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1. General Information

This in-depth instructional guide is for vendors who have completed the FAS Catalog Platform
(FCP) First Steps process and provides step-by-step instructions to perform the following
actions for services auto-published to a Price List:

Update Seller Profile (Section 2)
Update Terms & Conditions (Section 3)
Adding Services (Section 4)

Changing Services (Section 5)
Deleting Services (Section 6)

akrowbd =~

Each section begins with Tool Tips designed to help navigate the guide more effectively. These
Tool Tips provide links to additional resources, FAQs, and guidance for troubleshooting
common issues. Additionally, this Services Quick Reference Guide (QRG) and other guides are
available on the Help Resources page of FCP.

Notes are included throughout the guide to offer additional information specific to the content in
each section. These Notes provide clarification or further details on the topic being addressed.

For information regarding the following, please refer to the Getting Started in FCP User Guide:

1. Access: How to log in and set up vendor access in FCP.

2. Navigation: How to move through FCP Platform and locate key features.

3. First Steps Process: Completing the necessary steps to prepare a catalog for general
management.

About the Services Plus File (SPF)

The Services Plus File (SPF) replaces the following Price Proposal Templates (PPTs):
1. Services and Training
2. SIN 541930: Translation and Interpretation Service
3. SIN 611630: Linguistic Training and Education

The SPF supports the following catalog item types:

Commercial Labor Category

Service Contract Labor Standards (SCLS) Labor Category
Fixed Price Services and Solution

Courses and Training

Language Services

Other Direct Costs (ODCs)

Ancillary Item

Product

N>R~ ®ON -


https://catalog.gsa.gov/help
https://catalog.gsa.gov/ccp-back-end-services/api/public/v1/getFile/USER_GUIDE_GETTING_STARTED
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Decimal Formatting and Tolerance

The Services Plus File supports values formatted out to four decimal places. This includes dollar
amounts, percentages, and discounts.
e Percentages must be represented as decimals between 0 and 1. For example, 0.2575
equals 25.75%
e Discounts are percentages that must be between -1 and 1
e Some services, such as language translation priced per word, may use amounts smaller
than a penny. For example, “$.0045” for each word.
The system allows a difference of up to 0.0199 (just under two cents) when checking price
calculations. The Services Plus File stores prices exactly as entered. If a value uses more than
four decimal places, the system rounds it to four places when performing calculations.

Additionally, the FCP Services Plus File to Services PPT Crosswalk Quick Reference Guide is
available to help users transition to the new SPF. This document maps each field in the SPF to
its equivalent field in the PPT (if applicable), explains the changes, and provides reasons behind
them.

2. Update Seller Profile

This section guides vendors on how to update their Seller Profile. The Seller Profile includes key
details such as:

Contract Information
Contractor Information
Dealer Information
Distributor Information

e

Vendors must review and edit each Seller Profile section to ensure the information is accurate
and matches what is awarded to the contract.

Updating Seller Profile information involves the following steps:

1. In eMod, create and complete an applicable modification (see section 2.1)
a. Not every Seller Profile update requires a modification in eMod. When that is the
case start with Step 2.
2. In FCP, create the Update Seller Profile action linked to the closed / awarded eMod
modification created in Step 1 (see section 2.2)
3. In FCP, update the Seller Profile information and submit the action (see section 2.3)
4. In FCP, the CS/CO reviews the Seller Profile and submits a determination (see section
2.4)
5. After CS/CO approval, FCP auto-publishes the Seller Profile updates to GSA
Environment (see section 2.4)


https://catalog.gsa.gov/ccp-back-end-services/api/public/v1/getFile/USER_GUIDE_SERVICES_PPT
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Tool Tip: Update Seller Profile

Update Seller Profile Tool Tip

See these resources for additional guidance on Seller Profile.

1. Seller Profile FAQ
2. FCP Catalog Actions Quick Reference Guide

2.1. eMod: Awarded Modification

To create an applicable modification in eMod:

1. Navigate to https://www.eoffer.gsa.gov/ and access the Contract Modification page.
a. Note: Access the eMod / eOffer Help Center for assistance with eMod.

2. Create a Modification:
a. Inthe Administrative or Legal modifications category, choose an applicable
modification.


https://catalog.gsa.gov/help?q=sp
https://catalog.gsa.gov/help?q=change
https://catalog.gsa.gov/help?q=change
https://catalog.gsa.gov/ccp-back-end-services/api/public/v1/getFile/USER_GUIDE_ACTIONS
https://www.eoffer.gsa.gov/
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Figure: eMod Create Admin/Legal Modification
SELECT MODIFICATION TYPES

Primary Types

Additions

Administrative

Cancellation Or
Terminations

Deletions

Legal

Sub Types

[_|add Labor Category and/or Service Offerings
(CJadd Product(s)
(_lAdd SIN

(laddress Change

[_lcontract Administrator/Point of Contact (POC)

(_lauthorized Negotiator

[_Email Address Change

[CJFax Change

[_lpoint of Contacts for Manufacturers, Dealers, Resellers, Agents
(_lorder Point of Contact (POC)

[_Telephone Change

(_Website Address Change

(Clcancel Contract

[_IDelete Labor Category and/or Service Offerings
(CIDelete Product(s)
[_IDelete SIN

[Clchange of Name Agreement
[_INovation Agreement

3. Press the Submit Online button.
4. eMod creates the Administrative or Legal modification and generates a unique eMod ID.

Figure: eMod Admin/Legal eMod ID

Prepare Your Modification

Corporate ® :
Information Company Name:
S Coubact Nambor:
| Administrative ol Sy

| eMod ID: XHCK9RWQ

Address Change

| Upload Documents @ }

| Submit Modification O | CORPORATE INFORMATION

O Indicates section is Incomplete

@ indicates section is Completed Is the information correct?

This information is taken directly from System for Award Management (SAM). If any of this information is incorrect, it must be corrected through
System for Award Management (SAM). Any changes will be reflected in eOfier in approximately 24 hours.
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After submitting the modification, it will be sent for CS/CO review. Once the CS/CO approves
the modification, it will transition to a closed/awarded state. At that point, the vendor can
proceed with creating the FCP Seller Profile action.

2.2. Create FCP Seller Profile Update Action

On the Catalog Overview page follow these steps to create your Update Seller Profile action:

1. Press the +New Catalog Action button.

Figure: Catalog Overview Page +New Catalog Action Button

Cata log over\fi ew View Seller Profile

Catalog Actions | InProgress ¢ + New Catalog Action

H I

eMOD ID Catalo
? 1

LastUpdated § | FcPID § / Mod # Action

Status

No results.

On the New Catalog Action page under the contract information section:
1. Select the Update Seller Profile radio button.
a. Note: Make sure no other actions are in progress. If there are, the system will
show a validation error when you try to create the Seller Profile action.
2. Select the eMod ID associated with the Update Seller Profile modification.
a. Note: The eMod modification needs to be in an Awarded/Closed status in order
to link it to FCP Update Seller Profile action.
b. If the update is not associated with an awarded modification, select “No
Modification Associated”. Examples of this may include changing the Catalog
Offering types or Order POC changes.
3. Press the Continue button.



GSA

U.S. General Services Administration

Figure: Create New Action Page - Seller Profile Update Action

New Catalog Action

What type of catalog action would you like to perform?

Products (Sold on Advantage)
Catalog Items that will be included in the Product File and published to GSA Advantage.

O Baseline O Add O Change O Delete O TPR O Update Photos

Contract Information

© Update Seller Profile O Update Terms & Conditions File

o Updates that must be associated with an applicable awarded eMod ID:
Minimum Order Amount

Updates that can use "No Modification Associated":
GSA Advantage Contractor Information, Ordering Information POC, and Dealers & Distributors

Associate an eMOD ID to your selected catalog action. *

RPD75XX0

Update Seller Profile Action and Submit

After creating the Update Seller Profile action in (section 2.2) the Vendor: Update Seller
Profile Information section expands. This section includes the following areas which are pre-
populated with the current information published on GSA Advantage:

Contract Information
Contractor Information
Dealer Information
Distributor Information

e

If there are any data validation issues, then a red Validation Errors section displays, which
shows:
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1. Any fields with a data validation error, grouped by section. This includes any missing or
invalid data required for publishing to GSA Advantage.

2. A hyperlink within each section, which navigates directly to the section that requires
review and editing.

Figure: Seller Profile Validation Error Section

[
g FAS Catalog Platform Help Rusources
11 Oheryiew
Update Seller Profile 4TQSEA2000043
@ Vvalidation Errors Catalog Firss Stops
Vabdation errors wese § | seller profile sections, Please " Edit” each section of a Li Foint of Contact
information to remove these efrars
* Contractor Information (14 erroes CwEDULWTEAZe T
1. Contract Administrator Name: Value s reguired, .
1. Contract Administratar Email Address: Value is required.
4. Contract Administrator Phone Number: Value s required Action Status
£, Contract Administrator Fax Number: Value is requered Requires Vender Action (New)
. Order Department Name: Value is required %
221203
&, Order Department Email Addresx Val reguired. " tod ¥
Order Department Phone Mumber: Vislue is required No Modification Associated
4, Order Department Fax Number: Value &= required
4, Addresz Linel: Value is reguired
10. City: Vlugis. Starting This Action
o Select the "Edit” button fior the section of

11. State Code: Value is requined
12. Country Code: Val.
13. Postal Code: Value i reguired.

14, Web Url: Valie = reguired.

v Contract Information |1 eror

1. Minimum Order Amount: Value is required

v Other |1 errors
1. Shipping Information Shipment Method Of Payment: Value & reguired.

4. Shipping Information Location Qualifier: alue = reguired.

Vendors must review and edit each Seller Profile section to ensure the information is accurate
and matches what is awarded to the contract, and if applicable, to remediate any data validation
errors.

1. Review and edit the Contract Information section:
a. Press the Edit button to enable editing this section.
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b. Minimum Order Amount field: Enter a positive dollar amount, up to two decimal
places.

c. Catalog Offerings field - Indicate the type of catalog items offered for this
contract and complete the corresponding options:

i. Product (Sold on Advantage) - Catalog offers products that are sold on
GSA Advantage.

ii. Services Plus (Published to a Price List) - Catalog offers labor
categories, fixed-priced services, courses and training, language
services, ODCs, ancillary items, and products not suitable for sale on
GSA Advantage.

iii.  Price Proposal Template (ltems Published to T&C File) - Catalog includes
limited items that cannot be entered into the Product File or Services Plus
File. This includes:

1. Vendors offering Travel, Transportation, or Logistics (TTL)
services, which have a unique template.

2. Offerings that are too unique to fit either file format. This use case
is rare and must include justification.

3. Note: Selecting this value enables the Upload PPT action (see
section 7) After modification is approved, use the Update Terms
and Conditions File action to publish these items to the T&C File
(see section 7.5).

iv.  Both Products and Services - If offering both products (sold on
Advantage) and services plus (published to a Price List), select both
options.

1. Note: If a vendor currently offers only services and decides to
add products, the following actions are required:

a. Submit an Add SIN Modification in eMod
b. Complete the Baseline Products action in FCP.

2. Note: If a vendor currently offers only products and decides to

add services, the following actions are required:
a. Submit an Add SIN Modification in eMod.
b. Complete the Baseline Services action in FCP.

3. Note: If a vendor is representing products or services that it
already has on contract, the following actions are required:

a. Submit a Baseline Modification in eMod
b. Complete a Baseline Services (or Products) action in
FCP

4. Refer to the Getting Started in FCP User Guide for additional

information on the Baseline process.



https://catalog.gsa.gov/ccp-back-end-services/api/public/v1/getFile/USER_GUIDE_GETTING_STARTED
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iv.  Delete Offerings - All products or services under a catalog must be
deleted before updating the Seller Profile. Failure to remove these items
will result in a validation error.

2. Press the Save and Continue button.
a. Note: Once the vendor saves the selections, the vendor cannot modify the
values. If the vendor needs to change the selections, please contact the Vendor
Support Center (VSC) at vendor.support@gsa.gov.
b. Optional - Press the Cancel button to close the pop-up window without saving.

Figure: Seller Profile, Contract Information Section

Edit Contract Information

Minimum Order Amount *

100

Catalog Offerings *

Products (Sold on Advantage)

Catalog Items that will be included in the Product File and published to GSA Advantage.
(@) ves

(O ne

Services Plus® {Published to a Price List)

For labor categories, fixed-price services, courses and training, ODCs, language services, ancillary items and
*products not suitable for sale on GSA Advantage. Services catalog actions auto publish a price list to G54

Advantage, eLibrary, eBuy.
(@) ves
(O ne

Price Proposal Template (Items Published to T&C File)

For LIMITED items that cannot be accommodated by the Product File or Services Plus File. The Update TEC

action must be used to update these items on the T&C File after the modification is approved.
(@) ves
O o

m
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3. Review and edit the Contractor Information section:

a. Press the Edit button to open the Contractor Information pop-up window.

i. Note: The Company Name is not editable in the FCP and is based on
the contractor's SAM registration. Coordinate with the CS/CO if this
information is not correct.

b. Address Line 1 (required), Address Line 2 (optional), City, State/Territory,
and Postal Code - Enter address information. Select a Country from the
dropdown if the company is outside of the United States.

c. Contractor Web Address - Enter a valid URL, with a maximum of 80
characters.

i. Note: If a vendor does not have a contractor web address, then the
vendor may use their eLibrary Contractor Information page URL. Since
the eLibrary Contractor Information page is longer than 80 characters in
length, vendors should use a URL shortening service to create a valid

URL.
d. Contract Administrator fields - Enter a Name, Email Address, Phone and Fax
Number.
e. Order Department fields - Enter a Name, Email Address, Phone and Fax
Number.

i. Note: Phone and Fax must contain 10 - 20 characters. Emails must be in
a proper format. For example, person@companyname.com.
f. Press the Save button to save all fields and continue to the next section.
i.  Optional - Press the Cancel button to close the pop-up window without
saving. The information will not save unless the Save button is clicked.



mailto:person@companyname.com
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Figure: Seller Profile, Edit Contractor Information Section

Edit Contractor Information

4.

