file. What's the risk?
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52.203-6 RESTRICTIONS ON SUBCONTRACTOR SALES TO THE
GOVERNMENT (JUL 1995) (ALTERNATE I—OCT 1995) 3.503-2

(a) Except as provided in (b) below, the Contractor shall not enfer mto any agreement with an actual or
prospective subcontractor. nor otherwise act in any manner, which has or may have the effect of
restricting sales by such subcontractors directly to the Government of any item or process (including
computer software) made or furnished by the subcontractor under this contract or under any follow-on
production contract.

(b) The prohibition in paragraph (a) of this clause does not preclude the Contractor from asserting rights
that are otherwise authorized by law or regulation. For acquisitions of commercial items, the
prohibition in paragraph (a) applies only to the extent that any agreement restricting sales by
subcontractors results in the Federal Government being treated differently from any other prospective
purchaser for the sale of the commercial item(s).

(c) The Confractor agrees to incorporate the substance of this clause, including this paragraph (c). in all
suheontracts under thipasatoact which sxesad S100 000

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.

Excerpt From Clause:

(a) Execept as provided in (k) below, the Contractor shall not enter into any
agreement with an actual or

prospective subcontractor, nor otherwise act in any manner, which has or may
have the effect of

resztricting sales by such subcontractors directly to the Government of any

Ready To Edit |

If approved, the information provided in this screen will appear on eLibrary for buyer(s) to view
Exception Text:

Note: This box is where you will perform your edits after you press Ready to Edit.

Back to List ] [ Save Exception Text ] ’ Continue To Mext
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o) When you click Ready to Edit. The following message will be displayed. Click OK.
Windows Internet Explorer

:{) This will update any exceptions already Taken or entered

| ok \\v\%[ Cancel |

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

Excerpt From Clause:
(a) Except as provided in (k) below,
agreement with an actual or
prospective subcontractor,
have the effect of

the Contractor shall not enter into any

nor otherwise act in any manner, which has or may

restricting sales by such subcontractors direccly to the Government of any

Change and Edit

If approved, the information provided in this screen will appear on eLibrary for buyer(s) to view
Exception Text:

(a) Except as provided in (k) below,
agreement with an actual or
prospective subcontractor,
have the effect of

the Contractor shall not enter intco any

nor otherwise act in any manner, which has or may

restricting =sales by such subcontractors directly to the Govermment of any

Back to List ] [ Save Exception Text ] [ Continue To MNext

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.

INFORMATION SAVED

The TERMSANDCONDITIONS section is Incomplete.

Continue

7

Or, go to any section
the left eMod menu.

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

Respond to Terms And Conditions
Respond to all of the terms and conditions.
You must respond to all the Terms And Conditions Modification Sub Types before you can save this section.

Terms And Conditions

* Required

Template Name y " |status a Actions
* American Recovery and Reinvestment ActiARRA) \ Completed y Edit

* Create/Manage Clause Exception(s) - Completed — Edit

* Disaster Recovery 'Incomplete

Respand

* E-Verify Incomplete Resp-:nnd%

t) Click the Respond link for Disaster Recovery under the “Actions” column. The Respond to
Employment Eligibility Verification question will display.
Respond To Disaster Recovery
Does the offeror agree to voluntarily paricipate in the Recovery Purchasing Program as described in GSAR 552 238-80, "Use of
Federal Supply Contracts by Certain Entities-Recovery Purchasing in this solicitation™?
®Yes O No
[ Back To TermsandConditions ] Save This Information §
u)

Respond to the Disaster Recovery question and click Save This Information. The page will

revert to the Terms and Conditions screen showing the status of the templates as shown on
the next page.
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Respond to Terms And Conditions
Respond to all of the terms and conditions.

You must respond to all the Terms And Conditions Modification Sub Types before you can save this section.

