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

This Quick Reference Guide (QRG) will help you award to a Vendor. Awards may be created by pre-defined 
algorithms in eMMA or by your own analysis. Awards can be to a single Vendor or multiple Vendors using 
percentage/amount or items/lots.

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 “Analyze & Award Rec” sub-tab and select the final round.
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4. The responses display. Click the “Awarding” tab. Scroll down to the pricing grid. 

5. Unless you wish to use an algorithm to award, skip past Award Strategy and Award All. To award a 
vendor, skip to Step #7.
To use an algorithm or strategy, choose whether to “Award All” or make the award via algorithm. Award 
algorithms include:

- Best overall bid, - Best price on each line,- Best rating, - Best spread among 2 bids, and 
- Best spread among 3 bids.

6. Click “Confirm Award” and then click “Save”. (If you used an algorithm or other system tool above, skip to 
step 10 to complete.)
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7. Click on the total for the vendor you want to award. A check mark will appear on every line option 
submitted for the selected vendor.   

8. If you do not wish to award every option line to the vendor, you must removed the check marks for the 
option line not to be awarded. To remove check marks, click on the dollar amount for the options lines you 
are not awarding. The check marks will disappear next to those items. 
Only items with check marks will be awarded.

9. Click the Confirm Award button and then click OK on the popup confirmation dialogue box. 
10. Click the Award and Contract tab to confirm that it shows the award amount for the base term for the 

selected vendor. 

11. Click the Save button at the top. 
12. Click the Project Info tab, change the Status to Awarded, and click Save (or Save & Close).
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