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How to sign up with MyFlorida Market Place (MFMP) Guide
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Payment Process — How to receive a Payment

* In order to receive any dollars from the State of
Florida, you must register the applicant entity with Vendor Information Portal
their vendor systems ’

* The first system is called MyFlorida Marketplace
(MFMP)

* Registering with MFMP will require access to email e A —

aly 1, 2012, wertime woterans r (0Mack © Verdor hformaton Poral and scek brorty Busness Certfcaton,
sheuld use the Flerida Veteran Business Enterprise (FVBE) Designasion opion to iadicate they ae veterans, wirtime valerans, or both, and the Flodda
Office of Suppiler Diversty wit fellow-up 10 ass:st with the aparopriats cerécation

and has several steps. s —
* This step takes 5-10 minutes
https://vendor.myfloridamarketplace.com/
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Step 1: Go to MFMP website

® Once you navigate to the below website, you should see this
screen.

® https://vendor.myfloridamarketplace.com/

® Under “New Vendor Registration” on the right half of the page:

® Input the name of the legal entity receiving payment

® Select whether you will provide a Federal Tax ID number or
Social Security Number, whichever you do business under.
® Enter and re-enter that identification/SSN number in the
boxes provided. This needs to match what you provided to
our staff for the program and on the TRBG Application.
® Click “Register”

FLORIDA
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Vendor Information Portal

Welcome to the State of Florida's Vendor Information Portal!

MyFlordaMarketPlace is the State of Florida's eProcurement system. This system is designed to streamline interactions between vendors and state
govemment entites that purchase goods and services, and provides a user-friendly Internet portal where vendors can register, receive information on
upcoming bids, post information on products and services, and receive purchase orders electronically.

In order to complete the vendor registration process, you will need to have various addresses, contact information, and company information available.
li re to view the Reguiremen t

Effective July 1, 2012, wartime veterans registering in the MyFloricaMarketPlace Vendor Information Portal and seeking Minority Business Certification,
should use the Florida Veteran Business Enterprise (FVBE) Designation option to indicate they are veterans, wartime veterans, or both, and the Florida
Office of Supplier Diversity will follow-up to assist with the appropriate certification

All State Term Contract and Alternate C. are exp Ollow the mandate provided to all State of
Personnel System employees by Governor Ron DeSantis. Full details can b nvwod here.

Vendor Login New Vendor Registration

Company Name:

Username: Tax ID Type: FEIN B

Password: Tax ID:

Re-enter Tax ID:

\ Reg

Login

vvvvv

Eorgot Your Password

Otherwise, please enter your Company Name and Tax ID Number in the "New Vendor Regm
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® Create your Username and Password

® If you input this information and click Save
Changes and there is an account that

already has that username, the website will
prompt you to try again.

Re-enter Password:

® Continue to input a Username option you
like and type in the password, then again [save arges.
on second line and click “Save Changes”

Copyright © 2009 State of Florida | Privacy Statement:: Required Information :: Terms of Use :: Frequently Asked Questions :: Glossary.

MyFloridaMarketPlace Vendor Registration Customer Service: 866.FLA-EPRO (866.352.3778)

® If accepted, you will be directed to the next
page

FLORIDA

N 13

FoREsT SeAvcE THE FLORIDA DIVISION OF EMERGENCY MANAGEMENT
FLORIDA FOREST SERVICE




Step 3: Main Contact Informatloﬁg

® Here you will input your personal

information of your entity.

® This needs to match what you provided to

our staff for the program and on the TRBG - -

Please enter the contact information for the person responsible for compleling this Vendor Registration Form.

Application.

® Once you complete this section with your e PoghrsonCotrmatin
contact information or the contact
information of your business entity, click
“Save Changes”

First Name:

Last Name:

Title:

Phone Country Code:
Phone Number:

Fax Country Code:
Fax Number:

Email Address:

Confirm Email:

[SELECT COUNTRY CODE]
© required
[SELECT COUNTRY CODE])
@ required
© required

| save Changes |

MyFloridaMarketPlace Vendor Registration Customer Service: 866 FLA-EPRO (866
FLORIDA
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Step 4: General Information

® Here you will input your general
information like Company Name and other

details if you have them.
® If you are applying in your name, put your full

Saved Main Contact Information

name in the Company Name box
* Example: John T. Smith
® |f you are applying for your business, put your T octon cick Save Cranges o procssawiyou regetaton,
business name in the Company Name Box. Wsiospunion] g
* Example: Timber Producers ABC, LLC 1099 Name: ; required
Dun and Bradstreet Number: ©
Company Website: 0
® Once you complete this section with your Rorida Ravenisa D Menber 0
general information, click “Save Changes”
| Save Changes

MyFloridaMarketPlace Vendor Registration Customer Service: 866 FLAEPRO (86

FLORIDA
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Step 5: Business Designation

