
MEMORANDUM 

2025-008 

DATE:  November 14, 2024 

TO: All Soil and Water Conservation Districts 

FROM: 

SUBJECT: 

Jim Plassmeyer, Director 

Soil and Water Conservation Program 

MissouriBUYS powered by MOVERS Registration

The State of Missouri is moving to a new accounting system; Missouri Vital Enterprise Resource 

System (MOVERS). Effective July 1, 2025, all payments from the State of Missouri will be 

processed through MOVERS.  

With the change to MOVERS, the vendor/supplier forms will no longer be accepted and all 

cooperators receiving a cost-share payment from the State of Missouri will need to be registered 

in MissouriBUYS powered by MOVERS. Office of Administration is requesting that we 

discontinue using the form now and start asking the cooperators to register in MissouriBUYS 

powered by MOVERS.  

Attached are the instructions to register in MissouriBUYS powered by MOVERS. 

Link: https://missouribuys.mo.gov/vendors 

If you have questions, please contact your district coordinator. Thank you. 

Attachment 

~[§]MISSOURI 
~ 11 & I DEPARTMENT OF 
l__g_j ~ NATURAL RESOURCES 

PO Box 176, Jefferson City, MO 65102-0176 • dnr.mo.gov 

C. 

Michael L. Parson 
Governor 

Dru Buntin 
Director 

https://missouribuys.mo.gov/vendors
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Self-Service Supplier Registration Process 

Topic Overview 

MissouriBUYS is the State of Missouri's secure, web-based statewide eProcurement system 
powered by MOVERS (an Oracle product). 
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Introduction 

This guide provides an overview and step-by-step instructions for a supplier to follow and complete the 
Supplier registration process in MissouriBUYS, powered by MOVERS. As a security feature, after 1 O 
minutes of inactivity, you will be given a two-minute warning, with a pop-up as shown below. After 2 more 
minutes of inactivity the system will log you out. A pop-up box will apprear on the screen, click Continue 
to stay logged in. 

Note: If at any time during registration you need to complete the process at a later time, click Save. 
Otherwise, once you click Continue, your work will automatically be saved, and the system will prompt 
the next page. 

Access MissouriBUYS, powered by MOVERS Supplier Registration 

1. Navigate to the Self-Service Supplier Registration page. 

2. To begin the Self-Service Supplier Registration process, enter your email address on the right-hand 
side and select Send Access Code. 

l►eteesl 

3. Enter the access code received in the system notification in the Access Code field and click 
Continue. The access code is case-sensitive and should be entered exactly as it appears in the 
system notification. The code expires in 15 minutes. 

MissouriB~ 

11 

1111111 
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Enter Supplier Details 

On the Supplier Details screen, provide your supplier information as you are guided through each of the 
sections listed on the right-hand side of the screen. Required fields are labeled under the field on the 
right-hand side. 

Supplier Delails 

follow tho' p1ompt'i helow to bPgm \1aur S!'lt -sen•1ce registran~n. 

In lhe TIN T~ve f~ ld,. ~elE<.t FElt-.• or SSN l.11:'fore~ li!ttir,B ~•uur Rep.i~tt.::1lion Tyµe.. Ii U!>illB FEIN , ~ lett Patent{Hndqu!llrters or Btanch/DBA horn l11e R<.:!~ tJollllu T~ ttoptluwn. If 
v.i.irtB SSN. :.eli.'1.l Ind ividual or 8 r111nch/DBA fru 1n l11E! Rilflhl1c:tio11 T~dro1,.11Jow11. lrycv d i e 1ei::h,t1:1int; d ~ o Blonr~h/DBA. t~ in Uw n,:m~ o l th..-Po11;11t/H~ dt;u~j l l.'II:. or lnrJi,·ii:.luol 
in lite Nole toA&;,pro•~r field. A-, 0 11:-minde, Wflel'l l li.'t',i~ rin p. ~ 0 D1dr1th/DBA. ~ yoU1 Tdxp«yer ID ir1 lt~ TdY.IJayl:!I ID field. 

To <'!Ef"C'C' to the> State 01 Mrssourr-; Pri•,•acy Poll::y, s.clcc: I (We) At ree l"l U1e AE1cc- t:> r:r rvacy Polley Clrop dow.n belorc-~cct1ng Continue, 

IJIM",P nnM'h a '>1gt'll"d ant! dr.t<"t1 In ternal Revenue service w . q Form in rhP Orag ant! I lrnp oox hPlnw. ThP rnrm niu<.t bP hnnr1 ~ignF<t a.-111 r1;i1M \\1th1n !hP L~-c.t 1/ mm t h<; nt 
,;u bmnnng th.> H•gKt rataon. f"il€1ra1 ~1gin n.r..-; .;u~ not accep ted. l=arlUr!" f () .;:r;irh .=i ~gnM .;nr1 datNl 'AV.) rnrm will N>",1,Jlf in ·yn11rr-!"gt~m1t1nn n c1t llPmg C'.lA'ltNl. It you dn nm l"lil~~ a W-Q 
torm. you m~'! clr::k Save .=incl rnmplPtP \'OlJr r.P-e1~trat100 Ja;er. 

Once ,111 info rm.Jtion hi:Js b2-en emered. selMi Continue. If you n~ to complete \ '01.JJ regis:r,11ion11; a t.::iter rime, ~ lee, Save. 

tlotc10 ,\ppr,:,~c, 

I TN T~t:~ I I A~s:ret!~n T~~, 
, ~. s_-sN _______ ·~ IIARENT/Ht AlJQUARlERS 

I Agrtt ! O Priya,cy Piolic;y 

~nitec: Stn:es I I'······ 3 

,.. I l ll'll'/m-. t~t11cr.1c,~(rre1l ,\ckt",n 
ln lc@ekdffil)IC.( Orn 

SuppticrDctail:5 

Contacts 

&mk Accounts 

Products and Services 

Questionn~irc 

1. In the Supplier field, enter the Legal Name of the entity/individual. The system will not allow 
duplicative names. The Legal Name must match, excluding punctuation, the entity/individual name 
on record with the IRS for your Tax Identification Number. 

a. If you want to register both your ParenVHeadquarters and Branch/OBA (Doing Business As) 
companies with the State of Missouri, please create your ParenVHeadquarters Registration 
first, then create a separate Branch/OBA Registration. Please do not list your OBA name 
within your Supplier name when completing your ParenVHeadquarters Registration. 

b. Once you have completed your ParenVHeadquarters Registration, please create a 
Branch/OBA registration and enter the name in which you conduct business. 

