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1. Getting Started

1.1 What is the eMarketplace?

The NYS eMarketplace is an online shopping website administered by the Office of General Services
and hosted by Perfect Commerce. It is your gateway to a more efficient, streamlined, and modern
purchasing experience. With the ability to accept Purchase Cards (P-Cards) and transmit your
purchase orders electronically, the NYS eMarketplace makes purchasing from Preferred Sources and
OGS centralized contracts easier than ever before.

1.2 How to Use This Guide

This guide provides information on how to navigate and use the eMarketplace. This guide is designed
for authorized users who do not use the Statewide Financial System (SFS) and access the
eMarketplace directly through Prefect Commerce. There is a separate user guide for SFS users.

This guide includes screenshots of the eMarketplace with focus indicators like the one shown below.
These are added to bring your attention to one or more of the items described in the guide.

«Pay attention to
what's in the box

1.3 Creating an Account

All authorized users of OGS centralized contracts are eligible to use the NYS eMarketplace. If your
organization is already registered as an authorized user of OGS centralized contracts, simply
complete the registration form on the Procurement Services website and a NYS eMarketplace
account will be configured for you. You will receive your login credentials by the end of the next
business day.

If your organization is not yet registered as an authorized user, you must complete an eligibility
application to receive an authorized user number. The PDF application can be found online at:
http://nyspro.ogs.ny.gov/sites/default/files/EligibilityApplicationForm.pdf.

If you are unsure if your organization is registered as an authorized user, please contact Customer
Services at Customer.Services@ogs.ny.qgov or (518) 474-6717.

1.4 Disabling Pop-ups

Before logging into the eMarketplace, // \
please make sure to allow pop-up - J -
windows in your web browser for this V :

site. You may use the following links for _ _
instructions on how to disable pop-ups: Internet Explorer  Mozilla Firefox =~ Google Chrome
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http://nyspro.ogs.ny.gov/sites/default/files/EligibilityApplicationForm.pdf
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https://support.mozilla.org/en-US/kb/pop-blocker-settings-exceptions-troubleshooting#w_pop-up-blocker-settings
https://support.google.com/chrome/answer/95472?hl=en

1.5 Logging in

Please Log In.

Log into the NYS
eMarketplace website at
https://secure.perfect.com.
Enter your User ID and
Password and click the Log In
Button.

User ID:

Password:

Forgot Password?

1.6 Resetting Your Password

If you forget your password, click the "Forgot
Password?" link to reset your password by way
of email. Clicking the link will bring you to a page
that asks for the User ID and email address that
is associated with your account. Enter these
two pieces of information, then hit the Proceed
Button. You will soon receive an email that
includes a link to reset your password.

The password reset link will be valid for 24
hours. If you do not click the link within 24 hours,
you will need to repeat the password reset
process. After you click on the link, it will open a
browser window where you can create a new
password. You will need to enter your new
password twice in order to set it and the click the
Proceed button.

2. NYS eMarketplace Homepage

The NYS eMarketplace homepage is your
starting point for the site, immediately offering
you summary information and providing links
to make new purchases, review existing ones,
and generate reports. You can return to this
part of the site by clicking the house icon, but
you will lose anything in your Cart if you do so.

New Password

New Password

Confirm New Password

The page at https://secure-stage.perfect.com says: .

You are leaving Search Manager and Items in the cart will be
lost, Are you sure you want to continue?
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2.1 Activity Overview

When you first log into the eMarketplace, the  ®%.cue:
Your View tab will appear on the homepage, = ==
which allows you to see summary and detail . el

information about your purchases. Located in [Report Options|

the center of the page are a set of tabs which : [t S o ]
allow you to choose between the Your View S
Screen and a screen which shows you

recent announcements. Located to the right

of the Central Tabs, you also have a set of ‘
options where you can choose how much

information to include in your report.

TOTAL SPEND

42 ovER TIME $86,753.09

SPEND BY

e | $4,815.16 Comoore | $23.42

2.2 The Procure Menu

The Procure menu appears in the top left of each page of the eMarketplace and allows you to quickly
begin a requisition or check the status of previous or current orders. Clicking on it will display two sub-
menus: Buy and Check Status.

The Buy menu allows you start a New @ Procure
Requisition from the Search Manager, a New
Requisition from a Template, purchase an item
from your Favorites List, or Modify a Requisition | & check status
that is currently open. These will be covered in
more detail later in the guide.

?_1 Buy Mew Requisition from Search Manager
New Requisition from Template
Buy From Ny Favorites List

Maodify Requisition

A frocure Below the Buy menu, you will find the Check Status menu. The
o Buy Check Status menu allows you to check the status of an Existing

Requisition or of a Purchase Order. These will also be covered in
O‘ Check Status Existing Requisitions more detall Iater in the gUide.

