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Exporting Search Results to Excel 

 

1. Go to the http://www.emarketplace.state.pa.us website. 

 

2.  Select any of the search pages highlighted in red below.  (Note that you must be logged on as an 

administrator to export the Emergency Procurement list to excel.  Commonwealth employees only.) 

 

  

 

As an example, we have chosen the SOLICITATIONS button.   

 

3. Enter your applicable search criteria and select the SEARCH button.   
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4. When the results display, select the EXPORT SEARCH RESULTS button.   

 

 

 

 

5. You will notice a message at the bottom of the screen in Internet Explorer.  Other browsers may show the 

download differently.  

 

6. Choose either the OPEN or SAVE button.  Note:  If you want to save the file to another location on your 

machine, select the dropdown next to the SAVE button and choose SAVE AS.   
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7. The Excel file displays.   

 

 
 

8. Format the spreadsheet by adjusting the column widths, etc., to make it more readable.   

 

 
 

END OF PROCEDURE 