2. In the Website field , if desired, enter your business website's URL. 

3. In the Country field , click on the drop-down arrow to choose your country. You can also start typing 
the country and a list of options will be provided to select from. 

4. In the Taxpayer ID field, enter your 9-digit Taxpayer ID. Do not enter any hyphens, spaces, or 
dashes. 

a. This will be either your Social Security Number (SSN) or your Federal Employer Identification 
Number (FEIN). Do not enter your 9-digit SSN or FEIN if you are registering your Branch/OBA 
Supplier name. Instead, leave the Taxpayer ID field blank. 
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Self-Service Supplier Registration Process 
Note: The State of Missouri uses this information to associate your registration with the 
state's financial system for Federal tax reporting. 

5. In the UEI field, enter the Unique Entity Identifier (UEI) number, if applicable. Please leave this field 
blank if you have not applied for and been assigned a UEI number by the federal government. 

a. This field is not required. 

b. The UEI number must contain 9- or 12-digits. If any number less than 9 or more than 12 is 
entered, you will not be able to proceed with your registration until corrected. 

c. It cannot contain letters or symbols. 

6. In the Organization Type field, click on the drop-down arrow to select the correct Organization 
Type. 
Supplier Details 

Follow lhe Pfl)fflJNs below to begm your 5elf-serV1ce regrs.t.ratK>O. 

In tht R,e1st1alt::in T'll)t htld, stltct Parent/He.1dqua1tttS.. lndividl.Mll Of 8r•n<.h/DBA. ti you ait 1tS1Sltf1n2 Ho Bonc:h/OBA. tyPt lfl the notr1t ol tht Parent/He.1dqu•rt•rs 01 lndividu .. 
1n the Note to Approver netc1. As a remlnOer, YA\en reg1sae11ng as a Btanch/OBA. ~ your T.lxpayer 1011n the~ ID fleld 

Plel!seattacha sief,ed and dated lnt•rn~ RevenutStn'kt w.9 Form SltneO.agand Drop boot below. The form must be hand signed Mid dated l'ffl.hin the las.t 12 months of submitting the 
reipstrat1011. 0-Srt~~n!lillurM «e D!ll..Kiliatsl., Fa~u,e toott.ccho'Win!dand dotedW-9form wtll rl!'Wtt m yot,r tP&~t1ot10nnot bniecre.,led.I1 you do not h.weo W-9 fofm. yoo moyclJd: 
s.ave Gnd c~eyool' regtstratlon later, 

Once ill mklrmnoon hos been entered. setect Continue. ti you need to comple1e your regKtlatlDn at a kiter ume. select S•ve. ..... 
Clayton'S Colts.,on Cemer l ..... ClaytonscoH1sioncemer.com 

~ , ID 
000001236 U!I 

<-------------' l .. _,_ J 
l,IDIVIDUAL/SOlE PROPRIETOR OR S.INGLE-MEt ... 

NOll1toJ,pprV\W 7 

Adclillon;al lnbm;itton 

I :-.:. ... s I I ..... ~"- 9 . n.•• .. PARENT/HEADQUARTERS 

1:=========='. 
I ;.,_,.~...,- 11 . I 
. I (WE) AGREE . 

7. In the Note to Approver field, add any additional notes that may apply. For example, in the case of 
an ownership change or business restructure, please add the prior supplier name. Do not enter any 
sensitive information in the Note to Approver field, such as SSN, FEIN, or bank information. 

Note: If you are registering your Branch/OBA registration, please add the Parent/Headquarters 
company name in the Note to Approver field. 

8. In the TIN Type field, click the drop-down arrow to select Social Security Number or Federal 
Employer Identification Number, depending on how you are doing business with the State of 
Missouri. 

9. In the Registration Type field, you will enter whether you are an Individual, ParenUHeadquarters 
or Branch/OBA. 

a. Individual applies to you if are doing business as yourself or as a sole proprietor. 

b. Parent/Headquarters applies to your organization if it is the parent or headquarters location 
of your organization. 
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c. Branch/OBA (Doing Business As) applies to your organization if it is a child company or 

branch location of another entity. If you are registering your Branch/OBA, please double 
check the following. 

i. In the Supplier field, ensure you have entered your OBA name only. 

ii. In the Taxpayer ID field , ensure you have left it blank. 

iii. In the Note to Approver field, ensure you have provided the Individual or 
ParenUHeadquarters name. 

10. In the Payment Notification Email Address field , enter an email address for which you want to 
receive an email notification when a payment has been made to this supplier. 

Note: Payment notifications will be generated with a future release of the MOVERS system. 

11. In the Accept Terms and Conditions field, click the drop-down arrow and select I (We) Agree. 

12. In the Drag and Drop box, upload a hand-signed and dated Internal Service W-9 Form and select 
Continue. 

Note: Please attach a signed and dated Internal Revenue Service W-9 Form in the "Drag and 
Drop" box below. The form must be hand-signed and dated within 12 months of submitting the 
registration. Digital signatures are not accepted. The W-9 Form can be found on the IRS official 
website.Failure to attach a signed and dated W-9 form will result in your registration not being 
created. If you do not have a W-9 form, you may click Save and complete your registration later. 

Supplier Details 

FOIOW me p1omo1s DelOw 101Jtgln your s.e1r-serv1<e regtStrauon. 