Purchase Orders

2.3 The Reports Page
Like the Procure Menu, the Reports Menu also appears in the header at all times. Clicking on the

menu will bring you to the Reports Page, which allows you to generate various detail and summary
reports about your past purchases.

3. The Search Manager

The Search Manager is the heart of the eMarketplace site. It displays all of the products that meet
your search criteria, as well as basic information about the items, such as the manufacturer, price,
lead time, and a short description.
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A component of the site that you'll find only in the Search Manager and the Requisitions sections is
the Requisition Bar located at the bottom of the page. Completely separate from your Cart, this bar
lets you know details about your current requisition, such as the name, when it was created, how
many items are in it, and the total cost of all those items. The Requisition Bar is populated the
moment you submit you Cart and those items are added to a Requisition.

_ | Creation Date: July 10, 2015 | Total (wsp): $0.00

3.1 Searching and Navigation

To reach the Search Manager, click on New Requisition from Search Manager within the Procure
menu, or type your search query directly into the Search Box.

m View All Catalogs Advanced Search

Use the Search Box to look up items in a multitude of ways. Know the name of the item you are
looking for? The model number? The type of item it is? Just do a search for it.

For example, when searching for a pair of safely glasses, you may choose to type in "glasses”, or the
manufacturer, the name of the product model, or the manufacturer’s product number. The more
specific the information you provide, the more likely you’ll narrow down your results to the exact item
you are looking for.

3.2 Search Results

For example, doing a search for "Rendezvous” brings up a list of four pairs of safety glasses in the
Search Manager. The Search Manager also includes a box in the top-right corner to sort your results,
as well as a Filters Pane off to the left side to narrow down your results to exactly what you are
looking for.

Looking at the search results, you will see that each item has various information listed, including an
image of the item, the manufacturer, a product identification number and the unit of measure. There
are also various Attribute Icons associated with each item that will let you know special details, such
as whether free shipping is available or if the item comes from a preferred source vendor. Certain
items may also include a green dot before the item name, which indicates that it is the leading
preferred source provider for that item.
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S simwyor | Office of | Procurement
sfare | General Services | Services

m Cart  QuickEntry  Shopping Lists

E

Coct (0 feems, QUSDE = | Settigs =

rendezvous mml Advanced Search IAdvancgd Sear(;hl 4 preducts in 47 ma found l
—— | “Cormpare Froduce ] Gt o e ]
e Sort 80x|
er Page: 0w | W
Attribute Icons
TP, Bendesvout® Eve Profection
t—_ rj 4 100 45.02 UsD
- dozen
; 9 gﬂﬂ 1.00 #4450
Brostuct I0; A1S17-8LMR000 dazm
Manufac turer Name: Pyramex
Manufacturer PH; SBIBTSS
[y S———— I - Crestion nate: July 10, 2015 e count: roud (s} $0.00

3.2.1 Attribute Icons

The following is a list of all icons you may encounter on products in the NYS eMarketplace. These

icons are assigned to the products by the supplier when they submit their catalog.

Green*

Recycled**

@K

kS
/

p

e
hY

Chemical

o

Identifying Kit Products

Free Shipping

! .
T,

a

... Additional Shipping Info Available

Shipping (Freight) Charges

Preferred Source

8 Service-Disabled Veteran

B

Bl X =N W E

Biohazard

Corrosive

Environmental Danger

Explosive

Flammable

Harmful

Oxidizing

Radiation

Hazmat

MWBE (Minority/Woman Owned Business Enterprise)
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* The Green icon is used by suppliers to identify and market their products. This icon does not
indicate compliance with specifications developed under Executive Order 4.

** The Recycled icon is used by suppliers and should be applied to products in compliance with FTC
guidelines for environmental claims.

3.3 Filters

Supplier -] The Filter Pane, found on the left side of the page, allows you to
Mew York State Preferr... narrow your search results by various categories.
NYSID

For example, you can choose to view items by specific suppliers
Manufacturer - | or manufacturers, within a specific price range, or even
w containing specific attributes, such as the Color or Material.
ACME ELECTRIC Simply click on a link in the Filter Pane to narrow your search
results.
Price Range
tor Some filter categories may contain many selections so click on
Attributes . | the more... text at the end of the section, or the arrow in the
Color .|| category title, to expand the list and view the additional filters.
Material v

3.4 Advanced Searches

The Advanced Search option allows you to perform a more specific product search. Clicking on
Advanced Search will expand the search bar and allow you to use additional fields and controls, such
as an exact phrase, excluding words, searching only specific suppliers, or even if the item should be
from a Preferred Source. Once you have filled in any information that pertains to your search, click
the Search button located at the bottom-right corner of your screen and your results will appear in the
Search Manager.

m VI ULET LTI Advanced Search
[ Ada Bl
Clear all
Product Groups, Classifications and Attributes

3.5 Product Details
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From the Search Manager, hover over

the thumbnail image or the product title.