Coempany Name

Test Contract

Address Line 1

1 Test Lane

Address Line 2

City State Territory *
Santa Fe MNew Mexiom -
Country * Postal Code *
United States - BTS04

Contractor Web Address *

W lesl.gow

Contract Acdmsiristratar

MNamwe

Phane Number *

Test Testers

32l 233D

Ermail Address *

Fax Number *

testiatesl. gov

G55-555-5551

Order Department

Mame *

Phare Number ©

Testmng Test

3253005354

Ermnail Address *

Fax Mumber ©

testingitesl gov

Y]

- [N

(Optional section) Review and edit the Dealer Information:
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Press the + Add Dealer button to launch the Add Dealer Information pop-up
window.
Enter a Company Name that is 35 characters or fewer.
Enter address information into the Address Line 1, Line 2 (optional), City,
State/Territory, and Postal Code. Select a Country from the dropdown if the
company is outside of the United States.
Enter a Name, Email Address, Phone and Fax Number for the Order
Department.
i.  Note: Phone and Fax must contain 10 - 20 characters. Emails must be in
a proper format. For example, person@companyname.com.
Press the Save button to save all fields and return to the main page.
i.  Optional - Press the Cancel button to close the pop-up window without
saving. The information will not save unless the Save button is clicked.

Figure: “Edit Dealer Information” modal

Add Dealer Information

Company Name *

City * State/Terrilory *

o

Country * Postal Code *

‘ United Stales

Order Department

Name * Phone Number *
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5. (Optional section) Review and edit the Distributor Information:

a.

Press the + Add Distributor button to launch the Add Distributor Information
pop-up window.
Enter a Company Name that is 35 characters or fewer.
Enter address information into the Address Line 1, Line 2 (optional), City,
State/Territory, and Postal Code. Select a Country from the dropdown if the
company is outside of the United States.
If applicable, check the Contract Administrator checkbox to expand and enter
information into the following fields: Name, Email Address, Phone and Fax
Number.
Enter a Name, Email Address, Phone and Fax Number for the Order
Department.
i. Note: Phone and Fax must contain 10 - 20 characters. Emails must be in
a proper format. For example, person@companyname.com.
Press the Save button to save all fields and return to the main page.
i.  Optional - Press the Cancel button to close the pop-up window without
saving. The information will not save unless the Save button is clicked.

Figure: “Add Distributor Information” modal

Add Distributor Information

[ — ==
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8. After reviewing and editing the Seller Profile, press the Submit button.

a. The Update Seller Profile action transitions to the Pending Submission
Validation status, where the system performs data validations to confirm all
mandatory fields are completed.

b. Note: If the Update Seller Profile action has any errors, the status changes to
Requires Vendor Action (Resubmit Seller Profile). Review and fix the errors,
then press the Submit button to start the validation process again.

o If an “AB Error” report appears, contact the Vendor Support Center (VSC)
for help at vendor.support@gsa.gov. These errors require support from
the helpdesk for remediation.

c. After the Update Seller Profile action passes validations, then the action
transitions to the CS/CO for review.

2.4. CS/CO: Make Determination

There are three determination options available to the CS/CO:

1. Approval:
a. If the CS/CO approves the action and the modification, then the Seller Profile will
automatically publish to GSA Advantage (see section 2.5).
2. Return for Edits:
a. If the CS/CO return for edits, then:
i.  The system notifies the authorized negotiators that the CS/CO returned
the FCP action.
ii.  The action transitions to the Requires Vendor Action (Ready for
Vendor Upload) status.
iii.  The FCP action unlocks for vendor edits.
b. To proceed, vendor should:
i.  Update Seller Profile section based on CS/CO comments.
ii. Submit FCP action back through automated data integrity validations.
3. Rejection:
a. If the CS/CO rejects the action, then:
i.  The action status transitions to Rejected. The FCP action is closed.
i.  The action displays as read-only with CS/CO comments, if applicable.
iii.  The modification is closed.
b. To restart the action, the vendor needs to create a new Seller Profile action in
FCP (see section 2.2).
i. Note: Before creating a new action following a rejection, vendors are
encouraged to contact their CS/CO directly to ensure all deficiencies are
addressed.
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BE An officisl website of the United States governmen! ¢ " v

FAS Catalog Platform

My Calalogs > Catalog Overview > Action

Update Seller Profile

Vendor: Update Seller Profile Information

€S/CO: Make Determination

Figure: “CS/CO: Make Determination” Accordion

Provide Feedback Help Resources CCP Vendor One Uno ~

Contract Number
4TQSMA1SD0SPE
Contractor Name

Test Contract

Unique Entity 1D (UE

LNAWUBS4LZK3 [

A This action is in review.

» View contract period information

Action Status

Pending C5/CO Review
Action ID

221290

€MOD ID / Mod #
4KDIZT4R | 0065

Publishing Seller Profile Action

After the CS/CO approves, the Seller Profile automatically queues for publishing to GSA
Advantage, which typically publishes within 1-2 days. FCP sends the list of authorized
negotiators an email notification from fcp-no-reply@gsa.gov when the Seller Profile is published.

To verify the updates in GSA Advantage:

1. Navigate to https://www.gsaadvantage.gov

2. In the Advantage Search bar:
a. In the text field, enter the contract number.
b. Press the magnifying glass button

Figure: GSA Advantage Search Bar

= tates government

An official website of the United St

repenn, @
ACQUISITION
REGULATION

Strategic Sourcing

[ : - v
Recall Notice for NSN 6545-01-465-1823 (First Aid Supporting customers to implement FASCSA orders New Mod "Close Contract For New Awards"
Kit) Enhances Transparenc; y m


mailto:fcp-no-reply@gsa.gov
https://www.gsaadvantage.gov/
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3. From the search results, click the contractor name.

Figure: GSA Advantage Contractor Name

== An official website of the United States govemment Here's how you know v
Advantagel MYACCOUNT ~ NSN ORDERING~ eTOOLS ~ HELP REGISTER LOGIN
i ey n e E
Y REFINE BY Search Results - Services

Found 1 catalogs matching the following criteria: (~ csoorooes

Search within Search options
Sort Most relevant v Viewas | List =

Can't find what you're looking
P MDB, INC.

Call GSA Customer Service at

800-488-3111

4. View the updated contractor information based on the Seller Profile details in FCP.

Figure: GSA Advantage Contractor Information

Contract: GS-06F-0051R Socio-economic: Small Business
Service Disabled Veteran Owned Small Business

Contractor:
Disadvantaged Business

EPLS: Contractor not found on the Excluded Parties List System
Address:

E-Mail: I I

Contract end date:

Order Status POC: | |

SAM UEL: J1F1QMGZPABY

Orderin g Information: contact the office nearest you if more than one location is shown.

Mame/Order POC Email Address City, State Zip Code Phone Number Fax Number

Below is a side-by-side comparison of how the “Contractor Information” in the Seller Profile in
FCP is displayed on GSA Advantage.
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Figure: FCP vs GSA Advantage comparison
v

ALL-CITI TONER INC dba ACT SUPPLIES

b

maman

00TN Businesstype: Small Business

Contract: 47QSEAL

Icmtmw: ALL-CITI TONER INC dba ACT SUPPLIES 1 EPLS: Contractor not lound on the Excluded

Dester informatian
runm e

ties List Syste:

Test Dealer
121 Main 5t E-Mai tsupplies.con
oy R AT, Web Address: ~http//wawACTsupplics com
nard staten
Contract end date:
o i b anpeegmets rder Status POC:  contadmé@actsupplics.com
Desler 1 1303 03
SAM U ULEINSIGEMNS

oMfice nearest you if more than one location is shown.

Ordering Information: c

Distributor Information
Mame/Order POC Email e Ciey, Seate

vandals Inc. 1800 F St NW Washington, DC
1800F St N
Washington, District Of Columbia Joots
United States

LYN, WY 10007 999-999-9999 -1

sddr ds BROO)

13th Floor, Suite 1112

333333

123 Main St Wew vor, N

35535 555

Bon Davis

Bongvand,

Below is a side-by-side comparison of how the “Contractor Information” listed in the Seller
Profile in FCP displays on GSA eLibrary.

Figure: FCP vs GSA eBuy Comparison

Contractor Information - @ Muttiole Awerd Sehedule
BENS SUPPLIES 339940084 084 Oftice Procucts and Supplies
11 venders avallzole. + decciplin
1800 F ST NW, SUITE 100
‘Washington, District Of Columbia 20004
United States 0 vendors selected Filter by Vendor Name or City, State Continue >
S
Socicsemmoric Teclie WabPage

b Vendor City, Store

Phone Number TrHeehe
222 5§55 5788 323 555 6738

Contract Administrator
Contract Admin
contadm@benssupplies.com

ACGESS PRODUCTS 1MC GOLORADO SFRINGE GO

Order Department Phone Number Fax Number
Ord Dept. A44-555-678% 555-555-6789 3 ]
orddept@benssupplies.com
aJ BENS SUFPLES WiASHINGTON, DC (=1 @
3 ASE RIRFET NG ERENTWOOT, T a
3 B2 DEFENSE LLC o

Vendor Details

Cantractor Information

BENS SUPPLIES

BENS SUPPLIES
1800 F ST NIW . SUITE 100

Washington, District O Columbia 20004
United States
hitp:/ivsw.benssy

Contract Contact Info

Contract #: 47CSEATIDOOTN Address:
Contract end date: May 20 2024 1900 FSTHY
SAM UEI: L1 ETNS3GEMMNS SUITE 100

WASHINGTON, DT 20004
. Phone: 222-555.6789
contadm@hanssupplies com

Contrac Adminisiiator

Contract Admin

EPLSY =
Cortractor notfound on the Cxcluded Par
Sacio-Economic:

Small Businass

Fax Number

Phane Number
444 555 5789 555 555 6739

rder Bepertmen
Ord Dept
orddept@henssupplies.com

ww Lenrssupplies.com
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Below is a side-by-side comparison of how the “Contractor Information” listed in the Seller
Profile in FCP displays on GSA eLibrary.

Figure: FCP vs GSA eLibrary comparison

BE An official website of the United States government Hare's how you ki
eLibrary
Contractor Information = [
Bens Beds Clllrl actor Information
1800 F ST MW
Washington, District OF Columbia 20003 Contract #: 47QSEA19DOOTN
United States Contractor: Bens Beds
[ Bt iwwns bensbedscom e Address: 141 FLUSHING AVE
SUITE 1112
Contract Administrator Phome Humibsr umiber BROOKLYI:J' NY 11205-1338
Cont Adm [222-555 678 |—ssrmrrmr——_ P Fhane; T
contadmebensbedscom  — —p E-Mail: contadm@dbensbeds.com
‘hensbeds.com Web Address: http://www.bensbeds.com
DOrder Departrient Phone Nurmbser Fax Nurmiber SAM UEIL: UL1E1NB3EEMNS
Ord Dept 444.555.6789 555.555.5789 NAICS: 339940
orddeptabensbeds. com ontract
Source Titla Numbsr Pricalist Current
MAS Multiple Award Schedule 47Q5SA15DA0OTN

3. Update Terms & Conditions File Action

This section guides vendors on how to update their Terms & Conditions (T&C) File.
The T&C File Update action consists of the following steps:

1. In eMod, create an applicable modification (see section 3.1)

2. In FCP, create the Update Terms & Conditions File action linked to the closed/awarded
eMod modification (see section 3.2)

3. In FCP, update the Terms & Conditions information and submit the action (see section
3.3)

4. In FCP, the CS/CO reviews the Terms & Conditions File and submits a determination
(see section 3.4)

5. After CS/CO approval, FCP publishes the T&C updates to GSA Environment (see
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section 3.5)

Tool Tip: Update T&C

T&C Tool Tip

See these resources for additional guidance on Seller Profile.

1. T&C FAQ
2. FCP Catalog Actions Quick Reference Guide

3.1. eMod: Awarded Modification

The Terms & Conditions (T&C) File Update action must be linked to an awarded modification.
Vendors do not need to create any additional modifications in eMod for this update. However, if
necessary, vendors can create and complete a Revise Terms and Conditions modification in
eMod.

To create an applicable modification in eMod:

1. Navigate to https://www.eoffer.gsa.gov/ and access the Contract Modification page.
a. Note: Access the eMod / eOffer Help Center for assistance with eMod.

2. Create a Modification:
a. Inthe Terms And Conditions modification category, choose an applicable
modification.

Figure: eMod Create T&C Modification

':tatalog Baseline

[close Contract For New Awards
[Clcooperative Purchasing
Cpisaster Purchasing

Terms And (e Verify

Conditions —
|_|Re-representation of Non-Novated Merger/Acquisition

[CIRe-representation of Business Size
[Revise Terms and Conditicns

[Clincorporate Sub-Contracting Plan (SubK)

3. Press the Submit Online button.
4. eMod creates the T&C modification and generates a unique eMod ID.


https://catalog.gsa.gov/help?q=tnc
https://catalog.gsa.gov/help?q=change
https://catalog.gsa.gov/help?q=change
https://catalog.gsa.gov/ccp-back-end-services/api/public/v1/getFile/USER_GUIDE_ACTIONS
https://www.eoffer.gsa.gov/
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Figure: T&C eMod ID

Prepare Your

Modification

- .. C N B Mod ID: EGZCKTZ3
Corporate ) ompany Rame | el |
Information Contract Number:

T oon Io) Modification Type:  Revise Terms and Conditions

Conditions

Upload o CORPORATE INFORMATION

Documents . .

S— Is the information correct?
Submit Q o o _ o A ;
Modification This information is taken directly from System for Award Management (SAM). If any of this information is incorrect, it must be

corrected through System for Award Management (SAM). Any changes will be reflected in eOffer in approximately 24 hours.

) Indinates sarfinn is

After submitting the modification, it will be sent for CS/CO review. Once the CS/CO approves
the modification, it will transition to a closed/awarded state. At that point, the vendor can
proceed with creating the FCP Update Terms & Conditions File action.
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3.2. Create FCP Update Terms & Conditions File Action

To create an Update Terms & Conditions File action, follow these steps:

On the Catalog Overview page follow these steps to create your Update Seller Profile action:
1. Press the +New Catalog Action button.

On the New Catalog Action page under the contract information section:
1. Select the Update Terms & Conditions File button.
2. Select applicable eMod ID from the Closed/Awarded modification drop down list.
3. Press the Continue button.

Figure: Create New Update Terms & Conditions File Action

New Catalog Action

What type of catalog action would you like to perform?

Products (Sold on Advantage)
Catalog Items that will be included in the Product File and published to GSA Advantage.

O Baseline O Add O Change O Delete O TPR O Update Photos

Contract Information

O Update Seller Profile © Update Terms & Conditions File

o All Terms & Conditions files must be associated with an approved modification; select from list below.

Terms & Conditions File FAQ

Associate an eMOD ID to your selected catalog action. *

Cancel

3.3. Update Terms & Conditions File and Submit

After creating the Update Terms & Conditions File action (see section 3.2), the vendor must
upload and submit the T&C file for review. The T&C File should not include the Price List for any



GSA

U.S. General Services Administration

catalog items on the Services Plus File, as the Price List is auto-published as part of the
Baseline Services action.