In the Reg1st,auon lyPe field. select Pumt/Jkadqu•rters, lndh1dual or 8rmch/OBA. If you arereBh,tenneas a 8nmc.h/DBA. type In the name a, the P•nnt/HHdquanusa lndlv1duill 
1n the Nole to Appw.<eJ field As a remrdef. when 1eg15,te1ins os o 8ranc.h/DBA.. ~ your Ta~ ID ,n lhe T,v:p.,ye, 10 field. 

lo agree 10 the State of M1ssoon's Privacy Policy. select I (Vlt-1 Acrtt 1n the Ag,ee 10 Prftl.lcy Policy drop oown betore selec1ing Condnue. 

Pltawattactiasie:n,e<1o11ncsoated lntemal Relffi\lie SeNice W-9 Form 11'1 t~ O,aeand Ot-opoox below. f he lormm.nt ~ t\ond ~ o111'ICI <kUed wl1h1n1r1e IMI 12 monthSOf soommingthe 
regtStraoon.OigitalslgnoJturesare n.ot l!;(Ctptt<I. hlil!Je 10 attiJCh a slBnE!'danddatecl W-9formwill resUlt In you, reBlsoaaon not being crei)(ed. 11 you oo not hal/e aW-9101m. you may dick 
Save and complete 'f0,11 regt5,tration 111:e,. 

once all lnlOrm.lllQn t,asbe(.?n entered. $ekKt Continue. n you need ro coml)leteyota regKt1ac1on at a Jai:er tlmt". $eteel 5-11\le.. 

• I 
r;:;;:;;~ -----i r::- I r;;:;;; .. ,,,. ----=--i ,~~--",. ______ ~~ ~[ uu ________ ~ I INbfvlouAL/SOLEPROPQIETORORSJNGlE~MO.:: I 

I L~'Y" • PARENT,'1iEAOQUARTERS 

\¥.l.-1m'ru:...., 
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Enter Contacts 

The Contacts screen is where you will enter your contact information and create additional contacts who 
will need access to the MissouriBUYS Supplier Portal. Each contact may be assigned to one or both of 
the supplier role(s). 

Contacts 

AeaS4 em~ your Flttt N.1111,t, Ust Namt., Eman Addreu, .and Mobrlttpht)nc Numbtt. 

II you are 1he adm1n1stra1M! contact ol ttus re&1S4rauon. p1e<1se enwre Yes IS setected 1r1 Ofdef 10 maria~ this ree,suillllOfl and thel.JWfS. 

In o,cler to h.,..'f' onlint CK:ce::;s to~r rter.,ts~ion. ok'.o~fflWte Yes is ::;el««ed nv:t to the QJeotion Docs this cont Kt need • user •«~l tf }'C1 llnot ~t<:ted a1 thtt1mt you 
cciml)k!te ','01.lf r£>81Wcltlon p,l'rillnot rece1veyoo1 aeden11dls10 logS1to the system. 

Co.,t.rl t 
tmer «lfllilCt <1etaIIs. RegJstrauon commun1ca11ons wI11 be sen110 thiscornacL 

_I rw_•,.ui_•••-----~-1 =1 L~=••..,=•============ ~-------
.._ --

] 

r;::;;;-
1 us 

1. Enter your contact details with your First Name, Last Name, and Email. 

2. Provide either a Mobile or Phone number in case the State of Missouri Supplier Management 
Team needs to contact you regarding your registration. 

a. If entering a Mobile number: 

i. In the field to the left, verify the Country selected is "US". 

ii. In the Mobile field, enter your mobile phone number, starting with "+1" which 
automatically populates, and your area code first. 

b. If entering any other Phone number: 

i. In the Phone field, first, enter your phone number, starting with "+1 " which automatically 
populates, and your area code. 

ii. In the Ext field, enter your extension, if applicable. 

3. In the Fax field, enter your fax number. 

a. In the field to the left, verify the Country selected is "US". 

b. In the Fax field, first, enter your mobile phone number, starting with "+1 " which automatically 
populates, and your area code. 

c. This field is not required. 

d. In the Job Title field, enter your job title. This field is not required. 
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4. Verify your response for "Is this an administrative contact?" and "Does this contact need a user 

account?". 

a. The Yes radio button will be selected by default for both. 

Contacts 

If yoo o<e !he admlrfJSCratt.-e contact of ttils r<!~ traoon, Pease ensure Yes ts, selected ln ord@r to mina~ ttlls r~traGon and the~ 

In order to hiVe onl.-.e e.ecess :;:o ~,oyr rei;,s.:rioon, pk,ase errsul'f! Yes is selecsed r"IE!ict to tho?quesucn Does t his coo tact need a user .1ccour1t7 lf yes 1s Mtselec::Ed .,, tl'le t1me ._-ou complete vcur ,e~tsuaoon, you 1·1111 no< re,cer.-e yoor cre~n11..ls to log 
tn to t t-.EW-st@m. 

onct all 1~ non hasllff.n m;;red. ~ condrrne. Sf ','OUnHd ;:o comp'lete your r;;gmratton a-1 a lam t m ,t se~"1: save. 

==• 
Ema-con1;.ic; details. f!:i;g1~t1on commvNc.;;1ons 1·1111 beSEflt to t his CQfltan. 

I~~~ Re:uj ~I u-.--,-------~,~kj I~'"'_''"'------~ 
I =·@ IJ!(an j 

What uSet"roles does thts. contact nffdr 
/w'g'l/1: ~,r: \ 1r.-ecro't :9l,p«l"'lt°lo!:~~lll':t l ~l:hl:C::'IT.«I. 

