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eMarketplace Course Objectives 

• After successfully completing this course, you will be able to: 

• Identify major differences between the old and new eMarketplace 

• Create Notice of Forthcoming Procurements 

• Create and edit solicitations 

• Post Bid Tabulations 

• Create and process award information 

• Update contracts 

• Conduct Hands-on exercises 

 



Agenda 
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Agenda 

• History of eMarketplace 

• High Level Overview of New Features in eMarketplace 

• Break/Check email 

• Overview of New Features in eMarketplace continued 

• Live Practice Exercises 

• Course Summary 

• Knowledge Checks 



eMarketplace History 
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History of eMarketplace 

• Purpose of eMarketplace 

• eMarketplace Goes Live-- 2008 

• Current Features of eMarketplace 

• Enhancements to eMarketplace 



Enhanced eMarketplace 

Overview 



Home Page 
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eMarketplace Home Page 

 

The buttons on the Home Page 

are rearranged to display logical 

workflow of the processes. 

New login message  



Upcoming Procurements 
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Select the UPCOMING 

PROCUREMENTS button. 

eMarketplace Upcoming Procurements 



15 

• NEW NOTICE OF FORTHCOMING PROCUREMENT BUTTON 

 

There is a NEW NOTICE OF FORTHCOMING 

PROCUREMENT  button to create new upcoming 

procurements.  

eMarketplace Upcoming Procurements 
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Upcoming Procurements BOP 123 

• Requesting Agency Information Section-ISSUING OFFICE RADIOS 

There are three radios to select for leading the 

procurement.  
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Upcoming Procurements BOP 123 

• Requesting Agency Information Section-AGENCY RADIO 

Selection of the AGENCY radio populates the 

Request for Delegation field. 
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Upcoming Procurements BOP 123 

• ESTIMATED AMOUNT FIELD 

 

There is a new  ESTIMATED 

AMOUNT field. 
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Upcoming Procurements BOP 123 

• Requesting Agency Information Section-REQUEST FOR DELEGATION 

The Request for Delegation will no longer appear 

or be required to complete, if the Estimated $ 

Amount is less than $50,000 for Materials and IT 

Materials and less than $250,000 for IT and IT 

Services. 
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Upcoming Procurements BOP 123 

• Requesting Agency Information Section-New checkbox 

New checkbox if submitter is 

different than contact person.  
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Upcoming Procurements BOP 123 

• Checkbox-Additional Fields 

Upon selection of the checkbox, required fields auto-populate, 

which are the  Submitter Name, Contact Telephone, Contact 

Email and Confirm Email field. 
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Upcoming Procurements BOP 123 

• Requesting Agency Information Section-Radios 

New radios at Description of 

Project Field: IT Materials and IT 

Services. 
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Upcoming Procurements BOP 123 

• Existing Contract Information Section 

                                                                                                 

                                                  c 

 

 

 

r 

A 

New radios for Existing Method of Procurement 

include: IFB, RFP, RFQIT, RFQ (Other) and NO 

EXISTING PROCUREMENT. 
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Upcoming Procurements  BOP 123 

• Existing Contract Information Section 

New Field: Existing Method of 

Award with two choices. 
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Upcoming Procurements BOP123  

• Anticipated Contract Information-Incorporation of BOP 124 

link 

                                                                                                 

                                                   

Selection of the Request for 

Proposal (RFP) radio will display a 

link to the BOP 124 form for 

completion. 
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Upcoming Procurements 

• Completed BOP 124 Form 

                                                                                                 

                                                   

When the BOP 124 form is selected and completed, 

select the SAVE Button, and a PDF version 

automatically becomes an attachment. 
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Upcoming Procurements BOP 123 

• Anticipated Contract Information-New Fields 

 

                                                                                                 

                                                   

Anticipated Term of Contract is limited to the 

initial term in year(s) and month(s). 
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Upcoming Procurements 

• Anticipated Contract Information-Checkbox 

 

                                                                                                 

                                                   

