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JOB AID 

Sending a Cart to FI$CAL 

Purpose: This job aid guides Department Buyers through locating an RFO in eMarketplace, reviewing supplier 

offers, awarding the selected offer, attaching and validating the FI$CAL workflow, sending the awarded RFO to 

FI$CAL, and verifying the requisition details after the transfer. 

LOCATE THE RFO 

Navigate to the RFO list and open the RFO you want to review and award. 

 

Step 1: Navigate to eMarketplace. 

Open your browser and go to the eMarketplace landing page. 

Step 2: Browse RFOs. 

From the top navigation, hover over Sourcing, then click "Browse RFO’s." 

 

 

Step 3: Open the RFO. 

Locate the RFO and click the RFO Name to open it. Review the offers submitted by the supplier and identify the 

offer you intend to award. 

 

Step 4: Select the offer to award. 

Click the trophy icon aligned with the offer you want to award. 

 

 

Step 5: Confirm the award. 

When the confirmation message appears, review the message and click "Award proposal" to continue. The 

results of the RFO will transfer to the cart. 
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ATTACH WORKFLOW & VALIDATE 

Attach the FI$CAL workflow and confirm the RFO validates successfully before sending it to FI$CAL. 

 

Step 6: Attach the workflow. 

Click "Attach Workflow" to initiate the FI$CAL workflow. 

 

 

 

Step 7: Confirm successful validation. 

Confirm the "Validated Successfully" message appears at the top. The "Send to FI$CAL" button will also 

become available. 
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SEND TO FI$CAL & VERIFY 

Send the awarded RFO to FI$CAL, verify the requisition details, and complete the remaining PO fields. 

 

Step 8: Send the RFO to FI$CAL. 

When the "Send to FI$CAL" button becomes available, click "Send to FI$CAL" to continue. 

 

 

Step 9: Verify the requisition in FI$CAL. 

You will be redirected to FI$CAL. Review the requisition line(s) and verify the LPA Contract ID, item description, 

supplier, quantity, price, total, and other item details match the awarded RFO in eMarketplace. 

 

 

Step 10: Complete the remaining PO fields. 

Complete the remaining PO fields in accordance with the applicable FI$CAL job aid. 

Your eMarketplace RFO has been sent to FI$CAL 

You have reviewed and awarded the supplier offer, attached and validated the workflow, sent the RFO to 

FI$CAL, and verified the requisition details. 

Final check 

Before continuing in FI$CAL, confirm the requisition information matches the awarded RFO and supplier offer in 

eMarketplace. 

 

Resources 

For questions, contact the eMarketplace team at eMarketplace@dgs.ca.gov. 
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