0 MO Suppl11J1 H1doo-
~"e(lrll<lld.,. ""~• ,..:,1 uie./il.,. 'Xtrt.zl TN• •~ ~ l• :.1:1~ 14.;'.t11~v.11~:Y.uu .Y..:1 m.llr<::i'.A rc'C(:rv:.I:'-

_j 
] 
I 

5. Verify "What user roles does this contact need?". You will need to assign at least one role to specify 
the responsibilities of the contact. You can select all boxes if needed. 

a. Tip: As the supplier profile owner, you need to select the "MO Supplier Self Service 
Administrator" role. This role allows the user to manage the profile and grant contacts access 
to the supplier application. 

6. If you would like to add another contact, click on Add Another Contact at the bottom of the page. 

What user roles does this contact ne-ed1 
~!icndt ~ l ~ ' °'"to spteilytho.-,.,spo;,sibil,1 !!'Sol. (ht (Ct \..CL 

l!I MO Supplier Self Service Ad ministrato r 
Role pr-(MQl>Sild,ninis;r.1101 ,:1ccess to S\lpplie r port.ii This roleis. -i'ble co .JCCEs.-;. ..ind m.tint.iin Comp.any profie in(Qrm.Jotion 

□ MO $tJp-pl1er Bidder 
Role p!'m-ide-s acce-ss to supplie,r portaL Thls role is able to .,;e,w sclicito.rions and maintain re-sponses. 

IEEIMS&iil 

7. To edit a previously entered contact, click on the Pencil icon on the right-hand side. 

a. If you would like to remove a contact, you can click on the Trash icon adjacent to the Pencil 
icon. The Trash icon will appear on all contacts, so be sure you verify that you are deleting 
the correct contact. 
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(O(tl,1CI 2 

Ern~l 
user@lexample.net 

Pl'io11e 

• 1 2152220000 

Is this an administrative contact? 

Dou this contact need a user account? 

Mobile 
• 1 215555 5554 

@ Yes 0 No 

U$ef " (COurits will l)rO-.--",d,: Cf'llir'le d~Ce SS to SVJ)p f1e1 U .. M«t!Ol'I! ond t e!/-Se ivke ~ 'SM. 
0 No 

Wh!lt user roles does t his conHlct need? 
kis1"1 .. 1 J,:-:,sl 1 Ul-el role to specify tho: re~;xms !iihti.:s of the c«1i.,ct. 

MO Suppher Bidder 

8. Click Continue. 

Contacts 

ff you i!lte 1he ,;idmintS:;rotivecon1act of this rer.lS1rat iOt'I. please e05ure Yes t5 S4!1ected in Ofder tom;ma~ this re,eistrattOn .i,nd the uSErs 

,Jool l1&r 

tn otder to have on line- acce-ss to your 1egistration. please ensuf e Yes is selected next to lhe quest ion Does t his contact need a user account? 1f yes ts not selected el l the time you complete your regis':rat100, you 
wi1 not receive vour credentia,,S ;:o log in to the svstem 

Once all 1nrormauon has been entered. select Co,,t111ue. If you nee-d ,o complete 'j<lur reg1stfi:lt1on at a late< ume, select S.ave. 

Cont~t1 
En:er contact details. RegiStration communKations will be sem to lhis coot.act. 

=1 ~=:=~~=:-==========================1 I ~s:~~ 
I t~ ... 11 ~~ 738889999 

~=============~· l'u""', ~ II"""' ' . ... 41573888 9990 

::=============::: 
11, .. 

j 
Is t h1s an adm1n1strauve contact? Q No 

Does t hls contact need a user account? 
US,e, il<CW "'.S "fl' p(()",l(le c,-,ll<'E ~C(..-9S10-S-,~j)l.;<Cf~<l!>c)(! IO~ ¥Id s,;IF-So!Nl<e l~9<~ 

Q N o 

\'lt\at user role-s does t h1s contact need? 
.:., <1f111>Tlt;><1 1 ij~, rt;i f 10 ~:iedf'11he rMp0no:1~nau o r ~<,:,n-xt 

Cl MO Supplier SE-If $«vice Administrator 
R* ~l~~~d'nwn:strMor " ; ce~~ i o su~~h,:,r p,;,rul This n;,le IS ~t !e to c11;,;;~n end mllnt,ir>C,;,mp, ny ~file .,form~ti,;,n. 

MO <;1mnliPf flirlrl""" 
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Enter Addresses 

The Addresses screen is where you will enter your address. You will need to enter the address that is 
on your W-9 and can add additional addresses, such as a PO Box address. 

Supplier 11:eptritlon 

Addresses 
Enttt It least one address. 

Pit~ tnttf tt'lt c,ty'l'I whleh you ,tsidt/00 ~sin tht AddfCH N1mt-. Notr. Tht systtm d D2llfl2rldul)IIGD1M' oddrtss n,n•,u, 

Onc;eoll inf0unoOon bent"ed, :.dett Contim.11, lf yw ~ tocQl11lleteyo...- reg,strolion ot o i(i1l'f ti~.wiect »"•. 

I I Wh1t'1thb.1ddru1u1o1dtor?Se1K1•~1J'I.,,_.. 
Add,u,H...., 

~. -------~ 0 Conlfocts/PuichoseOJders O Remit To/ lnvoices/P.:,ymencs 
-.n 

[Md•tM~-• ------~ [ ~LltWl -

D Soliakltions 

· F 

m 

• I 
Suppliu o-.r1 .. 11s 

Bank Account! 

Products and Senic.et 

Ou~airl!' 

C.ncel »¥e Leominue ] 

1. In the Address Name field, enter the city in which you reside/do business. 

Note: The system will not allow duplicative address names. 

2. Select at least one box for which the address will be used: Contracts/Purchase Orders, Remit 
To/Invoices/Payments, and/or Solicitations. 