1. Upload the Revised T&C File
a. Inthe Select T&C File uploader, drag the revised T&C file into the drop window
or click the Choose from Folder link to upload a Terms and Conditions file.
i. Note: The file name cannot contain any spaces and cannot be longer
than 80 characters.
b. Press the Upload button to save the files to the action.

Note: Vendors using a Services Plus File to manage their catalogs should not include pricing in
their Terms & Conditions file.

Figure: Terms & Conditions File Uploader

My Catalogs » Catalog Overview » Action

] - Contract Number
Update Terms & Conditions File csoeroosin
Contractor Name

Vendor: Submit Catalog Action - WILSON 5 SERVICE COMPANY, INC.

Government Point of Contact
cscol@gsa.gov
Submit your Terms & Conditions File for C5/CO review to be published on GSA eLibrary and GSA Advantage. Unique Entity 1D (UEI
Terms & Conditions File FAQ JlelQM_GZ-I;.,ﬂB-Q. I|:|_ .

Select TEC File

- » \iew contract period information
Supported file fo

nd underscores

Action Status

Requires Vendor Action (New)
Action 1D

223845

eMOD ID [/ Mod #

BBYSZFYM [ 0048

Drag file here or choose from folder

Terms & Conditions File
Requirements

Refer to clause I-F55-600 for the required content.
Learn more in the Terms & Conditions File FAC

2. Optional: Remove Incorrect File
a. Press the Remove button to remove the incorrect file.
b. Repeat step 1 to add the correct file.
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Figure: Terms & Conditions Removal

Update Terms & Conditions File

Vendor: Submit Catalog Action -

Submit your Terms & Conditions File for C5/CO review to be published on GSA eLibrary and GSA Advantage.

Terms & Conditions File FAQ

Uploaded T&C File

Type File Name

T&C File THC Update.docx &

If you want to modify the uploaded file above, please remove it. Then upload a new file.

3. Submit the T&C File
a. Once the T&C file is loaded, press the Submit button.
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Figure: Update Terms & Conditions File Submit

Update Terms & Conditions File

Vendor: Submit Catalog Action

Submit your Terms & Conditions File for C5/CO review to be published on GSA eLibrary and GSA Advantage.

Terms & Conditions File FAC

Uploaded T&C File

Type File Name

U.S. General Services Administration

T&C File THC Update.docx #

Remove

If you want to modify the uploaded file above, please remove it. Then upload a new file.

Add comments (Optional)

Comments will be included on the notification emails to the C5/C0 and are not saved in the contract file.

Type your cormments here...
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After submission, the action transitions to Pending CS/CO Review.

Figure: Update Terms & Conditions Pending CS/CO Review

Cantract Mur

Update Terms & Conditions File ATOSMALSDORPS

Contractor Name
wendor: Submit Catalog Action = Test Cantract

Gowemment Paint of Contact
csonliEgsa. gov

Undque Ervticy 10 |LIE
LHAWUBALTES [T

Uploaded T&C File

Type File Mame
T&C File T ik ‘b F View contract period mformation
AChon S1atus
f':_j Submission in-progress. You will be notified by email when this action has been reviewed Famnsting SO0 Enrm
Acticn 1D
21EEY
€MD 10/ Mad
C5/00: Make Determination = CHOVWMDY | D048
This acti 5N review. T i
A s sctionisin review Terms & Conditions File
Requirements

Refer to clause I-FE5-600 for the required content.

3.4. CS/CO: Make Determination

There are three determination options available to the CS/CO:

1. Approval:
a. Ifthe CS/CO approves the action and the modification, then the T&C update will
automatically publish to GSA Advantage (see section 3.5).
2. Return for Edits:
a. If the CS/CO return for edits, then:
i.  The system notifies the authorized negotiators that the CS/CO returned
the FCP action.
ii.  The action transitions to the Requires Vendor Action (Ready for Vendor
Upload) status.
iii.  The FCP action unlocks for vendor edits.
b. To proceed, vendor should:
i. Update T&C section based on CS/CO comments.
ii.  Submit FCP action back through automated data integrity validations.
3. Rejection:
a. If the CS/CO rejects the action, then:
i.  The action status transitions to Rejected. The FCP action is closed.
i.  The action displays as read-only with CS/CO comments, if applicable.
iii.  The modification is closed.
b. To restart the action, the vendor needs to create a new applicable eMod
modification or use a previously awarded/closed modification.
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i. Note: Before creating a new modification following a rejection, vendors
are encouraged to contact their CS/CO directly to ensure all deficiencies
are addressed.

3.5. Publishing Terms & Conditions Action

The publishing process to Advantage can take one to two business days to complete. Once the
system has successfully completed the automated publishing process:

1. FCP notifies the vendor via email.

2. The action status changes to Published on Advantage.
a. A banner appears on the action status page, indicating the publishing process is
complete.

Figure: “T&C” action in an “Published” state

573 FAS Catalog Platform

v Catalogs » Catalog Overview » Action

Update Terms & Conditions
& Published

This action has been published.

Vendor: Submit Catalog Action —
Uploaded T&C File

Type File Name

T&C File INC Test.docx @

CS/CO: Make Determination -

Viewing the Published T&C File:
To view the published Terms & Conditions file on Advantage:

1. Navigate to the GSA Advantage! website.

a. https://www.gsaadvantage.gov/
2. In the Search bar, enter the contract number and press the magnifying glass button.
3. Press the Terms & Conditions button.
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Figure: GSA Advantage T&C File Location

Advantage!

v | 47TQSWA23D0003

AVAILABLE CATEGORIES Search Results - Services
VEHICLE BUY/LEASE SERVICES Found 1 catalogs matching the following eriteria: | a7qswaz3no0os
TECHNOLOGY SERVICES
TRAVEL SERVICES Search within Search options
Search within results all the words v
T REFINERY
Sort Mast relevant -
Secio-economic
= . REALTERM ENERGY US, L.P.
2300003

Can't find what you're looking for?
Call GSA Customer Service at
800-488-3111

Available 24 hours a day

Monday - Friday

{8AM Central Sunday through 8:30 PM Central
Friday)

Adding Items

This section guides vendors on how to add items in their catalog that publish to a Price List.
Depending on the offerings, vendors can add services, solutions, or products (not sold on
Advantage). Section 4.1 will assist the vendors in navigating the add items process.

Tool Tip: Adding Iltems

Adding Items Tool Tip

See these resources for additional guidance on add actions.

Add Action FAQ

FCP Catalog Actions Quick Reference Guide
FCP Data Validation & Business Rules

PPT to SPF Crosswalk

s

Add Services (Published to a Price List) Action

Vendors should use the Add Services Catalog action to link to specific eMod modifications
types, including:

1. Add new Labor Category and/or Service Offerings

2. Add new SINs


https://catalog.gsa.gov/help?q=add
https://catalog.gsa.gov/help?q=change
https://catalog.gsa.gov/help?q=change
https://catalog.gsa.gov/ccp-back-end-services/api/public/v1/getFile/USER_GUIDE_ACTIONS
https://catalog.gsa.gov/ccp-back-end-services/api/public/v1/getFile/USER_GUIDE_BUSINESS_RULES
https://catalog.gsa.gov/ccp-back-end-services/api/public/v1/getFile/USER_GUIDE_BUSINESS_RULES
https://catalog.gsa.gov/ccp-back-end-services/api/public/v1/getFile/USER_GUIDE_BUSINESS_RULES
https://catalog.gsa.gov/ccp-back-end-services/api/public/v1/getFile/USER_GUIDE_SERVICES_PPT
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The Add Services action consists of the following steps:
1. In eMod, create an applicable modification (see section 4.1.1)
2. In FCP, create the Add Services action, linked to the eMod modification created in step
1 (see section 4.1.2)
In FCP, upload the Services Plus File (see section 4.1.2)
In FCP, submit the Add Services action to eMod (see section 4.1.3)
In FCP, remediate error file and address warnings, if applicable (see section 4.1.4)
In eMod, review and submit the modification (see section 4.1.5)
In FCP and FSS Online, CS/CO makes a determination (see section 4.1.6)
After CS/CO approval, FCP auto-publishes a Price List inclusive of the newly added line
items to the Advantage environment (see section 4.1.7)

® N OhA W

41.1. eMod: Create Add Services Modification

To create an applicable add modification in eMod:
1. Navigate to https://www.eoffer.gsa.gov/ and access the Contract Modification page.
a. Note: Access the eMod / eOffer Help Center for assistance with eMod.
2. Create a Modification:
a. Inthe Additions modifications category, choose either Add Labor Category
and/or Services Offerings or Add SIN.
3. Press the Submit Online button.

Figure: eMod Create Add Service Modification

SELECT MODIFICATION TYPES

Primary Types Sub Types

Eadd Labor Category and/or Service Offerings
Additions Cadd Product(s)
Cladd sIN

Cancel Submit Online ]

4. eMod creates the Add Services modification and generates a unique eMod ID.

Figure: eMod Add Labor Category and/or Services Offering eMod ID

Prepare Your Modification
[Corporate Information o) Company Name: JOHNSON GONTROLS FIRE PROTECTION LP I eMod ID:  ELGWUSSH
[Additions oJ Contract Number: GS06FODSAN

[Upload Documents o] Modification Type: Add Labor Category andor Service Offerings

CORPORATE INFORMATION

Is the information correct?

This information is taken directly from System for Award Management (SAM). If any of this information is incorrect. it must be corrected through System for Award Management (SAM). Any changes will be reflected in eOffer in approximately 24 hours.


https://www.eoffer.gsa.gov/
https://eoffer.gsa.gov/AMSupport/
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4.1.2. Create FCP Add Services Action

After creating the Add Services modification in eMod (section 4.1.1), the vendor creates and
links the FCP Add Services action to the modification.

Note: In order to create Services actions, the FCP Seller Profile must be updated with the
appropriate Catalog Offering selection (see section 2 for details).

Follow these steps to complete the Add Services action process.
1. On the Catalog Overview page, press the +New Catalog Action button.

Figure: FCP Catalog Overview +New Catalog Action

FAS Catalog Platform

My Catalogs » Catalog Overview

Catalug Ouer\fiew [ View Seller Profile J

Catalog Actions | inProgress ¢ I + New Catalog Action ]
eMODID Catalog

LastUpdated $ | FcPID I [ Mod # I Action Status I

Mo results.

2. On the New Catalog Action page, Services (Published to a Price List) section, select
the Add radio button.
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Figure: FCP New Catalog Action Screen (Add Services)

New Catalog Action

What type of catalog action would you like to perform?

Products (Sold on Advantage)
For commercial off the shelf products and commoditized services.

O Baseline O Add O Change O Delete O TFR O Update Photos

Services (Published to a Price List)
For labor categories, fixed-price services, courses and training, ODCs, language services, ancillary items and products not

suitable for sale on GSA Advantage. Services catalog actions auto publish a price list to GSA Advantage, eLibrary and

eBuy.

O Baseline O Change O Delete

Contract Information

O Update Seller Profile O Update Terms & Conditians File

o Add services creates new line items in a catalog. Note: If you're adding a SIN to services already

awarded to your contract, select a Change Service catalog action instead.

3. Inthe eMod ID dropdown menu, select the eMod ID created in section 4.1.1.
a. Note: If the “no eMod ID is available for this action type” banner displays, then
return to eMod and create an Add Services modification (see section 4.1.1).

Figure: FCP New Catalog Action Screen (eMod Dropdown)

o Add services creates new line items in a catalog. Mote: If you're adding a SIN to services already

awarded to your contract, select a Change Service catalog action instead.

Associate an eMOD 1D to your selected catalog action. ™

ELGWUSSH ||

b. Press the Continue button.

The FCP Add Services action page displays. The action status is Requires Vendor Action
(New). The vendor can proceed with uploading a Services Plus File (see section 4.1.3).



GSA

U.S. General Services Administration

4.1.3. Vendor: Submit Catalog Action Section

To submit an Add Services action, only include the services being added to the catalog in the

SPF.

Follow these steps:

1. Go to the Help Resources page and download the blank Services Plus File (SPF).

Note:

e Refer to the ReadMe tab in the SPF for instructions on filling out the file.
e For more guidance, visit the Help Resource page on FCP.

Figure: Help Resource Page Blank Templates

Help Resources

Frequently Asked Questions

Learn answers (o frequently asked questions about our FAS Catalog Platform (FCP).

(L R

wom o m

. The Baseline Action

. Compliance & Prici

- General Overview

. Accessing FCP

. eMod & F55 Online Integration

. The Product File and the Services Plus File
. Product Options & Accessories

. Price Proposal Templates

g Report: Overview

. Compliance & Pricing Report: Reading & Addressing the Report

User Guides

» Getting Started in FCP Vendor User Guide.pdi®

* Managing a Products Calalog in FCP Vendor User
Guide.pdf &

= FCP Calalog Actions Quick Reference Guide.xlsx &

» FCP Workforce User Guide.pdf &

e FCP Validations & Business Rules Quick Reference
Guide.xlsx &

» FCP Allowable ASCII Special Characters Quick
Reference Guide.xlsx &

= FCP Action Status Quick Reference Guide. pdi &

® FCP Services Plus File to Services PPT Crosswalk
Quick Reference Guide xlsx &

Training Videos
D Catalog Management Playlist g

11. Compliance & Pricing Report: Other FAQs

12. Compliance & Pricing Report: Workforce Only Questions Workforce Ca lalog Management Showease

13 Additions

14 Changes Vendor Office Hour

15. Delstions Have questions? Join our Vendor Office Hour meeting.
16. Photos Thursday, 1:00pm - 2:00pm ET

17. Ti_TM Price Reductions Vendor Office Hour Meeting Information

. Terms & Conditions
. Seller Profile

. Errors [Validations
- Consolidation

. Blanket Purchase Agreements

Need more help?

Toll Free (877) 495-3849

Monday - Friday, 8:30am - 5:30pm ET
vendorsupport@gsa.gov

23, Multiple Award Schedule [MAS) Services Survey Link for Vendors
; Survey Link for Workforce
General Overview
1 What is the FAS Catalog Platform (FCP)?
2 Who can use the FCPT Blank Templates
o FCP Product Filexlsx#
3. What is the Authoritative Catalog Repository (ACR)7 . .
£ Repository (ACR) s FCP Product File with C&Fxlsx®
4.+ WhyisGSA launching the FCP? » FCP Services Plus Filexlsx &

i

What are the benefits?

