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Welcome to Introduction to eMMA

This training session provides a basic overview of the eMaryland
Marketplace Advantage (eMMA), as well as its fundamental
functionality in terms of registration, navigation, and initial setup.
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Learning Objectives it
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Upon completion of this course, the participant will be able to:

9
9
9
9
9

ldentify eMMA and its role in State procurement

Register their business and become active on eMMA

Select initial commodity/service codes in eMMA

Customize contacts and their roles within their eMMA profile

Search for public solicitations in eMMA




eMaryland Marketplace Advantage it
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What is eMMA and why is it important?

@ Connects the vendor community with contracting
opportunities from state, county, and local government

@ Registered vendors receive notices of bid opportunities,
can submit bid responses online, and may obtain bid
results

o) , : .
A procurement platform that’s comprehensive, versatile,
and collaborative — the connection between State and
business

% Open, transparent, and efficient procurement process




Registration

Registration in eMMA is a two-step process

@ Initial form establishes the vendor record

@ Once the vendor record is established, users can
login to customize the following:

“ Contacts

2 Commodities & service area

%z Diversity credentials

%2 Additional info (of your choice)

it
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Where’s eMMA? Nt
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Quick route to the eMMA homepage

FOR VENDORS & BUSINESSES

FOR VENDORS & BUSINESSES »

</.>“ emmamarV|and.gOV Respond to a Requisition

How to do Business with the State of Maryland >

Partners & Programs
eMaryland Marketplace Advantage

z J[ ][ i[ | d Eipiote Progiaias 2 Sec State of Ma{reyil\:r;i eProcurerps
procurement.maryland.gov S ERrrivere-eiiney TS
Learn How to Use eMMA solicitations for SItatel_ Il_oca\. Couniﬁy‘
. Schools and Universities post their
SC"O// down tO VendOrS Sectlon Gnd d g d 5 public notices for solicitations
Vendor Training and Support Y Bt the Siats.

keep an eye out for the large yellow
box with eMMA logo Emergency Contracts and Supplier List MM g s SR

Emergency Contracts and Supplier List >
Questions? CLICK HERE to

contact the eMMA Knowledge
Portal



http://emma.maryland.gov
https://procurement.maryland.gov/

Vendor Registration in eMMA
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Let’s jump in!

@ Visit eMMA homepage

2. Locate ‘New Vendor?
Register Now’ link
just beneath login area

DEPARTMENT OF
GENERAL SERVICES

Welcome to eMaryland Marketplace Advantage (eMMA)

SM

eMaryland Marketplace Advantage

eMMA is Maryland’s new online procurement platform used to connect the vendor community
with contracting opportunities from state, county, and local government entities. Registered

vendors will receive notices of bid opportunities, can submit bid responses online, and may
obtain bid results online.

Qualified vendors may also complete the self-certification process for the Small Business

Reserve (SBR) Program and Veteran-owned Small Business Enterprise (VSBE) Program.

eMMA facilitates an open, transparent, and efficient procurement process. We look forward to
doing business with you!

Additional information can be found in the Frequently Asked Questions and Quick Reference

Guides. Any guestions please contact the eMMA Help Desk

elpdesk@maryland.g

A B
ﬂ MNew Vendor? Register Now

L J"
ﬂ Public Solicitations

A

Az

LOGIN
Login*
Password*
Login
State S5O MDagT 550
Login{SecureAuth) Login(MSAzure)

Lost your password?

rd

2l

v
f Public Contracts

F

-
f Vendor Search



https://emma.maryland.gov/page.aspx/en/usr/login?ReturnUrl=%2fpage.aspx%2fen%2fbuy%2fhomepage

Vendor Registration in eMMA
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m Mew Vendor? Register Now Vendor Search Public Solicitations Public Contracts
{ 9 New Vendor? Register Now
B Register
© Fislds marked by an asterisk * are mandatory '

We'd love to connect with you, but first tell us all about your company!

Company Information Main Address
Legal Mame* Tax 1D Type”® Address”
Company Name (DBA) @ Tax ID (@D Address Line 2 (@D
Do You Have a DUNS Number?” DUNS @ City” State/Territory/Province
Yes
Postal Code”
Mo
| don't know
Country”
UNITED STATES O-

Ownership Type @*

Corporate Contact Information @

‘Website
Corporate Email Corporate Phone (D"

Business Description
Corporate Fax @

Cancel

DEPARTMENT OF
GENERAL SERVICES

Company Information
(Don’t forget your Tax ID!)

Contact Information

State/Federal Programs
(SBR, VSBE, MBE, DBE, SBE, DBE)

Vendor Declarations
(Product/Service Categories, Area)

60 seconds!