IIT - Creating & Submitting An eMod

Terms And Conditions

* Required

Templale Name Status Actions
* American Recovery and Reinvestment ActiARRA) Completed Edit

* Create/Manage Clause Exceptionis) Completed Edit

* Disaster Recovery Completed Edit

* E-Verify Incomplete Respond

v)
Eligibility Verification question will display.

Respond To Employment Eligibility Verification

[

Save And Continue

Click the Respond link for E-Verify under the “Actions” column. The Respond to Employment

As perthe FAR, Clause 52 222-54, Employment Eligibility Verification (Jan 2009), Federal contractors and subcontractors are

required to begin using the U.S. Citizenship and Immigration Services’ E-Verify system to verify their employees’ eligibility to legally

wark in the United States.

O ves O Not Applicable

[ Back To TermsandConditions

J

w) Choose an answer (“Yes” or “Not Applicable”) and click Save This Information.
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Respond to Terms And Conditions
Respond to all of the terms and conditions.
You must respond to all the Terms And Conditions Modification Sub Types before you can save this sec

Terms And Conditions

* Required

Template Mame 'Slalus ‘ Actions
* American Recovery and Reinvestment Act{ARRA) Completed \ Edit

* Create/Manage Clause Exception(s) Completed Edit

* Disaster Recovery Completed _- Edit

* E-Verify h Completed_ Edit

[ Save And CDntinue%

y) Click Save and Continue. The Information Saved message will appear. Also it will indicate
that the Terms and Conditions section is complete.

INFORMATION SAVED

The TERMSANDCONDITIONS section is Completed.

Or, goto any section sing
the left eMod me

The Upload Documents page will be displayed. For instructions on uploading documents and
submitting the eMod see 3.12 Uploading Documents & Submitting eMod.

7)
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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.

Terms And Conditions

O American Recovery and Reinvestment ActiARRA)
[]create/Manage Clause Exception(s)
DDisasterRecovew

] E-verify

Re-representation of Mon-Movated Merger/Acquisition
O Re-representation of Business Size

Note: The “Re-representation of Non-
Novated Merger/Acquisition”
‘ cannot be combined with any
other mod sub type.

[ Submit Online % Cancel ]

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).

Description For Re-representation of Non-Novated Merger/Acquisition

Contract Begin Date : 2010-03-25

Please enter a detailed description of the Modification Request.

H/R

Save And Continue %

¢) 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.

Page 53 of 70



A
GSA eOffer/eMod User Guide
IIT - Creating & Submitting An eMod

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

INFORMATION SAVED

The TERMSANDCONDITIONS section is Completed.

g

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

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.

Documents
* Required
Type Name Status Actions
* Re-Representation - Organization Conflict of interest .
documant Mot Uploaded Upload
* Supporting Documentation - Re-Representation of N
Mon-Movated Merger/Acquisition Not Uploaded Upload
Vendor Defined Mot Uploaded Upload
Save and Continue
f)

For instructions to upload documents and submit the eMod 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.

[[] American Recovery and Reinvestment ActiARRA)
O Create/Manage Clause Exception(s)

e Al GO R [ Disaster Recavery Note: The_“Re-representation of
Ol e-verify Business Size” cannot be
[JRe-representation of Non-Movated Merger/Acquisition combined with any other mod
Re-representation of Business Size ‘ sub type.
—

[ Submit Online% Cancel ]

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).

¢) 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.

Description For Re-representation of Business Size

Contract Begin Date : 2010-03-25
Flease enter a detailed description of the Modification Request.

H/R

Save And Continue ‘%
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d) The Information Saved message will display indicating that the Terms and Conditions section
is complete. Click Continue.

INFORMATION SAVED

The TERMSANDCONDITIONS section is Completed.

TN

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

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

Documents

* Required

Type MName Status Actions
* Supporting Documentation - Re-Representation of .

Business Size Mot Uploaded Upload
Vendor Defined Mot Uploaded Upload

[ Save and Continue ]

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

UPLOAD DOCUMENTS

Attach supporting documents to this eMod

Upload all documents associated with your eMod.

