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PURPOSE AND DESCRIPTION 

 

Purpose 

This document explains the key activities involved in Bidder management. It provides an 
overview of the sub-processes involved, as well as step-by-step procedural guidance to perform 
the activity. 
  

Description 

The key activities involved for running the MD_SP_Bidder_Supplier, verify Bidder information, 
and converting a Bidder to a Supplier. 
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MD_SP_BIDDER_SUPPLIER_VERIFY QUERY 

Step Action 

1.  Log in to the INFORMS. 

2.  
Navigate to the Supplier Administration page: Finance / Supply Chain (FSCM) > 

Supplier Administration. 

3.  

 
• Select Supplier Administration Center. 

4.  

 
• Select Reports/Queries. 



INFORMS Job Aid: Convert a Bidder to a Supplier 
   

 

4 

5.  

 
• Select Query Viewer. 

6.  

 
• Enter MD_SP_BIDDER_SUPPLIER_VERIFY in the begins with field. 

• Select Search. 

7.  

  
• Select Run to Excel. 

8.   
• Select Verified – Awaiting Approval from the Review Status drop-down. 

• Select View Results. 

9.  
 

• Open the Excel document that is created. 
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10.  
 

The excel document displays all Bidders that are ready to be converted to Suppliers by the 

Central Finance Approver staff. 

Note: Save this document to use as a reference when performing the Convert Bidder to Supplier 

process. 

11.  • End of Process. 

VERIFY BIDDER INFORMATION 

Step Action 

1.  Log in to the INFORMS. 

2.  
Navigate to the Maintain Bidder page: Finance / Supply Chain (FSCM) > Supply Chain 
Operations > Buyer > Maintain Bidder > Find an Existing Value. 

3.  

 
• Enter MDC in the SetID field. 

• Enter the Bidder ID and/or Company Name. 

• Select Search. 
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4.  

 
Bidders ready to convert display as Active. 

• Select the Additional Information tab. 

5.  

1149 824 

 

 



INFORMS Job Aid: Convert a Bidder to a Supplier 
   

 

7 

• Select View and verify the attached files. 

• Change the Status field to All Verfications Complete. 

• Select Save. 
 

NOTE: the drop-down menu has various statuses to select: 

o Not Submitted – Bidder is reviewing profile 
o Submitted – Bidder has submitted profile information  
o Verified-Awaiting Approval – Procurement staff has reviewed 
o All Verification Complete – Finance staff has reviewed 

 

This Bidder is now ready to be CONVERTED to a Supplier. 

6.  End of Process. 

CONVERT BIDDER TO SUPPLIER 

Step Action 

12.  Log in to the INFORMS. 

13.  
Navigate to the Convert Bidder to Supplier page: Finance / Supply Chain (FSCM) > 

Supplier Administration > Maintain Suppliers > Convert Bidder to Supplier. 

14.  

 
• Enter MDC in the SetID field. 

• Enter information in any of the following fields. 
o Bidder ID 
o Name 
o Company Name 

• Select Search. 
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15.  

 
• Select Convert. 

16.  

 
At this time, the system will provide you with the Supplier ID number assigned to the 

bidder 

 

NOTE: Once a Bidder is a supplier, they can no longer be a BIDDER again. They will 

remain in the Bidder File but with the status of Inactive. 

• Select OK. 

17.  

 
 

The supplier will now be in INFORMS as a supplier with the status of Unapproved.  
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18.  

  

The Supplier needs to be ‘completed’ by Central Finance Staff. The following are the 

fields that MUST be VERIFED and UPDATED: 

• Update IRS classification per W-9 

• Select Withholding for IG/UAP fees and if applicable IRS 1099 reporting 

• Select Open for Ordering  

• Verify TIN information to W-9 

• Verify LBT License populated IF company resides within Miami Dade County 

• Enter Address Description per address converted from bidder file 
o 1 address ID MUST state ‘remit to address’ 

• Add DBA if applicable  

• Verify contact information is populated with email address 

• Update Location Description 

• Select remitting address from Address tab within the Accounts Payable option 

• Update Payment Profile – all Suppliers when converted will be paid via System 
Check 

• Update 1099 Withholding as applicable within the Global/1099 Withholding 
option 

 

Once the Supplier is created in INFORMS and reviewed/updated for completeness it 

can be SAVED. 

 

This will set off the supplier approval flow to a Finance Approver to make the final 

review and SAVE the supplier updates as entered by the PROCESSOR.  

 

The supplier is now in Approved Status and ready to transact with Miami Dade County 

19.  • End of Process. 

 


