
REV. Questions? Email 
emma.helpdesk@maryland.gov 

This Quick Reference Guide (QRG) will help you analyze responses to a solicitation. 

1. Access eMMA via SecureAuth or your login. IMPORTANT: For best results, access eMMA via Google 
Chrome.

2. Locate the solicitation. Click on the pencil icon to view the solicitation. 

3. Click “Prepare Solicitation” sub-tab.

OVERVIEW
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4. Click “Open Sealed Responses” (only available after due date). Click “OK” to confirm.

5. Click “Analyze and Award Rec” sub-tab. The responses display. Select the vendor(s) to consider in your 
analysis.

You can now 
i. download responses, 
ii. compare quotes by item (Page 3 of this Guide), or 
iii. compare questionnaire responses (Page 4 of this Guide).

PROCESS (continued)

2

Analyzing Vendor Responses
eMMA Quick Reference Guide

02 Aug 2019



REV. Questions? Email 
emma.helpdesk@maryland.gov 

1. Click “Compare Quotes by Item”. The “Item Comparison” window displays. Click ”Item” and select the item 
to be compared. Click “Compare Responses”.

2. The comparison displays. Review responses. Click “X” to close the window.

PROCESS – Compare Quotes by Item
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1. Click “Compare Questionnaire Responses”. The comparison window displays. Click “X” to close the 
window.

PROCESS – Compare Questionnaire Responses
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