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JOB AID

Reviewing Contracts

Purpose: This job aid helps suppliers review their contracts in the California eMarketplace
(eMarketplace) Supplier Portal. It walks them through the “Contract” menu in a more in-depth
fashion than the Getting Started in the Supplier Portal Job Aid.

Step 1: Welcome to the eMarketplace Supplier Portal.
Start at the homepage of the Supplier Portal.

hPMiI“M’P'ﬂ GeneralInfo. ~ Sourcing  Contracts  Catalogs

< D o Supplier Portal Q Search
Announcement
@ Welcome to the eMarketplace Procurement Portal. This portal is the central hub to manage all of your California Statewide Procurement
e Activities efficiently and securely.

As a Leveraged Procurement Agreement vendar or reseller, you will use this platform to:

+ Respond to Quotes or Requests for Offers (RFO) as allowed by your contract
+ Submit Vendor Usage Reports
+ View your contract Price Sheets and item data

seamless experience, it is important ta keep your contact information up to date and accurate.
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Step 2: Start reviewing your contracts and catalog information.
Review your Contracts

Select Contracts from the top navigation menu, then select Manage Contracts.

‘T’Ma_rkﬂpla@ General Inffo.  Sourcing ~ Contracts  Catalogs

< D % Supplier Portal ) LRI I h

Import Usage Report

View Usage Report Files
Announcement

View Usage Report - Detailed
Welcome to the eMarketplace Procurement Portal. This portal is the central hub to manage all of your California Statewide Procurement
RFOs in Progress Activities efficiently and securely.

As a Leveraged Procurement Agreement vendor or reseller, you will use this platform to:

« Respond to Quotes or Requests for Offers (RFO) as allowed by your contract
« Submit Vendor Usage Reports
« View your contract Price Sheets and item data
To ensure a seamless experience, it is important to keep your contact information up to date and accurate.

For questions regarding the eMarketplace functionality and the submission of vendor usage reports, please contact eprocure@dgs.ca.gov

For questions regarding a quote or RFO you received, please contact the email listed in the nofification.

The Manage Contracts page displays the contracts associated with your supplier account.
Review the Contract Number, Contract Name, Object Type, End Date, and Contract
Workflow Status to confirm your contract information is accurate.

< 9 W Manage Contracts Q. Search ®

Keywords Object Type
Leveraged Procurement Agreement (LPA) Qs

Filters Object Type: Leveraged Procurement Agreement (LPA)

Code 2 Contract Number & Contract Name 4 Contract Description 2 Object Type 2 EndDate 2 Contract Workflow Status 2
Vi CTRO05514 1-22-70-31B 1-2270-318 - Leveraged Procurement Agreement (LPA)  6/30/2027 Signed
Vi CTROO4681-1  SLP-22-70-0007F  SLP-22-70-0007F - Leveraged Procurement Agreement (LPA)  8/15/2025 Signed
Vi CTRO04508  SCA-24-70-0007G  SCA-24-70-0007G - Microsoft Enterprise License Agreement Microsoft Enterprise License Agreement Leveraged Procurement Agreement (LPA)  10/31/2027 Signed
Vi CTRO04132-3  7-20-70-47-06.04  7-20-70-47-06.04 - DATA COMMUNICATIONS (Reseller) DATA COMMUNICATIONS (Reseller) Leveraged Procurement Agreement (LPA)  9/30/2026 Signed
Vi CTRO04082-19  7-23-70-55-01 7-23-70-55-01 - Computer Equipment, Peripherals & Related Services — Computer Equipment, Peripherals & Related Services ~ Leveraged Procurement Agreement (LPA)  6/30/2027 Signed
Vi CTRO01776  3-22-06-1045 3-22-06-1045 - Leveraged Procurement Agreement (LPA)  1/19/2027 Signed
6 Records) ]
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Step 3: View high-level information about your contracts.

Click the pencil icon next to the contract of interest.