Flease do not upload the Microsoft Excel files with more than one print area.
Only files of size less than or equal to 100.0 MB can be uploaded.

Documents
* Required
Type Name Status Actions
* Balance sheets Mot Uploaded Upload
Certificate of Incorporation Mot Uploaded Upload
* Consent of sureties Mot Uploaded Upload
* Evidence of security clearance(s) Mot Uploaded Upload
* Bvidence of transfer Mot Uploaded Upload
* Legal opinion - novation Mot Uploaded Upload
*Mame Change Agreement Mot Uploaded Upload
SF 30 Mot Uploaded Upload
* Stakeholder meeting minutes Mot Uploaded Upload
Yendor Defined Mot Uploaded Upload
\

B
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.
Prepare your modification: € Name: Acme Management Concepts, Inc.
Corporate Information Contract Humber: GSO7FO07IW
- Add Labor Category
Additions Modification Type: Add Product(s)
Upload Documents Add SIN
[T submit Request UPLOAD DOCUMENTS

Attach supporting documents to this eMod
Il comprete 1] incomplete Upload all documents associated with your eMod.

elod system accepts only the following file types.
(doc, docx, xls, xlsx, pdf, bd, fif, html, htm, xml, csv, ppt, ppty, jpg, jpeg, oif, tif, tiff, 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 resolving the process problem

which will enable multiple worksheets soon!

Only files of size less than or equal to 100.0 MB can be uploaded.

Documents

* Required

= What is the document type? Vendor Defined

“Find document on your computer: |c:\Documents and Settind[_Browse.. |

*What is the document name? Test |

[ Upload This Document! 1

c) After the upload is completed the status will be shown as “Uploaded”.

Prepare your modification:

Company Name: Acme Management Concepts, Inc.
Corporate Information Contract Number: GS07F0079W
Addmons Modification Type: igg F?g ; L: c?(?at)e gory
Upload Documents Add SIN
] Submit Request UPLOAD DOCUMENTS

Attach supporting documents to this eMod

Cﬁmnlm |I| Incomplete  Upload all documents associated with your eMod.
Please do not upload the Microsoft Excel files with more than one print area. 1
Only files of size less than or equal to 100.0 ME can be uploaded.

Documents

Type Name Status Actions
Vendor Defined Test Uploaded Delete
Vendor Defined IMDtUpIoacIedegload

Save and Continue
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d) To upload another document repeat steps (a) and (b). Once all the documents have been

e)

f)

uploaded click Save and Continue. Then click Continue on the Information Saved message.

INFORMATION SAVED
The ATTACHMENT INFORMATION section is Completed.

(Cim

COr, goto any section by using
the left eMod menu.

The next screen asks you to submit the eMod.
Prepare your modification: Company Name: Acme Management Concepts, Inc.
Corporate Information Contract Number: GS07FO079W
- Add Labor Category
Additions Modification Type: Add Product(s)

Upload Documents Add SIN

|I| Submit Request

Cnmplata lIl Incomplete

CONFIRMATION

Are you ready to submit this eMod?

Ve

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

When you are ready to submit the eMod, click Yes. This will take you to the Final Review of
eMOD screen.

FINAL REVIEW OF eMOD

Itis recommended that the following documents be reviewed before submitting this eMod.
Or, go to any section by using the left eMod menu.

Type Mame Actions
Mod Response Mod Response Review
Vendor Defined Test File Review
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FINAL REVIEW OF eMOD

Itis recommended that the following documents be reviewed before submitting this eMod.
Or, go to any section by using the left eMod menu.

