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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 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 Buyers/Requisitioners accessing the eMarketplace within the Statewide
Financial System (SFS). There is a separate guide for authorized users who access the
eMarketplace directly.

This guide should be used in addition to any job aids or trainings provided by the
Statewide Financial System (SFS), the Office of the State Comptroller (OSC), or the
Business Services Center (BSC).

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 Getting to the eMarketplace

The NYS eMarketplace can be accessed from SFS when creating a requisition. Select
NYS eMarketplace under Web instead of selecting Special Request. You will be taken to
the eMarketplace without leaving SFS. Note that the SFS Oracle banner remains at the
top of the screen.



Favorites = Main Menu + > eProcurement~» > Requisition

Home Worklist Add to Favorites Sign out

ORACLE’

New Window | Help | Personalize Page
Create Requisition iz

Welcome ROBERTS, WAYNE =
' Home /% My Preferences Requisition Setfings | 2= 0Lines CIEEl
Request Options hd search | Al M Search Advanced Search
Enter search criteria or select & —
fram the menu on the right to Catalog %’ Web . D:_ Express item Entry o
begin creating your requisition Browse Catalogs Browse Su Websites Create an Express Requisition
All tems NY'S eMarketplace
Uﬂ_:j Special Requests D Forms 'y Favorites
Create a non-catalog request Create and Submit Forms Browse Favorite ltems and Services
Templates ePro Services D@ Recently Ordered
Browse Company and Personal Request Services View recently ordered items and
Templates Services

Fixed Cost Service
wariable Cost Service
Time and Materials

& External Catalogs
Browse Supplier Website ltems

2. 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.

2.1 Searching and Navigation

At the Search Manager, you can type your query directly into the Search Box to find the
item(s) you wish to purchase.

m VAN EIL T Advanced Search

You can use the Search Box to look up items in a multitude of ways. Know the name of
the item you're 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're looking for.



2.2 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're looking for.

Looking at the search results, you'll 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.

Office of

o wEwvonk
General Services

. Procurement m Cart  Quick Entry Shopping Lists
J | Grecarisay Services

rendezvous mml Achanced Search |Ad\;anced Search | 4 products in 47 ms found |
SipplnT Srt ys_Rolovance - |
v o - Sort Box

e Tage: W0~ | B

Attribute Icons

Fendenous® Lye Protection

4 1.00 45.00 LSDr
A1S17-AMBR-000 dozen
er Hame: Pyramex

Price Range ar PH: SB28305

Search Filters| N ;

3% Eve Protection

4 1.00 44,84 15D

2.2.1 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.

\.p Green* . Biohazard

. Recycled** . Corrosive

- _

%j Chemical Environmental Danger



S8 Service-Disabled Veteran

Identifying Kit Products

Free Shipping

Additional Shipping Info Available

Shipping (Freight) Charges

Preferred Source

Explosive

Flammable

Harmful

Oxidizing

Radiation

Hazmat

Bl X =R

MWBE (Minority/Woman Owned Business Enterprise)

* 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.
** Use of the Recycled icon should be in compliance with FTC guidelines for

environmental claims.

2.3 Filters

Supplier

New York State Preferr... (1337

NYSID

Manufacturer

3M (1079

ACME ELECTRIC (97
More...

Price Range
from: to:

Attributes

| Color

| Material

The Filter Pane, found on the left side of the page, allows you to
narrow your search results by various categories.

For example, you can choose to view items by specific suppliers
or manufacturers, within a specific price range, or even containing
specific attributes, such as the Color or Material. Simply click on a
link in the Filter Pane to narrow your search results.

Some filter categories may contain many selections so click on the
more... text at the end of the section, or the arrow in the category
title, to expand the list and view the additional filters.

2.4 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've 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.

Advanced Search a
with all of the werds
with the exact phrase
with at least one of the words
without the words

Fuzzy search

Preferred items

Product Groups, Classifications and Attributes v

Seareh | View ll crsog

Advanced Search

Product 1D

Manufacturer
Manufacturer product no.
Customer product no.

