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Understanding NIGP Commodity/Service Codes

NIGP = National Institute of Government Purchasing

Coding system to classify products and services purchased by State and local 
governments

5-digit codes
914-68

NIGP Class NIGP Class Item
Construction Services - Trade Plumbing



Understanding NIGP Commodity/Service Codes

Why do I need to select commodity codes?

Vendor Receives 
Email Notification of 

Bid Opportunity

Vendor Selects Codes 
in eMM

Procurement Officer 
Enters Bid Solicitation 

into eMM



Understanding NIGP Commodity/Service Codes

When do I need to select NIGP codes?

AND
During the

eMaryland Marketplace 
Registration Process

Any Time You Expand 
the Products/Services 

your Company Provides



Selecting NIGP Codes

Commodity Codes
0-899

Service Codes
900-999



Selecting NIGP Codes

To update commodity/service codes select Maintain Organization Information

Be sure to have the correct tab selected:
Seller = All functions related to the sale of products/services
Seller Administrator = All functions related to profile maintenance



Selecting NIGP Codes

Select Maintain 
Commodity Codes 

& Services



Selecting NIGP Codes

Maintain Commodity 
Codes allows you to 

search for new codes 
or deactivate codes 
you no longer want 

selected.Display Inactive 
Commodity Code

allows you to view 
codes your have 
deactivated and 

easily re-select these 
codes.



Selecting NIGP Codes

From this screen you can:
 Deactivate codes
 Add additional codes





Selecting NIGP Codes

Select a NIGP Class from the drop-down box

Once you select a NIGP Class, the Class Item drop 
down will populate allowing you to search for a 
specific code

Browse codes by category and 
drill-down to find specific codes

This allows you to select more 
than one code at a time



Selecting NIGP Codes

Click on the code/category you 
would like to select.

Select the arrow to the right of the NIGP Class box 
to show the drop-down menu.



Selecting NIGP Codes

You can select a Class Item code from the drop-down box
Or

Use the Code Browse list below to browse and select 
multiple Class Item codes

After the NIGP Class is selected, 
the NIGP Class Item drop-down box is activated.



Selecting NIGP Codes

The code you selected will appear 
in the results area below.

If you choose to search using the the
NIGP Class Item drop-down box, 
select Search after choosing the NIGP 
Class Item.



Place a  in the box next to the code then select Save.



Selecting NIGP Codes

The selected code will be added to the list of codes 
on your profile.  



Selecting NIGP Codes

To browse codes by category, select 
the category you wish to explore and 
“drill-down” until you find the 
code(s) you wish to add.

Browsing codes allows you to add 
more than one code at a time to your 
profile.



Selecting NIGP Codes

Begin by selecting a category.

A list NIGP Class codes under this category will appear.

Click on the NIGP Class codes 
you would like to explore.



Selecting NIGP Codes

All codes beginning with the 
Class Item you selected will 
appear.

To add codes to your profile, 
place a  in the box next to the 
code(s) you wish to add.  

You may select as many codes 
as you would like.

Select Save at the bottom of the 
screen.





Selecting NIGP Codes

The selected code(s) will be added to the list of 
codes on your profile.  



Selecting NIGP Codes

Questions?

For assistance with selecting NIGP Codes, refer to the
Understanding Commodity/Service Codes Instruction Guide. 

http://dgs.maryland.gov/Documents/procurement/eMMLinks/BusinessGuides/UnderstandingCommodity-ServiceCodes.pdf


Searching for Bid Opportunities

Website:
procurement.maryland.gov



Searching for Bid Opportunities

Public Search – No login 
required



Searching for Bid Opportunities

Browse a listing of open 
bids.



Searching for Bid Opportunities

Shows bids from all agencies/using organizations.

You are able to select categories.



Searching for Bid Opportunities

Search for bids using an 
advanced search tool



Searching for Bid Opportunities

Select Bids

The Advanced 
Search screen will 
open.

Use any of the 
search fields to find 
bid opportunities.



Searching for Bid Opportunities

You have access to the same 
advanced search function 

when logging into your 
profile.