Type MName Actions
Mod Response Mod Response Review
Affected contracts and/or orders Test1 Review
Amended Total Dellar Value - Change of Mame Test2 Eeview
Change of name FAR requirements Test3 Review
Document of name change authenticated by State Test4 Eeview
Legal opinion - change of name Tests Review
Disclaimer

*Required

In submitting a modification request, the Contractor shall abide by the Modifications Clause GSAM 552 243-72 in the Contract Should the
modification request involve price reductions, the Contractor shall abide by the Price Reductions Clause GSAM 552 238-75 in the Contract. Finally, if
the modification request is for an economic price adjustment, the Contractor shall abide by the Economic Price Adjustment-FS3 Multiple Award
Schedules Contracts Clause GSAM 552 216-70 (Alternate I) andfor -FS3-969 Economic Price Adjustment-FSS Multiple Award Schedule in the
Contract.

®vYes ONo

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

SUCCESS

Thank you for using our application. Your request for submission has been received. You will be notified by email when review and/or eSignature is required.
You may now exit the application
OR

Click the link My eMods to go to your inbox

h) Exit the application by clicking the “exit” link or go to the inbox by clicking the “My eMods”
link.

i) MOD LOCK. After a Mod is submitted it is locked for any editing and has the “Locked Icon”
next to the ID number.

T oy, L1 2 - T A e PRI QI I v A e, R |

WGESGHTNF (2 [Add Product(s) G323F0010V |2011-11-01 13:40:01.93 |In Progress Uma Gnanasundaram Edit Mod Withdraw Mod

QA7 8rsmwe iuclcbled Mod Actions GS23F0055U |2008-07-22 15:10:00.08 |Withdrawn |Uma Rudraraju View Mod

S P PN adrnr.an nnolin e
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j) The following message appears when you click the Edit Button

This WMod is under evaluation and can not be edited.
Do you wish to request the Contracting Officer/Contracting Specialist to unlock the mod?

k) Request the unlock by clicking the ‘Yes’ button. After the CO/CS approves your request to
“Unlock” mod, the mod will be editable as shown below.

LIFIWUYH Selsuediiuu Actions Gozaruuuy [2010-07-19 11:40 0030 wimndrawn Shampa Majurndar View Mod |
WGSGHTNF B /Add Praduct(s) GS23F0010V [2011-11-01 13:40:01.93 'SZAOU’;EQ Urna Gnanasundaram| ~ Edit Mod | Withdraw Mod
Q78L05Ms rgelected Mod Actions GS23F0055U |2009-07-23 15:10:00.08 |Withdrawn UUma Rudraraju View Mod |

I)  Onthe MY MODIFICATIONS page you will see your eMod in the Submitted Modifications
section. Initially the mod will be locked and the status will say “Submission Request
Received”. Once a Contracting Officer initiates processing of the Mod, it becomes unlocked
and 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.

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

D Mod Actions Contract Last Update Status  Assigned To  Actions
WIMEMZYSE |Selected Mod Actions |(GSOTFOOTIW [2010-03-30 14:20:00.196 |Withdrawn | Joe Know View Mad
BLUXHYT? |Selected Mod Actions [GSOTFOOTOW |2010-03-31 15:35:40.62 ¢ |In Progress | J. ckie Jone (] Edit Mod | [ Withdraw Mod |,

S _

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

Company Name: Acme Management Concepts, Inc.
Contract Number: GS07FO079W
Add Labor Category
Modification Type: Add Product(s)
Add SIN
EventLog

DUNS : 605691807
Control 1D : GLMXHYTT

# The elMod is created/updated on 2010-03-31 15:35:40.693 by John Doe
+ elodreceived on 2010-03-31 15:35

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

|Compan3r Name: Acme Management Concepts, Inc.

Contract Details
DUNS : 605691807

Control 1D : GLMXHYTY
Contract Number : GS07FO079W

Selected Mod Types Details

Primary Types Sub Types
Add Labor Category
Additions Add Product(s)
Add SIN

Close
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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.