A new checkbox is available for contracts 

greater than 5 years. BOP approval is 

required for contract terms greater than five 

years. 
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Upcoming Procurements BOP 123 

• Incorporation of BOP 012 into BOP 123 

 

                                                                                                 

                                                   

Selection of the checkbox will display the Business Case Field. 
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• Submittal Section-Send NFP for Approval 

                                                                                                

                                                   

eMarketplace Upcoming Procurements 

Type the approver’s email in the EMAIL FIELD, select 

the checkbox if the individual is the final approver , 

and select the SEND FOR INTERNAL APPROVAL 

button to send the NFP form to the approver.  The  

checkbox is selected only if the individual is the final 

approver. 
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• Submittal of BOP 123 Form 

 

                                                                                                 

                                                   

. When the BOP 123 form is sent for internal 

approval, a new screen will appear 

indicating the form was successfully sent for 

internal approval. 

eMarketplace Upcoming Procurements 
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• Emails for Approver of BOP 123 Form 

                                                                                                

                                                   

The approver will receive two emails once the NFP is 

submitted for approval.  One is mail is a general notification 

of the NFP.  The other email is for the approver and 

includes a link back to the NFP form to review and 

approve.   

eMarketplace Upcoming Procurements 
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• Email for Approver of BOP 123 Form 

                                                                                                

                                                   

The second email contains a link to the form and states, 

“This form is awaiting your approval.” 

eMarketplace Upcoming Procurements 
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NFP APPROVE Button                                                                                                

                                                  T 

When the approver selects the link, 

the approver will type his or her name 

and email address, and select 

APPROVE button to approve the 

NFP. 

eMarketplace Upcoming Procurements 
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• Submittal Section-Final Approval Checkbox 

                                                                                                

                                                   

If estimated amount is over $50,000 for 

Materials and IT Materials, and over $250,000 

for Services and IT Services, the final 

approver will select the DGS/OIT button to 

submit to DGS or OIT for approval. 

eMarketplace Upcoming Procurements 
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• Email for Approved BOP 123 form 

                                                                                                

                                                   

eMarketplace Upcoming Procurements 

The contact person, submitter and 

approver  will receive an email 

confirming the BOP 123  form was 

approved. 
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• Submittal Section-SAVE Button 

                                                                                                

                                                   

The SAVE button allows the user to save 

information and complete the form later. Tip-write 

down the NFP ID number before saving the 

information. 

eMarketplace Upcoming Procurements 
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• Submittal Section-Saving a NFP 

                                                                                                

                                                   

After saving, the user will receive a 

message with a link to return to the form 

for edits. 

eMarketplace Upcoming Procurements 



39 

• Submittal Section-Saving a NFP 

                                                                                                

                                                   

eMarketplace Upcoming Procurements 

To complete a saved NFP, select the 

link, a new screen displays.  Select the 

EDIT FORM radio, enter the NFP ID 

number and select the EDIT button to 

complete the saved NFP form. 
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Viewing Approved Notices of Forthcoming 

Procurements 

eMarketplace Upcoming Procurements 

. 

1. Return to the Home Page by 

selecting the PA e Marketplace 

link. 

2. Select the UPCOMING 

PROCUREMENTS BUTTON. 
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Viewing Approved Notices of Forthcoming 

Procurements 

eMarketplace Upcoming Procurements 

1. 

Select ID from the dropdown 

menu, type in the NFP ID number  

and select search. 

3. 