® In this step you will input data that relates to how your

business entity is arranged.
® If you are applying as a single person or sole proprietor, you will

select “Other” then on the drop-down menu select “Sole
proprietorship/Self-Employed”. Use this same method if you are
applying as a partnership or professional organization, just select \
the appropriate arrangement in the drop-down menu. i o
If you are applying as a business, or LLC, etc, you will select “US PR oot
Corporation”, then input the date of incorporation also known ot

as the date your business originated. Then select the state in

which the entity was incorporated from the drop-down menu

. Th e Ia St S e I e Cti 0 n Wi | I b e t h e p ri m a ry p I a Ce Of b u Si n ess' In which state is your company domiciled? Which is your company’s primary place of business? - required
select the appropriate location from the drop-down Py Ploceof Senee. {BELECT PRMARY PLICE OF BUSMESH
menu. | Save Changes |

Vendor Information’|

Saved general vendor information

Business Designation

Please select the business designation that best describes your company. You may
only choose one designaton. - required

Date of Incorporation (mm/dd/yyyy):

State where incorporated:  [SELECT STATE) B

If Other, please select one:  [SELECT BUSINESS DESIGNATION] 2] &)

FLORIDA
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Step 5: Business Desighation

* The last selection will be the primary place
of business, select the appropriate location
from the drop-down menu.

Saved general vendor information

Business Designation

Please select the business designation that best describes your company. You may
only choose one designation. - required

US Corporation

* Once you complete this section with your Seonien
information, click “Save Changes” e s B

© Other
If Other, please selectone:  Sole Proprietorship/Sel-Employed (2]

Primary Place of Business

In which state is your company domiciied? Which is your company's primary place of business? - required

Primary Place of Business: LrFlbnda ' a

>Slvo Changes

FLORIDA
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Step 6: Certified Business Enterprise

® Step 6 requires you to declare if you are seeking a | Certifi
certification as a women, veteran, and/or minority —

owned business from the Office of Supplier Diversity

Sl fo s R
rtified bilh‘ﬁf""'(‘?w*" bl
Ussrname and Ps : Saved Business Profile Information

CBE Registration &

Florida's Office of Supplier Diversity (OSD) certifies the state's minority-, woma and veteran-owned busi es.
OSD Being a FlodCrlﬁedB siness Enterprise enables you to gain ‘irsn rrlwhhmeny a'lhl'l
group of busii referred to state agencies seeking diversity in thei O ote and purchasing opportu

{x] Solicitations If youa interested in becoming a mﬁed minori ty woman r veteran-owned business enterprise with the State of

® If this does not apply to you, then select “No” o RaitrtonContimaton Pt e st b e eyt s e ops b Ly compeen 1Yo e
° . “« ” h“olﬂmmyf_ku_m_agm administration/ofice_of s_upLLq_q_sjy p_mg_@j_og)

If this does apply to you, then select “Yes”, then

complete the necessary drop-down menu selections. A8 Y01 S00Kn3 3 BRSO 2. Wml velran arfor IRy cunad enes 10 e Oie

® These selections will not impact your potential i
block grant payment. -

® Once you complete this section with your information, T

click “Save Changes” i

Non-Veteran-Owned

The Slt of Florida's OSD certifies woman-, veteral dmnomv owned small businesses for free.
Please indicate which designation(s) may apply 1o yourb

Minority-Owned Designation )

Non-Minority-Owned

Upon completion of your MyFloridaMarketPlace vendor registration, yo
FLO R I DA documents to OSD for review and validation that your business meets

i For more information on the certification process, certfication criteria, 4
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Step 7: Locations / Contacts

® In this section you should see your information you have
inputted to date in the “Contacts” section.

® But you will also need to input other information like
Remit To address, Bill To address, etc.

® In order to do this click on “New Location” and a new area
will pop up below the “Locations” section.

® Your first input will be the name of your location

® IF you are applying as a single person/sole proprietor, we
suggest typing in “Home”

® IF you are applying as any other business entity, we suggest
typing in “Office” or some other identifier of your business
location

FLORIDA

Yendor Informatiof

= ;m&g-;ﬁst.ééaﬁb;»mg

Locations/Contacts &

x] Commodity Codes

{x] Registration Confirmation

Saved Certified Business Information

Please add at least one entry to the Contacts and Locations sections below. Once you have completed this page,
please click the 'Save Changes' Button to proceed with your registration. For more information, please click the
information icon in the titie bar above.

| Save Changes |

Contacts @

Click the "New Contact’ Button to enter a new contact person. Click the 'Edit Contact Button to review and edit
existing contact information. For additional information regarding contact types, please click the information icon in the
title bar above.

 New Contact |
Contact Information
Name Phone Email Type
=— | | —————] . Vain Edit | Delete

Click the "New Location’ Button to enter a new location for your company. Review existing location information by
clicking the icon to expand the desired location. For more information regarding entering location information, please
click the information icon in the title bar above.

