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New Vendor Online Registration “How-To” 
 

1. Link: https://apps.muscogee.k12.ga.us/vendors 
2. Go to the “I need an account” section and enter your email address, and click the “Send Verification” button. 

 

https://apps.muscogee.k12.ga.us/vendors
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3. After clicking on the “Send Verification” button, you will see a success message at the top. 
 

 
4. Then an invitation is sent to your email from Microsoft. (Check your junk or spam folders) 
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5. Open the email and click on the “Accept Invitation” button. 

 

 
 
 
 
 
 

 
6. The screen will change to “Sign in” and it will require you to click on the “Send code” button. 

 



Page 4 of 22  

 
 

7. Check your email for the code. 
 

 

 
8. Open the email, copy and paste the code back into the Sign In web page. 
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9. Paste the code and click the “Sign in” button. 
 

 
10. Click the “Accept” button on the Permissions requested by page. 
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11. You are returned to the main page, where you must go to the section named “I have an account” and click on the 

“Sign in with Microsoft” button. 
 

 
 

 
12. Click on your email address. Note: If you have a student in the district, you may already have an account, but it is a non-

business account. 
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13. Again, click the “Accept” button on the Permissions requested by page. 
 

 
 

 
 
 

 
14. Welcome to the MCSD Vendor Registration page. Here you will start by entering your TIN or SSN. Please have your 

required documents (which are listed) before starting the process. 

 
Documentations: 

Taxpayer Identification Number (TIN) Social Security Number (SSN) 

• W9 (most current year) • W9 (most current year) 

• Proof of banking information • Proof of banking information 

• Proof of TIN (ex: tax paperwork) • Proof of SSN 
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15. Enter the name of your company and select your tax class from the drop-down. 
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16. Enter your company address, main email address, main phone number, and select the type. 
Note: additional addresses, emails, and phone numbers can be added by clicking the add buttons. 
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17. Enter your remit address. 
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18. Select your payment options, complete the vendor details, and enter all applicable commodity codes. Note: Entering 
your NIGP commodity codes will automatically add your company to the bidders list and enable you to receive bid 
notifications by email for those commodities. 

 

 
 

19. Upload your support document. Then click the “Save and Continue” button. 
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20. If you receive any red error messages, please correct the issues and resubmit. 
 
 

 
 

21. A completion message appears at the top of the main profile page. This confirms your submittal was successful. 
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22. Also, an email is sent to you as additional confirmation of a successful submittal. 
 
 

 
 

 
 

23. Once approved, you will receive a congratulatory email with your vendor number and additional instructions. From 
this point on, you will always sign in using the “I have an account” section of the vendor website. 
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For additional information, visit the Muscogee County School District vendor page. 

https://www.muscogee.k12.ga.us/community/doing-business-with-us/doing-business-with-us-clone 

https://www.muscogee.k12.ga.us/community/doing-business-with-us/doing-business-with-us-clone
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Vendor App to BusinessPlus Automation 
 
 The screenshots below illustrate how information from the online vendor registration application is transferred into the 

BusinessPlus ERP system, highlighting the importance of NIGP codes in generating bidder lists needed for solicitation 
submissions. 
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Online Posting of Solicitations 
 

1. The Muscogee County School District (MCSD) posts all solicitations directly to the district website. Vendors can access 
the site from the webpage at https://www.muscogee.k12.ga.us/community/doing-business-with-us/doing-business-
with-us-clone and click on the Solicitations (ITB/RFPs) section 
. 

Or click the direct link: https://old.muscogee.k12.ga.us/Divisions/Finance/Vendors/Index 
 

Here is the step-by-step to get to the solicitation site. 
 MCSD main website: https://www.muscogee.k12.ga.us/ 

 

https://www.muscogee.k12.ga.us/community/doing-business-with-us/doing-business-with-us-clone
https://www.muscogee.k12.ga.us/community/doing-business-with-us/doing-business-with-us-clone
https://www.muscogee.k12.ga.us/community/doing-business-with-us/doing-business-with-us-clone
https://old.muscogee.k12.ga.us/Divisions/Finance/Vendors/Index
https://www.muscogee.k12.ga.us/
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 Hover over the Community section. And click on Doing Business with Us. 
 

 Click on the Vendor section. 
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 Click on Solicitations (ITB/RFP) 
 

 
 District solicitation page. Vendors can scroll down the page or enter a description in the search field (see arrow). 
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Online Posting of Tabulations 
 

1. By clicking on any solicitation, vendors can open, view, and download all documents related to any solicitation, 
including the tabulations (Bid Summary) and award documentation (Board Agenda). 
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F. 4. b. Serving line Equipment <f 
 

Baclkground and Ratio M .e 

DMsfon of fadlities and Oiper.ations 

Board Meeting andlWork Session 
12/15/2025 - 05:UO PM 

PiJblic.IEdocatiori Center 
2960 Macon Road - Columbu5,GA 3:l!.906 

ht:tps://bit.ly/33GErzo 

 
A competitive solidtation process was completed for the purchase of serving line equipment for 
Gentian Elementary School.Hardaway Hi�h Schodl, North Columbus Blementary Schoo!, Reese 
Road Leadership Academy, and Veterans Memo·rial Middle School. lnvitatfon to Bfd #26-008 was 
emailed to ninet,een vendors and posted to the Muscogee County School District 1(MCSD) website 
on October 3, 2025. The PurchaS!ing Department received proposals from eight vendors: 

• The Boelter Companies 
• Chef's Depot 
• Dou�las Equipment 
• Mobile Fixture and Equipment 
• Peachtrader, Inc., dba A City Discount 
• Stafford Smith, Inc. 
• Superior Equipment and Supply Co. 
• Trimark USA, LlC 

The Board is asked to approve the bid award to Supedor Equipment & Supply, Co. for the purchase 
of seruing line equipment for Gentian Elementary School,.Hardaway Hi§h School North Columbus 
Elementary School Reese Road leadership Academy,.and Veterans Memorial Middle School as 
highlighted on the bid summary. 

Ua�on Administrator(s) 

Dr. Travis T. Anderson 

Budgetary Impact 

Funding for t!h1s purchase, totaling $28'9,231.14, will be expended from the School Nutrition 
Function and School Nutrition Fund. 

Supporting: Documents 
 

@ 2.6-008 Purchase of Serlling Li□e£ciuipm._e□it tor..Yarious Schools Bid Summary 

lfl J/--endor c_ontact_SUmm_ar..y 

 
Created on 12/2/2025 at 4:45 PM ET by Aileen ArrigM 

Las-t Modified on 12/8/2025 at 1:08 PM ET by Karel"I .lanes 
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