» Baseline Cover Letter Template 3
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Figure: SPF “Read Me” Tab

Al 2l B dh v FCP Services Plus File Draft 2024-06-17xisx () CGIF - Internal - Saved to this PC

File Home Insert Page Layout Formulas Data Review View Help

ﬁj & Calibri o VAR EE= o Bwepte General v =i @ Fj & =L E >4

Paste EB v Conditional Formatas Cell Insert Delete Format =l
B I U-+ S 5 o @ <0 00

- g = LRI $-% 9 W8 Formatting ¥ Table > Styles v - - v reds
Clipboard [ Font [ Alignment [ Number [ Styles Cells
A2 - b3

A B C D
1 |Contract/Offer ID XXXXXXXXXXXKKX
Overview

The Service File is the vendor's means for collecting a complete service catalog. It should be used for line item description and pricing for labor categories and also fixed price services
training, deliverables and products sold as a services outside of GSA Advantage. An awarded service catalog is accessible on the FAS Catalog Platform (FCP). Labor categories are publ
on buy.gsa.gov.

FCP Tabs: See GLOSSARY below for specific field type descriptions

REQUIRED:
* Pricing: The required fields on the Pricing tab are driven by the field catalog_item_type. When reviewing the Read Me below, note that fields marked conditional can be r¢
catalog_item_type selection.

The Service File also includes a REFERENCE tab providing the allowable codes for certain fields. {ex. SIN, Unit of Measure, etc) In addition, "notes" are located for certain columns to

that column should be completed. A triangle appears on the upper-right corner of the cell. Hover your pointer over the cell to see this additional information.
Glossary:
Contract Begin Date Tab
Grouping Column Format Description
Date The vendor may enter the first year of its contract term on this tab. The contract_begin_date
Contract Beqgin Date contract_begin_date the Pricing tab in the Base and Option Year sections (under year_01 in column Y fo year_20
ISl Contract Begin Date IEEEEN Pricing Reference | @) q

Ready  [§) CGIF - InternalThird Party 3 Accessibility: Investigate

(Optional) Fill in the SPF Contract Begin Date tab.
a. Enter the contract_begin_date.
i. Notes:
1. The Catalog Overview page > Latest Catalog SPF pre-populates
the Contract Begin Date information.
2. The Contract Begin Date is available on the Catalog Overview

page, View contract period information section.
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Figure: SPF Contract Begin Date Tab

AutoSave (@ off) FCP_Services_Plus_File_1.0-20240712.
File Home Insert Page Layout Formulas Data Review View
[] & Calibri Ju AR E=Ee B o
[ ~ {
B I U~ Hi. Mo A = = e +- | [& ~
S 4 = |FE=== ﬁ
Clipboard T Font T Alignment Fu
Al - Je Contract Begin Date
A B C N} E F

Contract Begin Date
contract_begin_date

1/1/2020

oW R

| Read Me | Contract Begin Date | Pricing Reference

Ready T:;"{ Accessibility: Investigate

b. After entering the contract_begin_date, the Pricing tab, Row 3, starting in
column Y, automatically populates the date by contract year.
i. Notes:

1. Pricing must be included from the current contract year through
the end of the awarded option period.

2. Pricing for earlier, already completed contract years is not
required. If included, historical pricing data can not be edited
once approved.

3. If the contract is in the final year of the current option period,
pricing must also be included for the next awarded option
period.

ii. Examples:

e For a contract currently in Year 12, pricing should be included for:
Years 12, 13, 14,15.

e Fora contract currently in Year 15, pricing should be included for:
Years 15, 16, 17, 18, 19, and 20.
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Figure: SPF Pricing Tab GSA Price with IFF Row 3 Calculated Contract Years

AutoSave (@ oft) o FCP_Services_Plus_File_1.0-20240712xIsx = Saved to this PC ™
File Home Insert Page Layout Formulas Data Review View Automate Help
— - iti ing ~ 2]
D & Calibri Jun JAh A == E Ea EE’ MNumber fE] Conditional Formatting &
03~ $ ~ 9% 9 | EErormatasTable~ =
& B I U~ Hiv O ﬁ = = = = £ =5 = &0 g i Cell Styles ~ ag
Clipboard R Font [E] Alignment [} MNumber fa Styles

uUs = Je

Option Period 1 (G5 Price with IFF)

il Ei=se= period (G54 Price with IFF)

2 |wear_01 year_02 year_03 wear_ 04 wear_05 year_06 wear 07 uear_08

3 | 0102020 - 00112021 - 010112022 - 0102023 - 01012024 - 010112025 - 002026 - 002027 - |
4 30,2267 30,6501 311403 31.6074 32.0815 32,5627 33.0512
5 232.9975 232.9975 232.9375 232.997%

5] 139.0428 133.0425 139.0d25 133.0428

-

Pricing Reference | (-!-,' E

| Read Me | Contract Begin Date Pricing

3. Complete the SPF Pricing tab as needed.
a. Remove examples and any pre-existing line items.
i.  Note: Column headers in the SPF are system-defined and should not be
changed. Modifying headers may cause validation errors.
b. Enter new service items in the Pricing tab.
i. Notes:
1. Fields are conditionally required based on catalog_item_type.
2. To associate a service item with multiple SINs, list all SINs in the
sin_comma_separated field, separated by using commas.

After reviewing, modifying, and saving the SPF, the vendor should follow these steps to upload
the file:

1. Select Services Plus File:
a. In the file uploader, either drag the file into the drop window or click the ‘choose

from folder’ link to find and select the file.
b. The SPF file must meet the following requirements:
i Limited to 1 million lines.
ii. Saved in .xIsx format.
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Figure: FCP Upload Services Plus File(s) Section

My Catalogs > Catalog Overview » Action

. Contract Number
Add Services GS06F005aN
Contractor Name
Vendor: Submit Catalog Action - JOHNSON CONTROLS FIRE PROTECTION LP

Currently Assigned Government Point of Contact
cscol{@gsa.gov

Upload Services Plus File(s). The system will scan the file(s) and may return multiple error files. Unique Entity ID {UEI)
KOHJHLAKXESS
Select Services Plus File(s)

Supported file format: xlsx P View contract period information

Action Status

Drag files here or choose from folde
Ap fries here or choose from Touter Requires Vendor Action (New)

Action 1D
226090

eMOD ID / Mod #
ELGWUSSH

Published To
GSA Advantage

2. Upload Files:
a. Press the Upload button to save the file to the action.
b. Optional actions:
i. Pressthe Remove button to delete the incorrect file.
ii. Repeatsteps 1 and 2 to upload the file.
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Figure: FCP Uploaded Files

Vendor: Submit Catalog Action _

Upload Services Plus File(s). The system will scan the file(s) and may return multiple error files.

Select Services Plus File(s)
Supported file format: .xlsx

- —— g

| Drag files here or choose from folder i

Uploaded Files

After uploading all of your files, click “Send Files to eMod™ and then follow the on-screen guidance in FCP. Files
that exceed the 100MB size limit will be split into multiple files; no user action required. If revisions occur, FCP will
only store the final version of your Services Plus File.

Type 1  FileName I

Services Plus ~ ) . -

il GSOBFO054M ServicesPlusFile 1 1 20240704.xlsx # Remove
ile

Services Plus . i

Fil FCP Services Plus File.xlsx % Remove
ile

3. Submit SPF(s):
a. (Optional) Add comments to the CS/CO.
b. Check the box: “I understand these file(s) will be transmitted to eMod and | will
not be able to make further changes.”
Press the Send Files to eMod button.
d. Note: A banner displays indicating the file(s) are processing. The system will
notify authorized negotiators via email from fcp-no-reply@gsa.gov once the
results are available.

o
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Figure: FCP Submit SPF(s)

H Contract Number
Add Services GS0EFODSAN
Contractor Name
Vendor: Submit Catalog Action = JOHNSON CONTROLS FIRE PROTECTION LP
Currently Assigned Government Point of Contact
cscol@gsa.gov
Upload Services Plus Filels). The systerm will scan the file(s) and may return multiple error files. Unigue Entity 1D (UEI)

KSHJHLAKXESE [
Select Services Plus File(s)

Supported file format: xlsx » Wiew contract period information

Action Status

Drag files he r choose from folde . .
13 RS here Or Chadse Tram Iocer Requires Vendor Action (Mew)

Action ID
226090
eMOD 1D/ Mod &
ELGWUSSH
Uploaded Files Fublizhec To
p G5A Advantage
After uploading all of your files, click “Send Files to eMod™ and then follow the on-screen guidance in FCP. Files
that exceed the 100MB size limit will be split inte multiple files; no user action required. If revisiens occur, FCP will
anly stere the final version of your Services Plus File. Completing This Action

= Begin the Add Services action by downloading a
Type File Name BLANK Services Plus File.

Sorvices Blus Enter only new line items that are not already in
File Add SPFxlsx$ your catalog to the Services Plus File.

s Upon approval, new line items in your services
catalog will be auto-published to your price list on
cation emails Lo the CS/CO and are not saved in the contract file. GSA Advanlage, G5A eLibrary, and GSA eBuy.

Add comments (Opticnal)
Comr ts will be incl

an the no

vour comments hare...

Last Approved Catalog Files

Populated with currently awarded services that are
auto-published to your price list on G5A Advantage,
P eLibrary and eBuy.

GSOGF0054M ServicesPlusFile 1 1 20240906.x1sx &

understand these file(s) will be transmitted to eMod and 1 will not be able to make further changes.

Mote: MS Excel [.xlsx} is the only supported file format.
Send Files to eMod Editing this file with non-Excel software may

unintentionally alter this file.

Blank Template

FCP Services Plus File xlsx &

After submitting, the action status transitions to Pending File Processing. FCP begins a series
of data integrity and business rule checks (see section 4.1.4).
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Figure: Add Services Submittal of SPF

My Catalogs » Catalog Overview » Action
Add Services
Vendor: Submit Catalog Action

Uploaded Files

Type File Name

Services Plus sddel SPE xlsx &
Add SPF.xlsx
File

Contract Number
GS06F0054N
Contractor Name

JOHNSON CONTROLS FIRE PROTECTION LP

Currently Assigned Government Point of Contact
cscol@gsa.gov
Unigque Entity 1D [UEI}
KIHJHLAKXESE [

P View contract period information

Action Status
Pending File Processing

(:) File submission in-progress. You will be notified by email when the file has been processed.

After the SPF(s) passes validation:

1. The action status transitions to Sending to eMod, and

Action 1D
226090

eMOD D [ Mod #
ELGWUSSH
Fublished To
GSA Advantage

2. the system begins processing the file(s) to deposit to the linked eMod modification.

Figure: FCP Add Services Action in Sending Files to eMod Status

My Catalogs » Catalog Overview » Action

Add Services

Vendor: Submit Catalog Action
Uploaded Files

Type File Name

Services Plus add SPExI
Add SPE.xlsx #
File

A Warning! Vendor must return to eMed and eomplete this modification.

Contract Number

GSOEFO054N

Contractor Name

JOHNSON CONTROLS FIRE PROTECTION LP
Currently Assigned Government Point of Contact
cscol@gsa.gov

Umique Entity ID (UEI)

KSHJHLAKXESE ([

® View contract period infarmation

Action Status
Requires Vendor Action (Vendor must Submit to C5/CO in
eMod)

Action D
226316

eMOD ID [/ Mod 2
ELGWUSSH
Published To
GSA Advantage

The following automated actions occur during the FCP file submission to eMod process:

3. FCP renames the file.

a. The file name contains the following information:

i.  SPF_[Action Type Initial]_[Year Month Day Hour Minute] [FCP Action
ID]_[Contract Number] [SPF #]_[Total # of SPFs].xlsx

i. Example:
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1. SPF_B_202407301330_123456_47QSMA18D08P6_2_4.xIsx

b. The renamed file(s) display in:
i eMod modification, ‘PPT’ attachment field and
i. FCP CS/CO: Make Determination section (see section xx).

4. Fields calculated from Excel formulas become values without formulas.

5. FCP generates the following fields in the SPF when sent to eMod:
a. Discount_offered_to_gsa_off mfc_price
i. Note: If the vendor is a TDR participant, the field is created but remains
empty.

6. If the vendor submitted with any warnings it decided to accept (see section 4.1.4), then
FCP generates a Warnings tab in the submitted SPF.

FCP completes the SPF deposit in eMod, then:

1. The FCP action status updates to Requires Vendor Action (Vendor must Submit to
CS/CO in eMod).
2. The system notifies the authorized negotiators, indicating that the eMod modification is
ready to review (see section 4.1.5).
The vendor can no longer modify the FCP action.
4. eMod begins processing the files to save and display in eMod.
a. Note: This process can take up to an hour to complete (see section 4.1.5).

w

4.1.4. Remediation Error File & Warnings

Error Files:

If the submission failed validations, then:
1. The action status transitions to Requires Vendor Action (Pending Vendor Upload)
and
2. the system notifies the authorized negotiators.

The FCP validates the SPF using a similar data integrity check and business rule validation
workflow as the Product File. After addressing any data validation or business rule errors, see
section 4.1.3 for how to upload the revised SPF and resubmit.

Warnings:
During Step 2, business rule validations, the FCP performs an additional check for any
warnings in the SPF.

A warning occurs when numbers in the Pricing and Calculated Outyears sections do not follow
expected standards outlined below.
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1. Pricing Section Warnings:
a. MFC Price is greater than the Commercial/Market Price
b. GSA Price is greater than the Commercial/Market Price
c. GSA Price is greater than the MFC Price

2. Calculated Outyear Warnings:
a. A price entered does not follow the formula: Year_x+1 = (year_x)*(1 + epa_rate)

To proceed, the vendor can choose from the following options for the submitted SPF:

1. Keep, and Submit with Warnings
a. Select Keep, and Submit with Warnings.
i. A banner displays noting that the vendor reviewed the warnings.
b. (Optional) Add comments to the CS/CO.
c. Check the box: “I understand these file(s) will be transmitted to eMod and | will
not be able to make further changes.”
d. Press the Send Files to eMod button.
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Figure: Baseline Services Submittal with Warnings

Add Services

Vender: Submit Catalog Action -_—

A\ Validation Warnings

Your submission contains warnings and has not been sent to eMod. Please review the report
and choose how you want to procead.

Submission Error Reports

Type File Name

Warnings Only

Ei Add SPF GSOGFO054M SERVICES ADD 226638 CB ERROR 202409161125 .xl5x %
1{=3

Submitted Files

Type File Name

Services Plus

) Add SPFxlsx #
File

Choose an action for the Submitted Files

@ Keep, and Submit with Warnings

This option will keep the Submitted Files and send
them to eMod.

