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OVERVIEW

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

PROCESS

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

Locate the solicitation. Click on the pencil icon to view the solicitation.
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3. Click “Award and Contract” sub-tab.
Sourcing Project: BPM000352 - Printing of Office Supplies - Project Info
1 Project Info
Tasin General Information
& Schedule Project ID Alternate ID ©® eMM Solicitation #
BPM000352 Isa
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Requirements Project Type Project Start Date * Status
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PROCESS (continued)

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

Sourcing Project: BPM000352 - Printing of Office Supplies - Award & Contract a8 x
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1 Prime Source, LLC Lot 1/Round 1 Response # 1 Not selected Not selected: to b
® Vendors SERTA Lot 1/Round 1 Response # 1 15.275.00 USD Selected : to b
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i YiewResponse v ltems synthesis
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@ Award & Contract .00 15,000.00
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5. Click “Create/Update Contract”.

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

Contract:

Proposal
Printing of Office Supplies(Response # 1

Existing Contract

General Information Contract Scope
Contract Title Status Commodities
en Draft 45000000 - Printing and Photographic ... -

Type* Vendor Using Agencies

- & Department of General Services - Admi... -
Contracting Agency * Linked Sourcing Project

- Printing of Office Supplies
Amendment #
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REV. 02 Aug 2019

Questions? Email

emma.helpdesk@maryland.gov