A message balloon will appear with
additional details about the product.

Additional product information is also
available in the Product Details page.
Click either the thumbnail image or the
product title to be brought to a page
that gives you a better look at the item,
a longer description, the attribute icons
and various other details.

A1517-BLMR-000

PPE, Rendezvous® Eye Protection

u Manufacturer no.: SB28755

Manufacturer: Pyramex
Price/PU: 46.64 USD
Category: Safety glasses

Pyramex™ Rendezvous® safety glasses are crafted from high grade
polycarbonate and are scratch resistant. Lens offers protection from
excessive glare, provides 99% protection from harmful UV-A and UV-B rays.
Lens/frame design allow air to flow freely up and away from the lens to
prevent fogging., Temples adjust to four different lengths and glasses have
an adjustable nose pad. Meet MCEP GL-PD 10-12 Ballistic Standards AMSI
287.1 High Velocity Impact Standards CE EM 166 Certified Priced per a
dozen glasses. Mo minimum order to avoid shipping charges. Colors and
Lens Coating: Lens color is Blue Mirror with a Black frame.

You can also add the item to your cart directly from this page by adjusting the quantity
(if need be) and clicking the Add to cart button at the bottom of the page.

[

® PRL, Rendervoun® Eye Protection

Lead time in days

Adjust quantity and Add to caft'

Order Quantit; ¥ 100

| Creation Date: July 10, 2015

| voua (usoy: $0.00
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3.6 Comparing Products

The Compare Products feature allows
users to analyze multiple products in
one view. On the Search Results
screen each item has a checkbox to
the left of the thumbnail. Check two or
more products and then click the
Compare Products button.

This will bring up a screen that shows
you the details of the products side-by-
side. Should you decide to purchase
from this screen, the Quantity box and
Add to cart button can be used to
move the items into your cart.

Pyramex

SBIETS SB2ENIT

3.7 Adding Items to Cart

Add all selected items to cart

tem Description

® PPE, Rendezvous® Eve Protection
NYSID

Product ID: A1517-AMBR-000
Manufacturer Hame: Pyramex
Manufacturer PN: SB28305

® PPE, Rendezvous® Eve Protection
NYSID

Product ID: A1517-BLMR-000
Manufacturer HName: Pyramex
Manufacturer PN: SB2B755

CE BN 186 Ce,

4664 115D arednn

minimum ceder 1o avoid shipping chargss. Colors and
Lers Coating: Len
coating and o Black frame

or i Clear with an Anti-Fog

voual (wso): $0.00

Adding an item to your cart can be done no matter where you are on the eMarketplace, even from the

Search Results screen.

To purchase an item from the Search Results page, change the Quantity of the item (if you need to)

and then click the Add to cart button.
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If you would like to add multiple items to your cart at the same time (per the picture below), check the
box next to each item and hit the Add all selected items to cart button. A message will appear to
inform you that the item was successfully added to your cart.

The link to your Cart in the top-right corner of the screen will also change to reflect the price of item(s)
you just added.

- newvork | Office of Procurement m Cart  QuickEntry  Shopping Lists
., wREiwn | General Services | Services

i
Supplier Add selected Tt b | Bl d

items to cart

Manufacturer

Groups

3. Add the item

to the cart
2. Adjust the quantity| 1w | 45,44 03D
(if required) ol ot v
1.00 bd L
[+ Renurston Hame: | B Creation pate: July 10, 2015 thren Count: 0 | Totat usoy: $0.00

3.7.1 Form ltems

As you search for products, you may notice that some items have different icons where the Add to
cart button should be. These represent a different process for adding an item to your cart.

Fill in form | F

A button labeled Fill in form or an image of a pair of gears indicate that the buyer must make a
selection or customize certain aspects of the product before adding it to their cart. These selections
could relate to shipping, zone selection, product customization, or quantity discounts. Clicking on the
icon in the Search Results page will display the Product Details page where those selections can be
made.
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5708015 - 11 x 17 20# American Eagle 100% Recycled <opy paper
5708015 - “11 x 17 20% American Eagle 100% Recycled copy paper

Packaging Quantity
SFS Contract Set ID
SFS Contract No.