Searching for Bid Opportunities

Note: There may be two tabs in the upper right-hand corner of 
your screen.  This means you have access to both the Seller and 
Seller Administrator functions.

If you do not see any tabs it is likely you only have Seller access.

Seller: Allows you to access seller functions such as:
 Searching for Bid Opportunities
 Submitting Bids on Behalf of the Company

Seller Administrator: Allows you to access profile maintenance functions such as:
 Updating NIGP Codes
 Changing Company Information (email address, address, etc.)
 Completing the Small Business Reserve (SBR) Certification/Re-certification
 Adding/Deleting Company Users



Searching for Bid Opportunities

To search for bid opportunities select the Seller tab.
(If you do not see any tabs it is likely you are already in the Seller role)

Click on the magnifying glass icon.

The Advanced Search screen will open.

From the drop-down box select Bids.  



Searching for Bid Opportunities

Once you select Bids, the Advanced Search box will expand. 
You may use any search field (or a combination of search fields) to search for opportunities.  



Searching for Bid Opportunities

Bid #: Allows you to search using the eMaryland Marketplace Bid # assigned to the solicitation.



Searching for Bid Opportunities

To locate the Bid #, refer to an email notification received from eMaryland Marketplace. 



Searching for Bid Opportunities

Copy and paste or type the Bid# in the search field.

MDJ0231030621



Searching for Bid Opportunities

Search Results



Searching for Bid Opportunities

Bid Description: Allows you to search by typing an keyword or phrase.



Searching for Bid Opportunities

Bid Description Search Examples

Service – i.e. “construction”, “roofing”, “security”, “HVAC”

Product – i.e. “truck”, “kitchen”, “uniform”, “sign”

Type any keyword or phrase to search for opportunities.



Searching for Bid Opportunities
Examples of Bid Descriptions



Searching for Bid Opportunities

Bid Description Search Examples

Small Business Reserve Procurement – “SBR”

Procurements with MBE Goals – “MBE”

Type any keyword or phrase to search for opportunities.



Searching for Bid Opportunities
Examples of “SBR” Search



Searching for Bid Opportunities
Examples of “MBE” Search

Lumber



Searching for Bid Opportunities

NIGP Class: Allows you to search by entering the NIGP Class code.
NIGP Class Item: Once you select a NIGP Class code, you may further narrow your search by 
selecting a Class Item code.  



Searching for Bid Opportunities

Select the NIGP Class code for which you 
would like to view solicitations.

The results of this search will show all 
solicitations where this NIGP Class code was 
entered by the Procurement Officer no matter 
what NIGP Class Item code was used.  

You may further narrow down your 
search results by selecting a NIGP Class 
Item code.



Searching for Bid Opportunities
Performed search for NIGP Code 909-45

(Building Construction Services – Finishes: Flooring, Wall and Ceiling)
Search Results - Public

Search Results – Logged In



Searching for Bid Opportunities
Public Search vs. Logging In

Search Results - Public

Search Results – Logged In

Bid #

Bid DescriptionBid #

Awarded Vendor(s)
Bid Due 

DateBid DescriptionBuyer

Bid Due 
Date Organization Alternate IDStatusBuyer

Status
Sent = Published (public can view solicitation)
Bid to PO = The Awarded Vendor was Posted



Searching for Bid Opportunities

Questions?

For assistance with selecting NIGP Codes, refer to the
Identifying Bid Opportunities Instruction Guide. 

http://dgs.maryland.gov/Documents/procurement/eMMLinks/BusinessGuides/IdentifyingBidOpportunities.pdf


Small Business Reserve Certification

Small Business Reserve (SBR) 
Qualification Criteria

(COMAR 21.01.02.01B(80))

 A business, other than a broker
 Independently owned and operated
 Not a subsidiary of another firm
 Not dominant in its field of operation
 Meets size or gross sales standards according to industry



Small Business Reserve Certification

Small Business Reserve (SBR) 
Qualification Criteria

(COMAR 21.01.02.01B(80))

 A business, other than a broker
 Independently owned and 

operated
 Not a subsidiary of another firm
 Not dominant in its field of 

operation
 Meets size or gross sales 

standards according to industry

Industry # of Employees Gross Sales

Wholesale 50 $4,000,000

Retail 25 $3,000,000

Manufacturing 100 $2,000,000

Service 100 $10,000,000

Construction 50 $7,000,000

A/E Services 100 4,500,000



Small Business Reserve Certification

Small Business Reserve (SBR) Self-Certification Process
Make sure you are on the Seller Administrator tab then select Maintain Organization Information.



