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

This Quick Reference Guide (QRG) will help you create a contract to an awarded Vendor.

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 “Award and Contract” sub-tab.
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4. The responses display. Slide the window to the right (note red arrows below) to display the “Create/Update 
Contract” icon. 

5. Click “Create/Update Contract”.

6. Complete all required fields. Indicate item(s) to include in the contract. Click “Save” when complete.
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