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OPD Vendor Registration Guide 
The Office of State Public Defender utilizes the Montana Acquisition and 

Contracting System, known as eMACS, for MOU creation and management.  Each 

contractor approved to receive an MOU is required to complete a Vendor Profile 

on the eMACS website.  In addition to being required to receive an MOU, the 

eMACS Vendor Profile also allows you to receive advance notice of proficiency 

determination obligations or MOU expiration.  This guide will walk you through 

the registration process in detail. 

You will need the same email and password you used when applying for a MOU. 

To jump directly to a section of the registration guide, simply click on the title below. 

Accessing the eMACS Vendor Registration ..................................................................... 2 

eMACS Vendor Registration Wizard .................................................................................... 4 

1. Welcome ........................................................................................................................................... 4 

2. Company Overview ........................................................................................................................... 5 

3. Business Details ................................................................................................................................ 6 

4. Addresses .......................................................................................................................................... 7 

5. Contacts ........................................................................................................................................... 10 

6. Locations ......................................................................................................................................... 10 

7. Diversity .......................................................................................................................................... 11 

8. Payment Information ..................................................................................................................... 12 

9. Tax Information .............................................................................................................................. 14 

10. Certify & Submit .............................................................................................................................. 17 

 

Please Follow These Instructions Exactly to Avoid  

Unnecessary Errors or Issues with Your Registration 
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Accessing the eMACS Vendor Registration 
 

When you have been approved to receive an MOU, you will receive an email invite from eMACS 

to complete your registration.  Simply click the “Register Now” button within the email: 

Once the page has loaded, click “Continue with Registration” as shown below: 
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You will next be taken to a login screen where you will enter the same email and 

password used when applying for an MOU and then click “Login”: 

 

 
 

This will then launch the eMACS Registration Wizard. 
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eMACS Vendor Registration Wizard 
The following steps occur within the eMACS Vendor Registration wizard.  

Instructions for each section are found below.  You can move forward and back 

throughout the registration and save your progress at any time.  When a section 

has been completed a green check will appear.  Each section must have a green 

check to complete your registration. 

1. Welcome 

On the Welcome screen, you will be asked to provide your “Legal Company 

Name.”   

• For registration as an OPD Vendor, please enter YOUR NAME here.  

You will complete information about your firm or business in the next 

section. 

Please use YOUR name, NOT the name of your firm or business on this screen. 
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2. Company Overview 

In the Company Overview section, you will be asked for more information about 

your business.  If you operate as firm or business entity, this is where you will 

enter that information. 

• If you work for, or do business as, a firm, business, or legal entity, 

enter that name in the “Doing Business As” section. 

• Select the appropriate legal structure for the entity and provide the 

entity’s Tax ID. 

• A DUNS number is not required, though enter it if you have one. 

• Provide your business’s Montana Secretary of State registration 

number. 
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3. Business Details 

In the Business Details section, you will be asked to select a Commodity Code. All 

OPD MOUs are under the 3920 (Professional Services – Legal Services) 

Commodity Code. 

• Click Edit to bring up a list of commodity codes.   

• Enter “Legal” to search for the correct code. 

• Click on 3920 (Professional Services – Legal Services). 

• Click Done, then click Next. 

 

 

 

 

 

 

 

 

 

Please note that if you enter any commodity code other than 3920 (Professional 

Services – Legal Services) you will receive notices of Statewide contracting 

opportunities in those areas.   

Only enter additional commodity codes if you understand this and want to be 

notified of such opportunities. 
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4. Addresses 

In the Addresses section, you will be required to add a business address.  You will 

also add a contact and location through the Addresses Wizard. 

• Click Add Address.  This will launch the Address Wizard which will 

guide you through the rest of this section. 

• Give your address a label, such as Office.  Leave all three checkmarks 

selected. Click Next. 
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• Enter your business address and 

click Next. 

 

 

 

 

 

 

 

 

• Enter your information as a 

contact. 

• Check the “Sales” box. 

• Uncheck “Create New User 

Account.” 

• Click Next. 
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• Add a label and description to your address. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• You should now see your address listed in the Address section.  Click 

Next. 
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5. Contacts 

 

• If you added your contact correctly in the previous section, you will 

see it listed here. Click Next. 

6. Locations 

 

• If you added your address correctly, you will see it listed here. Click 

Next. 
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7. Diversity 

In the Diversity section you will be asked to select any applicable diversity 

classifications or decline to respond. 

• Click “Add Diversity Classifications” 

• Check the appropriate classifications or Decline to Answer, and click 

Done. 

 

 

 

 

 

 

• Click Next. 



 

Completing Your OPD Vendor Registration   Page 12 of 17
 Rev. April 2019 

8. Payment Information 

In the Payment Information section, you will be asked to provide the necessary 

information to receive payment for your services from OPD. 

• Click “Add Payment Information” 

• Select whether you’d like to receive payment via ACH (Direct 

Deposit) or check (mailed). 

• Fill out your banking information for ACH or mailing information for 

Check and Click “Save Changes.” 
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• If you’ve selected ACH, select “Yes” and upload either a voided check 

or Direct Deposit form from your bank, then click Next. 
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9. Tax Information 

In the Tax Information section, you’ll be asked to provide a W9 form. You’ll be 

able to generate a pre-populated W9 and electronically sign it within the 

registration wizard. 

• Click “Add Tax Document” 

• Select W9. 

• Next, click on “Download Pre-populated Tax Document” 
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• Open the Downloaded W9 and complete it.  Ensure the W9 reflects 

your firm, business, or legal entity’s information, which, except for 

the name, should be prepopulated. 

 

• Once you are sure the information in the W9 is correct, save the 

document. 
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• Next, upload the saved W9 into the Registration Window, check the 

box to certify, name the tax document, select the tax year, and type 

your Vendor Portal password to electronically sign the W9, and click 

“Save Changes.” 

 

• Confirm the information on this screen is correctly entered and click 

Next. 
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10. Certify & Submit 

In the Certify & Submit section, you will finalize your Vendor Registration and click 

Submit. 

• Ensure all sections have been completed and have green checks. 

• Add your title. 

• Check the box to certify your registration. 

• Click Submit. 

You will see this screen when your registration is complete. 

 

Congratulations, you have completed your OPD eMACS Vendor 

Registration! 


