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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: 

1. Update Seller Profile (Section 2) 
2. Update Terms & Conditions (Section 3) 
3. Adding Services (Section 4) 
4. Changing Services (Section 5) 
5. Deleting Services (Section 6) 

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: 
1. Commercial Labor Category 
2. Service Contract Labor Standards (SCLS) Labor Category 
3. Fixed Price Services and Solution 
4. Courses and Training 
5. Language Services 
6. Other Direct Costs (ODCs) 
7. Ancillary Item 
8. Product 

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.  

● Percentages must be represented as decimals between 0 and 1. For example, 0.2575 
equals 25.75% 

● Discounts are percentages that must be between -1 and 1 
● 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:  

1. Contract Information 
2. Contractor Information 
3. Dealer Information 
4. Distributor Information 

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. In the 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 

 
 

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 
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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 

 

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. 
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Figure: Create New Action Page - Seller Profile Update Action 

 
 

2.3. 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: 

1. Contract Information 
2. Contractor Information 
3. Dealer Information 
4. Distributor Information 

 
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 

 
 
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 (Items 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 

 

 

mailto:vendor.support@gsa.gov
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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 

 
 
 

4. (Optional section) Review and edit the Dealer Information:  
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a. Press the + Add Dealer button to launch the Add Dealer Information pop-up 

window. 
b. Enter a Company Name that is 35 characters or fewer. 
c. 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. 

d. 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. 

e. 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 

 

mailto:person@companyname.com
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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. 

b. Enter a Company Name that is 35 characters or fewer.  
c. 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. 

d. If applicable, check the Contract Administrator checkbox to expand and enter 
information into the following fields: Name, Email Address, Phone and Fax 
Number. 

e. 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. 

f. 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 

 

mailto:person@companyname.com
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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. 

○ 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.  
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 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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Figure: “CS/CO: Make Determination” Accordion

 

 

2.5. 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 

 
 

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 

 
 

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

Figure: GSA Advantage Contractor Information 

 

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 

 
 
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 
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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 

 

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. In the Terms And Conditions modification category, choose an applicable 

modification.  

Figure: eMod Create T&C Modification 

 
 

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 

 

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 

 

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 
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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. In the 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 

 

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 

 

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 
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After submission, the action transitions to Pending CS/CO Review. 

Figure: Update Terms & Conditions Pending CS/CO Review 

 

3.4. 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 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.  
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 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 

 

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. 

https://www.gsaadvantage.gov/
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Figure: GSA Advantage T&C File Location 

 

4. 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 Items 

Adding Items Tool Tip 

See these resources for additional guidance on add actions.  

1. Add Action FAQ 
2. FCP Catalog Actions Quick Reference Guide 
3. FCP Data Validation & Business Rules 
4. PPT to SPF Crosswalk 

4.1. 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) 
3. In FCP, upload the Services Plus File (see section 4.1.2) 
4. In FCP, submit the Add Services action to eMod (see section 4.1.3) 
5. In FCP, remediate error file and address warnings, if applicable (see section 4.1.4) 
6. In eMod, review and submit the modification (see section 4.1.5) 
7. In FCP and FSS Online, CS/CO makes a determination (see section 4.1.6) 
8. 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) 

4.1.1. 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. In the 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 

 

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

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

 

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 

 

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) 

 

3. In the 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) 

 

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

Figure: Help Resource Page Blank Templates 

 

https://catalog.gsa.gov/help
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Figure: SPF “Read Me” Tab 

 

2. (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

 

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:  
● For a contract currently in Year 12, pricing should be included for: 

Years 12, 13, 14,15.  
● For a 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

 

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 .xlsx format.  
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 Figure: FCP Upload Services Plus File(s) Section 

 

2. Upload Files: 
a. Press the Upload button to save the file to the action. 
b. Optional actions: 

i. Press the Remove button to delete the incorrect file. 
ii. Repeat steps 1 and 2 to upload the file. 
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Figure: FCP Uploaded Files 

 
 

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 I will 

not be able to make further changes.” 
c. 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. 

mailto:fcp-no-reply@gsa.gov
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Figure: FCP Submit SPF(s) 

 
 
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 

 
 

After the SPF(s) passes 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 Add Services Action in Sending Files to eMod Status 

 

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 
ii. Example: 
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1. SPF_B_202407301330_123456_47QSMA18D08P6_2_4.xlsx 

b. The renamed file(s) display in: 
i. eMod modification, ‘PPT’ attachment field and 
ii. 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). 

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 4.1.5). 

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 I 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

 
2. Replace with New Files 
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a. Select Replace with New Files. 

i. The Select Services Plus File(s) uploader displays. 
b. 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). 
c. Press the Upload button to save the new files.  
d. Check the box: “I understand the file(s) will be transmitted to eMod and I will not 

be able to make further changes.” 
e. 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

 

4.1.5. 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

 

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.  

mailto:vendor.support@gsa.gov
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Figure: Upload Labor Category Descriptions and Supporting Documents in eMod 

 

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 

 
 

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

4.1.6. CS/CO: Make Determination Section 

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

● Note: FCP polls eMod hourly for status updates. The action status transitions to 
Pending CS/CO Review at either of the following points: 

○ Hourly polling job completes 
○ 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. If the CS/CO approves the action and the modification, then: 

i. In eMod, the vendor reviews the SF30 package and eSigns the 
modification. 

Figure: eMod Vendor Sign Package 

 

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  
ii. 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). 
iii. (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: 
a. If the 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. 