O Replace with New Files

You will upload new files to replace the Submitted
Files and we'll repracess them.

By selecting submit with warnings, you are confirming that you reviewed the warnings.

Add comments (Opticnal)

Camments will be included an the netification emails to the C5/C0 and are not saved in the contract file.

Woeur comments hare...

2. Replace with New Files

| understand these file(s) will be transmitted to eMod and Dwill not be able to make further changes.




U.S. General Services Administration

Select Replace with New Files.
i.  The Select Services Plus File(s) uploader displays.
In the Select Services Plus File(s) uploader, either drag file(s) into the drop
window or click the ‘choose from folder’ link to find and select the file(s).
Press the Upload button to save the new files.
Check the box: “l understand the file(s) will be transmitted to eMod and | will not
be able to make further changes.”
Press the Send Files to eMod button.
i. FCP validates the SPF(s), restarting at Step 1 of the validation process.

1. Note: If there are additional warnings or errors, the vendor will
need to repeat the validation process.
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Figure: Add Services Submittal of Updated SPF

Add Services

Vendor: Submit Catalog Action -_—

A\ Validation Warnings

Your submission contains warnings and has not been sent to eMod. Please review the report
and choose how you want bo proceed.

Submission Error Reports

Type File Name

Warnings Qnly
File

I.‘-‘.dd SPE GSOEFDO054M SERVICES ADD 226638 CB EREOH 2[2-24:]‘:"151122.x|£zi|

Submitted Files

Type File Name

Services Flus

File

Choose an action for the Submitted Files

O Keep, and Submit with Warnings @ Replace with New Files
This option will keep the Submitted Files and send fiou will upload new files to replace the Submitted
them to eMod. Files and we'll reprocess them.

Upload Services Plus File(s). The system will scan the file(s) and may return multiple error files.

Select Services Plus File(s)
Supported file fermat: xlsx

Selected file Change files

e
h Add SPF_GS0GFO0S4N_SERVICES _ADD 226538 CB_ERROR_203408161135.xlsx

Upload

41.5. eMod: Review and Submit Modification

After FCP completes the file submission to eMod and eMod completes file processing, the
vendor should:

3. Review the eMod modification, Upload Documents section.
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a. Confirm that the SPF in the Price Proposal Template field displays the correct
file and content.

Figure: Upload Documents section in eMod

Prepare Your Modification

‘_CO'PD'ate Information @ | Company Name: MDE, INC eMod ID: DV1GJYMP
| Additions 0 Contract Number: GS00F0001S
‘ Upload Documents O | Modification Type: Add Labor Category andfor Service Offerings

‘. Submit Modification O|
' Indicates secton i Incomplete UPLOAD DOCUMENTS

® Indicates section is Completed

* Required
Attach supporting documents to this eMod

Upload all documents associated with your eMod

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

Service and product text file has been named as 'Terms and Conditions Text File".

Please select the Go to FCP button to be ported to the FAS Catalog Platform for your Catalog File submission.The Button will become accessible once all other required
documents are uploaded.Clicking the Go to FCP button will save any progress

Type Name Status Action

Labor Category Descriptions * Not Uploaded
Price Proposal Template * Awaiting Submission
Supporiing Documentation * Not Uploaded

Commercial Pricelist Not Uploaded Upload
SCA Matrix Mot Uploaded Upload
Vendor Defined Mot Uploaded Upload

Table: FCP Services Plus File(s) Not Visible in eMod?

FCP Services Plus File(s) Not Visible in eMod?

If the Price Proposal Template in eMod does not contain the FCP Services Plus File(s),
then eMod may still be processing the submission. A number of factors can cause a delay
in file processing, including:

1. Size of the submission
2. Network latency
3. Number of file submissions queued

Wait 1 hour and check the Price Proposal Template section again. If the file is still not
visible, then reach out to VSC at vendor.support@gsa.gov.

4. Upload the Labor Category Descriptions and Support Documentation in eMod.
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Figure: Upload Labor Category Descriptions and Supporting Documents in eMod

GSA eMod . )

eDfferfeMod is a tool to submit Contract Offers and Contract Modification requests to G5A Federal Acquiditibn SBRBANRGOVER Home My eMods Help

Prepare Your
Modification
_ Company Name: MDE, INC. eMeod ID: IRCNEBCH
Corporate ®
Information Contract Number: GS00F00015
Additions ® Modification Type: Add Labor Category andfor Service Offerings
Upload Q
Documents UPLOAD DOCUMENTS * Required
Submit o Attach supporting documents to this eMod
Modification

- Upload all decuments associated with your eMod
Q Indicates seclion is

Incomplete Only files of size less than or equal to 100.0 MB can be uploaded.
@ Indicates section is
Complet=d Service and product text file has been named as Terms and Conditions Text File'.

Pleasze select the Go to FCP button to be ported to the FAS Catalog Platform for your Cataleg File submission The Button will become
accessible once all other required documents are uploaded Clicking the Go te FCP button will save any progress.

Type Name Status Action

Labor Category Descriptions * Mot Uploaded Upload

Price Proposal Template * SPF_A_202409171519_226805_GS00F0001S_1_1 xlsx UM Submission Received [ReRtd ez

Supporting Documentation * Mot Uploaded Upload
Commercial Pricelist Mot Uploaded Upload
SCA Matrix Mot Uploaded Upload
endor Defined Mot Uploaded Upload

Save and Confinue

5. Review the remaining eMod modification sections to enter any remaining information.

6. Submit the modification by clicking the Continue button on the Final Review of eMod
screen.
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Figure: Submit Modification

eDffer/eMod is a tool to submit Contract Offers and Contract Modification requests to GSA Federal Acquisition Service onlingiello JORDAN HOOVER  Home

4 0

MyeMods  Help

Corporate [ ]
Information

Additions [ ]
Upload Documents @

Submit Modification O

O Indicates section is Incomplete
@ Indicates s=ction is Complet=d

MDE, INC.
GS00F0001S

Company Name:
Contract Number:

Modification Type: Add Labor Category andlor Service Offerings

eMod ID: IRONEECQ4

FINAL REVIEW OF eMOD

It is recommended that the following do = be revi

d before submitting this eMod.

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

Type Name

Mod Response Mod Response

Price Proposal Template SPF_A_202409171519_226808_GS00F00015_1_1 xlsx

Labor Category Descriptions LCD

Supporting Documentation 5D

Disclaimer

All other terms and conditions of the Contract will remain the same, unless otherwise disclosed and proposed in this modifica

« The labor categories being added are not substantially equal to previcusly deleted items which had a lower schedule pric:

* Required

Actions

R

R

il

tion request *

€.

« Al labor categories/service offerings are compliant with Trade Agreements Acts (See Federal Acquisition Regulation (FAR) Subpart 25.4).

@ves No

CS/CO: Make Determination Section

After the vendor submits the modification, the modification and FCP action are ready for CS/CO
review (see section 4.1.6).

After the vendor submits the modification in eMod (see section 4.1.5), the FCP action transitions
to the Pending CS/CO Review status.

e Note: FCP polls eMod hourly for status updates. The action status transitions to
Pending CS/CO Review at either of the following points:
o Hourly polling job completes
o User accesses the FCP action

The CS/CO: Make Determination section contains the FCP file(s) deposited to eMod (see
section 4.1.5).
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There are 3 determination options available to the CS/CO:

1. Approval:

a. Ifthe CS/CO approves the action and the modification, then:
i. IneMod, the vendor reviews the SF30 package and eSigns the
modification.

Figure: eMod Vendor Sign Package

@ Signed Modifications

Click the eMod |D to view the event log for a Contract Modification

Mod Assigned Rescind
a a

eMod ID No Mod Actions % Contract « LastUpdate ¥ Status ¥ To * View Mod Sign Package View Package Download Mod

Add Labor Ready for

PA- Category andlor 2024-09-17 "
RONBEQ4 0105 Service GS00F0001S 18:24-02.086 Vendor View Mod Sign Package View Package

Offerings I

ii. In FSS Online, the CO eSigns the modification.

b. After the CO eSigns the modification, FCP begins the automated publishing
process (see section 4.1.7).

2. Return for Edits:
a. If the CS/CO return for edits, then:
i.  The system notifies the authorized negotiators that the CS/CO returned
the FCP action.
ii.  The action transitions to the Requires Vendor Action (Ready for
Vendor Upload) status.
iii.  The FCP action unlocks for vendor edits.
b. To proceed, vendors should:
i. Upload a revised Services Plus File(s) based on CS/CO comments
i.  Submit the FCP action back through automated data integrity validations
and to eMod.
1. Notes - If data validations fail, then review and remediate the
errors and resubmit (see section 4.1.4).
ii. (Important Step) After the FCP action transitions to Requires Vendor
Action (Vendor must Submit to CS/CO in eMod) status:
1. Review the eMod Upload Documents section. The submitted
Services Plus File(s) display in the Price Proposal Template
document type.
2. Notes -
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a. Only the most recent FCP Services Plus File is shown in
eMod under the Price Proposal Template. When the
CS/CO chooses Allow Vendor Edits in FSS Online, the
previous FCP file is removed. The vendor must upload and

submit a new file in FCP.

b. Verify the FCP file name includes the timestamp of the
resubmission (see section 4.1.5).
c. Verify the file contents include the latest revisions.

iv. Submit the eMod modification to send the modification and action back to

the CS/CO for review.

3. Rejection:

4.1.7.

Publishing the Add Services Action

a. Ifthe CS/CO rejects the action, then:

i.  The action status transitions to Rejected. The FCP action is closed.
ii.  The action displays as read-only, with CS/CO comments, if applicable.

iii. The modification is closed.

b. To restart the action, the vendor needs to create a new applicable eMod

modification (see section 4.1.1).

i.  Note: Before creating a new modification following a rejection, vendors
are encouraged to contact their CS/CO directly to ensure all deficiencies

are addressed.

After the CS/CO completes the approval process (see section 4.1.6), the FCP action status

changes to Pending Publishing on Advantage.

Figure: Services Add Action (Pending Publishing on Advantage)

My Catalegs » Catalog Overview » Action

Add Services

@& Approved

This action has been approved and is pending publication on GSA Advantage.

Vendor: Submit Catalog Action

€5/C0O: Make Determination

Files Submitted with Action

Type

File Name

Contract Humber

GSO0F0001S

Contractor Name

MDB, INC.

Currently Assigned Government Point of Contact
cscol@gsa.gov
Unigue Entity 1D (UEI)
JAKLUDGEKYIT [0

P View contract period information

Action Status
Pending Publishing on Advantage

Services Pl
File

SPF A 202403171519 236808 GSOCFODOLS 1 1.xlsx

*

Action 1D

226808

eMOD I/ Mod #
IRONBEQ4 | 0105
Fublished To

G5A Advantage
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The publishing process to GSA Advantage for FCP services actions occurs within the same
day, often within the hour.

Figure: Services Add Action (Published to Advantage)

My Catalogs » Catalog Overview > Action

Add Services csooronots

& Published MDE, INC.

This action has been published. Currently Assigned Government Point of Contact
cscol@gsa.gov
Unigue Entity 1D [UEI)

Vendor: Submit Catalog Action + JKLUDGBKYJT [

» View contract period information

€5/C0O: Make Determination -
. . . N Action Status
Files Submitted with Action Published on Advantage
Action D
Type File Name 226808
eMOD 1D/ Mod &
Services Plus IRONEEBQ4 [ 0105
SPE A 203405171519 226808 GS00F00015 1 1.slcx & .
File Published To

G5A Advantage

Confirm Publishing:
4. After the publishing process successfully completes:
a. The action status changes to Published and
b. the system notifies the authorized negotiators via email.
5. Access GSA Advantage https://www.gsaadvantage.gov/
a. Navigate to the Contractor Information modal and
b. press the Price List button.

Figure: Advantage Price List Location

Contract: GS-06F-0051R Socio-economic: Small Business

Service Disabled Veteran Owned Small Business
Contractor: | |

Disadvantaged Business

EPLS: Contractor not found on the Excluded Parties List System
Address:
E-Mail:
| '

Contract end date:

Order Status POC: | |

SAM UEL: JIF1IQMGZPABY

Orderin g Information: contact the office nearest you if more than one location is shown.

Name/Order POC Email Address City, State Zip Code Phone Number Fax Number

6. Verify that all services details, pricing, and descriptions display accurately.
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a. The Contractor Info tab displays contractor information.

Figure: Published Price List: Contractor Info Tab

Off ) '-‘:jl d ~ pricelist_G5-06F-0051R_4

File Home Insert Page Layout Formulas Data Review
[] dh Cut Calibri S WA A==
(@ Copy ~ ]
<¥ Format Painter B I U~ .| ﬁ i = == 4
Clipboard ] Font ]
17 - 5
A [ B [ C [
1 | Vendor Name Services Vendor
2 Vendor UEl J1IF1OMGZPABS
3 | Vendor Contract Number GSOBFOOS1R
4 Naics 61210
3 |Contract Administrator Contract Administrator Name
il | Phone 207-444-1234
7 |Email Contract Administrator Email
2 | Price List Generation Date 2024-07-05
9 _Contrar.:t Begin Date 2005-06-13
| contract Year [as of price
10 [list generation) 20
Option Period End Date (as
11 |of price list generation) 2025-06-12
12: Ultimate Contract End Date 2025-06-12
13 |
14
15_ Contract Year Begins Ends
1E-_ 1 2005-06-13 2006-06-12
17 2 2006-06-13 2007-06-12
18 3 2007-06-13 2008-06-12
19 | 4 2008-06-13 2009-06-12
20 | 5 2009-06-13 2010-06-12
21 | i) 2010-06-13 2011-06-12
22 | 7 2011-06-13 2012-06-12
23 | 8 2012-06-13 2013-06-12
24 | 9 2013-06-13 2014-06-12
25 | 10 2014-06-13 2015-06-12
26 | 11 2015-06-13 2016-06-12
27 | 12 2016-06-13 2017-06-12
28 | 13 2017-06-13 2018-06-12
29 | 14

Contractor Info |
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b. The Pricing tab displays the conformed price list.

Figure: Published Price List: Pricing Tab

Fle ~ Home Insert Pagelayout Formulas Data Review View Help

ﬁj & cut Calibri C10 VA A

[ copy B
BI UV OvAY | ==

I Comments 12 Share

El »- | @waprec Custom - Ji==] % Ej & =R = 2 Autosum > 97 p @ b

B it~
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c. Note:
i. Ifthe submitted epa_rate is ‘0’, then the pricing is the same year over
year.

