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Step 1:  Go to https://vendor.myfloridamarketplace.com/vms-web/spring/login

Login as a 
Registered 

Vendor

Register as 
a New 
Vendor or
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Step 2: Verify Main Email Address 

From the “I want to” 
drop down menu, 

select View/Edit My 
Contacts and then 

select Go.
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Your bid notifications 
will be emailed to the 
Main contact reflected 

in the Contacts window.  
If you want to change 

the Main contact, select 
the Edit Button 

adjacent to Main.
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Step 2: Verify Main Email Address 
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Step 3: Select Options to Receive Emails

From the “I want to” 
drop down menu, 
select View/Edit 

Solicitation 
Selections and then 

select Go.
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Under the 
Solicitations box, 
you must select:
“Yes, I want to 
participate in 

electronic 
solicitations” and 
“Yes, I want to be 
registered in VBS 

and receive 
notifications” in 

order to be 
electronically 

notified.
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Step 3: Select Options to Receive Emails
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Step 3: Select Options to Receive Emails

Under the 
eQuote box, 

you must 
select:

“Yes, I want to 
participate in 
eQuotes” in 

order to 
receive price 

quote 
requests.
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After updating 
Solicitations and 
eQuote, select 
Save Changes.

Step 3: Select Options to Receive Emails
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From the “I want to” 
drop down menu, 
select View/Edit 

Commodity Codes 
and then select Go.
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Step 4: Verify Commodity Codes are Inclusive
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Review the 
Commodity Codes 

listed in the Current 
Commodity Codes 

box.  Select the +/-
to expand or 

collapse the list as 
needed.
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There are over 4,500 
commodity codes.  

You may review the 
Commodity Code 

List by selecting the 
xx icon and then 

selecting the 
Commodity Code 

List link.
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Step 4: Verify Commodity Codes are Inclusive



11

You may also search 
by selecting 

Description, Code or 
Category from the 
drop down menu.  

For example, select 
Description from the 

drop down menu, 
type a keyword, and 

select Search.

Select the 
commodity code to 
add by clicking in 
the box (adding a 
check mark), then 
select Add Selected 
Commodity Codes.
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Step 4: Verify Commodity Codes are Inclusive



The added 
Commodity Code is 

reflected in your 
Current Commodity 

Codes list.
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Step 4: Verify Commodity Codes are Inclusive
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