Product 1D 5708015 SFS tem 1D
Supplier Paper Mart Inc
Manufacturer no. 315505011001700
Manufacturer American Eagle
Catalog ID PC65852
Contract IDs PC65852
Uoht carton
Price/PU 0.00 USD
Lead time in days 10
Order Quantity >~ Cannot Add to cart]
1.00 %&
L
Centract Details +
E Related Products
Zone 4 Downstate NY City Metro
American Eagle 5708015D0WN1
315505011001700 5708015 - “11 x 17 20% American Easle 100% Recycled copy paper
American Eagle 5708015DOWN2
315505011001700 5708015 - “11 x 17 20% American Easle 100% Recycled copy paper
American Eagle 5708015DOWN3
315505011001700 5708015 - “11 x 17 20% American Easle 100% Recycled copy paper

2500

SHARE

0G501-PC&DB52- 1140268
E0001998

10.00 | carto 3321 USD *
00 cort .| Purchase Options

200.00 | carta 3274 UsD

&

I -

Creation Date: July 10, 2015

Total (usp): $0.00

In the above example of a carton of copy paper, you can see two differences from the Product Details
page. First, the Add to cart button is missing and instead there is a cart icon with a red x indicating
that you cannot add the item to the cart yet. The other change is that there is a special tab at the
bottom of the page offering different pricing options for not only the zone you are purchasing for, but
for the quantity that you are purchasing.

In this instance, the product price depends upon on the delivery location and the quantity of the paper
being purchased. Instead of adding the item to the cart from this page, choose the quantity tier from
the bottom the page and click the Fill in Form button. You will be taken to another version of the
Product Details page as shown below.

£ Ty -

ST08015 - "1 x 17 20# American Eagle 100% Recycled copy paper

cled copy paper Downstate and

I -

| Crestion Date: July 10, 2015

Shipping Discounts |

Siderwvalk Dl

Toem otz 0

| Tota (us): $0.00

On this page, enter the desired quantity and add the item to the cart. If the product has different
shipping options or discounts, they can be selected here. Products that require choices in color or
material will also appear on this page.
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3.7.2 Punchout Items

The globe icon represents Punchout Items in the eMarketplace. Punchout Items have the product
details stored on the supplier's own website. The search results display in the Search Manager, but
when the item is selected the user is taken to the supplier’'s website. That redirects the user to the
supplier's website in order to add the item to your cart. There the user can add the item to their cart
and bring that cart back into Perfect Commerce. Any item that has a globe button is part of a round
trip catalog. Only some of the largest and broadest centralized contracts will appear as round trip
catalogs.

For an example of Punchout Items, do a search for "glasses" and then use the filter to narrow the
supplier to "WW Grainger." You will see a pair of red laser glasses. Click on the Punchout Icon for
that item. You will notice that by clicking on the icon, the eMarketplace will send you directly to that
item on the WW Grainger website. Here you can view all the details of the item and add it to your
cart.

General Catalog | Find ABranch | Services < | Solutions

All Products . Buik Order Pad W Car(0)

+ | Laser Glassos Red

Laser Glasses, Red
CST/BERGER

Your Price 0 3 R R Avaloblyior O |1 |G
$15.00/ each —
List Price $19.26 ' each *Add 1o kst Shippang
Loow o arve Wed. Jul 22
g i stgpng

Ship o 12242 (Changs

Item # JXA22 M 5E-GLASSES UNSPSC # 48181802

ight 0.32 Ibs. E

Click the Add to Cart button and you'll receive a pop-up window letting you know the item was added.

Catalog Page # NA Shi

1 Product(s) Added to Cart

Product(s) Added to Cart Qty Your Price Total Price

CST/BERGER Laser Glasses,Red 1 $15.00 $15.00

You have 1 product(s) in your shopping cart. m ]

Click View Cart to go to your cart on Grainger's website.
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GRAINGER

vt el General Calalog | Find ABranch | Services ~ | Solulions ~

All Products - Bulk Order Pad w Carl (1)

Cart cearcan

Delivery Method Availabilit

Products in Cart

Product Cuantity Avallability Toaal Price

aser Glasses Kod . Expeciod o arrve Wed. Jul 22 $165.00

Sutiotal $15.00

. . Submit Cart ?
Hit the Submit Cart button at the bottom shme e
Of the screen and another pop_up Thank you for visiting Grainger! .
WindOW W|” appear Iett|ng yOU knOW that You are about to t.ransfer products to y.ourmterna.l procu.remem system.

N N X These products will not be shipped until an order is received from your company

yOUf |tem IS belng Sent to yOUf For customer service, please contact ePro Customer Care at 1-877-202-2592 or email us at
eMarketplace cart. Click the Yes button FprecusmEIEArEEeranaEr com
to return to the eMarketplace. [ no |

Now you will be automatically re-directed to your Shopping Cart in the NYS eMarketplace The
Punchout Item is now included and will be treated like any other eMarketplace product.