3. In the Country/Region field, enter the country. 

4. In the Address Line 1 field, enter your physical address. 

5. In the Address Line 2 field , enter the PO Box information, if applicable. This is not a required field. 

6. In the Floor/Room/Suite field, enter the floor, room, or suite, if applicable. This is not a required 
field. 

Add re,ss 1 

What 's this "ddrt ss USf:d for? Se~ct.,_:~ ,:: 1 p Lrpne. 2 I Addre~ Norn, 1 
Jefferson City D Contracts/Purchase Orders r3 Rem it To/ lnvoices/Paymcms a SO!id tations 

l Counuy/Rc-pn 3 United States 

c~_,,._~"_··_' 4 _______ _7~ FAA! .. ,,u,,., 5 l~tSt. - -

~I ~_510_,'«_'•--------------•~I I Ziµ CodeE.xterl'!;ii'.Jn 

Rev 7/11/2024 
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7. In the Postal Code field , enter your zip code. This should auto-populate with several choices for 

you to choose from. Select the correct city and county associated with your zip code. 

[ Add, essName l What's this address used for? Select.,_~ lea~, 1 iwrpo-;c 

D Cornrac.ts/Pi)rCha,;e Qr(lers 0 Re,m1t To/ lr1VOtCtlS/Vdymen1,;; D SOIIClfi'ltM)O<; 
~ o_vtred 

[§/lke<o• 
United States ·] 

I Addre-.~ l ine 1 
111Test St. I I Address Line 2 I I Floor / Room / Su!:e-

3rd Floor I 
[en, _J [ State ~ [ Countv ==:J 

~ quired Required 

I Po.s1.il~ OO• • I Eode Extension J 
65101 
Taos. Cole, MO JI :;-n· 11 ,., I 65101 
Taos, Cole, M1ssoun 

65101 _J 
Os.age Clly, Cole, MO 

65101 
Os.t113e C11y. Cole, Missouri 

65101 
,ijJden@oa.mo.gov Owne, 

Jellerson City, COie, MO 

65101 
Jellersor, City, COie. M,ssoun 

L..u: ~~ 1ed S mln~~u .llD C.1nc..d S JYe I Cm,t;,' " " I 

8. In the Zip Code Extension field, enter the four-digit zip code extension, if known; however, it is not 
required. 

9. Once you have entered the address information, you will be able to associate a Contact to this 
address by selecting the applicable checkbox. 

Which contacts are associated to this address? 

l'iil 
~ Todd Tester user@example.com 

9. To add another address, click on Add Another Address at the bottom of the page. 

Whith contacts are associa ted to this address? 

Toby McTest Owner 

Cc.n cel 5-iwe f ContH1oe j 

10. Click on the Pencil icon on the right-hand side to edit the address. Only the MO Supplier Self 
Service Administrator will be able to edit address information. 
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a. If you would like to remove an address, you can click on the Trash icon adjacent to the 

Pencil icon. The Trash icon will appear on all addresses. Please ensure you are deleting the 
correct address. 

Add!'@ss2 

Add~~ N,:,,me 

Toby's Construction 001 

Addll-S ~ 

POBOXOOO 
JEFFERSON CITY. M ISSOURJ COLE 
65 102 
UNITED STATES 

Bank Accounts 

What 's this add t~ss U!i~d tot? S...C: o1t tit•:t 1 pu-pou 
~ 

D Contracts/Purchase Orders ra Remit To/Invoices/Payments O So'icitations 

The Banks Accounts screen is where you will add the bank information to receive payments from the 
State of Missouri. 

Bank Accounts 

lhtSt.lt oi M'"°""" r«.-ndt tddtt'I& ~l!d Ot.<-.e Hc,.,w IACH) ,n4o,Meb0n flt lht I-of\~ '1!03ill.C10l'I r~ St.,,l, of Mi,-_,.; will only K(lf1/4-, if((OV"I ... i1h ,.1; .. ~ 1"' ;~tiil.\t1ion ...,;1hin 
o .. u..11..c!St•t• "· n..~ .. t•oft.h1o01.a1 w,IOl'lt,1Kc.pt~b .. ~KCOUffl P91.-d1hn 

1r,,t.)ti.,.bywthl)l'\H1NSm•of M1"-•~to1111tlal•ct..dic•ntri.t10,ny(01J1)~t.OllrMMlfwd~~tinMCI.IIIA$UILillonna11MdMld1Dt,.dh 1h•wme"i.ac:h K(OUnl l(W.)a,c:~g.1~1ti.ori,1nao1ion 
of ACH 1111"11,KtJOnli IO "'Ill~) account ll'IYM. tomplv,nth lhe prorillOl'I of U.5 la,.., Thi1 .kllti01tu6on ii to,_., in ful Iott• ,nd f'IIKI untillht 'it.Ml of Mli1o01M1.0ffic:1 of Adminoltr.tliotl, hM t9<"9Wd Mirltn 
no:lflc.idon from mt (U$) 0, $I$ t11tmk\Mlon In w(h llfflt Md In ,.ich """'1nllf X 10 .ifi(wd ;ht ~a:,t of M~rl-'ld D"lt fln .inc~l in<.1i1unon .1 fU'01"1.lb~ ~NI"~ 10 Kl oo lt-

Onc• ,n lntorm.>t,Ol"I h~~ bffrl _,,""CS. io"loic:1 C:o,Ml tMl,O If ,OU n,,tcf 10(0,.. .. ~ yo,,,, •• glistrMioll iiol ii Li!'"f ,1m., i;,oloc1 S.W., 

• I 
._I•_-_ ...... ______ __,· I ._ ..... _______ --c--c-'· '. .. ,_ .. , ..... 

