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How to Post Bid Tabs on eMarketplace

Note: Steps1- 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. Loginto SRM.

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

RFxs - All Auctions — All

- Search Criteria

Solicitation Mumiber: =] [1

RFx Type: | | — |

Mame of RFx:

Solicitation Status:

Processed Since:

I
I
I
Purchasing Organization: | ||
I
I

FProduct Category: ||
Submission Deadline: | "l
Py R _
Purchase Group: [ [=m]
Mumber of RFx responses: < | |
Supplier: | ||
I

lterm Product:

Apply |[ Tlear

3. Enter the solicitation number in the Solicitation Number field. Select the APPLY button.

RFxs - Al Aoaactions — Aldl

- Search Crniternna

Solicitation RNMumiber: =] [s1000=27F158
RF>x Type: | — |

MMNMarmve of R

I
Solicitation Status: | I"' |
FProcessed Since: | |"r |
FPurchasing Organization: | ||
FProduct TCategoary: | ||
Submission Deadline: | |‘—' |
Py R [ ]
Purchase Group: =]

Supplier:

I

Mumiber of RFx responses: <> | |
I
I

Iterm Product:

Il A2 e Iy Il CClear |
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4. The searchresults screen will display with your solicitation number. Select the Solicitation

Number link.
View: |[Standard View] - Create RFx Copy | Disple
E. RFxNumber RFx Name

| 6100027158 | Laboratory Supplies and Equipment

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

Display RFx :

Check Print Preview Close RelatedLinksa % | Copyl Responses and Awardsl Convert to Auction

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

Responses and Awards

Print Preview |, | Close Create Follow-onRFx ConverttoAuction Export C

Remaining Time 0 Days 00:00:00 Smart Number Laboratory Supplies and E

Response Activity I Response Comparison I Surrogate Bidding

7. Select the COMPARE ALL RESPONSES tab.

ctivity - Response Comparison Surrogate Bidding

cted %espansesl Compare All Respﬂnsesl Simple Comparison v
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8. Select the DOWNLOAD RESPOSE COMPARISON link.

Surrogate Bidding

14 Back to Response Comparison Main View ‘ I Download Response Comparison I

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...

I A B = D E F G H I 1 K
RFx Number 6100027158
MANSCI INC BIOEXPRESS LLC ENVIRONMENTAL EXPRESS INC SHIMADZU SCIENTIFIC INSTRUMENTS INC
6500070568 6500070697 6500070702 6500070827
Header Data
Status Accepted Accepted Accepted Accepted
Version Number 4 4 3 4
Net value 0 usD 0 usD 0 UsSD o
Is the offer in accordance with th ¥ Y Y Y
Has the submitter read, and doesY Y Y ¥
1 Laboratory Supplies and Equipment
1 MNet price 1EA 0 usD 0 usD 0 UsSD o
1 Netvalue 0 UsD 0 UsD 0 USD 0

10. Name the spreadsheet and select a folder that you would like to save itinto.

Windows Internet Explorer ﬁ r@ Save As

What do you want to do with SAPSRMxls?

L ' B Desktop »
Type: Microsoft Excel 2003 P
From: www.myworkplace.state.,pa.us

Organize ¥ New folder
2 Open

Thefile won't be saved automatically.

[E] Microsoft Word

2 S
s Templates

‘

. Favorites
Desktop
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11. Go to http://www.emarketplace.state.pa.us

12. Select ADMIN LOGIN link

PA E Marketplace

WEICO me to the official site ofthe

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

13. Enter UserID & Password and select the Log In button

Log In

User ID: |

Passwori: | |

14. Select the SOLICITATION TABULATIONS button.

Solicitation

Tabulations

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

Add New Tabulation



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.

Bid Tabulation Details

< Back

Tabulation Details
Bid #: Opening Date:
Agency: Administration v
Description:
[ Delete
View Tabulation:
Browse
Solicitations: Awards: Contracts:

17. Select the UPDATE button.

Bid Tabulation Details

< Back
Tabulation Details
Bid #: Opening Date:
Agency: Administration v
Description:
[ Delete
View Tabulation:
Browse
Solicitations: Awards: Contracts:

END




