Procedure for Simplifying Contract Search in eMarketplace

From the DGS Procurement web site (www.dgs.state.pa.us/procurement), select the

eMarketplace link. You can also get to eMarketplace by entering in the address bar,

www.emarketplace.state.pa.us.
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The latest version of Adobe Acrobat Reader is required to view these files.
OGS Bureau of Procurement has upgraded to Microsoft Office 2007. If you have trouble reading our
docurnents you may need to download the free compatibility pack offered by Microsoft.



www.dgs.state.pa.us/procurement
www.emarketplace.state.pa.us

In the Search Contracts screen, select the View List of Contracts link at the top of the
page.

Bupplier Service Center Bureau of Procurement

View List of Contracts B&W Mode

Search Contracts Display Results

Search by |A|| ltems "” Search ] Display entries per page.

® Open O Archived O Bath
To view Current and Archived records, Huover your mouse over the text to get more details. (Intermet Explorer Only)
select the Both button. Scroll right and left for mare columns

Export to Excel

A list of all contracts will display by Parent Number, Description, and Ending Date. You
can sort by any of these fields by selecting the word at the top of the column. You can
search for your contracts here, or Export to Excel for easier sorting and searching
capabilities.
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Back B&W Mode

Search Contracts
Search I)y|A|| ltems "H Search ] ® Open O Archived O Bath
Search Results

Display |10 %] entries per page.

Export to Excel

Parent No. Description Ending Date
CHNSSE7555 Pavebend 03434/2010
CHOO0Z 1503 lasz Beads 1143072011
CHO002 1406 Fuel Qil, Haating #4 020/2010
CHOO02 1485 Bituminous Materials, Plan Mix 0443442041
CHOOOZ 1425 Bituminous Materials, Plant hix 0173172011
CHO002 1925 Bitumious Materials, Plant Mix 0442442041
CHO002 1355 Liquid Fuels- Large Wolume 1043472040
CHOOO031314 Fuel Management 0973042011
CHO002 1070 Highway Inlet, Boxes, Framas & Gratas 0242442041

CHOOO0Z0903 Unleaded Gasoline 09/30/2010




If you Export to Excel, a dialog box will appear. Select Open.

File Download

Do you want to open or zave thiz file?

@ Mame: contractParents.xls
Tppe: Microsoft Excel Worksheek, 62.9 KB

From: wwww.emarketplace.state.pa.us

[ Open ] [ Save ] [ Cancel ]

Always azk befare opening this type of file

harm your computer. |f you do not trust the =ource, do not open ar

@ While files from the Internet can be useful, some files can potentially
zave thiz file. What's the risk?

The list of contracts will display in the spreadsheet as shown below.
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Enter your search criteria in the Find what space and select the Find Next button.
Contracts fitting your 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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This will take you back into eMarketplace displaying the Parent contract.
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Back View List of Contracts B&W Mode
Search Contracts Display Results
Search by | Contract Murmber | 4400001165
y| Sparch ] H | Display entries per page.

QO Open O Archived ® Both
Toview Current and Archived records,
select the Both button.

Export to Excel

Hower your mouse over the text to get more details. (Internet Explarer Only)




Select the Search button and display a list of contracts that belong to the Parent contract
you selected.

Supplier Service Center Bureau of Procurement
Back View List of Contracts B&W Mode
Search Contracts Display Results
Search by Tontract Number | 4400001165
b ‘ H | Display - entries per page.

I Search I

Q0pen O Archived ® Both

Toview Current and Archived records, " o ) i 6 details. (Intermet Exalorer Onl
select the Both button over your mouse over the text to get more details. (Intemet Explorer Only)

Export to Excel

Overview . -
Contract A Reason for g Commodity
No. Description Change- Change Category Supplier COSTARS Specialist

Notice

Parent

Agency No.

Fumiture, Updated Dverview Equipment o Lisa vega AllUsing 4400001165
2400001166 Laberatory (O] 14sp0zoqn  1TREED - Biofit Engineered o, Agensies
Products Ltd
Fumiture, Change End Dats Equipment Lisa vega AllUsing 49000071185
24000011685 Labaratary (0] 11302010 192804 - Lane Science Yes Agencies
Equipment Corp
Fumiture, Change End Date Equipment ) Lisa vega Ailllsing 4900001165
4400004640 Laboratory (0] 11302040 114885 - Lc;”W Asspsiates oo Agensies
ne
Fumiture, Change End Dats Equipment Lisa Vega Al Using 4400001165
4400001170 Laboratory (O] MBUZ00 452550 - Case Systems ne Ve Agencies
Fumiture, Change End Date Equipment Lisa vega AllUsing 44000071185
2400001841 Laboratory (0] BOROI0 485256 - Thema Ine Yes Agencles
Fumiture, Contract Renewed Equipment Lisa vega Alllsing 4900001165
4400001167 Laboratory (0] 11302008 198859 - Flex-Flan Yes Agensies
Industries Ins