~1,-~-"---~• I l-«w•,M 

[ .. , ... -__ ~I 

?iiilH&MRF 

1. To enter your routing number in the Routing Number field, you can do it one of three ways: 

a. Start by typing in the number in the field. 

b. Start by typing in the name of the bank. 

c. Click on the drop-down arrow in the Routing Number field and you can scroll down until you 
find your routing number to select. Select the correct bank and routing number from the 
resulting list of banks and routing numbers that will populate in the dropdown, as shown in the 
screenshot below. 
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Branch Number Bank Bank Branch at the time of supplieJ registration. The St ate of Missouri will only accept an accoont with a financial institution within 

22 1982389 

2:26077862 

263076950 

263079043 

25707Q033 

275981909 

OB10 1Q120 

(AfCU) ACADEMIC l=EOE.RAL CREOIT UNION 22198:2389 

1199 SEIU FEDERAL CREDIT UNION 226077862 

121 FINANCIAL CRf.:OIT UNION 2b5076QSO 

121 l=INANCIAL CREDIT UNION 263079043 

167TH TFR FEDERAL CREDIT UNION 257079033 

1ST COMMUNITY CREDIT UNION 275981909 

1ST ADVANTAGE O..\NK 0810 19120 

I condi ttOns below: 

~t the depository financial in:s.tiw tion named and to <redit the same such account. I rNe) admowled"ge that the origil'ultion 
1u thorn,•.1ho11 l'l to rctm,11n in full b,cvand c ffact until 1h11 S l:al ci o f Mr.sour 1, Offica of Ad minisll.ilio n. h:.-. rciccrvad w r itton 

\ e Seate of Missouri a.t1d the t inaJ'"lcia.1 ins.!1tution a reasonable opportuni:y to act on it . 

I 8·,mc;h Numb.,, I l ""'' 
.._, 2_a1,_· ao_4rl_, ________ • _, MISSOURI CREOIT UNION ----·~I c~~~~r~~tr 

I ,, ... '<Y I I "'°'"'"" 
~ u_s_D,_llar _________ • ~ Checking I 1

11~~,o~,l,((o,llll 

... Clayton's Cotlision Center 

7 
2. Once you have selected the appropriate listing for the Routing Number field, the Bank field will 

automatically populate. 

a. If you choose to find your Bank before your Routing Number, the routing number will not 
automatically populate, and you will need to enter the routing number or find it in the 
dropdown list, similar to Step 1, above. 

3. Now that you have entered your Bank and Routing Number you will need to type in your account 
number in the Account Number field . 

4. In the Currency field , click the drop-down arrow and select "US Dollar". 

5. In the Account Type field, choose your account type using the drop-down arrow. 

6. In the Name on Account field, enter the name that is on the account. This will either be your name 
or the business name. 

&n.k eccount t 

I Coo••• 
United States 

I Brandll\t-Jmt..r I I 8<1nk 
. 2:81S804r7 .,. MISSOURI CREDIT UNION 

, ~ ---------~ 

+ Add Anut ..._., ij,o.,1,r, Auo,.mt 

7. To add a bank account, click on Add Another Bank Account. 
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~nk~((O\IRI 1 

l ,w .... 
United St ates 

[ Bninair,,t;im,1:~r 
2'81S80'1T1 

I Mdr~N¥lle 
Jeffersot1 City 

+ Add Anothot-r fbn.k Accoo.nt 

Reference Guide 
Self-Service Supplier Registration Process 

=i [.§;URI CREOIT UNION 
[ A!Cl)Llf\l tlU,rj)tt 

0000 

Note: The State of Missouri will only accept one bank account per registration or address, 
whichever is applicable. Please enter the Address Name provided on the "Addresses" screen for 
which you would like to associate this banking information. 

8. After completing all applicable fields, select Continue in the bottom right-hand corner. 

S..nk <1CCOu1tl l 

I Co,,.,nln 
United States 

1 ....... ,,,... I I ""' 1~· ,_.,ss_o_•"------~.... MISSOURJCREDIT UNION 

I "'"~·"'~ Jeffe.-son Cny 

+ A,ld Anul ho-, H..n\ Auo,.n 1 

Products and Services 

.... I I ~~~;tlu~ 

I I ~~M-00~ 

• Cl,:iyto n 's Ct:1111-;iQn (..,,n ter 

Coned Se1Ye Continve 

The Products and Services screen is where you will select solicitation opportunity categories for which 
you would like to receive notifications based on products/services your organization provides. The 
section below describes how you will identify and select categories and sub-categories that align with 
products/services your business provides. 
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Products and Services 

ltyov w,~ 10 recef\!e sobc11;11noo opp;inunrty nonnc.-nons posced by me Sme oi M1SS01Jn agenc"s. please select the UNSPSC commoony/seMCe cooe-s lhat best a.•Bn wnh ~Pf(ldul;ts 
and/or s.eMCes that you or your aganualion provide. If you select a higt1et le\•£'1 code. you will receive bidding email notifications lor the higher level code and al of rts subleve1 codes. 
Othen-me, no ornon ts neces1oary. ond you m.,y proceed to the next stepm ~ reg1!,t1000n. 

Once all ink>lm;mon has been entered. select Con11nu•. ti you need 10 complete -,iour regIwauon at a lace, time. sefect Soive. 

Q Se.!irch by category or descnpoon 

a 

a 

a 

a 

a 

a 

• CJ 10000COO - LIVE PLANT ANO M"1MAL 
MATERIAL AND ACCESSORIES AND SUPPt.l:S 

• CJ 11000CX)Q • MINERAL ANO TElCTILE AHO 
INEOIBLE Pl.ANT ANO MIIMA!. MATERIAi..$ 

► Cl 12000000- CHEMICALS INCUJ(MNG BIO 
CHEMICAL$ ANO GAS MATERIALS 

► tJ 13000000-RESINAHDR0'5aNANORUB8ER 
AHO FOAM ANO 1=11.M ANO ELASl OMERIC 
MATERIALS 

► Cl 14000000 - PAPER MATERIALS ANO 
PROOUCTS 

► CJ 15000COO• fUELSANOFUELADDITIVES 
ANO LUBRKANTS ANO ANll CORROSIVE 
MATE.RIALS 

7 
Dc:script1on 

LIVE PLANT MO ANIMAL MATERIAL AHO ACCESSORIES AND SUPPU ES 

MINERAL ANO TEXTILE ANO INEDIBLE PLAm ANO ANIMAL MATERIAl.S 

CHEJAK ALS INCLUDING 810 CHEMICALS AND Ci.AS MATERIALS 

R6tN ANO ROSIN ANO RUBB(A ANO roAM AHO FILM AM) £LAST0ME.~IC MAI £RIALS 

PAPER MATERIALS ANO PROOUCTS 

r:uELS AHO RJEL AOOITMS ANO LUBRICANTS ANO AHTI CORROSIVE MATERIALS 

1. To receive notifications for a specific category and all its sub-categories, check the box next to the 
desired category. You can select as many categories as needed. 

