Tips & Tricks

More will be added to the Tips & Tricks as they become available.

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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Now you can view all of this information in one central location.
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Once in the eMarketplace web site, select Search Contracts button.
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In the Select Contracts screen, select the View List of Contracts link at the top of the page.
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Export All to Excel

Hover your mouse over the text to get more details. (Internet Explorer Only)




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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Parent N Ending Date
4400000452 Microsoft Premier Services 12/31/9999
4400004480 Master IT Services ITQ 12/3119999

998001 Correctional Industries Products 12/3112024
998002 Supplies Manufactured & Services Performed by Persons with Disabilities 0212812024
998002 ‘Supplies Manufactured and Services Performed by Persons with Disabilties 0212812024
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4400001807 GSA Used Vehicles 12/3112022
35700 Commissary TQ 06/30/2022
CN00030482 Bridge and Highway Maintenance Materials ITQ 06/30/2019
5610-49 ‘Truck Mix Cement, Concrete and Cemenent ITQ 043012019





If you Export to Excel, a dialog box will appear.  Select Open.
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The list of contracts will display in the spreadsheet as shown below.
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251007 254007 |Snow Grooming Equipment 5/31/2012
10000265
4300063799 4300063295 | Finance Transformation Project 6/30/2009
4400]
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4400000047/ 4400000047 | Gear 101172008
2400000064
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4400000190 4400000190 |Senices 57312010
4400000199|
Professional Development Training &
4400000259! 4400000255 | Consulting 9/30/2009
2400000265
4400000317 4400000317 |Fuel Storage Tank Cleaning Senices 4/30/2009
4400000325





Select Find & Select button and Select Find from the top menu bar to search for specific contracts.
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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 vendors’ 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. Select the Search button to view the Parent contract you selected.
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A list of contracts displays that belong to the Parent contract you selected.
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