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

D Mod Actions Contract  Last Update Status Assigned To  Actions

WHEN2YEB |Selected lod Actions (GSOTFO079W |2010-02-30 14:20:00.196 |Withdrawn JohnDoe_ ___

BLIMXHYT7 |Selected Mod Actions |GSOTFO079W|2010-04-01 13:58:11.983 |Actions Pending| John Doe [ Edit Mod \\[  Withdraw Mod |
XPTOKLOY |Selected Mod Actions |GSO7FO079W|2010-04-01 16:01:08.47 |Approved John Doe }

FYl

DETFB3 |Selected Mod Actions

GSOTFO079W|2010-04-01 16:01:08.486 In Progress | John Doe [ Edit Mod | | Withdraw Mod |

b) The Corporate Information page will be displayed.

c)
d)

Prepare your modification:

Edit Modification Type

Corporate Information

Additions

Upload Documents

Submit Request

Cnmplata lIl Incomplete

Company Name: Acme Management Concepts, Inc.
Contract Number: GSO07FO07IW
Add Labor Category
Modification Type: Add Product(s)
Add SIN
CORPORATE INFORMATION

Is the information correct?

This information is taken directly from Central Contractor Reqgistration (CCR). If any of this information is incorrect, it must be
corrected through Central Contractor Registration (CCR). Any changes will be reflected in eOffer in approximately 24 hours.

DUNS Number:

123456789

Type of Organization:

Mutually Defined

Common Parent DUNS Number: 605691807

Company Name:

ACME MANAGEMENT CONCEPTS INC

Doing Business As (DBA):

Business Type:

‘eteran Owned Business
Senvice-Related Disabled Veteran Owned
S Corporation

Service Location

Research Institution

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

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

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

D Mod Actions Contract  Last Update Status Assigned To  Actions
WIEN2V5E |Selected Mod Actions |GSOTFO079W|2010-03-30 14:20:00.196 |Withdrawn John Doe

BLMXHYTY |Selected Mod Actions |GS07F0079W | 2010-04-01 13:58:11.983 Actions Pending| John Doe

[ Edit Mad | [ withdraw Mod

XPTOKLOY |Selected Mod Actions | GSOTFO079W 2010-04-01 16:01:08.47 |Approved John Doe
FYDS7FB3 |Selected od Actions | GSO7FO079W 2010-04-01 16:01:08.486 In Progress

John Doe [ Edit Mod | [ withdraw Mod

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

Are you sure you want to withdraw this Modification?

VES

\3

Now the Mod status shows as “withdrawn”. The Mod can still be viewed for future reference.
Submitted Modifications
Click on the 1D to view the event log for an Offer

Ing Mod Actions Contract Last Update Status Assigned To  Actions
WMENM2V5B |Selected Mod Actions |GS07FO079W [2010-02-30 14:20:00.196 [Withdrawn John Doe

BLMXHY7Y |Selected Mod Actions |GS07F0079W | 2010-04-07 11:49:24 416 Actions Pending| John Doe

[ Edit Mod | [ withdraw Mod

XPTOKLOYV |Selected Mod Actions |GSO7FO079W|2010-04-01 16:01:08.47 |Approved John Doe
FYD37FB3 |Selected Mod Actions [GS07FO079W |2010-04-07 11:57:2 479 Withdrawn John Doe

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 can be viewed on the My Modifications page as shown below.
Note that the original Mod is not editable. It can only be viewed.

Submitted Modifications
Click om tha |0 to siews Ihe gwent log far an Offer

{|n] Moo Actions Contract Last Update Status Assigned To lactions

[ gl o [ ) N T GEOTFOTISG  [2008-10-28 14:50:106 55 Spiit » John Doe “Vienw Mod

'nmwnm.‘: Selecied Mod Aclions LCOTFETI3G 2008-10-28 145026083 I Progress | John Doe Edin Mod | | Wilthdrawe Mod |
EJO1JTEE Selected Wod Acions " 4OTFEF130G 2008-10-26 14:50:25.15 InPragress | John Doe Edit Mod | Withdraw Mod |
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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.

contract modification against the contract

Clarification Letter.pdf

Thi=z i=s an auto generated email.