Lategory 

D 

D 

D 

Rev 7/11/2024 

► D 10000000 - LIVE PLANT AND ANIMAL 
MATERIAL AND ACCESSORIES AND SUPPLIES 

► D 11000000 - MINERAL AND TEXTILE AND 
INEDIBLE PLANT AND ANIMAL MATERIALS 

► D 12000000 - CHEMICALS INCLUDING BIO 
CHEMICALS AND GAS MATERIALS 

► D 13000000 - RESIN AND ROSIN AND RUBBER 
AND FOAM AND FILM AND ELASTOMERIC 

uescnpt10n 

LIVE PL.ANT AND ANIMAL MATERIAL AND ACCESSORIES AND SUPPLIES 

MINERAL AND TEXTILE AND INEDIBLE PLANT AND ANIMAL MATERIALS 

CHEMICALS INCLUDING BIO CHEMICALS AND GAS MATERIALS 

RESIN AND ROSIN AND RUBBER AND FOAM AND FILM AND ELASTOMER IC MATERIALS 
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2. To only receive notifications from a sub-category within a parent category, click on the triangle next 

to a folder to view sub-categories. Check the boxes next to categories or sub-categories for which 
you would like to receive notifications on bidding opportunities. 

a. If a triangle is present next to a sub-category folder, more sub-categories are also available 
within that folder. 

Note: Solitiation invitations based on UNSPSC codes that you selected will be generated with a 
future release of the MOVERS system. 

D 

D 

D 

D 

D 

D 

Cat @gory 

0:i 10000000 • LNE PLANT AND ANIMAL 
MATERIAL AND ACCESSORIES ANO 5UPPUES 

[:'.p 10100000- UVE ANIMALS 

0:i 10101500 • LIVESTOCK 

lai 10101501 - CATS 

i;J 1010 1502- DOGS 

IE 10101504 - MINK 

lai 10101505 RAT> 

i;J 10101506 - HORSES 

3. Click Continue. 

SUpptt@r R@gi~tr.!!tlon 

Products and Services 

Description 

LIVE PLANT AND ANIMAL MATERIAL AND ACCESSORIES ANO SUPPLIES 

LIVE ANIMALS 

LIVESTOCK 

CATS 

DOGS 

MINK 

RATS 

HORSES 

It you vlish to receive solicitation opportunity nOiitications posmd by the State of Missouri agencies. please select the UNSPSC commodity/service codes that best align with the products 
and/or servi-ces that you 01 your organization provkle. If you setect a hi8her lever code, you will receive bfdding email nm:ifications for the higher leYel code and all of its sub level codes. 
Otherwise, no action is necessary, and you may proceed to the next step in your registration. 

Once all information llas been entered. select Continue. If you need to complete your registration at a later time, select Save. 

~ arch by category or description 

2 selected I Vlew Sele-cted 11 Clear Selected 

D 

D 

D 

D 

D 

l'.I 

t.! 

Cat~gory 

► CJ 10000000 - LIVE PLANT ANO ANIMAL 
MATERIAL AND ACCESSORIES AND SUPPLIES 

► CJ 11000000 - MINERAL AND TEXTILE AND 
INEDIBLE PLANT AND ANIMAL MATERIALS 

• CJ 12000000- CHEMICALS INCLUDING BIO 
CliEMICALS ANO GAS MATERIALS 

• D 12130000 - EXPLOSIVE MATERIALS 

• D12131500 - EXPLOSIVES 

1:112131501 - DYNAMITE 

1:1 12131502 - EXPLOSNE CARTRIDGES 

Rev 7/11/2024 
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LIVE PLANT AND ANIMAL MATERIAL AND ACCESSORIES AND SUPPLIES 

MINERAL AND TEXTILE AND INEDIBLE PLANT AND ANIMAL MATERIALS 

CHEMICALS INCLUDING BIO CHEMICALS AND GAS MATERIALS 

EXPLOSIVE MATERIALS 

DYNAMITE 

EXPLOSIVE CARTRIDGES 
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Questionnaire and Application Submission 

The Questionnaire screen is where you will be asked a series of questions and be able to submit your 
registration. 

Questionnaire 

l.ffawyol,IOflRmmc,lti;r.tl~nvl\,membetewr-d llU°A-US;wmedfottt-1 

oav., 

0 l>.No 

1. For question number 1, select Yes or No stating whether you or an immediate family member have 
ever been in the US Armed Forces. 

2. For question number 2, select Yes or No stating whether or not you would like to be included on 
the State of Missouri's 24-hour Emergency Supplier List. If you select Yes, you will need to 
complete the following information in steps (3a - 3e) in the below the screenshot. If you select No, 
you can skip steps 3a - 3e. 

