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GDMS may require a Representations and 
Certifications (Reps and Certs) package from you. If 
this occurs after initial onboarding, you will receive 
an e-mail. To access the Reps and Certs that you 
need to complete, click the “Reps and Certs” tab at 
the top of your homepage.

If you are not the person who will be completing the 
reps and certs, you can add a contact (if the 
appropriate person is not already a contact) by:
1. Clicking the Onboarding tab
2. Navigating to “Contacts”
3. Click “Add new contact”
4. They will receive an invite to the system
5. You will then want to notify that  person that they will 

need to log in and complete the reps and certs
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1. You can see how many questions 
there are in each 
representation/certification and 
how many you have completed 
to the right of the category

2. To expand all 
representations/certifications , 
click the “Expand All” button at 
the top



Reps and Certs

4

If you answer “No” to question “Do you 
have VALID Reps and Certs on 
https://sam.gov” the clauses FAR 
52.203-11 through DFAR 252.247-7023 
are READ ONLY Provisions.

These clauses do not required 
completion, however when certifying to 
the information on this tab you are also 
certifying that you have read each of 
these provisions

https://sam.gov/
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Some of the questions have 
dependencies, so depending on how 
you answer a question, more questions 
may appear (see example)



Reps and Certs

6

Some questions have a table for you to 
complete.  In some case, you may not 
need to use all the rows to provide your 
information.  Only the first row of a table 
needs to be complete to submit your 
information.

If there is a table question that does not 
apply to you, put “NA” fields on the top 
row to complete.
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1. You can save at any point while filling 
out the form to come back in and 
complete later,  by hitting either the 
“Save” button at the top or bottom of 
the screen.  It is recommended that you 
save a couple times while filling out the 
form to ensure you don’t lose responses 
in the event of a lost internet 
connection.

2. When you have answered all the 
questions, click “Save” then “Finalize” at 
either the top or bottom of your screen.

IMPORTANT – Your Reps and Certs will not 
be submitted to GDMS Compliance for 
review until you hit “Finalize”.

3. The status at the top of the page will 
change to “Submitted” and the date 
of the submittal will be populated
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1. Once your Reps and Certs have 
been approved, the “Status” at 
the top of the Reps and Certs 
page will change and the 
“Approved Date” will be 
populated

2. If you would like a PDF version of 
your certs, click the “Create PDF” 
button at the top
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If the GDMS Compliance team has any questions about how you 
answered certain questions, they will reject those questions with 
comments, and you will receive an e-mail.

The e-mail will contain:

1. Directions on how you should proceed
2. A link to for you to contact the Compliance Team with any 

questions
3. A list of the rejected questions.

Please log back into your account, go the “Reps and Certs” tab  and 
update any responses as necessary.

When you are done, click “Save” and then “Finalize” to resubmit.

PLEASE NOTE – you are not required to change your response.  If there 
are no changes to be made, just click “Save” then “Finalize to resubmit.  
A compliance team member may need to follow up with you for an 
explanation.  Or you can e-mail comments back using the e-mail 
address provided, if necessary.
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Questions

If you have any questions, please send and e-mail 
to S360@gd-ms.com

Please visit our website: 
https://gdmissionsystems.com/about-
us/suppliers/s360

Thank you!

mailto:S360@gd-ms.com
https://gdmissionsystems.com/about-us/suppliers/s360
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