1. The pricing information displays in the following fields:
a. GSA Price with IFF - as of price list generation date

i. Ifthe epa_rate is above ‘0, then the pricing is calculated to change year
over year.
1. The pricing information displays in the following fields:

GSA Price with IFF - as of price list generation date

GSA Price with IFF (A)

GSA Price with IFF (B)

GSA Price with IFF (C)

GSA Price with IFF (D)

GSA Price with IFF (E)
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7. Access elibrary (https://www.gsaelibrary.gsa.gov/ElibMain/home.do)
a. Navigate to the Contractor Information page and
b. press the Price List button to download the file.
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Figure: eLibrary Price List Location
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8. Access eBuy (https://www.ebuy.gsa.gov/ebuy/)
a. Login.
b. Navigate to the contract.
c. Press the Price List button to download the file.

Figure: eBuy Price List Location
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Table: Update to the Price List

Update to the Price List

FCP auto-publishes the Price List, a catalog of services and items not sold on Advantage. This
listis in Excel format and is separate from the Terms & Conditions (T&C) file.

Features of the Price List:

e Auto-published whenever the catalog is contractually modified. This ensures it always
represents what is on contract.

e Indexable and searchable.
e Consistently formatted to allow for easier comparisons from one vendor to another.

e Available on GSA Advantage, eLibrary, and eBuy.

Handling Discrepancies:

1. If discrepancies are found with the published services, contact the Vendor Support
Center (VSC) at vendor.support@gsa.gov for assistance.

Change ltems

This section guides vendors on how to change items in their catalog. Depending on the offerings,
vendors can change services, products, or both.

Tool Tip: Changing Items

Changing Items Tool Tip

See these resources for additional guidance on change actions.

1. Change Action FAQ

2. FCP Catalog Actions Quick Reference Guide
3. FCP Data Validation & Business Rules

4. PPT to SPF Crosswalk



mailto:vendor.support@gsa.gov
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https://catalog.gsa.gov/ccp-back-end-services/api/public/v1/getFile/USER_GUIDE_BUSINESS_RULES
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Change Services (Published to a Price List) Action

Vendors should use the Change Services Catalog action to link to specific eMod modifications
types, including:

1.

w

©ooN O

Add SIN (Addition of SINs for items already awarded to a catalog that are published to a
Price List)

Change in Geographic Coverage (Scope)

Delete SIN (Deletion of SIN affecting items associated with multiple SINs that are
published to a Price List)

Economic Price Adjustments with Commercial Price List

Economic Price Adjustments without Commercial Price List

Permanent Price Reduction (Based on Most Favored Customer)

Permanent Price Reduction (Industry Partner Requested)

Services Descriptive Change

Wage Determinations

The Change Services action consists of the following steps:

N —~
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5.1.1.

In eMod, create an applicable modification (see section 5.1.1)

In FCP, create the Change Services action, linked to the eMod modification created in
step 1 (see section 5.1.2)

In FCP, upload the the Services Plus File (see section 5.1.2)

In FCP, submit the Change Services action to eMod (see section 5.1.3)

In FCP, remediate errors and address warnings, if applicable (see section 5.1.3)

In eMod, review and submit the modification (see section 5.1.4)

In FCP and FSS Online, CS/CO makes determination (see section 5.1.5)

After CS/CO approval, FCP auto-publishes the updated catalog to the Advantage
environment. (see section 5.1.6)

eMod: Create Change Services Modification

To create an applicable change modification:

1.

2.
3.

Navigate to https://www.eoffer.gsa.gov/ and access the Contract Modification page.
a. Note: Access the eMod / eOffer Help Center for assistance with eMod.

Create an applicable Change Modification.

Press the Submit Online button.

Figure: eMod Create Change Service Modification
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4. eMod creates a Change Service modification and generates a unique eMod ID.

Figure: eMod Change Action eMod ID

Prepare Your
Modification

— . Company Name: MDE, INC. eMod ID: 20XSCJMD
Corporate ] (21 ' I

T Contract Number:  GS00F0001S
-Technical o | Modification Type: Service Descripfive Change
(Upload o|

Documents CORPORATE INFORMATION
[ Submit O. Is the information correct?

Modification o o _ o o _
(S This information is taken directly from System for Award Management (SAM). If any of this information is incorrect, it must
|0 R EE T E be corrected through System for Award Management (SAM). Any changes will be reflected in eOffer in approximately 24
ncomplate o hours.

@ Indicates section is

Completed

Company Details

5.1.2. Create FCP Change Services Action

After creating the Change Services modification in eMod (section 5.1.1), the vendor creates
and links the FCP Change Services action to the modification.

Follow these steps to complete the Change Services action process.
1. On the Catalog Overview page, press the +New Catalog Action button.

Figure: FCP Catalog Overview +New Catalog Action

FAS Catalog Platform

My Catalogs » Catalog Overview

Catalog Overview | view setier proite |

CatalugActions nProgress ¥ l + New Catalog Action ]

eMOD 1D 1 Catalog

| Mod # Action Lol t

LastUpdated § | FcPID I

Mo results.

2. Onthe New Catalog Action page, Services (Published to a Price List) action, select
the Change radio button.
a. Note: In order to create Services actions, the vendor must have selected
services in its Seller Profile Catalog Offering section.
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Figure: FCP New Catalog Action Screen (Change Services)

New Catalog Action

What type of catalog action would you like to perform?

Products (Sold on Advantage)
Catalog Iterns that will be included in the Product File and published to GSA Advantage.

O Baseline

Services Plus® (Published to a Price List)

For labor categories, fixed-price services, courses and training, ODCs, language services, ancillary items and *products
not suitable for sale on GSA Advantage. Services catalog actions auto publish a price list to G5A Advantage, eLibrary,
eBuy.

O Baseline O Add Ehange O Delete

Contract Information

O Update Seller Profile O Update Terms & Conditions File

o Change services adjust existing catalog line items and do not add or remove line items from the
contract. Examples of changes include: Economic Price Adjustments, Permanent Price Reductions,

and Service Descriptive Change(s).

3. Inthe eMod ID dropdown menu, select the eMod ID created in section 5.1.1.
a. Note: If the “no eMod ID is available for this action type” banner displays, then
return to eMod and create a Change Services modification (see section 5.1.1).

Figure: FCP New Catalog Action Screen (eMod Dropdown)

Associate an eMOD ID to your selected catalog action. *

MXYDG315 v ‘

4. Press the Continue button.

The FCP Change Services action page displays. The action status is Requires Vendor Action
(New). The vendor can proceed with uploading a Services Plus File (see section 5.1.3)
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5.1.3. Vendor: Submit Catalog Action Section

To submit a Change Services action, only include the line items being changed in the SPF.
Follow these steps:

1. Go to the Catalog Overview page and download the latest SPF from the Latest
Catalog Data section.

Note:
e Refer the ReadMe tab in the SPF for instructions on filling out the file.
e For more guidance, visit the Help Resource page on FCP.

Figure: SPF “Read Me” Tab

AutoSave (@ Off) B EE 2x2iled -~ FCP Services Plus File Draft 2024-06-17.xdsx () CGIF - Intemal » Saved to this PC v

File Home Insert Page layout Formulas Data Review View Help

EF] fg Calibri i1 VA A= E = £ b, Wrap Text General - @ @ Fj % g):( E e

(a3
Paste = = = | = Conditional Formatas Cell Insert Delete Format
B I U+ ¥ Ao Ao === == |H " ) <0 .00
v - = — = - —I—= = Merge&[enter $ A LR Formatting v Table v Styles ~ v e v
Clipboard T Font N Alignment [ Number N Styles Cells
A2 - Je
A B C D
1 | Contract/Offer ID XAOOCOOGOOOOK
Overview

The Service File is the vendor's means for collecting a complete service catalog. It should be used for line item description and pricing for labor categories and also fixed price services
training, deliverables and products sold as a services outside of GSA Advantage. An awarded service catalog is accessible on the FAS Catalog Platform (FCP). Labor categories are publ
on buy.gsa.gov.

2

3 FCP Tabs: See GLOSSARY below for specific field type descriptions

4

B REQUIRED:

6 * Pricing: The required fields on the Pricing tab are driven by the field catalog_item_type. When reviewing the Read Me below, note that fields marked conditional can be re
7 catalog_item_type selection.

8

9 The Service File also includes a REFERENCE tab providing the allowable codes for certain fields. (ex. SIN, Unit of Measure, etc) In addition, "notes" are located for certain columns to
10 that column should be completed. A triangle appears on the upper-right corner of the cell. Hover your pointer over the cell to see this additional information.

11

12

13
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15

16

» Glossary:
18 Contract Begin Date Tab

19 |Grouping Column Format Description

Date The vendor may enter the first year of its contract term on this tab. The contract_begin_date
Contract Begin Date contract_begin_date the Pricing tab in the Base and Option Year sections (under year_01 in column Y fo year_20
|[ Contract Begin Date [ Pricing [N EEEENSINNE) [«

Ready @ CGIF - Internal\Third Party ﬁ:\ccess\bmw: Investigate

2. Complete the SPF Pricing tab as needed.
a. Remove any service items from the Pricing tab that are not being changed.
b. Update service items as required, based on the type of modification used.

After reviewing, modifying, and saving the SPF, the vendor should follow these steps to upload
the file:
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1. Select Services Plus File(s):
c. Inthe file uploader, either drag file(s) into the drop window or click the ‘choose
from folder’ link to find and select the file(s).
d. Note: The uploader accepts multiple files.

Figure: FCP Upload Services Plus File(s) Section

Change Services

Vendor: Submit Catalog Action -

Upload Services Plus File(s). The system will scan the file(s) and may return multiple error files.

Select Services Plus File(s)
Supported file format: xlsx

Drag files here ar choese from folder

2. Upload Files:
a. Press the Upload button to save file(s) to the action.
b. Optional actions:
i. Press the Remove button to delete incorrect files.
ii. Repeatsteps 1 and 2 to upload additional files.
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Figure: FCP Uploaded Files

Vendor: Submit Catalog Action _

Upload Services Plus File(s). The system will scan the file(s) and may return multiple error files.

Select Services Plus File(s)
Supported file format: .xlsx

- —— e

| Drag files here or choose from folder i

Uploaded Files

After uploading all of your files, click “Send Files to eMod™ and then follow the on-screen guidance in FCP. Files
that exceed the 100MB size limit will be split into multiple files; no user action required. If revisions occur, FCP will
only store the final version of your Services Plus File.

Type 1  FileName I

Services Plus ~ ) . -

il GSOBFO054M ServicesPlusFile 1 1 20240704.xlsx # Remove
ile

Services Plus . i

Fil FCP Services Plus File.xlsx % Remove
ile

3. Submit SPF(s):
a. (Optional) Add comments to the CS/CO.
b. Check the box: “I understand these file(s) will be transmitted to eMod and | will
not be able to make further changes.”
c. Press the Send Files to eMod button.
i. Note: A banner displays indicating the file(s) are processing. The system

will notify authorized negotiators via email from fcp-no-reply@gsa.gov
once the results are available.
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Figure: FCP Submit SPF(s)

Change Services

Vendor: Submit Catalog Action -

Upload Services Plus File(s). The system will scan the file(s) and may return multiple error files.

Select Services Plus File(s)
Supported file format: xlsx

Drag files here or choose from folder

Uploaded Files

After uploading all of your files, click “Send Files to eMod” and then follow the on-screen guidance in FCP. Files
that exceed the 100MB size limit will be split into multiple files; no user action required. If revisions occur, FCP will

only store the final version of your Services Plus File.

Type File Name

Services Plus : _

Fil GSO0FOD0LS ServicesPlusFile 1 1 20241108.xlsx #
ile

Add comments (Optional)
Comments will be included on the notification emails to the C5/C0O and are not saved in the contract file.

Type your comments here...

I understand these file(s) will be transmitted to eMod and | will not be able to make further changes.

Send Files to eMod

After submitting, the action status transitions to Pending File Processing. FCP begins a series
of data integrity and business rule checks (see section 4.1.4).
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Figure: Change Services Submittal of SPF

H Contract Number
Change Services Ce00ro001S
Contractor Mame
Vendor: Submit Catalog Action = MDB, INC.

Currently A55|ined Government Point of Contact
Uploaded Files

Unique Entity 1D (UEI)
JAKLUDGBKYJT I
Type File Name

Services Plus » View contract period information

il GS500F00015 ServicesPlusFile 1 1 20241108 xlsx #
ile

Action Status
Pending File Processing

Action ID
228938

eMOD 1D/ Med #
20XS5CIMD

Published To
GSA Advantage

(:) File submission in-progress. You will be notified by email when the file has been processed.

After all SPF(s) pass validation:

1. The action status transitions to Sending to eMod, and
2. the system begins processing the file(s) to deposit to the linked eMod
modification.

Figure: FCP Change Services Action in Sending Files to eMod Status

o Contract Number
Change Services 630000018
Contractor Name
Vendor: Submit Catalog Action - MDB, INC.

Currently Assigned Government Point of Contact
Uploaded Files
Unigue Entity 1D (UEI)
JAKLUDGBKYJT
Type File Name

Services Plus » View contract period information

; FCP Services Plus File (9).xlsx &
File

Action Status
Requires Vendor Action (Vendor must Submit to C5/COin
eMod)

A Warning! Vendor must return to eMod and complete this modification. -
Action ID

228938

eMOD 1D / Mod #
20XSCIMD
Published To
GSA Advantage

The following automated actions occur during the FCP file submission to eMod process:

1. FCP renames the file.
a. The file name contains the following information:
i. SPF_[Action Type Initial] [Year Month Day Hour Minute] [FCP
Action ID]_[Contract Number]_[SPF #] [Total # of SPFs].xlsx

i. Example:
1. SPF_B_202407301330_123456_47QSMA18D08P6_2_4.x
Isx
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b. The renamed file(s) display in:
i eMod modification, ‘PPT’ attachment field and
i. FCP CS/CO: Make Determination section (see section xx).

2. FCP generates the following fields in the SPF when sent to eMod:
a. Discount_offered to _gsa off mfc_price

3. If the vendor submitted with any warnings it decided to accept (see section
4.1.4), then FCP generates a Warnings tab in the submitted SPF.

FCP completes the SPF deposit in eMod, then:

1. The FCP action status updates to Requires Vendor Action (Vendor must
Submit to CS/CO in eMod).

2. The system notifies the authorized negotiators, indicating that the eMod
modification is ready to review (see section 5.1.4).