Note: By indicating you wish to be listed on the State of Missouri's 24-hour Emergency Supplier 
List, participating suppliers are registered to provide disaster assistance in the event of an 
emergency. It is estimated that this emergency assistance could be required for up to eight (8) 
weeks or until regular contracting/bidding procedures could be followed. In the event your services 
would be required, response time is very critical. Response to the agency within two (2) hours may 
be necessary as delivery of goods or services at the emergency location within four (4) hours may 
be required. For some classes or types of work, you may be required to provide proof of the 
appropriate insurance (general liability, professional liability, other non-professional liability, crime, 
errors and omissions liability, etc.) to be included on the emergency supplier list. This will ensure 
that your company can begin work immediately upon receiving a call from agency staff in case of 
an emergency. 
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,-------------------, 

Emergency Contact Nam e 

Required 

2.a.2. Emeri;:ency Contact Email 

2.a.3. Confirm Emergency Contact Email 

2.a.4. Emergency Contact Phor,e(lO digits, no spaces or hyphens) 

2.a.S. Confirm Emergency Contact Phone 

a. In the Emergency Contact Name field enter your emergency contact name. 

b. In the Emergency Contact Email field, enter your emergency contact email. 

c. Confirm your email by re-entering it. 

d. In the Emergency Contact Phone field, enter your phone number starting with your area 
code without spaces or hyphens. 

e. Confirm your phone number by re-entering it without spaces or hyphens. 

3. In the screenshot below, you will see the different zones in the State of Missouri where the supplier 
will provide supplies and/or services. 
Note: If you see a circle next to the zone, it means that it is not completed, only half completed. 

a. If your organization operates only in select locations of the State of Missouri, please select 
Yes on the specific zone where you are available to provide products and/or services. 

b. If you support statewide products and/or services, please select Yes on all zones. 

Rev 7/11/2024 Page 17 of 21 



DeJMOVERS mm Missouri Vital Enterprise R~rce System 
Reference Guide 

Self-Service Supplier Registration Process 
Supplier ReeJstratio.n 

Questionnaire 

( KANSAS CITY ZONE O NORTHEAST ZONE O NORTHWEST ZONE O OZARK ZONE O SOUTHEAST ZONE O SOUTHWEST ZONE O ST. LOUIS ZONE Q 

ST. LOUIS ZONE Q {Section 9 ol 9) 

11. If your company operates in St. Louis Zone, please select Yes. (St. Louis Zone consists of the following coumies.: Crawford, Franklin, Jefferson, Lincoln, St. Charles. St. Louis, St. Louis City, 
\'&1r1en. W-t1shin.glon} 

Q o. Yes 

Q b. No 

I Previous Section I [ Next Section ] 

4. Click Submit to submit your registration. 

5. Once you have submitted your registration application, you will be redirected to a "Success" page 
stating, "Your registration request##### was submitted." 
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6. If your registration has been successfully submitted, you will receive a system notification via email 
confirming your business relationship is Prospective. If your registration has not been successfully 
submitted, you will receive a system notification requesting additional information. Once your 
registration is complete and approved by the State of Missouri, your business relationship will be 
Spend Authorized in MissouriBUYS, powered by MOVERS. For questions, please contact 
MissouriBUYS@mo.gov. 

Below is an example of the system notification you will receive if your registration has been 
successfully submitted as Prospective. 

Your Supplier Registration Request has been submitted successfully as Prospective. 

Re(luest Dttalls 

Rcquut N;i,mb.r 13010 

RequHtD;ne oe!/29/2024 

h queited l'f 0aytOf'tStn.1tl\ 

S4.lp,oUer Oayton's Collisbn Center 

user ata>lffil: Information Will~ ~Rt in a s~rate nooflcatlon 

While yoor redstfatlon Is vnder review bvthe.S~te of Mi~sourl StJWUer Mill'lilfierneotTeam. you go:; 

l. M.lruige your wppl,er prafia. 

2. COMING SOON:-~ k)feif,ftion in"htions~ en your UNSPSC *• rtti~qtiQn. 
3,. COMING SOOH: Mani£!' your bid re:spomes. 

Once 'fO\lf Prosi,ectlve ,eps1,~Uon .-equest Is fuly a pprq,oed, yor,, wit ietew. a Spe~ A.uthOfllallon apprCMI notiflc.iUon. 

Pluse~tothisnotificat io"-

Nteel AAlt tanc:e? 
SUpptler Milllajement Team I S~te of Mis.sow! 
Mond.ay•Fltlloy I a....,.., to, p.m. c;r (cxcltldJni st.rte hQ.'ld.ays) 

~73-751.•2971 I Mlt~-90' 
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MissouriBUYS 
- - - ~£11:fOeY:ill!MOV'CillS 
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Below is an example of the system notification you will receive if your registration has not been 
successfully submitted and additional information is required. 

Note: Please add ewqg-test.fa.sender@workflow.g1mail.us8.oraclecloud.com to your safe sender 
list to prevent system notifications from MOVERS going to your junk or spam folder. 

MissouriBUYS 
- - - POWl!ACO evileMOVERS 

Your supplier regist rat ion request requires addit ional informat ion. 

Request Details 

Re:qu•st Number 28001 

Request Date 06/25/2024 

Requested By John Owens 

Supplier Dynamic Groups 

Reason for Additional Information Please provide Taxpayer ID. 

Resubmit your registration request using the link: Update your supplier registration request. You will have to use the same email address to which you received this 
notification. 

Please DO NOT REPLY to this notification. 

Need Assistance? 
Supplier Management Team I State of Missouri 

Monday-Friday I 8 a.m. to S p.m. CT (exduding state holidays) 
573-751-2971 I MissouriBUYS@mo.gov 
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Date of 
Page# Type of Change 

Level of 
Description Change Impact 

7/8/2024 18, 19,20 Screenshot Update Moderate Updated all screenshots below step 5 of the Questionnaire and Application Submission 
section. 

7/8/2024 19 Verbiage Update Moderate Moved the "Prospective" system notification screenshot above the other "additional 
information" system notification and included verbiage explaining the screenshot. 

7/8/2024 3 Verbiage Update Moderate Updated Step 1 verbiage. 

7/8/2024 3,4 Verbiage Update Moderate Updated Step 4 verbiage and added a note. 

7/8/2024 4 Verbiage Update Low Moved note from Step 8 to Step 7. 

7/8/2024 5 Verbiage Addition Moderate Added sub-steps to Step 9c. 

7/8/2024 20 Verbiage Addition Low Addd clarifying text above updated screenshot. 
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