Supplier

2.5 Product Details

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 UY-A and UY-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.
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® PPE, Rendezvous® Cye Protection

to four
ICEP GLPD W12
H 166 Lertified

Catalog ID Prfsrc) List Price
Contract IDs Présecd
Ut dazen Color

Packaying Quantity 12

Adj[lst quantity and Add to t;;{l

Order Quankity 1.00 ]

SFS ltem ID

e84

Blue Mirrer
Safety Glasies

EOODIT

2.6 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.

Compare Products | Add all selected items to cart

Preview

Item Description

® PPE, Rendezvous® Eve Protection
NYSID

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

® PPE, Rendezvous® Eye Protection
NYSID

Product ID: A1517-BLMR-000
Manufacturer Name: Pyramex
Manufacturer PN: SB28755

T




2.7 Adding Items to Cart

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.

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.



A O I Office of | Procurement m Cart  QuickEntry  Shopping Lists
jmi | General Services | Services

rendezvous eearch | View Al ouior: v el
Suppler Compare Products [[4ad alseiected wems o cart | FUEREILISEL ] ot by Rlevance

—— |items to cart

Manufacturer Prerfage: 1~ W
Groups n

Glotal bute Librar PRL. Bendez-ous®. Lue Protectio

4 100 45.00 USDy
I ATS1T-AMBR-000
r Hame: Pyramex

Price Range « P SB2BI0S
fromnc - B 3. Add the item
o to the cart
Lo 2. Adjust the quantity|] 1w PRI [ Add to cart
1. Check the item(s) (i veguled) w
to purchase E
PPE, Rendezvous® Eve Proection
LYD NYSID n 100 ATEA LD
' Prosuct I A1S17-CLER-ATF dokn
Mar  Name: Pyvames o
M o B SBIB0ST

2.7.1 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
guantity discounts. Clicking on the icon in the Search Results page will display the Product
Details page where those selections can be made.



&*I'u'w“l'“; _5~ | Cannot Add to cart |
1.00 s\ﬁé .

Earle 100 Bocyrled coow paper 1000 1.1 15D I
En Rl o naner 4000 n Purchase Options

200.00 32,74 USD

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'll
be taken to another version of the Product Details page as shown below.

5708015 - "1 x 17 20# American Eagle 100% Recycled copy paper

ghipping Disccunts'

alk Dieliver int per Carto

10 00

10



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.

2.7.2 Punchout Iltems

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 redirect 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'll 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.

e e w11 s . General Catakog | Fi ¢h

All Products Search Buik Order Pad  ~

saries | Laser Glassos Red

Laser Glasses, Red
CST/BERGER

Your Price 0 5 e

$15.00/ each i b idioind

List Price $19.26 / sach oAt 1o st Shipping

w Be the first towrie a review | Ask & Answer

Item # JXA22 e |# 58-GLASSES UNSPSC # 46181802
Compare Catalog Page # NIA Shipping Weight 0.32 Ibs.
Sounty of Drigin USA | County of Origin i ubject Io change

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

11



1 Product(s) Added to Cart

Product(s) Added to Cart Qaty 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.

General Catalog | Find A Branch Services - Solulions -~

All Products . Bulk Order Pad - = Carl (1)

= Bach Cart cuucen

Delivery Methed Availability
Shippang nlet 2P cod

Preducts in Cart

Product Cuantity Availability Toal Price

CSTBE

- ol

R Laser Glasses Red = © Expoctod 10 amve Wed. Jul 22 $16.00

Suttotal §15.00

Hit the Submit Cart button at the bottom of the screen and another pop-up window will

appear letting you know that your item is being sent to your eMarketplace cart. Click the
Yes button to return to the eMarketplace.

Submit Cart ?

Thank you for visiting Graingerl
You are about to transfer products to your internal procurement system
These products will not be shipped until an order is received from your company

For customer service, please contact ePro Customer Care at 1-877-202-2592 or email us at

eprocustomercare@agrainger.com
“

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.

12



2.8 Your Shopping Cart

To review your Cart, click on the Cart link in the top-right. You can update an item's
guantity, while in the eMarketplace, by changing that field and clicking the Refresh Cart
button. You can also remove any items from your cart by clicking the Delete icon at the
end of the product line or by placing a checkbox next to multiple items and hitting the
Delete Selected button.

