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Procedure for Simplifying Contract Search in eMarketplace

1. Enter www.emarketplace.state.pa.us and select the Search Contracts button.

We I COME 1o the official site of the

Pennsylvania eMarketplace portal. Thisis 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.
Fallingwater - Mill Run;, Pa

olicitations Solicitation Search
Tabulations Contracts

Upcoming
rocurements

Hover over the buttons for details

pennsylvania
STUTE OF INDEPEN DENCE]|

The latest version of Adobe Acrobat Reader is required to view these files.
DS 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 Microsaoft.

2. Select the View List of Contracts link at the top of the page.

Supplier Service Center Bureau of Procurement

View List of Contracts B&W Mode

Search Contracts Display Results

Search by |A” ltems hd H Search | Display entries per page.

@ Open O Archived O Buoth

Taoview Current and Archived records, Hawer your mouse over the text to get more details. (Intermet Explorer Only)
select the Both button Seroll right and Ieft far mare columns

Export to Excel
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3. Alistofall contracts will display by Parent Number, Description, and Ending Date.
Select a word from the top of the column to sort by fields.

PA g Marketplace Supplier Service Center Bureau of Procurement

Back B&W Mode
Search Contracts

Search I)y‘A” lterns "H Search ] ® Open O Archived O Both
Search Results

Export to Excel Display entries per page.

Parent No. Description ing Date
CHSSETS55 Favehend 0373142010
CHODOZ1502 Glass Beads 1442042011
CHODOZ1486 Fuel Qil, Heating #4 0430/2010
CHNOO031495 Bituminous Materials, Plan Mix 044342011
CHODOZ1405 Bituminous Materials, Plant Mix 0442442011
CHOO0Z1495 Bitumious Materials, Flant Mix 0153142011
CHOODZ1365 Liquid Fuelz- Large Walume 1043442010
CHODOZ1314 Fuel Management 08/30/2011
CHO0031070 Highway Inlet, Boxes, Frames & Grates 03312011
CHODOZ0002 Unleaded Gasoline 0942042010

4. Select from the dropdown menu next to the SEARCH BY field and select the SEARCH
button to search for contracts or select the EXPORT TO EXCEL button to search for
easier searching and sorting capabilities.

Supplier Service Center Eureau of Procurement

Back B&W Mode

Search Contrcts

Search by Al lems "H Search Q@ Qpen O Archived O Bath
Searen resiits

Export to Excel

Parent No.

Display |10
Description

™| entries per page.

Ending Date

CHSEETEES FPavehend 0342442010
CHODOZ1503 Glass Beads 1143042011
CHOOO21496 Fuel Oil, Heating #4 04/30/2010
CHODOZ1405 Bituminous Materials, Plan Mix 0442442011
CHOO031495 Bituminous M aterials, Plant hix 0153172011
CHOOOZ1405 Bituminous Materials, Plant hix 0143442011
CHODOZ1355 Liquid Fuels- Large Wolume 1043442010
CHO0031314 Fuel Mlanagement 08/30/2011
CHODOZ1070 Highway Inlet, Boxes, Frames & Gratas 0842442011
CHODOZ0208 Unleaded Gasoline 08/30/2010
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5. If you Export to Excel, a dialog box will appear. Select the OPEN button.

-

File Download

Do you want to open or zave this file?

@ Mame: contractParents,xls II
Twpe: Microsaofk Excel Worksheet, 62,9 KB

From: woanw, emarketplace, skate.pa.us

[ Open ] [ Save ] [ Cancel ]

Always azk before opening this twpe of file

wikile fileg from the lnkernet can be uzeful, zome files can potentially
harm pour computer. If wou do not trust the source, do not open ar
zave thiz file, wWhat's the rigk?

6. The list of contracts will displayin a spreadsheet as shown below.

A B C D
|l ParentFile iParentNo Descrlptlon EndingDate
2 254007 3/31/2012
3 41001 : 1041 |
4 4300063259 B/30/2009
5 440100 ._urpl =

IT Hardware - F'erlp erale & Metwarking
4400000047 4400000047 | Gear 1041 1/2005

440000 Surveillanc

I
Lamp, Ballast & Elatter},-' Reeyelmg
4400000120 4400000190 (Services 3/31/2010

or Allentown

Professional Development Training &
4400000259 4400000259 | Cansulting 9/30/2009

440000 SE Temg

p ervice 3 ]|
4400000317 4400000317 |Fuel Storage Tank Cleanm Services 4/30,2009
44000 EDD 10]
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7. Under the Edit header, select the FIND button to search for specific contracts.