State and Federal Programs it
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State Programs

For information regarding the programs listed below, click here. b

Is your company currently enrolled in any of the following programs?

Small Business Reserve (SBR)*

fi Registration includes
©) specific sections for State
and Federal programs

Veteran-Owned Small Business Enterprise (VSBE)*

Minority Business Enterprise (MBE)*

Federal Programs Lk

Each program provides a
dropdown arrow used to

Is your company enrolled in the following programs? . . .

Disadvantaged Business Enterprise (DBE)” I n d |Cate yO U r Stat U S I n

© each program

Y
(111

For information regarding certification for the programs listed below, click here.

Small Business Enterprise (SBE)*

Airport Concessionaire Disadvantaged Business Enterprise (ACDBE)*




State and Federal Programs it
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State Programs

For information regarding the programs listed below, click here.
Is your company currently enrolled in any of the following programs?

Small Business Reserve (SBR)* SBR Certification #°

e 0 |[ grmsmn < Fully responsive to each

Veteran-Owned Small Business Enterprise (VSBE)* Would you like to apply to the VSBE Program? (©*
No o : answer for each program
Minority Business Enterprise (MBE)* f you want to apply for MBE program, click here

No -
1 Yy Helpful links to resources
Federal Programs and Informatlon regardlng
For information regarding certification for the programs listed below, click here. ea Ch p rog ra m

Is your company enrolled in the following programs?

Disadvantaged Business Enterprise (DBE)* DBE Certification #
“ o ~~ Inviting for all businesses
Small Business Enterprise (SBE)* _l

o 0- as a central hub

Airport Concessionaire Disadvantaged Business Enterprise (ACDBE)*

No Q-




Product & Service Categories it
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What does your business offer?

Vendor Declarations 1
k . + Add as many categories

o & Sevees s ) e and codes as you'd like

Product & Service Categories @* State & Counties ®*

| coffeg|

23181801 - Coffee roasting equipment

/ Changes and edits are

50201700 - Coffee and tea

always available later

Quick Video: Understanding UNSPSC



https://www.gotostage.com/channel/b4cbe496a8a047aba4142341aa97ce83/recording/6c9ac5ef974744e6b23eaeeb740bc48c/watch

Don’t Forget the Register Button!
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New Vendor? Register Now Vendor Search Public Solicitations

New Vendor? Register Now

@ Fields marked by an asterisk * are mandatory

Public Contracts

4 B Register Cancel

We'd love to connect with you, but first tell us all about your company!

Company Information

Legal Name*
Cool Coffee Supply
Company Name (DBA) ®*

Cool Coffee Supply

Tax 1D Type*
EIN

Tax ID ®*

555568416

Main Address

Address*

o~ 45 Calvert Street

Address Line 2 ®

Do You Have a DUNS Number?*
Yes
® No

| don't know

Ownership Type ®*

Sole Ownership

Website

www.coolcoffee.com

Business Description

DUNS ®

Offering specialty cold brew coffee, roasting equipment, and corporate coffee accounts.

City*
Annapolis

Postal Code*
21401

Country *
UNITED STATES [

State/Territory/Province

Maryland

County*

Anne Arundel County

[« S

O -

Corporate Contact Information @

Corporate Email

Corporate Fax ®

Corporate Phone (*

DEPARTMENT OF
GENERAL SERVICES

& After completing all
required sections, scroll
to the top of the page
and select the ‘Register’
button to complete the
registration process



Registration Confirmation M.E;Ed
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v You will receive a green
: | | : check on eMMA to
acknowledge registration

eMMA |—

=1 You will receive an email
shortly thereafter
including next steps

Inbox =




Initial Login from eMMA Homepage
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eMaryland Marketplace Advantage

with contracting opportunities from state, county, and local government entities. Registered
vendors will receive notices of bid opportunities, can submit bid responses online, and may
obtain bid results online.

Qualified vendors may also complete the self-certification process for the Small Business
Reserve (SBR) Program and Veteran-owned Small Business Enterprise (VSBE) Program.

doing business with you!

Additional information can be found in the Frequently Asked Questions and Quick Reference

Guides. Any guestions please contact the eMMA Help Desk

at eMMA helpdesk@maryland.gov.

Welcome to eMaryland Marketplace Advantage (eMMA)

eMMA is Maryland’s new online procurement platform used to connect the vendor community

A e’ o
£y Public Solicitations
eMMA facilitates an open, transparent, and efficient procurement process. We look forward to ‘f‘i |

LOGIN

Login*

Password*

Login

State S50 MDoTl 550
Login(SecureAuth) Login(MSAzure)

Lost your password?