2. 
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• Viewing Approved Upcoming Procurements 

 

eMarketplace Upcoming Procurements 

Select the Project Title to view the 

upcoming procurement information. 
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Viewing Approved Notices of Forthcoming 

Procurements 

eMarketplace Upcoming Procurements 

The View Details Page appears 

upon selecting the Project Title. 
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Approvers are presented with the EDIT button to edit the NFP form. 

eMarketplace Upcoming Procurements 

Editing Approved Notices of Forthcoming 

Procurements 
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Non-approvers have a message stating they are not authorized 

to approve the form. 

eMarketplace Upcoming Procurements 



Creating, Editing & 

Posting Solicitation 

Advertisements 



47 

• Creating Solicitations 

 

eMarketplace Creating Solicitations 

Select the 

SOLICITATIONS button. 
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• Solicitations-New Advertisement Types 

Added IT Services and IT 

Materials radios to the form. 

eMarketplace Creating Solicitations 
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eMarketplace Creating Solicitations 

• General Information Section-Types Field 

The Types field allows the user to make a 

selection. 
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eMarketplace Creating Solicitations 

• General Information Section-New NFP ID Field 

There is 

a new 

NFP ID 

field. 
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• General Information Section-Auto Populated Fields 

 

 

 

Upon entering the NFP ID, the 

Estimated Amount, Years and 

Months auto-populate. 

eMarketplace Creating Solicitations 

Enter NFP ID 
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eMarketplace Creating Solicitations 

• General Information Section-BOP 124 Link  

The BOP 124 link 

available to view upon 

entering the NFP ID 
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eMarketplace Creating Solicitations 

• Solicitation Information Section-Checkboxes 

Checkbox if the Solicitation is not in SRM. 

Checkbox if the procurement is set aside for 

bid and award to small businesses only.  
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• Creating New Solicitations-SAVE Button 

 

 

eMarketplace Creating Solicitations 

A new SAVE button allows 

user to save and complete 

later.  
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• Creating New Solicitations-Email Confirmation 

 

 

eMarketplace Creating Solicitations 

Once the solicitation form is saved, the 

user will receive an email with a link to  

edit or complete the solicitation. 
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• Creating New Solicitations-Email Confirmation  

 

 

eMarketplace Creating Solicitations 

When the form is completed and submitted, 

the user receives an email confirmation of a 

submitted form. 



Creating Solicitation 

Tabulations 
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• Creating Bid Tabulations 

eMarketplace Creating Solicitations 

Select SOLICITATION 

TABULATIONS to create bid 

tabulations. 
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• Creating Bid Tabulations 

eMarketplace Creating Solicitations 

The user will receive a message indicating the 

solicitation tabulation was created successfully. 



Creating and Posting 

Awards 
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eMarketplace Creating and Posting Awards 

• Awards  

Select the AWARDS button 
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eMarketplace Creating and Posting Awards 

• Award Form-Solicitation ID Field  

Enter the solicitation number 

and select search. Certain 

fields will auto-populate. 
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• Contract Award Information Section-Auto-Populated Fields   

The Agency, Bureau, Agency Contact Person, Contact 

Telephone number, Contract Title and the Contract 

Description will auto-populate upon entering the solicitation 

number. 

eMarketplace Creating and Posting Awards 
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• Awarded Supplier Information Section-No. of Contracts  

 

 

 

 

 

 

 

 

 

 

eMarketplace Creating and Posting Awards 

Enter the number of 

contracts, and select the GO 

button. 



65 

eMarketplace Creating and Posting Awards 

• Awarded Supplier Information Section-No. of Contracts 

  

If the number one is 

entered for number 

of contracts, 

additional fields are 

displayed. 
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eMarketplace Creating and Posting Awards 

• Awarded Supplier Information Section-No. of Contracts 

  

If two or more contracts are entered 

for number of contracts, a message 

will appear to upload the document 

containing the list of suppliers in the 

Document section. 
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eMarketplace Creating and Posting Awards 

• Small Diverse Procurements-RFPs and RFQs 

Request for Proposals (RFP) and Requests for Quotes (RFQ) will 

populate the required Small Diverse Procurement Information 

Section for completion.  
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eMarketplace Creating and Posting Awards 

• Small Diverse Procurements-RFPs and RFQs 

Complete the fields on the form. The Bureau of Small Business 

Opportunities must review the information and  accept the Award 

form before it can be posted to eMarketplace. 
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eMarketplace Creating and Posting Awards 