We hawve open a clarification case nunber Z65

FPlease find attached the following docwnent (S) @

Please do not reply to this email address.

This is an automatic notification to inform wywou that a clarification is reguired to continue the process for the
(GE0TFOO79W) Mod Mo — 0002, eModId ELMEHYT?

The status of the Mod is is on hold ["Taiting for clarification™]until the clarification is successfully completed.

The current 3Itatus of the Mod is "Waiting for clarification®

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.

Submitted Modifications

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

D Mod Actions
WHMEM2VEB |Selected Mod Actions

BLMXHYYY | Selected Mod Actions
HKPTOKLOY |Selected Mod Actions
EYDE7FB2 Selected Mod Actions

R4BRPMFH Selected Mod Actions

MNITPEEMU  Selected Mod Actions

Contract
GSOTFOOTIW

GS0TFO079W
GS0TFO079W
GBO0TFOO7OW
GS0TFOO7OW

G307TFOO7OW

Last Update
2010-03-30 14:20:00.196

2010-04-08 16:04:53 563
2010-04-01 16:01:08.47
2010-04-07 12:10:00.218
2010-04-09 13:58:07 626

2010-04-09 14:24:43923

Status Assigned To Actions

Withdrawn John Doe
Actions Pending John Doe
Approved John Doe
Withdrawn John Doe
Approved John Doe

Provide Clarification | John Doe

View Mod

[ EditMod | [ Withdraw Mod

View Mod
View Mod
View Mod

View Mod

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

Company Name:
Contract Number:

Modification Type:

Acme Management Concepts, Inc.
GSO07FO07IW

Add Labor Category
Add SIN

Change in geographic coverage (scope)
Service Descriptive Change
Create/Manage Clause Exception(s)

Exception Contract Clauses submitted by Vendor
All Regulations have to be responded before 2010-04-10.

Clause Number Title

52.209-1 ( Original } QUALIFICATION REQUIREMENTS (MAR 1995)

Select the link to view the History of Request for Clarifications
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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.

Company Name: Acme Management Concepts, Inc.
Contract Number: GS0TFO07IW

Add Labor Category

Add SIN
Modification Type:

~nanye 1 gEUYIapnic coverage (scupe;
Senvice Descriptive Change
Create/Manage Clause Exception(s)

History of Negotiations

Requested/Responded by Notes

jackie.Jone@gsa.gov _

Req. clarification for this clause, till then | Cannot approve it

jackie.Jone@gsa.gov (a) Definition: "QUALIFICATION REQUIREMENT,” as used in this clause, means a Government requirement for testing or other quality assurance demonstration that mc

jackie. gov

(a) Definition: "QUALIFICATION REQUIREMENT,” as used in this clause, means a Government requirement for testing or other quality assurance demonstration that m-

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.

Review Contract Clause 52.208-1 ( Original )

Instructions:
1. Your CO is requesting clarification of the exception you wish to take. The text you submitted as your exception is displayed in the "Submitted Exception Text” box. The GO comments regarding you
2. Readthe CO comments and edit the text as it appears in the “revised exception” box. When you have finished revising the text, press the "Save To Draft” buttan

Submitted Exception Text Comments From CO/CS

(a) Definition: "QUALIFICATICON REQUIREMENT," as used in this clause, means a Reqg. clarification for this clause, till then I Ce
Government reguirement for

testing or other guality assurance demonstration that must be completed before
award. Test

Enter Exception Clarification and Resubmit for £§2.209-1 ( Original )

If approved, the information provided in this screen will appear on eLibrary for buyer(s) to view
Revised Exception Text

(a) Definition: "QUALIFICATICN REQUIREMENT," as used in this clause, means a Government
requirement for

testing or other quality assurance demonstration that must be completed before award.

e

Test

Click Here to view the History of Negotiations for the Contract Clause 52.208-1
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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.