3.8 Your Shopping Cart

To review your Cart, click on the Cart link
in the top-right. You can update an item's

[
guantity by changing that field and clicking i
the Refresh Cart button. You can also e r——
remove any items from your cart by i e PR
clicking the Delete icon at the end of the | Bonera sorvces | ST T iy =
product line or by placing a checkbox next | oo e e O !

to multiple items and hitting the Delete
Selected button.

This is also your opportunity to bookmark [Refresh Cart[ 2]

any item(s) that you may want to purchase
again in the future by putting a checkmark
next to them and clicking the Save as _ —

ping List ] Deletn Seiscind | Scbma |

ot gt July 10, 2015

Shopping List button.
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Click the Submit button and a
window will pop up letting you know
that the items in your Cart have
been transferred to a requisition.

3.9 Shopping Lists

" Alert - Google Cl
[ aboutblank

ri

1 item(s) successfully moved to your requisition. You must still
SUBMIT your order.

The Shopping Lists button can be accessed from the top of every page in the Search Manager and it
can hold multiple lists that you can use to quickly Add Selected Items to your Cart or Replace your

Cart with Selected Items.

CapCE
e T commerce

# Procure~ Reports

Search Manager Favorite Items View Requisition
-

New York State Market Place

Wayne Roberts «

NEWYORK | Office of Procurement Search  Cart Quick Entry [RLGALEEN
SFPoRTUNITY. i Services
General Services
Select Shopping List | Wish List I ‘Change Shopping List Name | Delete the Selected List

Supplier

Pyramex
SB28755

NYSID

Whenever you add an
item to your Shopping
List from your cart, you
are given the option to
add to an existing
Shopping List or create a
new list. Once you have
created a list, you may
change the name of the
Shopping List or delete
the list from within the
Shopping List page.

PPE, Rendezvous®
A1517-BLMR-000

1

Creation pate: July 10, 2015

Cart (Qitems, 0 USD) » | Settings v | Help

Replace Cart with Selected Items | Add Selected Items to Cart

00 | dozen 46.64 15D o

o

Total (us): $0.00

Ttem Count: 0

Select Shopping List

® Add Items to an Existing Shopping List

Shopping List Wish List
dd items to a new Shopping List

Shopping List

Description

 Add items | Close |

User ID Wayne.Roberts@usa.ny.gc
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3.10 Quick Entry

Sometimes you already know what you want. You have ordered an item so many times that you have
memorized the Product ID number, you know the supplier, and all you really want to do is add the
item to your cart without going through the search process. That's what the Quick Entry screen is for.

On this screen, there are fields in
which to enter the exact Product ID of
the item you want and the Quantity
that you would like to order. You can
fill in ten different items at a time and
then hit the Add to Cart button to
automatically add them directly to your
cart. In the event that two or more
suppliers sell items with the same
Product ID, you can hit the binoculars
icon to Find a Supplier from the
vendors list select one before adding
the items to your cart.

Search for Suppliers

Procurement Search  Cart [VULNZIGWE Shopping Lists
Services

Office of
General Services

=
NEW YORK
: STATE OF
CFFORTUNITY.

Please select a supplier ‘

Please enter your products with ProductiD and quantity Find A Supplier

Product ID|

Quantity

Add to Cart

Add to Cart

Supplier 1D Supplier Name

| Search | Clear

Please note: All search fields are case insensitive. Use wildcards like ™ and *?" for searching. The asterisk
substitutes cne or more characters, the question mark substitutes exactly one character. Example: "car™ will find
"cartonnage”, "caretaker”, "carmage” and more; "car?" will find "cart”, "carp”, "card” and more.

7 items found, displaying all items.

Supplier ID Supplier Name

cor300 _nvspro  Corcraft

lin306_nyspro Lindenmeyr Munroe
nyil07_nyspro  NYSID

Supplier Group Name City

LATHAM

Albany

nysd400 nyspro  Mew York State Preferred Source Program- (Blind an

papbB5 nyspro  Paper Mart Inc
unid6s nyspro  Unisource Worldwide, Inc

wwg3ss WW Grainger - 3.5 xCEBL Integration

Perfect

4. Requisitions and Purchase Orders

The Requisition page allows you to review your order and add billing and shipping information prior to

turning your request into a purchase order.
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4.1 View Requisition Screen

The Requisition Screen is your last stop before submitting your order.

(=
Q?éﬂm‘r COMMERCE

Subiotal (US0)
Estimated Tax (USD) s0.09
Taital (USD) $46.64

o Crestion pate July 10, 2015 | ot usoy. $46.64

In the top left corner, you will notice a link where you can add any attachments that you may want to
include with your requisition. When you click on it, you'll get a screen that tells you that the requisition
contains no attachments, and buttons that will allow you to either Close the window and go back,
Delete All attachments, or add a New attachment. Attachments added at this stage will not be sent to
the supplier.