3. The vendor can no longer modify the FCP action.

4. eMod begins processing the files to save and display in eMod.

a. Note: This process can take up to an hour to complete (see section
5.1.4).

51.4. eMod: Review and Submit Modification

After FCP completes the file submission to eMod and eMod completes file processing, the
vendor should:

1. Review the eMod modification, Upload Documents section.
a. Confirm that the SPF in the Price Proposal Template field displays the correct
file and content.
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Figure: Upload Documents section in eMod

Company Name: MDE, INC. eMod ID: 20XSCJMD
Contract Number:  GS00F0001S
Modification Type: Service Descriptive Change

UPLOAD DOCUMENTS * Required

Attach supporting documents to this eMod

Upload all documents associated with your eMod.

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

Service and product text file has been named as Terms and Conditions Text File.

Please select the Go to FCP button to be ported to the FAS Catalog Platform for your Catalog File submission. The Button
will become accessible once all other required documents are uploaded.Clicking the Go to FCP button will save any

progress.
Type Name Status Action

Price Proposal Template = Awaiting Submission
Supporting Documentation - Service Description Change * Mot Uploaded

Vendor Defined Mot Uploaded
Save and Continue

Table: FCP Services Plus File(s) Not Visible in eMod?

FCP Services Plus File(s) Not Visible in eMod?

If the Price Proposal Template in eMod does not contain the FCP Services Plus File(s),
then eMod may still be processing the submission. A number of factors can cause a delay
in file processing, including:

1. Size of the submission

2. Network latency
3. Number of file submissions queued

Wait 1 hour and check the Price Proposal Template section again. If the file is still not
visible, then reach out to VSC at vendor.support@gsa.gov.

4. Upload Supporting Documentation in eMod.
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Figure: Upload Supporting Documents in eMod

Company Name: MDE, INC. eMod ID: 20XSCJMD
Contract Number: GS00F0001S
Modification Type: Service Descriptive Change

UPLOAD DOCUMENTS

* Required
Attach supporting documents to this eMod

Upload all documents associated with your eMod.
Only files of size less than or equal to 100.0 MB can be uploaded.
Service and product text file has been named as Terms and Conditions Text File".

Flease select the Go to FCP button to be ported to the FAS Catalog Platform for your Catalog File submission. The Button will become accessible once all other reguired
documents are uploaded.Clicking the Go to FCP button will save any progress.

Type Name Status Action

Price Proposal Template * SPF_C_202411111606_228938_GS00F00015_1_1.xIsx @UN Submission Received Go to FCP

Supporting Documentation - Service Description Change * SD Uploaded Upload Additional |
Vendor Defined Mot Uploaded Upload

5. Review the remaining eMod modification sections to enter any remaining
information.

6. Submit the modification by clicking the Continue button on the Final Review of
eMod screen.
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Figure: Submit Modification

Prepare Your Modification

Corporate L] Company Name: MDE, INC. eMod ID: 20XSCJMD
Information
—_— Contract Number: GS00F00015
|Technical L ] | . _ ] -
A — Modification Type: Service Descriptive Change

[Upload Documents .|
| Submit Modification O] FINAL REVIEW OF eMOD

* Required

O Indicates section is Incomplete
@ Indicates section is Completed

It is 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 m

Price Proposal Template SPF_C_202411111606_228938_GS00F0001S_1_1.xlsx m

Supporting Decumentation - Service Description Change SD m

Disclaimer

All other terms and conditions of the Contract will remain the same, unless otherwise disclosed and proposed in this modification request. *

®yves CNo

After the vendor submits the modification, the modification and FCP action are ready for CS/CO
review (see section 5.1.5).

5.1.5. CS/CO: Make Determination Section

After the vendor submits the modification in eMod (see section 5.1.4), the FCP action transitions
to the Pending CS/CO Review status.

o Note: FCP polls eMod hourly for status updates. The action status transitions to
Pending CS/CO Review at either of the following points:
m Hourly polling job completes
m User accesses the FCP action

The CS/CO: Make Determination section contains the FCP file(s) deposited to eMod.

There are three determination options available to the CS/CO (see section 4.1.6 for detailed
description of each workflow):

1. Approve
2. Return for Edits
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3. Reject

5.1.6. Publishing the Change Services Action

After the CS/CO completes the approval process (see section 5.1.5), the FCP action status
changes to Pending Publishing on Advantage.

Figure: Services Change Action (Pending Publishing on Advantage)

* Contract Number
Change Services 6500700015
Contractor Name
@& Approved MDB, INC.
This action has been approved and is pending publication on GSA Advantage Currently Assigned Govemnment Point of Contact

brianna.lewis+cscol@gsa.gov
Unique Entity ID (UEI)
Vendor: Submit Catalog Action + JAKLUDGBKYJT I

€5/CO: Make Determination _ » View contract peried information

Action Status

Files Submitted with Action Pending Publishing on Advantage

Action 1D

Type File Name 228938
eMOoD D/ Mod #

Services Plus X X . . 20XSCJMD [ 0128

. SPF C 202411111606 228938 GSO0FO001S 1 1.xlsx# ~

File Published To

GSA Advantage

The publishing process to GSA Advantage for FCP services actions occurs within the same
day, often within the hour.

Figure: Services Change Action (Published to Advantage)

H Contract Number
Change Services Caa0r00018
. Contractor Name
@& Published MDB, INC.
This action has been published. Currently Assigned Government Point of Contact

brianna.lewis+cscol@gsa.gov
Unigue Entity ID (UEI)
Vendor: Submit Catalog Action + JAKLUDGBKYIT

S » View contract period information
C5/CO: Make Determination - P

Action Status

Files Submitted with Action Published on Advantage

Action 1D

Type File Name 228938
eMOD 1D/ Mod #

Services Plus . ) . 20XSCJMD [ 0128

. SPF C 202411111606 278938 GSOOFO001S 1 l.xlsx# ~

File Published To

GSA Advantage

To confirm publishing in the Advantage environment, see section 4.1.7 for more details.
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6. Delete ltems

This section guides vendors on how to delete items in their catalog. Depending on the offerings,
vendors can delete services, products, or both.

Tool Tip: Delete Items

Delete Items Tool Tip

See these resources for additional guidance on delete action.

1. Deletions FAQ
2. FCP Catalog Actions Quick Reference Guide

6.1. Delete Services

Vendors should use the Delete Services Catalog action to link to specific eMod modifications
types, including:

1. Delete Labor Category and/or Service Offerings

2. Delete SIN

The Delete Services action consists of the following steps:

1. In eMod, create a delete modification (see section 6.1.1)

2. In FCP, create the Delete Services action, linked to the eMod modification created in
step 1 (see section 6.1.2)

In FCP, upload the Services Plus File (see section 6.1.3)

In eMod, review and submit the delete modification (see section 6.1.4)

5. Auto-publishing the Delete Services action (see section 6.1.5)

W

6.1.1. eMod: Create Delete Services Modification

To create a delete modification:

1. Navigate to https://www.eoffer.gsa.gov/ and access the Contract Modification page.
a. Note: Access the eMod / eOffer Help Center for assistance with eMod.

2. Create a Delete modification.

3. Press the Submit Online button.

Figure: eMod Create Delete Service Modification

EDelete Labor Category and/or Service Offerings
Deletions [CIDelete Products)
Cibelete sIN


https://catalog.gsa.gov/help?q=delete
https://catalog.gsa.gov/ccp-back-end-services/api/public/v1/getFile/USER_GUIDE_ACTIONS
https://www.eoffer.gsa.gov/
https://eoffer.gsa.gov/AMSupport/
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4. eMod creates a Delete Service modification and generates a unique eMod ID.

Figure: eMod Delete Action eMod ID

Prepare Your

Modification

= Company Name: eMod ID: 7DTMXXTT
Corporate [ ] e I
Information Contract Number:

|' Deletions o | Modification Type: Delete Labor Category andfor Service Offerings

| Upload Documents O |

CORPORATE INFORMATION
Submit O‘

Modification

Is the information correct?

O Indicates section is
Incomplate
@ Indicates section is
Completed

This information is taken directly from System for Award Management (SAM). If any of this information is incorrect, it must be corrected
through System for Award Management (SAM). Any changes will be reflected in eOffer in approximately 24 hours.

6.1.2. Create FCP Delete Services Action

After creating the applicable Delete Services modification in eMod (section 6.1.1), the vendor
creates and links the FCP Delete Services action to the modification.

Follow these steps to complete the Delete Services action process.
1. On the Catalog Overview page, press the +New Catalog Action button.

Figure: FCP Catalog Overview +New Catalog Action

(b7 FAS Catalog Platform

My Catalogs » Catalog Overview

Catalug ouer\fiew [ View Seller Profile ]

Catalog Actions | inprogress ¢ l + New Catalog Action ]

1 eMoD D 1 Catalog

LastUpdated I | FCPID | Mod # Action

Status I

Mo results.

2. On the New Catalog Action page, Services (Published to a Price List) action, select
the Delete radio button.
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Figure: FCP New Catalog Action Screen (Delete Services)

New Catalog Action

What type of catalog action would you like to perform?
Products (Sold on Advantage)

Catalog Items that will be included in the Product File and published to G5A Advantage.

O Baseline O Add O Change O Delete O TPR O Update Photos

Services Plus® (Published to a Price List)

For labor categories, fixed-price services, courses and training, ODCs, language services, ancillary items and *products
not suitable for sale on GSA Advantage. Services catalog actions auto publish a price list to G5A Advantage, eLibrary,
eBuy.

O Baseline O Add O Change

Contract Information

O Update Seller Profile O Update Terms & Conditions File

o Delete services catalog actions remove items from the contract. Deleted items are removed from the
published catalog while waiting for C5/C0 approval. If you're removing a SIN from an existing line

itern and want to keep the line item use a Change Service catalog action.

3. Inthe eMod ID dropdown menu, select the eMod ID created in section 6.1.1.
a. Note: If the “no eMod ID is available for this action type” banner displays, then
return to eMod and create a Delete Services modification (see section 6.1.1).

Figure: FCP New Catalog Action Screen (eMod Dropdown)

Associate an eMOD ID to your selected catalog action. *

MXYDG315 v ‘

4. Press the Continue button.
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6.1.3. Vendor: Submit Catalog Action Section

To submit a Delete Services action, only include the services being deleted in the SPF. Follow
these steps:

1. Go to the Catalog Overview page and download the latest SPF from the Latest
Catalog Data section.

2. Modify the SPF Pricing tab:
a. Remove any service items that the vendor wants to keep on the catalog.
b. Note: When submitting a Delete SPF, the only required field is the UCID. No
other fields are needed to publish the deletion.

Table: Warning! Only Include Services to be Deleted

Warning! Only Include Services to be Deleted

It is important to only include services that are to be deleted in the FCP Services Plus File.

All services listed in the submitted Services Plus File will be deleted.

After reviewing, modifying, and saving the SPF, the vendor should follow these steps to upload
the file:

1. Select Services Plus File(s):
a. In the file uploader, either drag file(s) into the drop window or click the ‘choose
from folder’ link to find and select the file(s).
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Figure: FCP Upload Services Plus File(s) Section

Delete Services

Vendor: Submit Catalog Action -

Upload Services Plus File{s) with the services you want to delete.

Select Services Plus File(s)
Supported file format: xlsx

Drag files here or choose from folder

4. Upload Files:
a. Press the Upload button to save file(s) to the action.
b. Optional actions:
i. Press the Remove button to delete incorrect files.
ii. Repeatsteps 1 and 2 to upload additional files.
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Figure: FCP Uploaded Files

Vendor: Submit Catalog Action _

Upload Services Plus File(s). The system will scan the file(s) and may return multiple error files.

Select Services Plus File(s)
Supported file format: .xlsx

- —— e

| Drag files here or choose from folder i

Uploaded Files

After uploading all of your files, click “Send Files to eMod™ and then follow the on-screen guidance in FCP. Files
that exceed the 100MB size limit will be split into multiple files; no user action required. If revisions occur, FCP will
only store the final version of your Services Plus File.

Type 1  FileName I

Services Plus ~ ) . -

il GSOBFO054M ServicesPlusFile 1 1 20240704.xlsx # Remove
ile

Services Plus . i

Fil FCP Services Plus File.xlsx % Remove
ile

5. Submit SPF(s):
a. (Optional) Add comments to the CS/CO.
b. Check the box: “I understand these file(s) will be transmitted to eMod and | will
not be able to make further changes.”
c. Press the Send Files to eMod button.
i. Note: A banner displays indicating the file(s) are processing. The system

will notify authorized negotiators via email from fcp-no-reply@gsa.gov
once the results are available.



mailto:fcp-no-reply@gsa.gov

A
GSA U.S. General Services Administration

Figure: FCP Uploaded File (Send to eMod)

Delete Services

Vendor: Submit Catalog Action

Upload Services Plus File(s) with the services you want to delete.

Select Services Plus File(s)
Supported file format: _xlsx

Drag files here or cheose fram folder

Uploaded Files

After uploading all of your files, click “Send Files to eMod” and then follow the on-screen guidance in FCP. Files
that exceed the 100MB size limit will be split into multiple files; no user action required. If revisions occur, FCP will

only store the final version of your Services Plus File.

Type File Hame

Delete SPF Filexlsx #

Services Plus
File

6. The action status transitions to Pending File Processing. FCP begins a series of data
validations and business rule checks before submitting the file to the linked eMod

modification.
a. Note: If validation fails, please see Section 4.1.4, Remediation of Error Files &

Warnings, for guidance on resolving errors.
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Figure: Delete Action Pending File Processing

. Contract Number
Delete Services CS06F0051R
Contractor Name
Vendor: Submit Catalog Action = WILSON 5 SERVICE COMPANY, INC.

Currently Assigned Government Point of Contact
cscol@gsa.gov

Unique Entity ID {UEI)

JIF1QMGZPABY [

Uploaded Files

Type File Name

. > View . .
Services Plus View contract period information

Delete SPF File xlsx#
File

Action Status

Pending File Processing
Action 1D

229850

eMOD 1D / Mod #
TDTMXXTT

Published To
GSA Advantage

(:) File submission in-progress. You will be notified by email when the file has been processed.

7. After FCP finishes the validation checks, it sends it to eMod. Vendors get an email
notification when the file is deposited. See section 6.1.4 to learn about reviewing and
submitting in eMod.

Figure: Delete Action Pending File Processing
Delete Services
Vendor: Submit Catalog Action —
Uploaded Files

Type File Name

Services Plus

) Delete SPF File.xlsx #
File

A Warning! Vendor must return to eMod and complete this modification.

