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Introduction 
The “How to Register on Buy4Michigan” Quick Reference Guide is designed to provide the minimum steps 
necessary to register as a Vendor. 

Pre-Requisites 
In order to receive notifications about Bid opportunities or to be issued a PO through Buy4Michigan, you must 
be registered within Buy4Michigan. 

Steps 
 
Step 1: 
 

a.) To register as a Vendor, 
click the Register Link from 
the login screen on the 
Homepage of Buy4Michigan. 

 

 

 
Step 2:  
 
The Registration pop-up window will 
display. 
 

a.) Enter in all required 
information (tax ID, 
Company name, EIN or 
SSN, Country, email). 
 

b.) Click the Submit button. 
 
Note: If your Tax ID is already 
registered, you will be notified that 
you cannot complete registration, 
which indicates your entity may 
already be registered. 
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Step 3:  
 
The Registration page displays, 
defaulted to the Company 
Information Tab. 
 

a.) Enter all required & 
necessary information. 
 

b.) Click the Save & Continue 
Registration button. 
 

Note: The Vendor’s legal name must 
match what the IRS has on file for 
your Tax ID in order to receive 
awarded PO’s.  
 
After completing the Company 
Information tab, you will receive an 
email listing your Buy4Michigan 
vendor number and email address. 

 

 

 
After completing the Company 
Information Tab above, you should 
receive an email notification listing 
your contact Info. and Vendor #. 

 
 
Step 4:  
 
The system defaults to the 
Administrator Tab. 
 

a.) Enter all required and 
necessary information. 

 
b.) Click the Save & Continue 

Registration button. 
 
Note: This password is temporary & 
you will be required to change it on 
your first login. You should have at 
least 8 characters that include 
letters/numbers only.  
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Step 5: 
 
The Maintain Addresses page 
displays, defaulted to the Address 
Tab. 
 

a.) Confirm that your information 
is correct. 
 

b.) Click the Continue 
Registration button. 
 

Note: You have the option to add an 
additional address by clicking the 
Add Another Address button. 
  

 

 

 
Step 6: 
 
The page defaults to the Terms Tab. 
 

a.) This Section is OPTIONAL: 
enter in your payment & 
shipping terms if applicable. 
 

b.) Click the Save & Continue 
Registration button if fields 
are entered or Continue 
Registration if bypassed.  
 

Note: The State of MI policy is FOB 
Destination for Freight & Shipping 
Terms. 
 

 

 

 
Step 7: 
 
The Categories & Certifications 
Tab displays. 
 

a.) Mark each “category” check 
box that pertains to your 
Organization. 
 

b.) Click the Save & Continue 
Registration button once 
complete. 
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Step 8: 
 
The Commodity/Service Codes 
page displays. 
 

a.) Select the appropriate 
Commodity Code(s) 
services that your 
organization provides by 
using any of the search fields 
provided. 

 
b.) Click the Save & Continue 

Registration button. 
 
Note: The NIGP Keyword search 
field is very helpful if you are not sure 
which codes you should use. 
 
You must select at least one NIGP 
code to continue registration.  

 

 

 

 

 
 

 
Step 9: 
 
The Summary Tab page displays. 
 

a.) Review all your information 
and at the bottom of the 
page click the Complete 
Registration button. 
 

 

 
 

 
Step 10: 
 
A Thank You Registration page 
displays. 
 

a.) Click the OK button. 
 
Note: You will receive an email with 
your Login, password, and Vendor # 
information. 
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Step 11: 
 

a.) Log into Buy4Michigan using 
your login and password you 
just created. 

 
Note: You will be prompted to 
change your current password you 
just entered. 
 
 

 

 
 
Step 12: 
 

a.) Change your password and 
click Submit. 

 
You should now be logged into 
Buy4Michigan.  

 
 


