Instructions for Processing 

Award Information
to PA eMarketplace
Revised 6/29/12
Go to http://www.emarketplace.state.pa.us/  and select the Admin Login link
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Enter User ID & Password and select Log In
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Select Awards
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Select Search
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To view Current and Archived records,
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Select the Add New Record button (you do not need to locate your bid number, everything will link automatically behind the scenes).
NOTE:  Bid Tabulations should NOT be posted on the award section, they should be posted under Solicitation Tabulations.

[image: image5.png]123088 03172010 321486 Test New Record Courts. Someone 500000

a3 03052010 5667 TEST TEST Administration 00

Add New Record





NOTE: For RFPs you must upload the Notice of Contractor Selection memo


NOTE:  For IT-ITQ’s - Instructions for Public Posting of All Awards for Solicitations Greater Than $50,000.00.  Agencies must post specific documents to the award section of eMarketplace.  A list of documents that should be uploaded can be found on the ITQ Document Library Website.
NOTE:  You may also upload Purchase Orders not issued against Statewide Contracts.
Complete all required information and upload applicable documents by selecting the browse button, locate file and select “Upload File” button
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Locate your file
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Check the “Verify that the documents are protected checkbox and then select the “Upload File” link
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You should see the file name in the upload file box.  Then select Update
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Your record will be updated.  If information is completed correctly, you should be able to view the link back to your original advertisement and solicitation tabulation if you uploaded one.
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