Small Business Reserve Certification

Select Maintain Program 
Qualification

Small Business Reserve (SBR) Self-Certification Process



Small Business Reserve Certification

Small Business Reserve (SBR) Self-Certification Process
Current certifications will be 
listed under the Current tab.

Expired certifications will be 
listed under the Expired tab.

If the Certification Number 
field is blank that would 
indicate that you do not have 
a current certification.

Review the Renewal Date 
to identify the date your 
certification will expire.

You can review the responses 
to your certification questions 
by clicking the number under 
Version.  Note: you cannot 
change your responses once 
they are submitted.

If you do not have a current certification 
or your certification is set to expire 
within the next 90 days you will have 
the option to Continue.  This will allow 
you to complete the SBR self-
certification process.



Small Business Reserve Certification

Small Business Reserve (SBR) Self-Certification Process



Small Business Reserve Certification

Small Business Reserve (SBR) 
Self-Certification Questions

 Type of organization?
 Are you a broker?
 Is business a subsidiary of another 

firm?
 Is business independently owned and 

operated?
 Is the Business dominant in its field of 

operation?
 Total number of employees?
 Veteran status?
 Gross sales for the past three years?



Small Business Reserve Certification

Small Business Reserve (SBR) Self-Certification Process



If you are renewing your certification and 
you complete the renewal before the 
current certification expires the 
certification number will remain the 
same.

Small Business Reserve Certification

Small Business Reserve (SBR) Self-Certification Process

The renewed certification information will appear under the Renewal tab until the current certification expires.

The new expiration date 
will show as one year from 
the current date.



Small Business Reserve Certification

Questions?

For assistance with selecting NIGP Codes, refer to the
Small Business Reserve Certification & Renewal Instruction Guide. 

http://dgs.maryland.gov/Documents/procurement/eMMLinks/BusinessGuides/SmallBusinessReserveCertificationandRenewal.pdf


Small, Minority and Veteran Business Programs

• Small Business Reserve Program

• Minority Business Enterprise Program

• Veteran-owned Small Business Enterprise Program



Small, Minority and Veteran Business Programs

Prime Contractor vs. Subcontractor
Prime Contractors Subcontractors

How do I find contracting 
opportunities?

Projects will be advertised on 
eMaryland Marketplace  

Projects will be advertised on 
eMaryland Marketplace

How can I get selected to work 
on projects?

Submit proposal/ bid in response 
to RFP/ITB

Form relationships with prime 
contractors who select the 
subcontractors to work on 
projects

How can I use my MBE 
certification to get work?

MBE prime contractors may 
satisfy up to 50% of the MBE 
subcontracting goal

MBE subcontractors may fulfill 
subcontracting goals based on 
the work they perform

Who is my contract with? Department of General Services Prime Contractor

How do I get paid? Invoice and get paid by DGS Invoice and get paid by prime 
contractor



Small, Minority and Veteran Business Programs

Small Business Reserve Program

• Prime Contracting Opportunities
• Provides opportunities for small business to compete on contracts 

against other small businesses.
• Agency is required to spend a minimum of 10% of procurement dollars 

with certified small businesses through the SBR program.
• Company must complete the SBR certification process to be eligible to 

participate.



Small, Minority and Veteran Business Programs

Small Business Reserve Certification

Certification: eMaryland Marketplace – www.emarylandmarketplace.com

Certification Resources:
• eMaryland Marketplace Instruction Guides

• Registering Your Business in eMaryland Marketplace 
• Small Business Reserve Certification & Renewal

• eMaryland Marketplace Help Desk
• Telephone: 410-767-1492
• Email: dgs.emaryland@Maryland.gov

http://www.emarylandmarketplace.com/


Small Business Reserve
Q&A

• How are contracts set-aside for small businesses?
• Procurement Review Group reviews each contract to determine if the 

procurement can be reserved for small business participation only.

