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1 Introduction  
 

1.1 Intended Audience  
 

This document is intended as a guide for entities required to submit contracts to the 

Pennsylvania Treasury Departmentôs e-Library website. The specific purpose is to clarify 

the steps required to access and logon onto the website, upload new documents, amend 

documents already existing on the website, and manage agency user rolls. 

 

1.2 Background  
 

This document is the Agency User manual for the Pennsylvania Treasury Departmentôs 

e-Library.  In accordance with Administrative Code Act 3, Chapter 17 newly enacted 

Right-to-Know law (RTKL), the Treasury Department is required to create and 

administer an Internet-based publicly accessible database (e-Library) that requesters can 

utilize to obtain information about contracts entered into on or after July 1, 2008 by state 

and state-related agencies subject to the provisions of RTKL. 

 

The law requires that any ñContract involving any property, real, personal or mixed of 

any kind or description or any contract for personal services where the consideration 

involved in the contract is $5,000 or more, a copy of the contract shall be filed with the 

Treasury Department within ten days after the contract is fully executed on behalf of the 

Commonwealth agency, legislative agency or judicial agency or otherwise becomes an 

obligation of the Commonwealth agency, legislative agency or judicial agency.ò ï Senate 

Bill No. 1, Chapter 17; Section 1701 

All Commonwealth agencies, legislative, and judicial agencies have ten days after a 

contract is fully executed to file the contract with the Treasuryôs e-library. The contract 

data collected will be retained and made available to the public. The requirement for 

submission pertains to contracts executed on or after July 1, 2008. Agencies are directed 

to submit contracts that have been redacted (as defined below) not only of personal 

identifiable information, but also in thirty areas specifically defined within the Senate 

bill.  

1.2.1 Redaction  

 

Agencies are required to submit eight specific contract summary items relating to each 

document.  To facilitate file system management, the Treasury Department is requiring 

that agencies also submit unique numbers for each document uploaded to the system.  

Documents may be uploaded in either a partially redacted or fully redacted version.   

 

1.2.2 Partially Redacted Documents 

 

Partially redacted documents must meet all HIPAA compliance standards. If there is a 

public request for a document that is partially redacted, the Right-to-Know officer of the 

agency responsible for that document will be informed that a fully redacted version of the 
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document must be uploaded to the website within two business days. If that fully 

redacted document has not been uploaded, then the system will make the partially 

redacted version available. 

 

1.2.3 Fully Redacted Documents 

 

When a fully redacted version is uploaded into the system, a secondary redaction 

screening mechanism will be employed to detect the presence of defined text patterns  

that may require additional redaction. This screening will be limited in scope, and will 

not redact or alter the document in any way. 

 

Below are websites ready to assist. 

 

Remove sensitive information from Microsoft Word documents and PDF documents 

using Adobe Acrobat. 

http://www.adobe.com/acrobat/pdfs/Redaction.pdf 

 

Redacting and combining documents in Adobe Acrobat. 

http://www.adobe.com/be_en/active-use/tuts.html 

 

Create accessible PDF documents. (Please pay special attention to section 5.) 

http://www.adobe.com/enterprise/accessibility/pdfs/acro6_pg_ue.pdf 

 

Create PDF documents from a scanner or clipboard. 

http://www.adobe.com/designcenter/acrobat.articles/acr7ct.createpdf.html   

Å Search for Public Contracts  

Å FAQs  

Å Help  

Å Glossary 

Å Contact the Contracts e-Library Administrator  

Å Agency Right-to-Know Officers (.pdf)  

Å Right-to-Know Law (.pdf)  

Å Contracts Prior to July 2008  

Å Disclaimer  

Å Agency Login  

Å Agency Resource Page  

 

 

 

 

 

 

 

http://www.adobe.com/acrobat/pdfs/Redaction.pdf
http://www.adobe.com/be_en/active-use/tuts.html
http://www.adobe.com/enterprise/accessibility/pdfs/acro6_pg_ue.pdf
http://www.adobe.com/designcenter/acrobat.articles/acr7ct.createpdf.html
http://contracts.patreasury.org/search.aspx
http://www.patreasury.org/Right-to-Know/RTKFAQ.htm
http://contracts.patreasury.org/Help/Help.html
http://www.patreasury.org/Right-to-Know/RTKGlossary.htm
http://www.patreasury.org/Right-to-Know/RTKContact.htm
http://www.patreasury.org/Right-to-Know/documents/RTKOfficers1.1_124.pdf
http://www.patreasury.org/Right-to-Know/documents/RTKLSenateBill1.pdf
http://www.patreasury.org/Right-to-Know/RTKprejuly.htm
http://www.patreasury.org/Right-to-Know/RTKDisclaimer.htm
http://contracts.patreasury.org/Admin/
http://www.patreasury.org/pacontractsagencyinfo.htm
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2 The Pennsylvania Treasury Departmentôs Website 

 
 You can access The Pennsylvania Treasury Departmentôs website at 

www.patreasury.org.  On the left navigation bar click the PA Contracts  

link to access PA Contracts e-Library home page (See figure 1).  