-

i

New Vendor? Register Now

A Gd '
™y Public Contracts

i
A dd

ush

Vendor Search




Vendor Dashboard — First Look
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We’ve made landfall!

m wurcing Contr @ Accessibility fa) 9 Coffee D.
< Vendor Dashboard Search @
Announcements My To-Do List 0 Results
The selected content contains no text @
ontracts
m General Info. Sourcing  Contracts @ Accessibility n 9 Coffee D.
Company Profile
< ‘ d Search @
Infor n Requ
Announcemen t My To-Do List 0 Results
The selected cont @

tttttttt

€

DEPARTMENT OF
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Your Vendor Dashboard
is your homepage

Select the ‘General Info’
tab to release the
dropdown menu and
select ‘Company Profile’




Vendor Dashboard — Company Info it
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Customize your vendor account the way YOU want it

GeneralInfo. ~ Sourcing  Contracts @ Accessibility g
Company Info Search @ = f Change, add, SUbtraCt

— any items, documents,
o S x contacts, an d info
Company Information Main Address a m O n gSt e a C h C a t e go ry

Legal Name* Supplier Address”

Cool Coffee Supply en 29268 45 Calvert Street
Company Name (DBA) ®* Address Line 2@
Cool Coffee Supply Is Remit-To Address? @ ‘ h a n g e p e rS O n a I
eMMA Vendor ID Status City* State/Territory/Province *
SUP029268 Registered Annapolis en Maryland [x 4 . .
S it account info (name, job
www.coolcoffee.com = 21403 UNITED STATES [x 4

B;:;::Smsg[:::::p:tc;ld brew coffee, roasting equipment, and corporate coffee accounts. Co::;:Arumdc- County [ t It I e’ a d d re SS’
Corporate Contact Information ® p refe re n C e S a SSWO rd
,» P ,
etc)




Vendor Dashboard — Contacts

it

Maryland

Assemble your team and contacts
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f Change, add, subtract
contacts or members of
your team based on

Answer Questionnaire «

m General Info. Sourcing Contract:
< Company Info
O Fiel d
¢} Qualifications Internal Contacts State Contacts
™ P
Select Existing Contact l + Create New Contact I b
Contact Login Role(s) Profile
[ x
C offee coffee coffee Admin Vendor Admin

Primary Contact

their role type

Must have Admin and
at least one Primary
Contact

Primary Contact(s) are notified of solicitations!




Vendor Dashboard — Contacts

it

Maryland

DEPARTMENT OF

Create a new contact

Vendor Contact Management

B Save ' Save & Close ’

Login Profile Information

Login
Identity Phone
First Name* Last Name™ Title Phone
Email* Job Title @ R*STARS 1D Cell Phone
Vend Fax

Address Address Line 2 ®
15 Calv

City Postal Code
Annapaolis en 21403

State/Territory/Province Country

Maryland 0 - UNITED STATES

Do

GENERAL SERVICES

Minimum requirements
for a new contact is
name and email

Detail each contact as
you’d like

Save/Save & Close to
finish the pop-up




Vendor Dashboard — Contacts
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Manage contact role types

AAAAA

cast Manager

cccccc

m General Info. Sourcing Contracts
Company Inf
=
i ——
e
= 0 Fi
8
3 Q Internal Contacts State Contacts
" r

GENERAL SERVICES

Apply role types to each
contact (not required)

Only one Admin; must
have Primary Contact

Use quick tools to the
left of each contact to
edit (name, role, etc)

Save it!




New Contacts Notified via Email Nt
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After adding them to the team, new contacts are notified

New contacts can
A e b i e e A e e W £ e . now establish their
e password

ﬁ What’s the contact’s
role in the system?




Updating Commodities and Service Area it
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Change and adjust as you’d like

e Select ‘Qualifications’ via
B o - sidebar navigation

-1}
<
®

Vendor Declarations Questionnaires 25 U p d a te a n d C u Sto m i Ze

(T o-| | ommuws commodities as you’d
. like to best match your

T, business profile

23181801 - Coffee roasting equipment

48101604 - Commercial use coffee grinders
50201700 - Coffee and tea

1Y) ‘Areas Servicing’ updates

4 Result(s) o

Save it!




New Solicitation Notification IE
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You’re notified when solicitations hit the street

Yy Direct link to solicitation

| | . (1) Includes general info:
(' o Name

vaterl and - i BPM ID

© Main Commodity
End Date

Issuing Agency

Did you receive an invitation?




Searching Public Solicitations y—
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What’s going on out there?

