Contract Creation Screenshot Job Aid
A Contract Request in the MFMP Buyer application guides you through the six steps below to define contract
requirements, set total contract costs and pricing, attach documentation, and authorize edit access to other agency
users. For more detailed information on creating a contract in MFMP, please take the Contracts 101 online training
course. If you have questions regarding how to enter a specific aspect of your contract request, contact the MFMP
Customer Support Desk at 866-352-3776 or buyerhelp@myfloridamarketplace.com.

Create a Contract Request
Log into the MFMP Buyer application to create a Contract Request. Click “Create,” then “Contract Request.” If you do
not see this option under “Create,” click on the down arrows or “More…” to display additional options.
• If you still do not see the option to create a Contract Request, contact an MFMP System Administrator within
your agency for assignment of “Contract” and/or “Contract Manager” permissions.

Definitions
Enter contract information and requirements including the Method of Procurement, Form of Contract, Contract ID,
Contact, Contract Type, Effective Date, Supplier, and Vendor Location. Recording the CR Number (e.g., CR10450) is
recommended to assist with system searches and MFMP helpdesk support, if needed.
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Limits
MFMP recommends entering the total amount of your contract in the Maximum Limit section as the Maximum Amount.
If Release Required, “Yes” was selected on the Definitions page, a minimum and maximum threshold can be set for each
requisition/purchase order created against the contract in the Release Limits section.
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Pricing Terms
The MFMP Contract Type selected on the Definitions page (Commodity Level, Item Level, or Supplier Level) determines
the pricing information that is entered in MFMP. Click “Add Items” to begin entering pricing terms for the MFMP
Contract Type selected.

Commodity Level Pricing Terms
If you selected “Commodity Level” as your Contract Type on the Definitions page, you are required to add a commodity
code for each commodity listed on the contract. You also have the option to add limits and discounts to each
commodity.
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Item Level Pricing Terms
The pricing terms on this category depends on the options you selected for “Release Required” on the Definitions page.
You add line items to both “Yes” and “No” Release Required options. Enter a description, commodity code, supplier part
number, and negotiated price.
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Supplier Level Pricing Terms
Enter details such as the Contract’s Full Description and Accounting Information which will apply to your entire contract.
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Access Control
In the edit access section, you can select individual agency users that can edit the contract, if applicable. In the release
access section, you can identify users or groups that can create releases (purchase orders) against the contract by name,
role, supervisor, or entity.

Appendixes
Upload contract related documents such as pricing sheets, a copy of the contract, quotes, or any other document
needed to support purchases and payments on the contract. Acceptable file types are Word, Excel, and PDF documents.
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Summary
Review the Summary, Pricing Terms, and Approval Flow tabs to confirm all information is accurate. Confirm required
details from the contract have been entered in MFMP. Edits can be made, if necessary. Once you have confirmed that
everything in your Contract Request is accurate, click “Submit.”
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