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The State of Missouri requires Applicants to register with MissouriBuys powered by Movers.  
This online system replaces the previous Vendor Input Form and is required for payment.  
 
In order to register, please go to htps://missouribuys.mo.gov/supplier-registra�on 
 
If new to MissouriBUYS, register under STEP 2.  
Select “Register in the new MissouriBuys, powered by MOVERS”. 
 

 
 
A box will pop up sta�ng you are exi�ng to a site that is not part of the government (.gov) 
domain. Select “OK” to con�nue. 
 
This will take you to a page called Supplier Registra�on. Enter your email to receive a one-�me 
access code to start.  Enter the access code for prompts to complete registra�on.  
 
See the following Movers Reference Guide for addi�onal guidance. 

https://missouribuys.mo.gov/supplier-registration
https://missouribuys.mo.gov/media/pdf/movers-supplier-registration-instructions
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Topic Overview

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



 Reference Guide 

Self-Service Supplier Registration Process 

Rev 4/30/2024  Page 2 of 19 

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 10 
minutes of inactivity, you will be given a two-minute warning, with a pop-up as shown below. After two (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. 

  

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.  

    

00
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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. 

 
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 file with a Social Security Number, you must enter your Legal Name, excluding 
punctuation, exactly as you enter it on your Federal Tax Return.  

b. If you are registering as a Branch/DBA, enter the name under which you conduct business 
under.  

2. In the Website field, if desired, enter your business website  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 Taxpayer ID. 

a. This will be either your Social Security Number (SSN) or your Federal Employer Identification 
Number (FEIN). 

b. Both numbers are 9-digits long. Do not add any hyphens, spaces, or dashes.  
c. 

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.  

1 2 3 
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b. The UEI number must contain 9- or 13-digits. If any number less than 9 or more than 13 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. 

 

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.  

Note: Do not enter any sensitive information in the Note to Approver field, such as SSN, FEIN, or 
bank information.  

8. In the TIN Type* field, enter either,  for Social Security Number or FEIN  for Federal 
Employer Identification Number, depending on how you are doing business with the State of 
Missouri. 

Note: If you are registering as a Branch/DBA, please leave this field blank. 

9. In the Registration Type field, you will enter whether you are an Individual, Parent/Holding 
Company or Branch/DBA (Doing Business As). 

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

b. Parent/Holding Company applies to your organization if it is the parent or headquarters 
location of your organization. 

c. Branch/DBA (Doing Business As) applies to your organization if it is a child company or 
branch location of another entity. In the Note to Approver field provide the Parent/Holding 
Company 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.  
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11. 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
-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.

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). 



 Reference Guide 

Self-Service Supplier Registration Process 

Rev 4/30/2024  Page 6 of 19 

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. 

4. Verify your response for  and 
. 

a. The Yes radio button will be selected by default for both. 
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5. 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. 

  

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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8. Click Continue. 

 

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. 
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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. 

 

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.  

1 
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7. In the Zip Code Extension field, enter the four-digit zip code extension, if known; however, it is not 
required.  

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

 

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

 

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.  

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. 
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Bank Accounts 

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

 

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.  

 

2. Once you have selected the appropriate listing for the Routing Number field, the Bank field will 
automatically populate.  
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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 Account Type field, choose your account type using the drop-down arrow.  

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

 

6. To add a bank account, click on Add Another Bank Account. 

 

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

 

4 5 
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7. After completing all applicable fields, select Continue in the bottom right-hand corner. 

 

Products and Services 

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.  

 
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.  
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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.  

 

3. Click Continue. 
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Questionnaire and Application Submission  

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

 

1. For question number 1, check the box next to  agre . 

2. For question number 2, select Yes or No stating whether you or an immediate family member have 
ever been in the US Armed Forces. 

3. For question number 3, select Yes or No stating whether or not you would like to be included on 
-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 -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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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.  

4. In the screenshot below, you will see the different zones in the State of Missouri where the supplier 
will provide supplies and/or services.  

a. Locate the zone where you provide your supplies and/or services. If you do not see your 
zone, you can scroll using the arrow to the right, until you find your zone. 

b. Click on the zone that your supplies and/or services is located in. 
c. Select Yes to verify your zone of choice. 
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Note: If you see a circle next to the region, it means that it is not completed, only half completed.  

5. Click Submit to submit your registration. 

6. Once you have submitted your registration application, you will be redirected to a  page 
stating,  

 

7. Within 10-15 minutes you will receive a system notification through email confirming your business 
relationship is 
registration request.  
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8. Once approved, your business relationship will be Spend Authorized in MissouriBUYS, powered by 
MOVERS. For questions, please contact MissouriBUYS@mo.gov.  

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.  

 

 