Clicking on the New button will bring up a screen up a screen with a Choose File button that you can
click to open Windows' File Selection dialog window. From there, simply choose the file you want to
attach and then you will return to the previous screen, which shows you the file you chose, plus a box
for any comments. Once you are ready, hit the Save button to return to the View Requisitions page.

Requisition > Attachment > New
—

Save || Cancel

File Name

Choose File | Test Attachment. bt
Send to Supplier

Type your purpose here
This is to show you what it's like when an attachment iz included.

Under the Action column in the center of the page there are four icons. The most important one at this
moment is the Item Details icon, so you should go ahead and click that one now.
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CE€

Punchout item.

Item Details: Opens the Item Details page for that item
Add to Favorites: Add Item to a list of Favorite products

Delete: Removes Item from the requisition.

Edit RoundTrip Item: Brings up a page that shows you more details on that

4.2 Editing Requisitions and Item Details

This page is where you will be giving us the information we need to get the item to you. The first thing
you should pay attention to is the checkbox in the top-right corner of each section that reads Apply to
all items or Apply to all items from the same supplier. By default, each item in your order will need to
be filled out individually. However, if there is any section of the Item Details that you want to stay on

each item in your order, you only have to check this box in that section.

Looking over the page, you will notice there are sections for both your Billing and Ship-To Address,
Shipping and Payment Methods, the option to include an attachment specifically for this item that will
go to the supplier, and a couple fields towards the bottom where you can indicate any special

instructions.

4

‘@‘P?Rv'ccr(na.wzwcr
Attachments |ji8
Themm Attachments ] Ttem Cost Distribut

e Ttem Details

TS Ay Aty 1o oll e

Aecyuested Deteery Dute L L

sy do ol derm from the same wippber

by i [T T [

Tarre o Crodn Caved
Comst Carzunter

e

Payment Method | Koyt s e bt e wipsber

Hoph te o8 oo

Special Instructions Shipping Instructions

Hopply 1o o vems

Crestins st JUly 10, 2015

| sovee st |
Apply to All Items

The first thing you want to do on the Item Details Screen is to is verify that the addresses are correct,
and if you should need to change your Ship-To Address, just click the AdHoc Address radio button
and you will be able to manually enter an address. You can also use the binoculars icon to select an
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address from a prefilled list of locations. When you click on the binoculars icon, the following screen
will appear.

& https://secure-stage.perfect.com/procurement/WebDriver?

Ship To Search : Enter Szarch Company Name, Search Address,
and/or Search Contact Name in the text boxes and click the Search
button, This will return all Company Names, Addresses, and/or

Contact Mames that begin with the characters entered, partial names
are QK. An empty search will return no results, wildcard key is ™'

Search Company Name

Search Address

Search Contact Name

This screen will allow you to search the addresses based on one or more criteria, either the company
name, address or contact name. They do not need to be exact, as partial fields are perfectly
acceptable. For this example, | will look up all addresses using just a zip code.

B e———— g g =)

& https://secure-stage.perfect.com/procurement/WebDriver?
Il & h t fect /Wel

Ship To Search : Enter Search Company Name, Szarch Address, and/or Search Contact Name in the text
boxes and dlick the Search butten. This will return all Company Names, Addresses, and/er Contact Names that
begin with the characters entered, partial names are OK. An empty search wil return no results, wikdcard key is "'

| Search Company Name
Search Cancel
Search Address
17921
Search Contact Name

Results

E—
Midwich Elementary MIDWICH ELEMENTARY SCHOOL Mo Contact
School 302 MIDWICH ST nacfiad

SILENT HILL, PT 17921 | Add ress selector
Alchemilla Hospital ALCHEMILLA HOSPITAL Mo Contact ]
13 KOONTZ ST specified
SILENT HILL, PT 17921
Toluca Prison TOLUCA PRISON No Contact o

2 NATHAN AVE specified
SILENT HILL, PT 17921

Once you have found the correct address you would like to use, simply click the Address Selector
icon at the end of the row to select it. Let's go back to the main Edit Details page and continue filling it
in.

The next thing you need to do before finalizing your order is to input your payment details. Scroll

down the Item Details page and you will see a section titled Payment Method. Certain vendors may

allow you to use a Bill Me Later option, but in most cases, you will be paying by entering your P-Card
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information. Consider checking the Apply to all items box so that you only need to fill in this
information once per requisition.

Once you are satisfied with all the information, scroll back to the top of the screen and hit the Save
button and you will return to the View Requisition screen.

