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Registering for Missouri BUYS (MoBUYS)
3.2020

Before you begin, have ready the following information to make the registration process proceed smoothly, you will need all of these:
Your personal information, including name, address, email address, phone number and social security number
 Your banking information, including financial institution name, address and routing number, along with your account number and name on the account
 A completed electronic (scanned) copy of your signed W-9-	The form can be found here: (https://www.irs.gov/pub/irs-pdf/fw9.pdf)
Once you have the above information:
1.  Go to https://missouribuys.mo.gov/registration to begin the process
2.  Agree to the terms (scroll down and check box)
3.  ENTER NAME ADDRESS ETC 
4.  CLICK NOW, YOU WOULD LIKE TO UPLOAD W-9 (very important to upload W-9 now) 
5.  CLICK LATER TO ADD YOUR COUNTIES THAT YOU CAN SERVICE 
6.  UNDER Select Commodity/Service Codes CLICK ON EDUCATION AND TRAINING SERVICES.  If you do not check or check all, you will get a lot of emails about all kinds of bids
7.  CLICK ON PROCESS REGISTRATION
8.  CLICK ON WEBPROCURE NOW then click accept/agree 
9.  ONCE REGISTERED, GO TO MISSOURIBUYS.MO.GOV
Easiest way to find the bid/application,  go to bid board, scroll down and in the BLUE SEARCH box, enter solicitation number IFB20MSB003 and click on SEARCH.  Then click on MSB PARENT ADVISORS
Scroll down to bottom, under SOLICITATION/MANDATORY DOCUMENTS, Click on 2020 IFB MSB PARENT ADVISORS.docx
10.  FILL OUT the bid/application COMPLETELY, AND SEND VIA EMAIL TO WILLIAM RUNZO (preferred) OR MAIL TO MISSOURI SCHOOL FOR THE BLIND, ATTN BILL RUNZO, 3815 MAGNOLIA, ST LOUIS MO 63110
Be sure to add your signatures where they are requested by either printing bid/application, signing, scanning and then sending or by electronically signing (this is the preferred method)

REGARDING YOUR ACH-EFT, ONCE REGISTERED UNDER MOBUYS AND SUBMITTED YOUR W-9, YOU CAN THEN LOG IN TO YOUR MoBUYS PROFILE AND UPLOAD YOUR ACH-EFT DIRECT DEPOSIT INFO- you must do this to be paid and for your application to be fully completed.  
IMPORTANT reminder – Your IRS W-9 Form is required to be uploaded in MissouriBUYS prior to submitting ACH-EFT information. (See above #4)
Helpful Tips: 
· If you are registering as an individual, your office is a “Parent/Holding Company” and your type of business is “Individual/Sole Proprietor.”
· While it is optional to upload your W-9 at a later time, it is important that you complete this step.  Your application will not be complete until your W-9 is uploaded.
· When you have completed your registration, you will be directed to a confirmation screen. Congratulations on registering!


If you have any questions about the registration process, please email melissa.moore@msb.dese.mo.gov or call 314-633-1591.
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