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How to Post Awards to eMarketplace

1. Go to http://www.emarketplace.state.pa.us/ and select the Admin Login link

Supplier Service Center Bureau of Procurement

We I COIME 1o the official site of the

Pennsylvania eMarketplace portal. This is your
one-stop shop for Bidding, Awards and other

Contract information. Please explore our site
and feel free to with your questions
and any suggestions you may have.

P

Memorial Cannon - Gettysburg, Pa
Solicitations Solicitation Awards Search Sole Source
Tabulations Contracts Procurement

Hover over the buttons for details

pennsylvania
STATE OF INDEPENDENCE

The latest wersion of Adobe Acrobat Reader is reqguired to view these files.
D55 Bureau of Procurement has upgraded to hMicrosoft Office 2007, If you have trouble reading our
documents you may need to download the free compatibility pack offered by Microsoft.

PA Treasury Contract Site

Emergency
Procurement

2. Enter User ID & Password and select Log In

Back

This login is for Registered Pennsylvania State Employees only.
[fyou are a Registered Fennsylvania State Employee,
please login. If you are a Pennsylvania State Employee

% and not registered yet, please click "Register Here"

Log In
User ID: | |

Password: | |

Reqgister Here

Forgotten Password



http://www.emarketplace.state.pa.us/
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3. Select Awards

Supplier Service Center Bureau of Procurement PA Treasury Contract Site

» adminlogout > admin screen

We I COIME 1o the official site of the

Pennsylvania eMarketplace portal. Thisisyour
one-stop shop for Bidding, Awards and other
Contract information. Please explore our site
and feel free to with your questions
and any suggestions you may have.

Equestrian Statue - Gettysburg, Pa
Solicitations Solicitation Search Sole Source Emergency
Tabulations Contracts Procurement Procurement

% Hover over the buttons for details

pennsylvania
STATE OF INDEPENDENCE|

The latest version of Adobe Acrobat Reader is required to view these files.
D3 Bureau of Procurement has upgraded to Microsoft Office 2007 If you have trouble reading our
documents you may need to download the free compatibility pack offered by Microsoft.

4. Select Search
| Search Awards
< Back > B&W Mode

Search Awards Display Results

Search by | All ltems V| [ Searﬁy Display entries per page.

® Open O Archived O Both

, I Awards will be archived after 90 days.
To view Current and Archived records, Hiower your mouse over the text to get mare details. (Internet Explarer Only)
select the Both button. Scrall right and left for more columns

Expart to Excel
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5. Select the Add New Record button (you do not need to locate your bid number; everything will
link automatically behind the scenes).

NOTE: Bid Tabulations should NOT be posted to the award section; they should be posted under
Solicitation Tabulations.

Purchase Order/

Posted Date Bid No. Short Description Awarded To Dollar Amount
Contract No
123458 03172010 3214586 Test New FHecord Courts S0Mmeone 5000.00
3423 03052010  SB&E7 TEST TEST Administration .00

| Add Mew Record |

NOTE: For RFPs you must upload the Notice of Contractor Selection memo

NOTE: For IT-ITQ’s - Instructions for Public Posting of All Awards for Solicitations Greater Than
$50,000.00. Agencies must post specific documents to the award section of eMarketplace. A list
of documents that should be uploaded can be found on the ITQ Document Library Website.

NOTE: You may also upload Purchase Orders not issued against Statewide Contracts.

6. Complete all required information and upload applicable documents by selecting the browse
button, locate file and select “Upload File” button

Award Details

Contract #:l | Bid #: | |

Description:

hgency:|Admini5tration V|

Awarded Tu:| | Dollar Amc-unt:|

Posted Date:| | ﬁ

Related Docs: Upload PDF, Microsoft Excel, and Microsoft Word files types here.

| | Browse... ]“ Upload File

Fiiz verify that these documents will be protected. This statement must be agreed with by checking the box to the left,
before uploading any files.

| Delete Selected Files

Solicitations: Tabs: Contracts:



http://www.dgs.internet.state.pa.us/ITQ/ITQLibrary/Documents/Instructions%20for%20Public%20Posting%20of%20All%20Awards%20Greater%20Than%20$50,000%20(Rev%209.9.09).pdf
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7. Locate your file

| Choose file

Look im: | = Faw bdaterials
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kA Documents
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kA Computer
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2y MMy Fecent Documents

I} by Documents %
j kA Computer
31z Floppy [#:]

“wWendor Imformation and Support on "'oactcippl]
Local Disk [C:]

OvD ACD-Fay Dirivee (D]

FUForms on 'geewapps’ [G:]

splecker on 'oactcfpp00Z2~homedird' [H:]

Tab Sheetz on 'Gazwapps' [F:]

FRShare on 'Geswvapps' [J:]

puspecs on 'Gesswvapps' [P:]

cooperative purchasing pgm on '‘oactcfppld0z2
SharedFrotestz: on ‘oactcipp002° [S:]
PURShare on 'Gesswvapps' [T:]

Bop_ zhared_ folder on 'Gasvprocimg' [1L:]

Iy Dizaster Emergency Spreadshests

I Baw taterials

Chtrctz on "Oactcfpp00z' W]

Change Motices aon ‘Gesswprocinng' [A0]
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8. Check the “Verify that the documents are protected checkbox and then select the “Upload File”
link

Award Details

Contract #:l | Bid #: | |

Description:

Agency:|Administration V|

| Dollar Arnount:|
=)

Upload PDF, Microsoft Excel, and Microsoft Word files types here.

| [ Browse... ]I Upload File |

@I verify that these documents will be protected. This statement must be agreed with by checking the box to the left,
before uploading any files.

Awarded To: |

Posted Date: |

Related Docs:

[ Delete Selected Files

Solicitations: Tabs: Contracts:
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9. You should see the file name in the upload file box. Then select Update

Award Details

Contract #: |1.95t | Bid #: |t95t |

test
Description:

Agency:|Administration V|

Awarded To:|tEEt | Dollar Amount: |

Posted Date: 06/29/12 |

Related Docs:

Upload PDF, Microsoft Excel, and Microsoft Word files types here.

||U:\Training Teamb’-‘\dditionﬂ Browse... || Upload File

1 verify that these documents will be protected. This statement must be agreed with by checking the box to the left,
before uploading any files.

| Delete Selected Files

Solicitations: Tabs: Contracts:

[Upaat |

10. Your record will be updated. If information is completed correctly, you should be able to view
the link back to your original advertisement and solicitation tabulation if you uploaded one.

Contract #: £300182822 Bid £: 6100012494
Description: Laboratory Equipment
Agency: General Services

Awarded To: Agilent Technolegies Inc Dollar Amount: 737454.00
Posted Date: 08/18/2009
Related Docs:
Solicitations: [ Tabs: 1 Contracts: N/4

End