4.3 Print View

At the top Of the VleW | | Perfect Commerce Pmciremfﬂ_hl_'lanag_er—ﬁmgle Chrome - =
ReC]UiSition screen & https://secure-stage.perfect.com/procurement/WebDriver?
there are several |
bUttOﬂS, one of which RequlSItllC_ll_]_ Number: ‘.4.—246 _

. . . Requisition Name:Roberts Wayne-z336637/4-246
SayS Pl’lnt VleW. C||Ck I Organization:New York State Market Place Reload
that button to bring up S coves
the Prlnt VIeW pagel Bill To: — Ship To:
which dISplayS the lI\o Contact specified Roberts,Wayne-z336637 Translate to English
. . Spencer Mansion Umbrella Corporaticn fiew page source
|nf0rmat|0n abOUt your Raccoon Gy, MO 65721 Spencer Mansion \.-- ’ J .
reqUISItlon na Phone: Raccoon City, MO 65721 View page info
Separate WIndOW' In | ::all nomail@perfect.com :::'“e: T nepectement
Ol’del’ tO prlnt OUt the Mail Stop: Email: Wayne.Roberts@usa.ny.gov
page for your records, Mail Stop:
SImpIy rlght-CIICk Supplemental Data:
anyWhere On the page SFS Agency - Business Unit: OU212 ; Requester:

and choose Print...

Unit Price

Ttem Total
from the ConteXt menu. Quantity Unit Supplier Part Number Item Description Commodity (UsD)/Price
Mumber (usD)
Unit
1 1 dozen A1517-BLMR-000 PPE, Rendezvous® Eye Protection [Safety glasses $46.64 [ 1 546,
(Root)

Supplier Address: NYSID, 11 Columbia Circle Dr, &lbany, NY 12203; Phone: ; Fax: ; Email: ; Mail Stop: NYSID

Payment Method: Enter PCard;

Delivery Date: July 20, 2015; Shipping Method: Standard Delivery;

Cost Centers: default - 100%

Supplemental Information: SFS Item ID: E0001917 ; SFS Contract Number: ; SFS Contract Line Number: ; SFS Contract Set ID: ; NYS Contract ID:
; SFS Item UOM: ; SFS Purchasing Business Unit:

Sub
§46.
Total (USD)
E<ti P
$0.00
[Tax (USD)
Total (USD) 546,

4.4 Submitting the Requisition
Now that all of your items are accounted for and the billing information is entered, the final step is to

just click the Submit Button in the top right corner. A pop-up window will appear letting you know that
you've successfully placed an order through the NYS eMarketplace. Congratulations!
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4.5 Favorites

To access the Favorites List, click the
Procure menu and then navigate down to

Buy. There will be a submenu that reads & Buy New Requisition from Search Manager
Buy From My Favorites List. Click on this New Requisition from Template
and it will take you directly to your R Buy From My Favorites List
Favorites List. Modify Requisition

Like the Shopping List, the Favorites List holds items that you can quickly add to your
purchase, however, unlike the Shopping List, items will be added to your current
requisition rather than your Cart. In order to ensure that you are adding the current
version of an item available in the eMarketplace, it is preferable to use Shopping Lists
over Favorites.

—
w PERFECT COMMERCE Mew York State Market Place

Search Manager  Favorite Ttems  View Requisition
-

Keyword Manufactures

Sepech Tips
Part Mumbeer Supplier Favorite Lategory

Sarted Results

Displaying: 11 / 1 View Pages 1

Displaying: 1-1 / 1 View Page: 1

[ —— I - | cremtion pate: July 10, 2015 e count: 0 ot (us): $0.00

4.6 Checking the Status

# Procure

Use the Procure Menu to navigate to the Existing
Requisition option. This brings you to a screen that | a7 5.,
displays the status of your entire requisition
history. Any requisitions that have been created X Check status Existing Requisitions
and submitted (Order Created) or created and not purchase Orders

submitted (Open) will show up here.

There is an Expand Arrow at the beginning of each line that you can click for more information on a
particular requisition. There are also sort and filter functions at the top of the screen that allow you to

easily find a specific requisition.
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@ﬁ New York State Market Place Wayne Rober
PERFECT COMMERCE Wayne Roberts ~

# Procurer Reports

Advanced Search  Requisitions

sort by fiter by requisition name fiter by status fiter by approver fiker by approval duration(d:hh:mm)
Create Date v All
Search Clear
Displaying: 1-2 / 2 View Page: 1 |2

bberts, Wayne-z336637/4-246 Duly 10, 2015 $46.64 | Order Created Order Status [¥ - Bosiness Unit cus12 € E & g

Order Number Supplier Order Date | Total Status Buyer Defined Fields Actions
4-236-120 NYSID Ouly 10, 2015 | $46.64 Supplier: No Status SFS Agency - Business Unit: OU812 2 Q