Welcome to eMaryland Marketplace Advantage (eMMA) LOGIN

Login*
5M
Password*
L] L] L '
72} Visit eMMA homepage
State SSO MDaT S50
Login(SecureAuth) Login(MSAzure)

eMaryland Marketplace Advantage

Lost your password?

eMMA is Maryland’'s new online procurement platform used to connect the vendor community

with contracting opportunities from state, county, and local government entities. Registered

{ M M M M ) sendors will receiv tic f bid ortunities, cz bmit bid re se ine, and may

Locate Pu bI IC SOI Icltatlons ;Ljai:r:-;\’EZCJLtES\CC‘q;:C. es O opportunities, can submit or E5ponses onling, ar may
c c c Qualified vendors may also complete the self-certification process for the Small Busines
link just beneath lo gin area B e e e e

eMMA facilitates an open, transparent, and efficient procurement process. We look forward to

Public Solicitations

doing business with you!

Additional information can be found in the Frequently Asked Questions and Quick Reference - Public Contracts
Guides. Any guestions please contact the eMMA Help Desk m l
at eMMA helpdesk@maryland.gov.

(W7

-
f Vendor Search



https://emma.maryland.gov/page.aspx/en/usr/login?ReturnUrl=%2fpage.aspx%2fen%2fbuy%2fhomepage

Searching Public Solicitations it
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What’s Maryland looking for?

amm New Vendor? Register Now  Vendor $ Public Solicitations Contracts © Accessbilty A gogisn
c* Use keywords and
" o categories to narrow

your search

Q;J Find any/all solicitations
currently open on
eMMA




Searching Public Solicitations it

Maryland

DEPARTMENT OF
GENERAL SERVICES

Advanced Search features for browsing solicitations

m General Inf Sourcing Contract

< Public Solicitations
Keywords @\//HJ Dri” dOWn further On
your solicitation search

‘ - Open Q- Reset

v | Advanced Search

Type Authority

| : " [] SBR Designation | SBE Goal Q;J Options for State/Fed
. L e programs, solicitation
o type, agency specific, etc




Searching Public Solicitations MéET!:‘:,d
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We want in! Click the blue solicitation title and find out more

m General Info. Sourcing Contracts
< Weekly Coffee Supply (BPM022114) - Lot: 1/ Round : 1

RRRRR

— Q= Find details of each
solicitation

BPMO022114 1

ategory

Coffee and tea en
. .

i Browse information as
Chesapeake Bay Trust en
Procurement Officer / Buyer Email ’ °
Shae CRONIN shae.cronin@maryland yO l l d I I ke
Em asleep at the office and we're in desperate need of a weekly coffee delivery program. Good tasting coffee would be helpful, as well

75 ‘Add to My Solicitations’

Invited solicitations appear here, too




Searching Public Solicitations it
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Search solicitations after signing in

m General Info. Sourcing Contracts

Select ‘Sourcing’ at the top
Company Inf
1 — of your dashboard

1 Company Info

= @ Fields marked by an asterisk * are mandatory
E ( . [ L) . ’
D : = L Select ‘Public Solicitations
. Company Information Main Address i n t h e d ro p d OW n
Legal Name * Supplier Address*
Cool Coffee Supply en 29268 45 Calvert Street
Company Name (DBA) ®* Address Line2® P . . . )
Coal Coffee Supply s Remit-To Address? @ Add tO IVIy SOI Icltatlons

remains available




You made it! Nt
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Now you’re confident in being able to:

9
9
9
9
9

ldentify eMMA and its role in State procurement

Register your business and becoming active on eMMA

Select initial commodity/service codes in eMMA

Customize contacts and their roles within their eMMA profile

Search for public solicitations in eMMA




Technical Support & Help it
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Contact the eMMA Help Desk if you...

Receive a notification that ‘registration has
been refused/unsuccessful’

X

Receive an error at login that ‘access is
denied’

eMMA .HelpDesk@maryland.gov

Receive an error when attempting to reset
your password

o]
N

@

Wish to request a UNSPSC code be added to Questions specific to the solicitation should

the system be directed to the identified Procurement
Officer, including verified bid response.




Resources and Links Nt
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In case you’re interested

> MBE Program %Y UNSPSC Code Lookup
Xy SBR Program Yo Office of State Procurement
> VSBE Program N eMMA Training Web Channel

% Maryland Procurement
Academy



https://gomdsmallbiz.maryland.gov/Pages/mbe-Program.aspx
https://gomdsmallbiz.maryland.gov/Pages/sbr-Program.aspx
https://gomdsmallbiz.maryland.gov/Pages/VSBE-Program.aspx
https://procurement.maryland.gov/training/
https://procurement.maryland.gov/training/
https://www.unspsc.org/
http://procurement.maryland.gov/
https://www.gotostage.com/channel/emmavendortraining

Thank you!

ww \We appreciate you hanging out
with us today!

957 Any questions regarding:

© eMMA Registration

© Adding contacts

© Setting initial commodities
© Browsing solicitations

it
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