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eContract Philly’s

Online Registration and Application

The following screen shots are taken from eContract Philly’s online 
registration and application process that you will have to follow if you 
decide to apply for a non-bid contract opportunity with the City of 
Philadelphia.

In the later pages (starting on page 34), this presentation will go over 
how to submit disclosure forms for contracts that were not required to 
be advertised (i.e. the contracted organizations have to submit the 
online disclosure forms only).
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New Contract Opportunities
Click on link to view open contract opportunities
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The Opportunity list displays new notices of contract opportunity,  Clicking on 

one of the opportunities will take you to a page with additional detail on that 

opportunity.
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Please review the Opportunity Details attachments for more information 

(including selection criteria) on the opportunity. The Opportunity Details page 

can be updated at any time, so make sure to check back often. 

Click “Apply for Contract” to start an application.  You will be asked to login to 

apply.
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After you click the Apply for Contract button, you will be asked to login.

 If you are already registered with eContract Philly, enter your User ID and password.

 If you are not registered, you will need to do so.

Registration



The system will recognize your organization’s EIN as one that is associated with a current 

contract with the City of Philadelphia. The system will prompt you to enter information 

about a current contract (contract number and amount) for verification purposes. If you do 

not remember your contract information, please contact econtractphilly@phila.gov or 215-

686-4914 for assistance. It is imperative to use the correct EIN (or SSN as appropriate)! 6

Registration

Vendors with an Existing Professional Services Contract

mailto:econtractphilly@phila.gov
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The first page of your 

contract will have two 

places to find the 

information you need 

to register.

Finding Your Contract Information
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Here is where you 

would find the 

necessary 

information if you had 

an MP 

(Miscellaneous 

Purchase Order, or 

Miscellaneous 

Order).  Your MP was 

not assigned an MP 

number until you 

received your formal 

copy from the City’s 

Finance Department.
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You must enter your EIN (or SSN) to register.  If you are applying on behalf of 

your company, do not use your personal SSN to register.  You should use your 

company’s EIN.  After clicking Register, you will be asked to review and accept 

the Terms and Conditions for using the eContract Philly website.

Registration

New Vendors Without an Existing Contract
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After agreeing to the Terms and Conditions, you will be prompted to fill out the above 

fields. Use the correct EIN/SSN. You will be given the opportunity to register for e-mail 

notification of new contract opportunities. Click Register when completed.

Registration
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After clicking Register, you will receive a message like the one above that an 

email, confirming your registration and providing you with your system-

generated password, will be sent automatically to the email account you 

gave.  

Registration
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After receiving your User ID and password, you will have to return to 

the Login page in order to login and be able to apply for any contract 

opportunity.

Login
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When you login to your Vendor Record, you are automatically sent to the Current 

Applications list.  Notice the Submission Date column which displays the date your 

application was submitted, whether the application remains incomplete, or whether 

you have withdrawn your application for some reason. 

Vendor Record
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Required Elements of Online Application

• Application form contains:

– Document attachment for documents required by

particular opportunity, such as proposal, budget,

letter of intent, resumes

– Disclosure Forms

• Applicant Campaign Contribution

• Applicant Use of Consultant

• Consultant Campaign Contribution

• Applicant Proposed Use of Subcontractor

• City Employee Request

• City Employee Advice
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The online application requires you to complete each area preceded by the “X” 

symbol and then sign and submit the information.  Clicking on the “X” will take you to 

a page where you can complete the form.
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Clicking on the “X” next to the “Attach your proposal” section takes you to this 

page where you can attach your proposal, budget, work samples, etc.  Click 

Browse to select the document you want to attach.  Please be mindful of your 

document size and format – documents over 8MB will not be accepted nor will 

documents in formats other than Word, Excel, MS Project, ZIP or Adobe PDF.
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When you click Browse, a separate window will appear so that you can look 

for and choose the documents you want to attach as part of the application. 

Click Open once you have found the documents you want to attach.



After you click Open to choose which document you would like to attach, be 

sure to fill out File Type and File Description before clicking Add to complete 

the attachments. You must confirm that your document has been attached –

once attached, the document’s details will appear at the bottom of the screen.
18
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After adding your documents, the red “X” next to the “Attach your proposal” sentence 

will become a blue check. Then, to start filling out the required disclosure forms, click 

on one of the red “X” symbols directly next to the disclosure form.  The following pages 

show each disclosure form sequentially.
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This is the entry point for you to disclose any political contributions given in the 

two years prior to the application deadline.  First, you must choose whether the 

application is being submitted by an individual Applicant or by/on behalf of a 

business Applicant. Depending on the answer, one of two sets of questions 

regarding contributions will appear.  Note that “Business” includes non-profit 

organizations. Answers submitted on behalf of a Business must be the 

Business’s answers.



