Registering on eMMA

eMMA Quick Reference Guide

OVERVIEW

This Quick Reference Guide (QRG) is designed to help you understand how to register as a Vendor on
eMaryland Marketplace Advantage (eMMA).

Registering on eMMA - eMMA Homepage

1. Log onto the eMMA website: eMaryland Marketplace Advantage .

2. Click “New Vendor? Register now” on right hand side.
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Welcome to eMaryland Marketplace Advantage (eMMA)
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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 vendors will
receive notices of bid opportunities, can submit bid responses online, and may obtain bid results
online.

New Vendor? Register Now

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

Public Solicitations
(SBR) Program and Veteran-owned Small Business Enterprise (VSBE) Program.
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eMMA facilitates an open, transparent, and efficient procurement process. We look forward to doing
business with you!
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1. Fill out all required Company Information marked with a (*).

2. Enter 4-digit Security Control validator.
=

Security Control

Fill out all required
. fields in these sections
& marked with (*)

Company Information / ﬂ General Business Address

Legal Name* Tax ID Type * ® Address Line 1°
en EIN SN FOREIGN
Doing Business As / Trade Name Federal Tax ID* @ Address Line 2
Organization Type * Tax Country * City Zip Code:
h UNITED STATES - en
Company Website Year Established State Country
- UNITED STATES -
Business Description Company Telephone Company Fax

Company Email

3. Choose any applicable State programs by clicking the radio dial button. You must select either “Yes” or
"No” to move forward. NOTE: Additional fields may appear based on your selections.

4. If you are part of a State program (SBR, VSBE, or MBE) and have your certification number at hand, then
click “Yes” and enter the certification number when the box appears. DO NOT leave the certification
number box blank!

If you are not currently in the program(s) and would like to join, select "No" then answer "Yes" when asked
"Would you like to apply to the program." Continue with the registration process.
5. Indicate certifications for Federal programs (DBE, SBE), as applicable.

o
. S Complete required
Procurement Programs Contact information fields marked with a (*)

First Name * Last Name *

State Programs

Fori ion regarding the listed Choose ‘yes’ or Job Title *

below, click here ‘no’ accordingly en

Is your company currently enrolled in the following Email* Confirm Email *
programs?

Small Business Reserve (SBR) Yes ® No  Would youlike to apply to -

the SBR Program? ® Yes No Confirm Email must have a value
Veteran-Owned Small Would you like to apply to Password * Confirm Password *
. : Yes ® No Yes ® No

Business Enterprise (VSBE) the VSBE Program? ©

Min gity Business Enterprise ves ' No Youwantto apply for MBE program, click here Password must have a value

(MB

* must contain at least 1 NUMERIC character(s)
* must contain at least 1 SPECIAL character(s) (e.g. ! # $ %)

Federal Programs « Passwords must contain at least 8 characters

* must must be different from previous passwords
For information regarding certification for the programs listed below, click here. Choose ‘yes’ or

Is your company enrolled in the following programs? ‘no’ accordingly
Disadvantaged Business Enterprise (DBE) Yes ® No /

Small Business Enterprise (SBE) Yes ® No

Airport Concessionaire Disadvantaged Business Enterprise (ACDBE) Yes ® No
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6. Choose the area(s) you serve by clicking the box next to the corresponding State.

7. Choose “Product & Service Offerings” by searching, or by clicking the drop-down box.

Areas Served and Product & Services Offerings

Areas Served ©* Product & Service Offerings * @ _

Maryland -

Alogany (MD) Choose Product &
Anne Arundel (MD) - .
Baltimore (MD) Service Offerlngs
Baltimore City (MD)

Calvert {(MD)

Caroline (MD)

Carrall (MD)

Cecil (MD)

Charles (MD) _

Dorchester (MD)

Frederck (VD) Choose Areas Served
Garrett (MD)

Harford (MD)

Howard (MD)

Kent (MD)

Montgomery (MD)

Prince George's (MD)

Queen Anne's (MD)

Somerset (MD)

St. Mary's (MD)

Talbot (MD)

8. Click "Register”. Your registration is complete and you will receive confirmation email.

v/

‘We thank you for your visit.

Your registration submission for eMaryland Marketplace Advantage (eMMA) has been received. You will receive an email from emma@maryland.gov with next steps.

+ Go back to login page

IMPORTANT: You can expand your Vendor profile after your first login to eMMA (e.g., assign contacts, assign
roles, update certification documentation, etc.). Consult the “Managing Vendor Profile” Quick Reference Guide
for more information.
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