< 9 W Manage Contracts

Keywords Object Type
Leveraged Procurement Agreement (LPA)

Filters Object Type: Leveraged Procurement Agreement (LPA}

Code Contract Number
s CTROO5514 1-22-70-31B
s CTRO04681-1  SLP-22-70-0007F
Vi CTRO04508  SCA-24-70-0007G
4 CTRO04132-3  7-20-70-47-06.04
s CTRO04082-19  7-23-70-55-01
s CTRO01776  3-22-06-1045

& Reclfrds)

Contract Name

1-22-70-31B -

5LP-22-70-0007F -

SCA-24-70-0007G - Microsoft Enterprise License Agreement
7-20-70-47-06.04 - DATA COMMUNICATIONS (Reseller)
7-23-70-55-01 - Computer Equipment, Peripherals & Related Services

3-22-06-1045 -

Code
CTR0O00247

Contract Number

1-24-89-20A

Contract Name

Object Type

Language

English

Signed

Contract Validity

Running

=N -

Contract Description

Microsoft Enterprise License Agreement
DATA COMMUNICATIONS (Reseller)

‘Computer Equipment, Peripherals & Related Services

® Fields marked by an asterisk * are mandatory

General Information

1-24-89-20A - Potato/Corn Chips ...

Leveraged Procurement Agreement (LPA)

Contract Workflow Status

Obiject Type

Leveraged Procurement Agreement (LPA)
Leveraged Procurement Agreement (LPA)
Leveraged Procurement Agreement (LPA)
Leveraged Procurement Agreement (LPA)
Leveraged Procurement Agreement (LPA)

Leveraged Procurement Agreement (LPA)

The four tabs on the left will provide additional information about your contract.

owin
|

Tab: General information about your contract.

Search

End Date Contract Workflow Status.

6/30/2027 Signed
8/15/2025 Signed
10/31/2027 Signed
9/30/2026 Signed
6/30/2027 Signed
1/19/2027 Signed

e Hierarchy Tab: Shows any association between your contract and others (ex. Portfolio groupings).

e Documents Tab: View any documents associated with your contract, as added by you (the
supplier) and the DGS contract administrator.

e Usage Report Extranet Tab: View usage reporting information.

_________________________________________________________________________________________________________________|
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Step 4: View your contract catalogs in line-item detail.
Go to the “Catalogs” tab and click “Browse Catalogs.”

Use the “Keywords” field to search within the “Item Label” column. If you know your Contract Number, you
can use the dropdown to search your own contracts.

W "MarkEtPIace General Info. ~ Sourcing ~ Contracts ~ Catalogs A D
Browse Catalogfj E— ;

< 9 Browse Catalogs Q Search

Kerywords Contract Number

Contract Reference Number CLIN Item Label Item Dy ipti er/Publisher A ing Part Number SKU Number Price Unit Location Mandatory ltems q
1-24-89-06 1 poney Greham Kellanova 3010038406 19.4800 Case Statewide v

Peanut Butter

1-24-89-06 2 Sandwich Frito-Lays 28387 33.0600 Case Statewide v
Crackers.
Cheese

1-24-89-06 3 Sandwich Kellanova 14057b 33.0600 Case Statewide v
Crackers

Peanut Butter
& Cheese

1-24-89-06 4 B Kellanova 155230 33.0600 Case Statewide v
Crackers
Grill Qil, Butter "

1-23-89-123 1 Flavored Ventura Foods 12504 74.6500 Case Statewide

PP, P Corn Chips, . N . oo a0 P

The Browse Catalogs page displays the catalog content and line-item information associated with your
supplier account. Review your catalog information frequently to ensure your products, services, pricing (if
applicable), and other catalog details are displayed correctly.
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You now know how to manage your contracts in eMarketplace.

You have viewed your contracts, reviewed the information about those contracts, learned how to
check your catalogs for accuracy.

Resources

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