6.1.4. eMod: Review and Submit Modification

After FCP completes the file submission to eMod and eMod completes file processing, the
vendor should:

1. Review the eMod modification, Upload Documents section.
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a. Confirm that the SPF in the Price Proposal Template field displays the correct
file and content.

Note: After the vendor submits the SPF file for a Delete action, FCP automatically inserts the
following fields in the SPF file deposited to eMod:

title

sin_comma_separated

price_offered_to_gsa_including_iff
price_offered_to_gsa_excluding_iff

All other user-input data, except for the fields listed above and the UCID, are deleted and
displayed as null in the SPF deposited in eMod.

Figure: Upload Documents section in eMod

Prepare Your Modification

| e R .l Company Name: eMod ID: TDTMXXTT

| Deletions .l Contract Number:

| Upload Documents Ol Modification Type: Delete Labor Category andfor Service Offerings

| Submit Modification o

Q Indicates saction s Incomplate UPLOAD DOCUMENTS * Required

@ Indicates section is Completed

Attach supporting documents to this eMod

Upload all documents associated with your eMod.

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

Service and product text file has been named as 'Terms and Conditions Text File'

Please select the Go to FCP button to be ported to the FAS Catalog Platform for your Catalog File submission The Button will become accessible once all other required
documents are uploaded.Clicking the Go o FCP bution will save any progress

Type Name Status Action

Price Proposal Template * Awaiting Submission [ELELEZN Y
Vendor Defined Not Uploaded

2. Upload Supporting Documentation in eMod.
a. Note: The only supporting documentation needed for a Delete action is a Cover
Letter.
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Figure: Upload Supporting Documents in eMod

Company Name: eMod ID: TDTMXX7T

Contract Number:

Modification Type: Delete Labor Categery andior Service Offerings

UPLOAD DOCUMENTS —
Attach supporting documents to this eMod

Upload all documents associated with your eMod.
Only files of size less than or equal to 100.0 MB can be uploaded.
Service and product text file has been named as 'Terms and Conditions Text File'.

Fleaze select the Go to FCF button to be ported to the FAS Catalog Platform for your Catalog File submission. The Button will become accessible once all other required
documents are uploaded.Clicking the Go to FCP bufton will save any progress.

Type Name Status Action

Price Proposal Template * SPF_D_202411220732_229850_GS06F0051R_1_1xlsx View Submission Received Go to FCP

Vendor Defined Vendor Defined View | Delete Uploaded Upload Additional

3. Review the remaining eMod modification sections to enter any remaining information.

4. Submit the modification by clicking the Continue button on the Final Review of eMod
screen.
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Figure: Submit Modification

Company Name: eMod ID: TDTMXXTT

Contract Number:

Modification Type: Delete Labor Category andior Service Offerings

FINAL REVIEW OF eMOD

* Required

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

Type Name Actions

Mod Responze Mod Response m
Frice Proposal Template SPF_D_202411220732_229350_GS06F0051R_1_1.xlsx m
Vendor Defined Vendor Defined m
Disclaimer

All other terms and conditions of the Contract will remain the same. unless otherwise disclosed and proposed in this modification request. *

» The labor category/service offering are no longer available to the Contract after the deletion.
» [tis understood that the same labor category/service offering or substantially equivalent labor category/service offering to the labor category/service offering being deleted
may not be added later at a higher price.

@yes CNo

Note: Do NOT withdraw a deletion modification in eMod. Withdrawing a deletion can cause the
contract and Advantage to go out of sync and may result in suspension of the catalog. Wait for
CS/CO instructions before taking any action.

.1.5.  Publishing the Delete Services Action

After the vendor submits the modification in eMod (see section 6.1.4), the FCP action status
changes to Pending Publishing on Advantage.

The CS/CO does not need to review or approve this action in FCP, as the Delete actions are
automatically published to Advantage. However, the CS/CO must still review the contract
modification in FSS Online.

Note: Delete Services actions typically publish within 1 day.
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Figure: Approved Delete Action (Pending Publishing on Advantage)

- Contract Mumber
Delete Services GS06r00S1R
Contractor Name
@& Approved WILSON 5 SERVICE COMPANY, INC.

This action has been approved and is pending publication on GSA Advantage. Currently Assigned Government Point of Contact
cscol@gsa.gov

Unigue Entity ID (UEI)
Vendor: Submit Catalog Action - JIF1IQMGZPABY [0

Uploaded Files » View contract period information

Action Status I

Type File Name IPending Publishing on Advantage

Action 1D
Delete SPF Filexlsx 229850
eMOD 1D/ Mod #
TDTMXXTT

Published To
GSA Advantage

Services Plus
File

Figure: Approved Delete Action (Pending Publishing on Advantage)

Contract Number

Delete Services ca08r0051
. Contractor Name
@& Published WILSON 5 SERVICE COMPANY, INC.

This action has been published. Currently Assigned Government Point of Contact
cscol@gsa.gov
Unique Entity ID {UEI}
Vendor: Submit Catalog Action —_ JIFIQMGZPABS [

Uploaded Files » View contract period information

Type File Name Action Status
Published on Advantage

Action 1D
Delete SPF File.xlsx® 229850
eMOD D/ Mod #
TDTMXXTT

Published To
GSA Advantage

Services Plus
File

To confirm publishing in the Advantage environment, see section 4.1.7 for more details.

Price Proposal Template Catalog Action

The Price Proposal Template (PPT) is only used in limited cases when catalog items cannot
be submitted using the Product File or Services Plus File. This includes:

e Travel, Transportation, and Logistics (TTL) Special Item Numbers (SINs) that require
a specific GSA template (see SIN list).

e Exceptionally unique offerings that cannot be captured by existing templates (must be
justified).

Product and Services Plus Files should be used for catalog submissions when possible, as they
enable automatic publication to GSA Advantage. Conversely, vendors must manually load an


https://www.gsa.gov/buy-through-us/purchasing-programs/multiple-award-schedule/help-with-mas-contracts-to-sell-to-government/roadmap-to-get-a-mas-contract/required-templates-for-a-mas-offer

7.1.

7.2.
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updated Terms & Conditions file for items submitted via the PPT file due to the lack of automatic
publication.

If an item is submitted in both the PPT file and a Product/Services Plus File, the
Product/Services Plus File is considered the authoritative source.

Tip: Refer to the How to Select Catalog Offerings infographic or consult the assigned CS/CO to
determine the appropriate submission template.

For more information and to access the required PPT template, visit Modifications and Mass
Modifications Guidance | GSA.

The PPT-Only Catalog Action consists of the following steps:

1. In eMod, create an applicable modification (see section 7.1)

2. In FCP, create the Upload PPT action, linked to the eMod modification and upload the
required template. (see section 7.2)

3. In eMod, review and submit the modification (see section 7.3)

4. CS/CO Makes Determination (see section 7.4)

a. Once approved, updated PPT is reflected in the Latest Catalog Data section (see
section 7.5)

5. After CS/CO approval, create and process the related T&C File Update action (see

section 7.6).

eMod: Create PPT-Only Modification

Initiate an applicable modification in eMod, then proceed to FCP.

Note: For assistance with eMod, visit the eMod / eOffer Help Center.

Vendor: Upload and Submit PPT-Only File

To upload the PPT file in FCP, vendors must follow the steps below. This action links the PPT
file to the applicable eMod modification for CS/CO review.

Steps:

1. On the Catalog Overview page, select + New Catalog Action.


https://catalog.gsa.gov/ccp-back-end-services/api/public/v1/getFile/INFO_HOW_SELECT_CATALOG_OFFERINGS
https://www.gsa.gov/buy-through-us/purchasing-programs/multiple-award-schedule/help-with-mas-contracts-to-sell-to-government/requirements-after-getting-a-mas-contract/modification-and-mass-modification-guidance?gsaredirect=masmodguide
https://www.gsa.gov/buy-through-us/purchasing-programs/multiple-award-schedule/help-with-mas-contracts-to-sell-to-government/requirements-after-getting-a-mas-contract/modification-and-mass-modification-guidance?gsaredirect=masmodguide
https://eoffer.gsa.gov/AMSupport/
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Figure: Catalog Overview - New Catalog Action

FAS Catalog Platform

My Catalogs > Catalog Overview

Catalog Overview View Seller Profile
Catalog Actions | InProgress 2
eMOoD ID Catalog
LastUpdated § | FcPID I R 1 R 1 | status an
Mo results.

2. On the New Catalog Action page:

a. Select the Upload PPT radio button under the Price Proposal Template (ltems
Published to T&C File).

b. Use the dropdown to select the applicable eMod modification.
c. Press Continue.
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Figure: New Catalog Action Page

New Catalog Action

What type of catalog action would you like to perform?

Products (Sold on Advantage)
Catalog Itemns that will be included in the Product File and published to GSA Advantage.

O Baseline O Add O Change O Delete O TPR O Update Photos

Services Plus”™ (Published to a Price List)

For labor categories, fixed-price services, courses and training, ODCs, language services, ancillary items and *products
not suitable for sale on GSA Advantage. Services catalog actions auto publish a price list to GSA Advantage, eLibrary,
eBuy.

O Baseline O Add O Change O Delete

Price Proposal Template (Items Published to T&C File)
For LIMITED items that cannot be accommodated by the Product File or Services Plus File. The Update T&C action must
be used to update these items on the T&C File after the modification is approved.

(@ upload PPT

Contract Information

O Update Seller Profile O Update Terms & Conditions File

o This selection is typically only appropriate for items that require a SIN-specific template . This selection
will be reviewed; failure to submit the appropriate template will result in rejection of the actian.

Price Proposal Templates FAQ

Associate an eMOD ID to your selected catalog action. *

GdH'n.sz| w |* Fetching eMOD IDs

3. On the Upload PPT screen:
a. Drag and drop the completed PPT file into the upload area or use the choose
from folder option.
b. Press the Upload button.
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Figure: PPT Uploader

Upload PPT

Vendor: Submit Catalog Action -

Upload your Price Proposal Template (PPT).

Select PPT File
Supported file formats: .xls | .xlsx
* File names can only contain letters, numbers, dashes, spaces and underscores.

» File name cannot exceed 80 characters.

Drag files here or choose from folder

4. After Uploading:
a. Review the uploaded file to confirm it is correct.
b. Check the box that says:
i. “lunderstand that these file(s) will be transmitted to eMod and | will
not be able to make further changes.”
c. Press the Send File to eMod button.
d. Note: Once this step is taken, the uploaded PPT can not be edited, so please
ensure this is the final file. If edits are needed, user must either:

i Submit the mod and ask the CS/CO to unlock it for edits, or
ii.. Withdraw the mod and start over.
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Figure: PPT Uploader Checkbox

Upload PPT

Vendor: Submit Catalog Action

Upload your Price Proposal Template (PPT).
Select PPT File
Supported file formats: xls | xlsx

# File names can only contain letters, numbers, dashes, spaces and underscores.
s File name cannot exceed 80 characters.

Drag files here or choose from folder

Uploaded Files

You may add more files by uploading them above.

Once you click “Send Files to eMoed” below, no more files can be added for this action.

Type File Name

Price Proposal

PPT_FILE TEST 27T60L1.xlsx 4
Template

Add comments (Opticnal)
Comments will be included on the notification emails to the C5/C0 and are not saved in the contract file.

Type your comments here._.

lunderstand these file(s) will be transmitted to eMod and | will not be able to make further changes.

Send Files to eMod
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5. FCP sends a confirmation email notifying the vendor that the PPT file has been
deposited in eMod.

Figure: PPT Submit to eMod

My Catalogs » Catalog Overview » Action

Contract Number
Upload PPT 4TQSEALBDO0ES
Contractor Mame
Vendor: Submit Catalog Action = V5C Support Contract
Currently Assigned Government Point of Contact
cscol@Esa.gov

Uploaded Files
Unigque Entity 1D (UEI)
HKSFPILGYKGS [
Type File Name

Price Proposal N e » View contract period information
PET FILE TEST 277601.xlsx#

Template

Action Status

Sending to eMod

(:) File submission in-progress. You will be notified by email when the file has been processed. ;;L.;zun
eMOD 1D/ Mod £
Latest Activity: File submitted on 2025-05-12 by admin@gsa.gov FAKE_ID

Sold Cn
Listed on T&C File Only

Next Step: The vendor must return to eMod to complete and submit the modification (see
section 7.3)

eMod: Review and Submit Modification

After FCP completes the file submission to eMod and eMod completes the file processing, the
vendor should:

1. Review the eMod Modification, Upload Documents section.

2. Confirm that the PPT file in the Price Proposal Template section displays the correct
file and content.

3. Upload the Cover Letter with the Vendor Defined document type.

4. Review the remaining eMod modification sections, to enter any additional information.

5. Submit the modification.

After the vendor submits the modification, the modification and FCP action are ready for CS/CO
review (see section 7.4)

CS/CO: Review and Make Determination

After the vendor submits the modification in eMod, the FCP action transitions to the Pending
CS/CO Review status.

The CS/CO: Make Determination section contains the FCP file(s) deposited to eMod.
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There are 3 determination options available to the CS/CO (see section 2.4 for a detailed
description of each workflow):

1. Approval
2. Return for Edits
3. Rejection

Latest Catalog Data Deposit

After CS/CO approves the PPT file, FCP stores the updated file in the Latest Catalog Data
section.

Note: The Latest Catalog Data section shows the most recent PPT submitted through FCP. The
View Catalog File History hyperlink shows all previous PPT actions submitted in FCP, but does
not include updates that were made directly in eMod before using FCP.

Figure: PPT Latest Catalog Data

Latest Catalog Data

Use the links to download the latest files associated to this catalog.

Catalog Files £%) View Catalog File Histary

PPTFile )
Practice PFT 274078 xlox #
Submitted By: admin@gsa.gov  2025-04-22 18:15

Product File @)
GS06F0052R ProductFile 1 1 20250508 x(sx #

Services Plus File )
GSOGF0052R ServicesPlusFile 1 1 20250508.xlsx #

Note: PPT files displayed in this section have been uploaded via FCP
Note: MS Excel [ xlsx) is the only supported file format. Editing this file with non-Excel software may
unintentionally alter this file.

PPT T&C Update

After the PPT modification is approved, vendors must take the following steps to update the
T&C file in FCP to reflect the changes:

1. Create a new T&C Update action in FCP (section 3).
2. Upload the revised T&C file reflecting the approved changes from the PPT.
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3. Submit the T&C update to publish the changes to GSA Advantage and eLibrary.

Note: FCP does not automatically update the T&C file after a PPT approval. Vendors must
complete this step to keep the catalog current and accurate.
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