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How to Post Bid Tabs on eMarketplace 
 

Note:  Steps 1 – 10 may have already been completed as part of your bid evaluation. If so, skip to 
page 4 which provides the steps to place the bid tabulation on eMarketplace. 
 
Commodity Specialist: 
 

1. Log into SRM. 

 
2. From the left navigation menu, select the RFx button. The Search Criteria screen appears. 

 
 

3. Enter the solicitation number in the Solicitation Number field. Select the APPLY button. 
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4. The search results screen will display with your solicitation number. Select the Solicitation 

Number link. 
 

 

 
 
 

5. The Display RFx screen appears.  Select RESPONSES AND AWARDS from the top of the screen.  
 

 
 

 

6. The Responses and Awards screen appears.  Select the RESPONSE COMPARISON tab. 
 

 
 
 

7. Select the COMPARE ALL RESPONSES tab. 
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8. Select the DOWNLOAD RESPOSE COMPARISON link. 

 

 
 

 
9. Format the spreadsheet as desired, but Include the Bid Number, Bid Description, Agency Bid 

END Date and Time at the top then select File, SAVE AS… 
 

 
 

 
10. Name the spreadsheet and select a folder that you would like to save it into. 
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11. Go to http://www.emarketplace.state.pa.us 
 

12. Select ADMIN LOGIN link 

 

 
 
 

13. Enter User ID & Password and select the Log In button. 
 

 
 
 

14. Select the SOLICITATION TABULATIONS button. 
 

 
 
15. Select the ADD NEW TABULATION button at the bottom of the page. 

 
 

 
 

 
 

 
 
 
 
 

http://www.emarketplace.state.pa.us/
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16. Enter required information and select the BROWSE button to upload the bid comparisons    
Excel Spreadsheet. 

 

 
 

17. Select the UPDATE button. 
 

 
END  


