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Procedure for Simplifying Contract Search in eMarketplace 
 

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

 

 
 
 

2. Select the View List of Contracts link at the top of the page. 
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3. A list of all contracts will display by Parent Number, Description, and Ending Date.  
Select a word from the top of the column to sort by fields.  
   

 
 
 

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. 
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5. If you Export to Excel, a dialog box will appear.  Select the OPEN button. 
 
 

 
 
 
 

6. The list of contracts will display in a spreadsheet as shown below. 
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7. Under the Edit header, select the FIND button to search for specific contracts. 

 

 
 

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.   
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9.  This will take you back into eMarketplace displaying the Parent contract. 

 

 
 

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

 

 
 
END 