 
4.1.7. Publishing the Add Services Action 

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) 
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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) 

 

 
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 

 

6. Verify that all services details, pricing, and descriptions display accurately.  

https://www.gsaadvantage.gov/
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a. The Contractor Info tab displays contractor information. 

Figure: Published Price List: Contractor Info Tab 
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b. The Pricing tab displays the conformed price list. 

Figure: Published Price List: Pricing Tab 

 

c. Note:  
i. If the 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 

ii. If the epa_rate is above ‘0,’ then the pricing is calculated to change year 
over year. 

1. The pricing information displays in the following fields: 
a. GSA Price with IFF - as of price list generation date 
b. GSA Price with IFF (A) 
c. GSA Price with IFF (B) 
d. GSA Price with IFF (C) 
e. GSA Price with IFF (D) 
f. GSA Price with IFF (E) 

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. 

https://www.gsaelibrary.gsa.gov/ElibMain/home.do
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Figure: eLibrary Price List Location 

 

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 

 

  

https://www.ebuy.gsa.gov/ebuy/
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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 
list is in Excel format and is separate from the Terms & Conditions (T&C) file. 

Features of the Price List:  

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

● Indexable and searchable. 

● Consistently formatted to allow for easier comparisons from one vendor to another.  

● 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.  

5. Change Items 
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
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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5.1. 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. Add SIN (Addition of SINs for items already awarded to a catalog that are published to a 
Price List) 

2. Change in Geographic Coverage (Scope) 
3. Delete SIN (Deletion of SIN affecting items associated with multiple SINs that are 

published to a Price List) 
4. Economic Price Adjustments with Commercial Price List 
5. Economic Price Adjustments without Commercial Price List 
6. Permanent Price Reduction (Based on Most Favored Customer) 
7. Permanent Price Reduction (Industry Partner Requested) 
8. Services Descriptive Change 
9. Wage Determinations 

The Change Services action consists of the following steps: 

1. In eMod, create an applicable modification (see section 5.1.1) 
2. In FCP, create the Change Services action, linked to the eMod modification created in 

step 1 (see section 5.1.2) 
3. In FCP, upload the the Services Plus File (see section 5.1.2) 
4. In FCP, submit the Change Services action to eMod (see section 5.1.3) 
5. In FCP, remediate errors and address warnings, if applicable (see section 5.1.3) 
6. In eMod, review and submit the modification (see section 5.1.4) 
7. In FCP and FSS Online, CS/CO makes determination (see section 5.1.5) 
8. After CS/CO approval, FCP auto-publishes the updated catalog to the Advantage 

environment. (see section 5.1.6) 

5.1.1. eMod: Create Change Services Modification 
To create an applicable change 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 an applicable Change Modification. 
3. Press the Submit Online button.  

Figure: eMod Create Change Service Modification 

 

https://www.eoffer.gsa.gov/
https://eoffer.gsa.gov/AMSupport/
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4. eMod creates a Change Service modification and generates a unique eMod ID. 

Figure: eMod Change Action eMod ID 

 

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 

 

2. On the 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)

 

3. In the 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) 

 

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

Figure: SPF “Read Me” Tab 

 

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:  

https://catalog.gsa.gov/help
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1. Select Services Plus File(s): 

c. 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).  

d. Note: The uploader accepts multiple files. 

 Figure: FCP Upload Services Plus File(s) Section 

 

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. Repeat steps 1 and 2 to upload additional files. 
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Figure: FCP Uploaded Files 

 
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 I 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
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Figure: FCP Submit SPF(s)

 
 
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 

 
 

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 

 

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 

ii. Example: 
1. SPF_B_202407301330_123456_47QSMA18D08P6_2_4.x

lsx 
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b. The renamed file(s) display in: 

i. eMod modification, ‘PPT’ attachment field and 
ii. 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). 

5.1.4. 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.  
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

 

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.  

mailto:vendor.support@gsa.gov
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Figure: Upload Supporting Documents in eMod 

 

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 

 
 

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. 

○ Note: FCP polls eMod hourly for status updates. The action status transitions to 
Pending CS/CO Review at either of the following points: 

■ Hourly polling job completes 
■ 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) 

 

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) 

 

 
To confirm publishing in the Advantage environment, see section 4.1.7 for more details. 
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6. Delete Items 
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) 
3. In FCP, upload the Services Plus File (see section 6.1.3) 
4. 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) 

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 

 

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 

 

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 

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)

 

3. In the 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) 

 

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 

 

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. Repeat steps 1 and 2 to upload additional files. 
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Figure: FCP Uploaded Files 

 
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 I 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
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Figure: FCP Uploaded File (Send to eMod) 

 

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 

 

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

 

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:  

● sin_comma_separated 
● title 
● 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 

 

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 

 

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

 

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. 

6.1.5. 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) 

 

Figure: Approved Delete Action (Pending Publishing on Advantage) 

 

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

7. 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: 

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

● 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
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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). 

7.1. 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. 

7.2. 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 

 
2. On the New Catalog Action page: 

a. Select the Upload PPT radio button under the Price Proposal Template (Items 
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 

 
 

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 

 

4. After Uploading: 
a. Review the uploaded file to confirm it is correct.  
b. Check the box that says: 

i. “I understand that these file(s) will be transmitted to eMod and I 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 
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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 

 

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

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) 
 

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.  



      U.S. General Services Administration 

 
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 

7.5. 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 

 
 

7.6. 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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