 

 
Fig 1 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.patreasury.org/
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3 Access to PA Contracts e-Library Home Page 
 

You can access PA Contracts e-Library home page through the left navigation bar at 

www.patreasury.org.  To open the home page, click the PA Contracts e-Library link 

shown in figure 2. 

 

3.1 Contracts e-Library Home Page (See figure 2) 

 

3.1.1 Search for Public Contracts  

FAQôs  

Help  

Glossary 

Contact the Contracts e-Library Administrator  

Agency Right-to-Know Officers (.pdf)  

Right-to-Know Law (.pdf)  

Contracts Prior to July 2008  

Disclaimer   

Agency Log-in  

 

3.1.2 Important Notices 

 

 
Fig 2 

 

http://www.patreasury.org/
http://contracts.patreasury.org/search.aspx
http://www.patreasury.org/Right-to-Know/RTKFAQ.htm
http://contracts.patreasury.org/Help/Help.html
http://www.patreasury.org/Right-to-Know/RTKGlossary.htm
http://www.patreasury.org/Right-to-Know/RTKContact.htm
http://www.patreasury.org/Right-to-Know/documents/RTKOfficers1.1_044.pdf
http://www.patreasury.org/Right-to-Know/documents/RTKLSenateBill1.pdf
http://www.patreasury.org/Right-to-Know/RTKprejuly.htm
http://www.patreasury.org/Right-to-Know/RTKDisclaimer.htm
http://contracts.patreasury.org/Admin/
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3.1.3 Agency Resource Center (See figure 3) 

 

3.1.3.1 Agency Resource Center (See figure 3) 

News and Events (See figure 3) 

Help: Agency Frequently Asked Questions (See figure 3, 

page 9) 

Useful links (See figure 3, page 9) 

Technical Information (See figure 3, page 10) 

Fig 3 
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Fig 3 continued 
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Fig 3 continued 
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4 Search for Public Contracts 
 

4.1 Searching for public contracts takes the public user to the contracts search 

page.  There are no log-in requirements for the public. 

 

5 Agency Log-In 
 

5.1  Agency log-in takes the agency user to the ñSecure Log-Inò page to 

access user  

functions (See figure 4). 

 

5.2  First Time Log-In 

 

5.2.2 To utilize this system for the first time, your email address and a 

temporary password are required. 

 

 
Fig 4 
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5.3 Getting Your Temporary Password 

 

5.3.1 To add, modify or delete agency users, your agency Right-to-

Know Officer must forward your first and last name, e-mail address and 

office phone number to Treasury Bureau of Contracts e-Library at 

contractinfo@patreasury.org. 

 

5.3.2  A temporary password will be e-mailed to each user to allow 

initial system access.  Each forwarded password is a unique, secure, 

system-generated password which the agency user may copy and paste 

into the password textbox of the log-in page.  The initial log-in by the 

agency user will generate a required password reset. 

 

6 How to Reset Your Password 

 
6.1 Forgot Your Password? (See figure 5) 

 

 
Fig 5 

 

 

 

 

mailto:contractinfo@patreasury.org
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6.1.2 If you forget your password, a link exists on the log-in page titled 

ñForgot Your Password?ò  Clicking on this link will take you to a page 

that requires entering your e-mail address (See figure 6).  Click ñSend E-

mailò button and the system will generate a new temporary password 

which must be reset at the initial log-in.  Input the system generated 

password into the ñCurrent Passwordò (See figure 8, page 14) box before 

creating your new password.  Your new password must be a minimum of 

seven characters.  Then re-enter the new password into the ñConfirm 

Passwordò, and click ñUpdateò.  The system will propagate a ñSuccess! 

Password changedò message automatically, and your password will be 

reset.  All subsequent log-ins will bypass the ñChange Passwordò page, 

and take you directly to the Control Panel page. 

 

 
Fig 6 
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7 Control Panel Functionality 

 
7.1 Agency User Control Panel 

 

The agency user Control Panel is shown in figure 7 below.  It provides links to the  

ñUpload Contractò (Add New Contracts to the System), and ñSearch for a Contractò  

(To Attach an Amendment or PO) pages.  This page is the gateway to virtually all 

agency user interaction with the system.  

 

      Also located on this page are links to ñchange passwordò and ñlog-offò. 

 

 
Fig 7 

 

 

 

 

 

 

 

 

 

 

 


