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What Is the eMarketplace?
• An online “Amazon.com-like” shopping site for New York 

State agencies, municipalities, and all authorized users 
to buy goods from centralized contracts and preferred 
sources

• Enables electronic purchase order dispatch and direct 
credit card (P-Card) payment
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Why Use the eMarketplace?
• Ease of identifying MWBE, SDVOB, and Preferred 

Source providers
• Create and submit one PO for multiple suppliers
• Create and save Favorites list
• Look up and compare pricing without using PDFs
• Prices verified by OGS to be at or below contract price.
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The NYS eMarketplace Webpage
From the NYS Procurement 
website: 
https://ogs.ny.gov/procurement

Click on NYS eMarketplace to: 
• Create an account
• Log into the eMarketplace
• Get updates on content
• Access user guides and 

FAQs
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Creating an eMarketplace Account

• Click on the eMarketplace “Get An Account” 
button

• Complete the form and click submit
• Your UserID and Password will be emailed to 

you within 1 business day 
• Don’t know your authorized user number? 

Contact OGS Customer Services for 
assistance! 
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Logging into the eMarketplace
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What’s Available in the eMarketplace?
Available Now

• NYS Department of Corrections, Division of Industries (Corcraft): 
select products

• NYS Preferred Source Program for People Who are Blind (NYSPSP)

• NYS Industries for the Disabled (NYSID)

• Environmentally Preferable Cleaning Products , Programs, Equipment & 
Supplies: Award 22830

• Industrial & Commercial Supplies: Award 22918
• Audio Visual Equipment and Accessories: Award 22844-E*
• School and Art Supplies: Award 23006
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What’s Available in the eMarketplace?
Available Now

• Traffic Paint: Award 23056-ES,RA,SW
• Miscellaneous Office Supplies: Award 22790-E*
• Miscellaneous Office Supplies: Award 22790
• School and Art Supplies: Award 23006

• Traffic Paint: Award 23056-ES,RA,SW
• Audio Visual Equipment and Accessories: Award 22844-E
• Recycled Copy Paper: Award 23078-GR, RS
• Recycled Copy Paper, Truckload Lots: Award 23064

• Outdoor & Site Furniture Including Picnic Tables: Award 
22984
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What’s Available in the eMarketplace?
Available Now

• Medical and Laboratory Supplies and Equipment (Basic Chemicals, Basic 
Biological Materials): Award 22563

• Medical & Laboratory Supplies and Equipment: Award 22727
• Automated External Defibrillators (AED): Award 23103
• Environmentally Preferable Lighting: Award 23083-GR

Coming Soon
• Automotive Parts and Supplies
• Aggregate Buy Hardware
• Fresh Bread
• Athletic Equipment
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Quick Links, Recent Requests and Orders
39



September 30, 2019 @NYSPro @nysprocurement

Search the Catalog
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Search Catalogs
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Using Search Options
• More specific searches can be done 

by using the ‘Advanced Search’ option 
next to the search bar. 

• Search results can be filtered 
by the following:
- Supplier
- Manufacturer

- Price Range
- Attributes
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The eMarketplace provides an easy way to identify the 
following vendors:

• Preferred Source 

• MWBE 

• SDVOB

• GreenNY

Search Manager Attributes
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Search Results

Round Trip Supplier

Hosted Supplier

Punch Out Supplier
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Forms for Additional Information

• Products that require additional information from the user will have a ‘Fill 
in Form’ button or a gear icon

• These are used for contracts with zone and/or tiered pricing, shipping 
discounts, or multiple selections (such as color, fabric 
type, etc)
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Comparing Products
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Favorites List
• Frequently purchased items • Multiple suppliers in one list
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View Cart and Submit It to a Requisition
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Requisition Screen – Direct Access

Select the Details button to access line item details
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• Complete applicable 
fields in item details 
and click Save 
Changes

50



September 30, 2019 @NYSPro @nysprocurement

• When you are done with the requisition screen, click ‘Save and Submit’ to send 
the PO to the supplier(s) 

Submitting the Requisition 
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Requisition Screen - SFS
• From the Requisition screen, select NYS eMarketplace
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SFS PO Submission

• Requisition line 
information is 
automatically 
brought into SFS!

• No manual entry 
needed!
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Resources
• https://ogs.ny.gov/procurement

– User Guide for SFS/Non-SFS Users
– Quick Reference Guide for SFS/ Non-SFS Users
– What is available to purchase on the eMP
– FAQs

• Still have questions?
– customer.services@ogs.ny.gov or 518-474-6717
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Questions 
or Help?

Call Customer Services
(518) 474-6717

Email:
eMarketplace@ogs.ny.gov
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