**Please note the quantity cannot be edited once you have submitted your cart creating
the line on your requisition in SFS. **

This is also your opportunity to bookmark 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 Shopping
List button.

Q‘”‘a New York State Market Place
PERFECT COMMERCE

#& Procure~ Reports

Search Manager  Favorile Tbems  View Reqguisilion
-

.
5 HewvoRk | Office of Procurement Search  Cart  QuickEntry  Shopping Lists
& \;I:-::llu.-lr General Services Services

| Submit|

[Save as Shopping List [ EXT o= |rrmeTers |

1.00 WD :u '
Refresh Cart E Total price: 46,64 USD o

[ Save as Shopping List | Dalete Selected | suomit |

SBIETS HYSID

2.9 Shopping Lists
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.

13



(ﬂﬁ ’ PERFECT COMMERCE New ork State Market Place

Search Manager  Favorite Thems View Requisilion
-
tings » | Help
P ¥ ﬂf}:’r\r’m" | Office of | Procurement Search  Cart  Quick Entry [RUEZAE
\;:.:-u: ..... | General Services | Services
Setect Shopping List | Wish List L Changs Shopping List Name | Delets the Selected List Replace Cart with Selected itams | Add Selected tems to Cart
Pyrames PPE. Bendervousd Eve Protection oy T "
5028755 pes A5 {7 BLARD00 100 dezen 45,64 U5D -
]

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.

Select Shopping List ®

® Add |tems to an Existing Shopping List

Shopping List Wish List v
Add items to a new Shopping List

Shopping List

Description

User ID Wayne.Roberts@usa.ny.ac

(Agd tems ] Close

2.10 Quick Entry

Sometimes you already know what you want. You've ordered an item so many times that
you've 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.

14



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.

— .
o~ hovrome | Office of . Erocuramant
| General Services | SerViess

Product IDi

Quantity

Add to Cart

Add to Cart

Search for Suppliers

Supplier ID

Supplier Name

[Soarch | Clear

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

7 items found, displaying all items.

Supplier ID
cor300_nyspro

Supplier Mame
Corc raft

lin306_nyspro

Lindenmeyr Munroe

nyil07_nyspro

NYSID

nysd00_nyspro

[«
Find A Supplier

New York State Preferred Source Program- (Blind an

papbBs_nyspro

Paper Mart Inc

unidbs_nyspro

Unisource Worldwide. Inc

wwg3ss

WW Grainger - 3.5 xCBL Integration

15

search  Cart Shopping Lists

Supplier Group Name

City

LATHAM
Albany

Perfect



3. Reviewing the Requisition in SFS

When you submit your cart, requisition lines are populated with the appropriate data
from the eMarketplace. The Description, Supplier, Contract ID, Category Code,
Account, Price, Quantity, Unit of Measure, and Total are all filled it. You may change the
Account Code if necessary for your funding chartfields. You may not change the
Category Code or Item ID; if changed, the requisition may falil.

Main Menu - > aFrocurement= > Requisition

ORACLE’
Checkout - Review and Submit

Requisition Summary

If at any point you need to edit the line created from the eMarketplace, please remember
that lines created from the eMarketplace cannot be edited in SES. this includes the
Category Code. The line is hard coded to disable editing.

If you wish to increase the quantity on a line, you can click Add More Items to return to
the eMarketplace. Search for the same item, add the item to your cart, edit the quantity
and re-submit the cart, returning to your requisition in SFS. The original quantity on the
line will be updated to reflect your change.

If you wish to add additional lines to the requisition using the eMarketPlace, you may do
so by clicking the Add More Items button. This will take you back into the eMarketplace
where you can continue to shop for more products. Your cart will be empty as the
previous items have been added to the requisition.

SFS users will follow the normal process for submitting the requisition for approval in SFS.
The requisition will proceed through requisition workflow. Upon approval, the requisition
will auto-sourced to a Purchase Order and electronically dispatched to the supplier.

4. Who to Contact for Assistance

16



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

For issues or questions regarding the contracts or suppliers, please contact the OGS Contract
Manager assigned to the contract. The contact number is available on the Product Details
page for all contract products in the eMarketplace. The contract manger is listed the
award page on the OGS website.

17
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