Attaching Documents  

Complete the DOCUMENT TITLE field 

and TYPE field.  Locate the document 

and select the ADD button to attach the 

award letter or additional documents. 
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eMarketplace Creating and Posting Awards 

Creating the Award-UPDATE button 

Select the UPDATE button to submit 

the award. 
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eMarketplace Creating and Posting Awards 

• Document Section-Message Confirmation 

  

Once the Award Form is submitted, a 

message displays indicating the form 

was submitted successfully. 
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eMarketplace Creating and Posting Awards 

• Email Confirmation 

  

Once the Award Form is submitted, the 

user will also receive an email indicating 

the form was submitted successfully. 
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eMarketplace Creating and Posting Awards 

Go back to Home Page and select the 

AWARD button.   

• Posting the Award to eMarketplace 
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eMarketplace Creating and Posting Awards 

 Type in the contract number and select 

the award. 

• Posting the Award to eMarketplace 
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eMarketplace Creating and Posting Awards 

• Post the Award to eMarketplace 

  

Select the POST AWARD button to 

post to eMarketplace. Logout of 

eMarketplace and verify posting. 



Updating Contracts 
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eMarketplace Updating Contracts 

Contract Updates  

Select the CONTRACTS 

UPDATES button from the 

Homepage. 
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eMarketplace Updating Contracts 

Contract Updates   

 

Enter the NFP ID or the 

Contract Number and select 

SEARCH. 
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eMarketplace Updating Contracts 

Contract Updates   

 

The following fields auto-populate: 

NFP ID, Agency, Contract Title, Contract, Point of 

Contract, Phone, Suppliers, Number of Contract and 

the Email Address. The Multiple Supplier message is 

displayed. 
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eMarketplace Updating Contracts 

Contract Updates-EDIT Button   

 

Select EDIT button to update the contract. 
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eMarketplace Updating Contracts 

Contract Updates-Renewals   

  

1. Enter the Number of 

Renewals Remaining.  2. Change 

the Renewal 

End Date.  

3. Select ADD 

RENEWAL END 

DATE.   
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eMarketplace Updating Contracts 

Contract Updates   

  

 

Enter the Contract Description, Contract Details 

and Process to Order fields. The user may also 

delete or add documents. 
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eMarketplace Updating Contracts 

Contract Updates   

  

 

Select SAVE to save information to verify 

information or complete later. 
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eMarketplace Updating Contracts 

Contract Updates   

  

 

Select the POST To eMARKETPLACE 

Button to list the contracts in 

eMarketplace.   
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eMarketplace Updating Contracts 

Contract Updates   

  

 

The agency contact will receive an email 

message after posting to eMarketplace. 



Live Exercises 



Summary 
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Course Objectives 

This completes the lesson, you should be able to: 

• Identify major differences between the old and new eMarketplace 

• Create Notice of Forthcoming Procurements 

• Create and edit solicitations 

• Post Bid Tabulations 

• Create and process award information 

• Update Contracts 

• Conduct Hands-on exercises 

 



Knowledge Check 
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eMarketplace Knowledge Check 

Knowledge Check 

A new NOTICE OF FORTHCOMING 

PROCUREMENT button is available for 

users to create a new NFP. 

 

 True  or  False 
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eMarketplace Knowledge Check 

Knowledge Check 

The buttons on the Home Page are in 

logical workflow order. 

 

 True   or   False 
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eMarketplace Knowledge Check 

Knowledge Check 

Solicitations- The Estimated Amount and Duration 

auto-populate upon entering the solicitation number. 

  

True or False 
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eMarketplace Knowledge Check 

Knowledge Check 

Awards- Selecting the UPDATE button 

automatically post the award to 

eMarketplace. 

 

 True  or  False 
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eMarketplace Knowledge Check 

Knowledge Check 

When updating a contract, users do not 

have the option to save before posting to 

eMarketplace. 

 

 True  or  False 
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eMarketplace Knowledge Check 

Knowledge Check 

eMarketplace Delta will Go Live on March 10, 2014. 

 

        True  or  False 
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