New Location |

No Locations Found

Location Name

i:fjm THE FLORIDA DIVISION OF EMERGENCY MANAGEMENT
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Step 7: Locations / Contacts

® You will then input the address and other details in this
section which is titled “Purchase Order Info”

® Once you complete this information, if the next two
sections “Remit To Address” and ”Billing Contact” are the
same, click on “Copy Data from Purchase Order Info”

® That will save you from typing in the same information for
each grouping of data. If your business entity is set up in a
way that has different address’s for different functions,
then you will need to add that detail to each specific

location

® Once you complete this section with your information,

click “Save Changes”

FLORIDA

N )

| . |

Copy Data From Purchase Order Info |

Remit To Contact [N ) "New Contact |
Credit Card Acceptance [ BO
Country  United States B required

Address Line 1 NGNS ) cquied

Address Line 2

city EGEG—— Required for US vendors
County ENEEEEGN B Required for Florida vendors
State W B Required for US vendors
Zip - Required for US vendors
Fax Country Code 1 - USA, Canada, Caribbean Nations B @

Remit To Fax Number

Billing Contact @

Copy Data From Purchase Order Info |

Billing Contact [NNEGNGE ‘New Contact
Biing Costset.

Email

Yes | would like to receive monthly email notifications from the State of Florida
reminding me to pay my transaction fee

Fax Country
Code

Billing Fax
Number

1 - USA, Canada, Caribbean Nations BO®

Country  United States B required

Address Line 1 —

)
& required

FoREsT SeAvcE THE FLORIDA DIVISION OF EMERGENCY MANAGEMENT
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Step 7: Locations / Contacts |

® Once you click on “Save Changes”, the confirmation
page will pop up.

You should see a new line of data under the
“Locations” section with your Vendor Number.

® Click “Save Changes”

FLORIDA

N )

= TS P e e o

[x] Commodity Codes
[x] Solicitations
[x] Registration Confirmation

riease aqa at least one entry 1o tne LoNntacts ana LOCalons Sectons DeIOW. UNnce you nave compietea tis page,
please click the 'Save Changes' Button to proceed with your registration. For more information, please click the
information icon in the title bar above.

Save Changes

Click the ‘New Contact’ Button to enter a new contact person. Click the 'Edit Contact’ Button to review and edit
existing contact information. For additional information regarding contact types, please click the information icon in the
title bar above.

| New Contact

Contact Information

Name Phone Emall  Type
I

Locatiors @

lick the ‘New Location' Button to enter a new location for your company. Review existing location information by
clicking the icon to expand the desired location. For more information regarding entering location information, please
click the information icon in the title bar above.
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*This step is not required, you may read and select the box next to the certification at the bottom of the page,

and click “Continue” to bypass this step

Step 8: Commodity Code Select|on

mg;

® In this section you will add a commodity code to
your registration.

® |f you are registering with MFMP for the purposes of S—
the TRBG, then you can add the commaodity titled —

“Timber Production Services”

Please choose the calegories of goods and services that your company sells

| Continue

® The code # for this commodity is # 70151603 SerehCommodey Cate: Oncrs B =

No Commodity Codes Raturned

Current Commodity Codes @

currently e 0 commodity codes selected (Use +/- to expand and contract the list)

1 do not wish to be associated to a commodity code. | understand that this will make me ineligible to receiv:
automatic, electronic solicitation notifications.

FLORIDA
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*This step is not required, you may click “Continue” to bypass this step

Step 9: Solicitations / Price Quote Requests

® In this section you will select how often and for what
information you will be contacted by the State of
Florida

R e
,,,,,,,

Solicitations / Price Quote Requests &

Are you interested in expanding the way you do business with the state? Sign up now to receive
electronic solicitations or price quote requests from agencies wanting to buy goods or services.

Solicitations &

® If you want to opt in to one or both scenarios listed
On this page’ Select l(YeS” a nd add you r email :Iye:s:::i:nt:uon:em:o:g;:rllolre:ec:;:zitrm:ds::na:tn’s“fvomthe state of Florida.

Yes, | want to pn»cpatc ele: (ronc olicitations and quof
No, | do not w. Mopam pl electronic solictations a ndq uotes

address, then click “Continue” QI Bt € koo b ki aobtce s

Vendor Bid System - the state's public posting site for advertisements, grants and bids
Yes. | want to be registered in VBS and receive notifications
No, | do not want to receive noliﬁcalions from VBS

OR (You may come back and register for this at a separate time.)