File M8 ‘iew Insert  Format  Tools  Data GoTo Faworites  Help
— il
L " Ty = e -
Repeat Hide el - Search . ¢ Favorites &) = 7 Iﬁ
Cut Chrl+x a.us/contractParents, aspx
Copy ChrlHC
Office Clipboard. ..
Paste Chrl+y C D

e ntio dingDate
254007 | Snow Grooming Equipment 30312012

Paste Special...

Fil * 4300063299 |Finance Transformation Project /30,2003
Clear »
Delete.., IT Hardware - Peripherals & Metwarking
Delete Sheet 400000047 | Gear 104112008
Mowe or Copy Sheet, .,
Lamp, Ballast & Battery Recycling
400000190|Services 3/31/2010

Ctrl+H
Ctrl+a

Replace, ..
Go To..,

Professional Development Training &

400000258 | Cansultin 9/30/2009

4400000317 4400000317 |Fuel Storage Tank Cleaning Services 4302009

8. Enter the search criteria in the FIND WHAT space and select the FIND NEXT button.

Contracts fitting the criteria will be highlighted on the spreadsheet as shown below.
To view the vendor’'s contracts for that parent contract, select the “blue” highlighted
numbers under the Parent column.

Find and Replace

Find l Replace ]
T P = . -
et [ ||| 1 " = LJ &
Opkians ==
D
_ . 8/31,2009
Find Al e et ose_| Zquipment 5/30/2008
L) o o L | ) SaU0or Ty AT ED o TS LATTALTUTT BGDQDDB
37 44000011 aging S 8/3/20
m Fartable Toilet Rental & Septm System
38 440000 BE0g b a0 | 1143042009
39 —— 11/30,/2008
A0 9/30/2008
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9. This will take you back into eMarketplace displaying the Parent contract.

Supplier Service Center Bureau of Procurement

Back View List of Contracts B&W Mode

Search Contracts Display Results

Search by | Contract Humber | 4400001188 |

Displa Hemlies per page.
Search [Pk} - per pag

O Open O Archived ® Eoth

To view Current and Archived recaords, " P details. (nternet Exnlorer Onl
select the Both button over your mouse over the text to get more details. (Internet Explorer Only)

Enport to Excel

10. Select the SEARCH button to display a list of contracts that belong to the Parent
contract selected.

Supplier Service Center Bureau of Procurement

View List of Contracts B&W Mode

Search Contracts Display Results

Search hy | Contract Mumber 4400001165
b | H Display entries per page.

I Search I

QO 0pen O Archived @® Bath

Towiew Current and Archived records, m T e o PN S——
selact the Both button. over your mouse over the text to get mare details. (Internet Explorer Only)

Export to Excel

Dvi n R
EVIEW b oason for COSTARS Commodity

et Description Change Supplier
No. Hescription Wge_- Change 2upplier Specialist

Furniture, Updated Overview Equipment Lisa Vega All Using 4400001165

4400001 166 Laboratory 11730/2010 176680 - Biofit Engineered Agencies
Products Ltd

Furniture, Change End Date Equipment . Liza Wega All Using 4400001 165

4400001168 Laboratory 11/30/2010 102604 - Lane Science Agencies
Equipment Corp

Furniture, Change End Date Equipment ) Lisa Vega All Using 4400001165

4900001240 Laboratory 14/a002010 119885 - '-°‘“9° Associates Agenoies
ne

Furniture, Change End Date Equipmeant Lisa Vega All Using 4400001165

4400001170 Laboratory 11030/2010  4a2280 - Case Systems Inc Agencies

Furniture, Change End Date Equipment Liza Yega All Using 4400001 165]
2400001844 Laboratary 14802010 1g52856 - Thoma Ine Agensies

Furniture, Contract Renewed Equipment Liza Vega All Using 4400001165

4900001167 Laboratory 1172002009 1433|53 'ﬂF_‘ex"Y'P‘-’“ Agencies
ndustries Inc

END




