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TOPICS IN THIS SESSION




First things first..................... ensure your Supplier profile is complete!
Registration in eMMA is a 2-step process:

1. Initial form establishes the Supplier record.
2. Once initial Supplier record is established, login to customize the
following:

Contacts
Who else at your company needs to be listed as a POC?
Is the initial registrant the authorized Admin for the Supplier record?
Assign role “Primary Contact” to receive direct solicitation notifications.

Commodities and Service Areas
Select at the main (top-level) tiers in addition to niche-specific categories.

Diversity Credentials
Apply & submit your SBR or VSBE applications, if eligible.
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Qualifications

SELECT COMMODITY/SERVICE CODES
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APPLY FOR SBR/VSBE or MBE CERTIFICATION

Edit document : Certifications 1= Bl 4

Company Info

Document
Credentials / Documents
Legal Documents Type’
B Credentials | -
Add legal documents Certifications / Other {Certifications)

Certifications / SER Application
Certifications / VSBE Application

. . Certifications / Certificate of Insurance
Certifications o i

Effective Date * Expiration Date Status

10/15/2021 10/15/2021 Draft

Document’s owner
WHOSIT Apple

Comments

Other Documents

Add other documents

Maryland v2.0 © Training

To apply to the MBE certification, go check out the Maryland Department of Transportation website!
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« Browse eMMA's Public Solicitations page.

« Check for State Agency procurement websites.

* View the Procurement Forecast published by the
Governor's Office for Small, Minority & Women Business

Affairs.



https://emma.maryland.gov/page.aspx/en/rfp/request_browse_public
https://gomdsmallbiz.maryland.gov/Pages/Forecasting.aspx

EMMA'S PUBLIC SOLICITATONS PAGE
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GOSMWBA'S PROCUREMENT FORECAST

GOVERNOR'S OFFICE OF Enter Ch tern -

Small, Minority &
Maryland Woém WBule)\/eSSAffal TN

L
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HOME MBE PROGRAM SBR PROGRAM VSBE PROGRAM RESOURCES PROCUREMENT FORECAST

Quick Links Procurement Forecast Portal

> About Us Welcome to Maryland's Procurement Forecast Fortal for Fiscal Year 2022.

> FAQs

> Legislation and Policy This database is populated with projected purchases of 100,000 and above for the current fiscal
% e - year. Not all projected purchases will be made as indicated in the Procurement Forecast.

> News We strongly advise you to connect with the buyer directly for details and updates.

> Reports

> Contact Us To obtain the contact information of the buyer, download your search results by clicking

on "EXPORT TO EXCEL" below.

Export To Excel

|' : o scr Search Reset All Filters
‘ Search by Agency - ‘

‘ Search b)" Procurement Categories - ‘ | Search b}‘ RegiOn o ‘
‘ Search D}' Contract Value - ‘ l Search b}’ Proiected Advertisement Dates 'l

Agency Name: Archives

Procurement Category: Information Technology - Services



You'll receive system-sent notifications at different stages
of both account activation and a given solicitation’s
procurement cycle. Here's a heads-up on what to keep
an eye out for in:
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a E . « |nitial Supplier Registration & Setup
Nt

N

* New Solicitation Posting

@

« Selection or Non-Selection of Award*

« Contract Award Signature or Acknowledgment*

* Please note that many system-sent notifications are at the discretion of the Procurement Officer to
send via the system or directly through their Agency email provider.




INITIAL SUPPLIER REGISTRATION & SETUP
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NEW SOLICITATION POSTING

Subject

Vo Subject

Message
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SELECTION/NON-SELECTION OF AWARD
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CONTRACT AWARD SIGNATURE/ACKNOWLEDGMENT

Subject
S0OM - Contracts Base WFL / Your action is expected for : Vendor Signature (Manua
Message
Dear Maria Smoach,
Please note that you have a new approval request as identfied by the information below:
Workflow : SOM - Contracts Base WFL
Step : Vendor Signature (Manual)
Reference : CTROO268%9 (CTROD2489 - Emergency Test - Smoochie's Poochies Grooming and dog services

£ Ch
YéEEO
il

Access link : https:fenv-pre.ivalua.us/buyer/maryland/prep/ty3
peMMA logo SM__ 1 jpe

This is an automatically generated «

NOTE: You may also see email messages from Docusign
requesting signature on contract documents.




What should you look for in eMMA to ensure your bid or proposal was
correctly and completely submitted?

* Are you looking at the most current
Round/Amendment of the solicitation?

» Have you acknowledged all Rounds (if required)?

* Did you upload your attachment?

» If you are changing or carrying forward a bid or
proposal in a new round, did you re-upload your
attachment and delete the old one?

» Is there a pricing tab/line item(s) for you to enter
pricing?

» Did you read the indicators in the confirmation pop-up?

* Do you know how to access previous or current
responses?

* Have you added the right contacts to your bid/proposal
so team members can access the response?




Let’s do a sample submission in the training environment.

—
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Quick Reference Guides I'Eﬂ

Video Tutorials @

@ emma.helpdesk@maryland.gov
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https://procurement.maryland.gov/emma-qrgs/
https://www.gotostage.com/channel/emmavendortraining

emma.helpdesk@maryland.gov

Contact the eMMA Helpdesk if you:

« Receive an error at login that ‘Access has been Denied'.
« Receive an error when attempting to reset your password.
« Wish to request a UNSPSC code be added to the system.

« Receive a natification that ‘Registration has been refused or unsuccessful'.

NOTE: Any solicitation-specific questions should be directed to the identified
Procurement Officer, including any verification that a bid/proposal response was
received.
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« MBE Program Information

» SBR Program Information

 VSBE Program Information

» Office of State Procurement

« UNSPSC Code Lookup

* Procurement Forecast

 Code of Maryland Requlations (COMAR)



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://www.unspsc.org/
https://gomdsmallbiz.maryland.gov/Pages/Forecasting.aspx
http://www.dsd.state.md.us/COMAR/ComarHome.html
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