If you or the organization you represent have ever disclosed contributions on a 

prior disclosure form, you may see a checkmark next to the Campaign 

Contribution Disclosure form.  This means that information for that disclosure 

form was carried forward from a prior disclosure.  It is your responsibility to 

ensure the accuracy and thoroughness of the information before signing 

and submitting your/your company’s application.
21
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Contribution Questions 

for Individuals
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Contribution Questions 

for Businesses
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If you answer YES to any of the contribution 

questions, you must complete the required 

information shown below.

A drop-down menu 

provides distinct 

categories for 

Relationship to 

Applicant.
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You must either certify that you/your company did not use a Consultant or enter 

information on the Consultant(s) used in the required fields. Review the definition of 

Consultant prior to completing this disclosure form by clicking on the underlined 

“Consultant.”  Click Add to enter your/your company’s response.
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This is the entry point for you to disclose, on behalf of a Consultant, any 

political contributions your Consultant has given in the two years prior to 

the application deadline.  

If you used a Consultant, you are required to disclose that use and the 

political contribution information for that Consultant you used.
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If you disclose that you used a Consultant but did not submit contribution information for 

that Consultant, you will receive a notification on the main application page that this 

information is missing.  Until you submit the Consultant contribution information, you will 

not be able to submit your/your company’s application.
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You must certify that you are not planning on using a subcontractor or enter 

information on the subcontractor you plan to use.  Click Add to enter 

your/your company’s response.



29

You must certify that no requests were made or enter information in 

the required fields.  Click Add to enter your/your company’s response.
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You must certify that no advice was received or enter information in the 

required fields.  Click Add to enter your/your company’s response.
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Once you have attached your response documents and completed your 

disclosure forms (all indicated by blue checkmarks), you can click on the red 

“X” next to sign and submit whenever you are ready to submit your 

application. Your application will not be considered until it has been signed 

and submitted.



Make sure to sign and submit your application.  Signing your application does not 

require any special software or functionality.  Again, your application will not be 

considered until it has been signed and submitted. You will receive an e-mail 

confirmation of your submission.
32
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Check your Vendor Record to see your application submission date.  The list 

will also show whether an application you have started is still incomplete.
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Exemptions

Most contract opportunities will be advertised on the 
New Contract Opportunity list, but there are some 
categories of contracts that are not required to be 
posted.  

The two largest types of exemptions are for contracts 
valued at $35,000 or less and contracts between non-
profit organizations and the City’s social services and 
housing departments.  
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Exemptions

• Although these contract opportunities may not be
advertised on the New Contract Opportunity list,
the City still requires:
– Certain disclosures from Contractors prior to the contract

being executed (signed)

– Contractors to meet eligibility requirements

– Disclosure forms to become public information after the
contract is executed (signed)

• The department contracting with you will provide
information to you while your contract is being
prepared on how you submit your online
disclosures.
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The system will recognize your organization’s EIN as one that is associated with a current 

contract with the City of Philadelphia.  The system will prompt you to enter information 

about a current contract (contract number and amount) for verification purposes.  If you 

cannot remember your contract information, please contact econtractphilly@phila.gov or 

215-686-4914 for assistance.

Please see pages 6-11 for further directions on registering and logging into your Vendor Record.

Disclosing on Unadvertised Contracts

In order to submit disclosure for “exempted contracts” (a.k.a. unadvertised contracts), you 

must register with eContract Philly.  

mailto:econtractphilly@phila.gov
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When you first login, you will always be taken to the main page of your 

Vendor Record that looks like the above.  Notice that there are two areas: 

Current Applications and Professional Services Contracts.

To get to the unadvertised contract for which you have to submit disclosures, 

click on the Professional Services Contracts list and select the appropriate 

contract.  Any future unadvertised contracts will also appear on this list when 

it is time for you to submit the appropriate disclosures.

Unadvertised Contracts
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The online disclosure submission requires you to complete each area preceded 

by the “X” symbol and then sign and submit the information.  Clicking on the “X” 

will take you to the appropriate page where you can complete the form.  

Unadvertised Contracts
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The disclosure forms are the same as those for new contract opportunities 

that are advertised on the eContract Philly website.  Again, each item 

must be checked before you can submit your disclosures.  

Make sure to sign and submit your disclosure forms in order to complete 

the required disclosure process.

Unadvertised Contracts