Company Name: Acme Management Concepts, Inc.
Contract Number: GS07F0079W
Add Labor Category
Add SIN
Modification Type: Change in geographic coverage (scope)
Senice Descriptive Change
Create/Manage Clause Exception(s)

Exception Contract Clauses submitted by Vendor
All Regulations have to be responded before 2010-04-10.
Clause Number Title

Status Action
52.208-1 (Original ) | QUALIFICATION REQUIREMENTS (MAR 1996}

Completed Edit

Submit Response

Select the link to view the History of Request for Clarifications

f) A success message will be displayed.

Company Name: Acme Management Concepts, Inc.
Contract Number: GS07FO079W

Add Labor Category

Add SIN
Modification Type: Change in geographic coverage (scope)

Senice Descriptive Change
Create/Manage Clause Exception(s)

Request for Clarification was successfully submitted.

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” .

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

D Mod Actions  Contract  Last Update Status fosigned  actions

turpeknySEEASIOd | os070079w2010-04.00 14:5 110,026 5 e for Vendor

Actions View Mod l[ Sign Package I [ View Package ]

N

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.
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Company Name: Acme Management Concepts, Inc.

Contract Number: GSO0TFOOTIW
Add Labor Category
Add SIM
Modification Type: Change in geographic coverage (scope)

Senvice Descriptive Change
Create/Manage Clause Exception(s)

Sign Contract

The following documents must be reviewed and accepted before signing.

Name Description
Mod nrif

Action

, Review

[] All documents in the eMod package have been reviewed.

Review the Mod by clicking the “Review” link under “Action”.

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

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.

Company Name: Acme Management Concepts, Inc.

Contract Number: GS07FO079W
SIGN eMOD
The following documents must be reviewed and accepted before signing
Documents
*Required
Name Status Actions
Standard Form 30 Not Accepted Review and Accept*
Save and Exit

Reject eMod

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

REVIEW DOCUMENT
The fallowing document must be reviewed and acoepbed before signing. Click Back o select a dfferent document

Standard Form 30
ENDMENT OF SOLICITATION/MODIFICATION OF CONTRACT h {Contract 1D Code "'T'?“?N
|
No. ‘PMM: ‘kwmmm Ishqmm If Appiicable]
PO-0008 Jee 16C a4
. lssued By: ﬁ.mm&nmm
GSA/FAS CONT MGHT DIV (4
General Service Admipistration iﬁj“ﬂ P":_i-:ETREE SIREIEFI-Q:I
MANAGEMENT SERVICES CIR ATLANTA GA 30365 404-331-511%
400 15 ST 5.H. (LOFTE)
AUBURN WA 98001
i, Name and Addresss of Confractor No, Streest, County, State-and Zip Code Amendment of Soliciation Na:
Acme Management Concepts, Inc.
£500 COLLEGEBLVD SUITE L Diated {See em 1)
OVERLAND FARK, KS £6211153f 108, Modibicaion of ContractiOrder Mo,
| G5-10F-0276R

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

Company Name: - Acme Management Concepts, Inc.
_comract Number: GSO7FO079W
SIGN eMOD
The following documents must be reviewed and accepted before signing.

Documents
*Required

Name et £ctons —
Standard Form 30 Accepted bv John Doe VVIﬂ

Sign eMod ]<0R>l Reject eMod ]
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h) Click the Confirm (step two of two).

SIGN eMOD
Are you ready to sign this eMod?

Back Confirm

i) Success message is displayed as shown below.

Sign HandBack Success

Contract Package has heen successfully Submitted for Signing Process.
Please complete a short user survey, by clicking the link below.

http-ffapps fss.gsa.qgowecffersurveyindex cfm

j) Inthe 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.

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

ID Mod Actions Contract Last Update Status Assigned To  Actions
MI7PEKNU |Selected Mod Actions  |GSO7F0079W  [2010-04-00 14:50:22 26 Awaiting CO esign View Mod ] [ View Package

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