Your company name and address will be s o the Vendor Bid System (VBS), th 's primary
public posting site for advertisements, gra l dbtdlecelveo! lomlheVBS olicitations

® If you do not want to opt in, then select “No” and

If you signed up to receive electronic solicitations or price quote requests, please enter the main
contact's emall address that will receive Sourcing/VBS bid notifications.

c I i C k IICO nt i n u e " Solicitation/Sales Contact Email:

FLORIDA -
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Step 10: Check your emai

® You now will receive an automatically generated
email from the State of Florida. Navigate over to
your email inbox and look for this email.

® In this email you will find a confirmation code
towards the top of the email. Write this number
down or copy it.

® Then go back to the MFMP Registration Page in your
web browser.

FLORIDA

FOREST SERVICE
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Online Registration: Email Address Confirmation Inbox x B

MyFloridaMarketplace <VendorRegistration@myfloridamarketplace. com>

Mcen, Jun 22, 3:33 PM (13 hou

»tome v

Thank you for your interest in registering with the MyFloridaMarketPlace. You are almost done with the registration process and having your account activated.

IF YOU DO NOT COMPLETE THE REGISTRATION, YOUR ACCOUNT WILL NOT BE ACTIVATED.

Please read the Terms of Use, located below. In order to complete your registration, you will be required to ACCEPT these Terms of Use.

To go to the last step of the registration process, you can do one of two actions:

- On the Verify Main Conzact Screen, enter the following code: |

- Click on the following link:

https://vendor.myfloridamarketplace.com/vms-web/spring/checklogin?emailcode=1335786364

MyFloridaMarketPlace Terms of Use.

1.

2.

3.

ACCEPTANCE OF TERMS Welcome to MyFloridaMarketPlace ("MFMP), the statewide eProcuremaent system implamentad by the State of Florida, through the Department of
Management Services ("State”), with the assistance of a third party agent ("Service Provider”). MFMP is provided to you, the Yendor, subject to the following Terms of Use ("TOU)

DESCRIPTION OF SERVICE MFMP pirovides Vendors the ability to register with the State of Florida and conduct electronic commerce. Any new features that augment or enhance the
current MFMP shall be subject to the TOU. You are responsible for cbtaining access to and any expenses incurred in using MFMP.

TRANSACTION FEES The State of Florida, through the Department of Management Services, has instituted MyFloridaMarketPlace, a statewide eProcurement system pursuant 1o
section 287.057(22), Florida Statutes. All payments issued by Agencies or Eligible Users to registered Vendors for purchases of commaodities or contractual services shall be
assessed Transaction Fees as prescribed by rule 60A-1.031, Florida Administrative Code, or as may otherwise be established by law. Vendors shall pay the Transaction Fees and agree
10 automatic deduction of the Transaction Fees, when automatic deduction becomes available. Vendors shall submit any menthly reports required pursuant 1o the rule. All such
reports and payments shall be subject to audit. Failure to comply with the payment of the Transaction Fees or reporting of transactions shall constitute grounds for declaring the
Vendor in default and subject the Vendor to exclusion from business with the State of Florida

YOUR ACCOUNT In consideration of your use of MFMP, you agree to (') provide true, accurate, current and complete information about yourself as prompted by MFMP and (i)

nmmnmglmf._!numﬂucﬂvp anassword and
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Step 11: Complete Vendor Registration

® Enter the Confirmation # in the box provided. N

® Select “I Accept the Terms of Use”

Saved solicitation information

Before you can complete the registration process, we need to confirm the Main Contact's Email Address. To confirm
this email address, we have sent an email to the Main Contact's Email Address:

This email will contain the Terms of Use for using MyFloridaMarketPlace. Please read the Terms of Use. You will need
to accept these Terms before your registration will be activated

® Then click “Submit Registration

This email also contains two methods for confirming the Main contact's Email Address

« There is a 10 digit code which you can enter in the text box below. This wil confirm the email address and allow you
to continue with the registration process.

 There is a link back to this Web site. Clicking on this link will confirm your Main Contact's Email Address and allow you
to continue with the registration process.

If the above email address is incorrect, please correct the email address and click on the ‘Resend Email’ button
Confirmation Code: | Resend Email
By selecting "I Accept” below, you agree to the Terms of Use.

| Accept the Terms of Use
| Decline the Terms of Use

Immediate acceptance of the Terms of use is not necessary. If the Terms of Use are not accepted, your data will be
saved for you to return and complete the registration at a later time. By NOT ACCEPTING the Terms of Use, your
company is NOT registered with the State of Florida.

Submit Registration |

FLORIDA
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Step 12: Check Email — Copy of MFMP Registration

® Congratulations! You have now completed the B R ——————
registration with the State of Florida, MyFlorida - S —
Market Place. ey

® You will receive another email that has a copy of the S S———
Registration Summary attached to it. Open this ">
document to confirm all is accurate, then download skt e e e
it to your computer. el — o —

= = ==
® Then email this MFMP Registration Summary to : —

application folder.

your account manager and they will add to your R "

.....

FLORIDA
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