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Request to Advertise Instructions
Registration Process
You must register to use this application.  Go to the http://www.emarketplace.state.pa.us website and select the Admin login link to register.
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Select Register Here if you are a new user.
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Create your own User ID & Password.  Make sure you select Procurement in the Department dropdown.  Complete all information and Submit.

[image: image3.png]Register User

Back





You will receive an e-mail with the subject stating “Your request to access to advertise is approved” within 24 hours after submitting your registration.  You can now log in and use the online Request to Advertise Form.
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Creating an Advertisement
Go to the http://www.emarketplace.state.pa.us website and select the Admin login link.
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Enter your User ID & Password and select the Log In Button.
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Select the Solicitations tab
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Select the “New Solicitation” button to create a new advertisement.
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ATTENTION:  Agencies under the Governor’s Jurisdiction:  

If you are not using SRM to create an IFB, you MUST complete the waiver form for approval to bid outside of SRM.  (complete steps in following slides)
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Complete Justification Form and hit Submit.  The solicitation number is the exact number that you will use to advertise.
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You will be notified via e-mail if this request has been approved or denied.  If denied, prepare bid in SRM, if approved, follow instructions on the following slides.
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If justification is approved, go to PA eMarketplace Solicitations and select Admin login.  Continue with the solicitation process by selecting the new solicitation button.
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Estimated Dollar Amount should be entered for the value of the term of the initial contract without renewals.  This is used for reporting purposes only; the public will not see this field.
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Note:  The delivery location limited to 300 characters, if more than 300 you will receive an error message when trying to save the record.
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Note:  Opening Location field is limited to 150 characters; if you enter more than 150 characters you will receive an error message when trying to save the record.

Check box if the Solicitation is in SRM.

If the Solicitation is solely for Small Diverse Business, place a check mark in the appropriate box.
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The Related Solicitation Files section allows for the upload of original documents, flyers and addendums.  You can only upload files once you create the solicitation. 
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You can upload pdf, Excel, or Word files.  Select whether you are uploading original documents or flyer/addendums.
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Once the files are uploaded and saved, they will be displayed as shown.
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When creating a new solicitation, there will be an added section at the bottom of the page to send eAlerts for that solicitation to the potential bidders.  You must enter/change the comments box every time you want to create or save the solicitation.
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The Create Solicitation button will be enabled when at least one category is selected to send eAlerts.  To send eAlerts to the potential bidders, please select the category from the top box and select the Add button.
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Once the Add button is pressed, the selected category will appear in the second box.  The members who are subscribed to the selected category will receive the eAlert for this solicitation.
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Select the Create Solicitation button to create advertisement on eMarketplace and send eAlerts.
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Once you select the Create Solicitation button, it will ask you again to confirm the send eAlerts.  Select yes if you want to continue or make necessary changes to the selected categories.
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If password is accepted, your advertisement will automatically publish.

View of the creator.
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If solicitation is not in SRM, the general public view would be as seen below:
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If solicitation is in SRM, the general public view would be as seen below:
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Once satisfied, select yes and the advertisement will be posted on eMarketplace and an eAlert will be sent to the members, similar to the screenshot below:
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You now have the option at the bottom of the age that if you do not wish to receive eAlerts emails from eMarketplace, you may either manage your subscriptions from the PA Supplier Portal.
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From the eAlerts application.
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Or you may Unsubscribe from ALL eAlerts.

[image: image33.png]Supplier Service Center Bureau of Procuremert

Please enter the email address for which you wish to unsubscribe.

Email Address:






Editing or Changing an Advertisement
Go to the http://www.emarketplace.state.pa.us website and select the Admin login link.
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Enter your User ID & Password and select the Log In button.
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Select the Solicitations tab.
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Input Solicitation Number and select search.
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You can edit all the fields except for the Solicitation Number.  Make necessary changes, add Addendum #, or cancel solicitation.
You can also edit your eAlerts when editing an existing solicitation.  This is what you will see:
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The eAlerts categories which were selected at the time of creating the solicitations will be auto populated in the second box.  You can make the changes to the solicitations and select the Save Solicitations button.
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Once you select the Save Solicitation button, it will ask you to confirm that you want to send the eAlerts to the selected categories.
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Choose ‘Yes’ once you are ready and the changes will be saved and an eAlert will be sent which will look something like:
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::Fy view the bid online[at eMarketplace Jr by clicking

blic bid openings consist of 2 Commonwealth procurement

entative electronically accessing or opening (if paper) timely
reccived bids. The representative announces the suppliers whose bids
were timely received and the total bid amount to those present at the
bid opening except where it is deemed unreasonable to read the bid
amount due to complexity or large number of line items. Supplirs are
not permitted to review bids at the opening. The bid tabulation will
be posted to wiww eMarketplace state pa.us as soon as practicable
after the opening. Awarded contracts are posted to eMarketplace
after they become fully exeeuted.

t0 receive edlert emails from eMarke oumay: 1)
ions from the PA Supplier Portal or the gAlerts

ubscribe from

application.





Amended date will change automatically

If you have any questions or concerns, please send an email to: RA-pa-emarketplace@pa.gov
Contact Information:

Department of General Services

Bureau of Procurement

555 Walnut Street, 6th Floor Forum Place

Harrisburg PA 17101

E-mail:  RA-procinternet@pa.gov
Select the “complete the waiver form” link








