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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 Proactis. 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 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. 

 

 

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, 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 via email 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 here. 
 

If you are unsure if your organization is registered as an Authorized User, please contact 

Customer Services at Customer.Services@ogs.ny.gov or (518) 474-6717. 
 

 

1.4 Disabling Pop-ups 
 
Before logging into the eMarketplace, please make sure to allow pop-up windows in your 

web browser for this site. You may use the following links for instructions on how to 

disable pop-ups: 

https://nyspro.ogs.ny.gov/content/register-emarketplace
https://nyspro.ogs.ny.gov/sites/default/files/EligibilityApplicationForm.pdf
mailto:Customer.Services@ogs.ny.gov
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Internet Explorer Mozilla Firefox Google Chrome 
 
 
 

1.5 Logging in 

 
Log into the NYS eMarketplace website at https://secure.perfect.com. Enter your User ID 

and Password and click the Log In button. 

 

 

 

 
1.6 Resetting Your Password 

 
If you forget your password, click the Forgot your password? link to reset your password. 

Enter your User ID and Email address associated with your account and click on Proceed. 

You will receive an email with a link to reset your password. 
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The password reset link will be valid for 24 hours. If you do not reset your password within 

24 hours, you will need to repeat the password reset process. Clicking on the link will 

open a window where you can create a new password. Enter your new password twice, 

and the click the Proceed button. 

 

 

 

 

2. NYS eMarketplace Overview Page 
 

After logging in, the Overview displays with a Search the Catalog search bar, Recent 

Requests, and Recent Orders. Recent Requests shows the Date, Amount, and Status of 

your most recent requests. Recent Orders shows the PO Number, Date, Amount and 

Status of your most recent POs. You can return to this page by clicking the Overview 

button on the top left. 
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3. The Search Manager 
 

You can start your search one of two ways. Type a keyword, part number, manufacturer, 

etc. into the Search the Catalog search bar and hit Enter to view items that contain the 

keyword. Alternatively, click on the magnifying glass to view all catalogs. 

 

 

 
The Search Catalogs page will open. If you clicked on the magnifying glass, the Messages 

landing page will display announcements. To view the items by contract, click on Featured 

Products and Groups. Click on the contract you would like to shop from. 
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3.1 Search Results 

 

If you entered a keyword, all items containing the keyword will display in the Search 

Catalogs page. From here, you can view items and add them to your cart, or filter by 

Supplier, Manufacturer, Price Range, Attributes, etc. using the menu on the left. There is 

also a Sort by drop down menu, and you can compare products by checking the box to 

the left of the item listing and clicking the Compare Products button. 

 

 

 

 
The item listing contains the item name, supplier, manufacturer, lead time, price, a picture 

or logo, and a space to enter the order quantity. You can add some items to your cart 

directly from this page by clicking Add to cart. 

 
There are also Attribute Icons associated with items that will let you know certain details, 

such as whether free shipping is available or if the item comes from a Preferred Source 

vendor. 

 

3.1.1 Attribute Icons 
 
The following is a list of all icons that may be associated with products in the NYS 

eMarketplace. These icons are assigned to the products by the supplier. 
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Green* Biohazard 
 
 

Recycled** Corrosive 

 

 Chemical Environmental Danger 

Identifying Kit Products Explosive 
 
 

Free Shipping Flammable 
 
 

Additional Shipping Info Available Harmful 
 
 

Shipping (Freight) Charges Oxidizing 
 
 

Preferred Source Radiation 

 
Service-Disabled Veteran-Owned 

Business 
Hazmat

 

 
Minority and Woman Owned GreenNY***  
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. 

** The Recycled icon is used by suppliers and should be applied to products in compliance 

with FTC guidelines for environmental claims. 

*** The GreenNY Icon is used to identify products that meet an Executive Order 4 (EO4) 

specification for environmentally preferable products. For a full list of EO4 specifications 

visit https://ogs.ny.gov/greenny/.  

 

 
3.2 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- 

https://ogs.ny.gov/greenny/
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right corner of your screen and your results will appear in the Search Manager. 
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You can also click on Product Groups, Classifications and Attributes to view items by 

category or by OGS Centralized Contract. 
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3.3 Product Details 
 
In the search results, hover over the 
thumbnail image or the product name. 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. 
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3.4 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. To purchase from this screen, the 
Quantity box and Add to cart button can 
be used to move the items into your cart. 

 

 

 

 

3.5 Adding Items to Cart 
 
To add an item to your cart directly from the Search Results page, change the   Quantity 

of the item if needed, 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 click on 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. 
 
 
 

 

 
 

 
3.5.1 Form Items 

 
Some items have different icons in place of the Add to cart button. These represent a 

different process for adding an item to your cart. 

 
 

 
A button labeled Fill in form or an image of a pair of gears indicates 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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In the above example, there is a cart icon with a red x indicating that you cannot add the 

item to the cart yet. You must select your zone and enter the quantity in the tab at the 

bottom of the page. This automatically calculates the price for items with zoned and tiered 

pricing. 

 
Click the Fill in Form button. 

 
 
 

 

 

 
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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3.5.2 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 Catalogs window but when the item is selected the user is taken to the supplier’s 

website. There the user can add the item to their cart and bring that cart back into the 

eMarketplace. Any item that has a globe button is part of a roundtrip catalog. 

 

 
To view product details for Punchout Items, click on the globe icon for that item. You will 

be sent directly to that item on the supplier’s website. Here you can view all the details of 

the item and add it to your cart. The screenshots below show what the process looks like 

on WW Grainger’s website. 
 