Itemn Number Item Description Quantity Unit | Unit Price (USD)/Price Unit | Manufacturer Buyer Defined Fiekis Supplier Part Number

bberts, Wayne-z336637/4-245

Expand Arrow

Buyer: Waiting for Response
Transmission: Sent to MarketSite

SFS Item ID: E0001917
SFS Contract Number:
SFS Contract Line Number:
1 PPE, Rendezvous® Eye Protection 1 DZN $46.64 / 1 |Pyramex SFS Contract Set ID: |A1517-BLMR-000
NYS Contract ID:
SFS Item UOM:
SFS Purchasing Business Unit:

June 30, 2015

$6.24

Open

SRR
Action Icons [

4.6.1 Requisition Action Icons

Similar to the View Requisition screen, this page also has a series of icons for each requisition on
your list. Certain icons are only applicable to requisitions that are in a specific status.

]

3

OEBMaEmm

Edit: This icon only appears on Open status requisitions and allows you to further
edit your requisition for submittal.

Copy to Requisition: Creates a brand new requisition that is the exact duplicate
of the one this icon belongs to.

View Requisition History: This will display the history of that particular requisition.
View Approval Map: This will graphically display which step you are on in the
process.

Delete: Another icon that only shows up on Open requisitions, clicking this will
allow you to delete the requisition entirely.

Print View: This will show all the details of the requisition in a format that is
suitable for printing (see below.)

Save as Template: This will make a copy of the requisition as a template for
future use.

Order History: This shows the historical details of the requisition.

Cancel: Clicking this icon will allow you to cancel an order within an open
requisition.
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4.7 Purchase Orders

Accessing the list of purchase orders is similar to accessing Existing Requisitions. Use the Procure
Menu to navigate to the purchase orders option. This will bring up the Purchase Order screen as
shown below. It is similar in appearance and function to the Existing Requisitions screen except that it
displays each purchase order rather than each requisition.

A requisition has not yet been dispatched to the supplier and may contain items from more than one
supplier. A purchase order has been dispatched and contains items for that supplier only. A
requisition with items for more than one supplier will be split into one purchase order per supplier.

If you take a look in the Order Status Box, you can see the various different statuses that your
purchase order can have: Waiting for Response, Accepted by Supplier, and Rejected by Supplier.

—
‘ﬂ‘;‘ﬁwcr COMMERCE

@
B

Digplaying: 1-3 [ 3 View Pages 1

ousi: il @) £ &

5P Agency - Butiness Unit -_-J.J_Im o E @ o

4.7.1 Purchase Order Action Icons

This screen also offers a series of Action Icons, many of which perform the same as on the Existing
Requisitions screen.

EI' Copy to Requisition: Creates a brand new requisition using the purchase order
= that this icon belongs to.

Order History: This shows the historical details of the purchase order.

process.

Print View: This will show you all the details of the purchase order in a format

{_ View Approval Map: This will graphically display which step you are on in the
EL that is suitable for printing.

Order Details: This will show you all the details of the purchase order in a slightly
“4, different format than the Print View.
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5. Generating Reports

Another feature of the NYS eMarketplace is the ability to generate reports of your purchases. To
generate a report, on the main homepage, to the right of the Procure menu you will see a link to the
Reports page. This will bring you to the Reports landing page with a dashboard of summary statistics
and a list of your completed and queued reports. Depending on the level of permissions associated
with your eMarketplace account, you can generate reports for your own purchasing activity or for that
of others in your organization.

On the left side of the screen there is a list of report types: Standard, Spend and Admin. Hover over
any of these options and you will see a list of different types of reports that you can generate. Choose
any of these and a dialog box appears allowing you to customize different aspects and formats of the
report, including your preferred output format. When you complete your selections, click Run Report
and the system will begin processing the report.

Once the report has been completed, it will appear in the Completed Reports list on the Reports
page. To open the report, click on the row for your completed report. A pop up a dialog box may ask
you for a location to download the file. Choose where you would like to save the file, click the Save
button, and open your report.

6. Communicating with eMarketplace Suppliers

There may be times when you need to contact the suppliers directly. In these situations, you should
consult the OGS Procurement Services website (www.nyspro.ogs.ny.gov) to find the correct supplier
contact information for users of the centralized contract. This information can be found in the contract
award document, contract update documents, and/or contractor information documents on the state
contract award page for the relevant award.

7. Who to Contact for Assistance

If you have any difficulty using the eMarketplace or if you have questions that are not answered in this
guide, please contact the OGS Procurement Services Customer Services at
customer.services@ogs.ny.gov or (518) 474-6717.
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