• How can my company find out about opportunities?
• “SBR Only” procurements will be advertised on eMaryland Marketplace.

Small, Minority and Veteran Business Programs



Small, Minority and Veteran Business Programs

Small Business Reserve Minority Business 
Enterprise

Veteran owned Small 
Business Enterprise

Type of Program Prime Contracting Subcontracting Subcontracting

Award Full Contract
Set-Aside

% of Contract
Set-Aside

% of Contract
Set-Aside

State Goals 15% 29% 1%

Certification Agency eMaryland Marketplace Maryland Department of 
Transportation

U.S Department of 
Veteran’s Affairs

Program Comparison Chart



Questions?

For more information on the small, minority and veteran business programs
visit the DGS Business Opportunities Page. 

Small, Minority and Veteran Business Programs

http://www.dgs.maryland.gov/Pages/SmallBusiness/index.aspx


eMaryland Marketplace Profile Maintenance

From the Seller Administrator tab select Maintain Users on this Account.

Adding/Deleting Company Profile Users



eMaryland Marketplace Profile Maintenance

The list of current users will display.

Adding/Deleting Company Profile Users

You can see the users Status:
Active = User can access profile
Inactive = User cannot access profile
Deleted = User cannot access profile

To review a users setting click on the Login ID next to their name.

User Roles



eMaryland Marketplace Profile Maintenance

From this screen you are 
able to change all 

information with the 
exception of the Login ID. 

Adding/Deleting Company Profile Users

The Roles indicate what 
access the user has.  

User roles can be added or 
deleted by checking or 

unchecking the box next to 
the role.  

You can change the status 
to Deleted or Inactive to 

remove the users access.



eMaryland Marketplace Profile Maintenance

Adding/Deleting Company Profile Users

To add a user, select Add User.



eMaryland Marketplace Profile Maintenance

A blank user screen will open.
You must complete all fields market with an *.  When finished, select Save & Exit.

Adding/Deleting Company Profile Users

Make sure you select the appropriate user roles: Seller Administrator = Access to update/modify company profile.
Seller = Access to perform seller functions



eMaryland Marketplace Profile Maintenance

The new user will be added to the list.

Adding/Deleting Company Profile Users



Questions?

For more information on Adding/Deleting Company Profile Users refer to the
Adding, Deleting and Updating Users Instruction Guide. 

eMaryland Marketplace Profile Maintenance

Adding/Deleting Company Profile Users

http://dgs.maryland.gov/Documents/procurement/eMMLinks/BusinessGuides/AddingDeletingUpdatingUsers.pdf


eMaryland Marketplace Profile Maintenance

From the Seller Administrator tab, select Maintain Organization Information.

Updating Company Contact Information



eMaryland Marketplace Profile Maintenance

Select Maintain General Organization Information.

Updating Company Contact Information



eMaryland Marketplace Profile Maintenance

From General Organization 
Information screen you can update any 

information in boxes.

The Vendor Email listed on this screen 
is the email address that receives all 
notification emails from eMaryland 

Marketplace.  This includes notification 
of bid opportunities as well as the SBR 

Re-certification reminders.

Updating Company Contact Information



Questions?

For more information Updating Company Contact Information refer to the
Updating Organization Information Instruction Guide. 

eMaryland Marketplace Profile Maintenance

Updating Company Contact Information

http://dgs.maryland.gov/Documents/procurement/eMMLinks/BusinessGuides/UpdatingOrganizationInformation.pdf


eMaryland Marketplace User Resources

A Frequently Asked Questions 
Guide is available to help users 

gain more information about the 
system and provide answers to 

common questions.

A series of Instruction Guides 
are available to help users 

navigate the system. 



eMaryland Marketplace User Resources

eMaryland Marketplace
Help Desk

410-767-1492
dgs.emaryland@maryland.gov
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