 
 

 

 

 
Click the Add to Cart button and a pop-up window will let you know the item was added. 
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Click View Cart to go to your Cart on Grainger's Website. 
 
 
 

 

 

 
Click 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. 
 
 
 

 

 

 
You will be automatically re-directed to your Cart in the NYS eMarketplace. The Punchout 

Item is now included and will be treated like any other eMarketplace product. 

 

 
3.6 Your Shopping Cart 

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

quantity and clicking the Update (blue arrows) button. You can also remove any items 

from your cart by clicking the Delete (recycling bin) button on the right or by placing a 

checkbox next to multiple items and hitting the Delete Selected button. 
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Click the Submit button and you will be brought to the Order Request. 
 
 

 

3.6 Shopping Lists 
 
The Shopping Lists button can be accessed from the top of the Search Catalogs window 

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. 
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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. 
 
 
 

 

 

 
3.7 Quick Entry 

 
If you already know the Product ID number and supplier for an item you want to purchase, 

you can use the Quick Entry screen. 
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On this screen, 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, then click on the Add to 

Cart button. If two or more suppliers sell items with the same Product ID, you can click on 

the binoculars icon to Find a Supplier from the vendors list, and select one before adding 

the items to your cart. 
 
 
 

 

 

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. 

 

 

4.1 View Requisition Screen 
 
The Order Request screen is your last stop before submitting your order. 
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You can also view an Approval Map, and History & Comments on the respective tabs. 
 

 
4.2 Editing Requisitions and Item Details 

 
The Line Items tab is displayed and shows the items that were submitted from your Cart. 

The Attachments tab allows you to attach files to your order. 

Clicking on the Details link for an item will allow you to edit your Shipping Address and 

Billing Address, add PCard information, and attach files for an individual item. Making a 

change in this window will apply only to the individual item unless the Apply to all items 

box is checked. 
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Save Changes when you are done, and you will be returned to the Order Request page. 

 
Back on the Order Request page, you can use the Add Item From dropdown to Add Item 

From Catalog, or Add Item From Favorites. 

 

 
4.3 Print View 

 
By using the Actions dropdown, you can access a Print View of your request, Delete your 

request, or Exit. 

 

4.4 Submitting the Requisition 
 
Submit your request by clicking on the Save and Submit button. The Requests page will 

open, and that Status of your Request will say Order Created. 
 
 
 

 



21  

 

You can also save your request for later by clicking on the Save and Exit button. 
 

 
4.5 Favorites 

 
Once you have created a request, you can save items as Favorites. Click on the name 

of a Recent Request that contains the items you would like to add to Favorites. In the 

Line Items tab, check the box(es) next to the items you would like to add to Favorites. The Add 

to Favorites button will appear on the far right in the blue bar. 
 

 

 

 

 
Click on Add to Favorites, and receive this pop up: 

 

 

 
 

To add items to your cart from your Favorites, click on the New Request button on the 

Overview page. 
 
 
 

 

 

 
In the Line Items tab, click on the Add Item From dropdown. 
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Click on Add Item From Favorites, and your Favorites list will open. Check the box(es) 

next to the items you would like to add to your Order Request, and the Add to Request 

button will appear in the blue bar. 
 
 
 

 

 

 
Click the Add to Request button, and your Order Request will be populated with the 

selected items. 

 

 
4.6 Checking the Status 

View Recent Requests and their Statuses on the Overview page. To view older requests, 

click on the View All Requests button. 
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Open the Filters pane and search for the request Name, Dates, and Status to narrow 

down the list of results. 

 
 

 
4.6.1 Requisition Action Icons 

 
Clicking on Actions displays a series of options for each request. Depending on the 

Status of the Request, options may vary. 
 
 
 

 

 

 

 

 

 
Edit: Further edit your Request for submittal. 
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Copy: Applicable only to Open requisitions, creates a new copy of the Request. 

Delete: Applicable only to Open requisitions, clicking this deletes the Request. 

Print View: Displays details of the Request in a format that is suitable for printing. 

View Approval Map: Displays the approval process. 

View Details: Opens a summary of your Request with all pertinent information. There is 

also a Purchase Orders tab on this page. Clicking on the PO Number will open a 

summary of the Purchase Order for this Request. 

 
View POs: Displays a history of all POs and their Statuses. 

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

4.7 Purchase Orders 

 
Recent Orders and their Statuses are also shown on the Overview page. To view older 

orders, click on the View All Orders button. The Filters pane is like the Filters pane on the 

Requests page. 
 
 
 

 

 

 
A Request has not yet been dispatched to the supplier and may contain items from more 

than one supplier. An Order has been dispatched and contains items for that supplier 

only. A Request with items for more than one supplier will automatically be split into one 

Purchase Order per supplier. 

 
The Buyer Status may indicate one of the following: Waiting for Response, Accepted by 

Supplier, or Rejected by Supplier. 
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Click on the PO Number to view the PO details. 

 

 

 
This includes the PO Status, Supplier Status, Transmission Status, and Receipt   Status 

of your PO, as well as Line Item details. This page also has Receipts and Invoices tabs. 
 

 
4.7.1 Purchase Order Action Icons 

 
The Orders screen also offers a series of Actions for each PO: 

 
 
 

 

 

 
Copy: Copies the Purchase Order into a new Order Request. 

View Approval Map: Displays the approval process. 

Print View: Displays details of the Request in a format that is suitable for printing. 
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5. Communicating with eMarketplace Suppliers 
 

If you need to contact the suppliers directly, consult the OGS Procurement Services 

website to find the correct supplier contact information. This 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. 

 

 

6. 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 team at customer.services@ogs.ny.gov or 518.474-6717. 

mailto:customer.services@ogs.ny.gov
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