SWI F STATEWIDE INTEGRATED
FINANCIAL TOOLS

QUICK REFERENCE GUIDE

Updated February 20, 2024

Update Supplier Profile and Information
Company Profile, Address, Contacts, Payment Profile, Categorization

Suppliers registered with the State of Minnesota can update their profile and information on the Supplier
Portal by making changes to the company profile, address, contacts, payment profile, and categorization
codes. Updates are typically approved within two business days.

Steps to Complete:

e Step 1: Login to the Supplier Portal.

e Step 2: Initiate Supplier Change.

e Step 3: Add/Update Company Profile.

e Step 4: Add/Update Address.

e Step 5: Add/Update Contacts.

e Step 6: Add/Update Payment Profile.

e Step 7: Add/Update Categorization Codes.

e Step 8: Submit Changes to Supplier Information.

Step 1: Log in to the Supplier Portal

Access the Supplier Portal from the following link: http://mn.gov/supplier

1. Tolog in to the Supplier Portal, select the Sign In tile.

MM MINNesOTA
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er Portal requires Multi-fa ication to sign in. If you have not signed in since October 16, 2022 you will be required to set up a new password. Please use your assigned User ID for your user name. For

MMB will mail 2023 of 1/21/2024. i ify their i ion to ensure timely receipt of il E1 i us for assi
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2. Enter the registered supplier information in the User ID and Password fields. Note: Please do not

enter an email address in the username field when logging in. This must be an assigned User
ID (Example user ID: VN0000123456_1).

3. Select the Sign In button and complete the multifactor authentication process. For help please
refer to the SWIFT Supplier Portal Multi Factor Authentication Reference Guide.

Step 2: Initiate Supplier Change

1. Select the Manage Profile tile.

Informational Tips Supplier Portal Help

ot o ?

Tips for Participating in Selicitation
Events

05 Announcements

Purchase Orders

Manage Events/Bids

i

Manage Profile

User ID: VNOI(
Supplier ID: 00

2. On the left-menu, select Initiate Supplier Change.

3. The Welcome screen for the Supplier Change Request process will display. Select the Next
button.

F1 View Addresses D

= = - = = i
— Welcome Company Profile Addresses Contacts Payment Profile Categorization Submit
View Contacts

Sovetor o]« Preious

Welcome  User Name ﬁ

7 Initiate Supplier Change

E1 Maintain My User Contact

1 My Categorizations

‘Welcome to the State Wide Integrated Financial Tools (SWIFT) Supplier Change Request Process

f1 Add User

1 Your IRS Taxpayer Identificiation Number will be required to complete the registration process

2 Requested updates will be submitted to the State of Minnesota Vendor Management Department for review and approval (Note that not all changes
requires approval)

3. Contacts are not automatically issued a unique User ID which grants access to the Supplier Portal. Select the 'Create a New User ID' registration
type to view and respond to events and/or view payment-related details.

4. Please fill out a Vendor Name Change Request form (located at https://mn gov/mmb-stat/d swift/vendor/vendor-name-change-request-
form pdf). if you are requesting any of these Supplier Updates

o Change of DBA name only (legal/withholding name change, taxpayer identification number has not changed)

¢ Your company has merged with another company

s Your company was sold to or bought out by another company

o There was a change in the business organization (i e . IRS Entity change from a Corporation to a LLC, or a Sole Praprietor to a Partnership
etc)

o There was a change in Ownership

o There is a change update resulting from a marriage or divorce

If you still have questions, sclect the ‘Need Help? button at the top right of the page; use the ‘Contact Us” option, or contact the Minnesota Management
and Budget (MMB) Supplier and Bidder helpline ar (651)201-6106

Contact Us Review Changes
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Step 3: Add/Update Company Profile
1. The Company Profile screen will display. Under the Unique ID & Company Profile, verify the

Legal Name is correct, and enter an Additional Name, if applicable.

2. Under the Profile Questions, select the Select button to answer the first three questions, and
select the appropriate radio button (Yes or No) for the final question.

3. Select the Next button.

= 5l =] | = = =
- et -t - - - -l
Welcome Company Profile Addresses Contacts Payment Profile Categorization Submit
Exit l [ Save for Later ] [ 4 Previous II[ Next »

Company Profile for SAMPLE SUPPLIER &,

Please review and update your Profile Questions some Profile Question aren't required for submission of a change request

Unique ID & Company Profile
?
@ “Legal Name | SAMPLE SUPPLIER |
additional Name \
Expand Al Collapse All

v Profile Questions

*Type of Contractor

[ ot Assignea - Not n List - Deciined 1o Provide | [ gajacy

What were your company’s approximate annual sales for last year?

[ under 100,000 J [ﬂ]

*Number of Employees, (Required for MDHR Reporting Purposes)

[1-30 employees I[ seect

“Has there has been an ownership change within the past two years?
If Yes; please fill out a Vendor Name Change Request form

https:/i i h
Oes

ge-request-form.pdf

@®No

Step 4: Add/Update Address

1. The Address screen will display. Under the Address, select the pencil icon to edit the supplier’s
existing address, or select the Add New Address button to add a new address to the supplier.

=l = ]| = = = =]
= il 10} il il il i
Welcome Company Profile Addresses Contacts Payment Profile Categorization Submit
Exit l [ Save for Later l [ < Previous l [ Next »
Addresses for TEST —_—

@

Select EDIT {pencil icon) to update an existing address

Select ADD A NEW ADDRESS to add an additional address.

Note: You must specify which location new remittances should be added to.
Submit a separate request for each address you ADD or EDIT

_ Change  Change Supplier Address Seq  Remittancellnvoice Purchase Order : )
Edit  pcion Effective Date  Location ¥ Address? Address? UBEHamels addaabel City
001 1 Yes Yes TEST 658 CEDAR ST STPAUL
Contact Us k Review Changes
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2. Enterthe Address Information and Phone Information for the supplier contact and select

OK.

Address Information for TEST X
Help
Address Information
“Address Type | GeneralOrdering v
DBA Name { | SAMPLE SUPPLIER |
DBA Name 2 | J
“Country “* 2] United States
‘Atmmssﬂ‘SOSHEREURNEA\/E |
Address 2
Address 3‘ ‘
eglsTRe ]
a 55155
cﬂlmw\ RAMSEY J Postal
[ Q]
Swmte  Minnesota
*Comments: Requester name, phone
number & reason for request 4
“Email Ip | s2mplesupplier@email com |
Phone Information
“Phone Type Location Prefix Telephone Extension
| usiness Pnone vl | ] |
Approved Changes Take Effect: @ Approval Date
O Future Date
o [ e ]
3. Select the Next button.
= = I = =l Il = |
= - = - 1t 1t 1l
Welcome Company Profile Addresses Contacts Payment Profile Categorization Submit
Exit ] l Save for Later ] I 4 Previous ll NE:«:k b ]
Addresses for TEST Review Changes l §
@
Select EDIT (pencil icon) to update an existing address.
Select ADD A NEW ADDRESS to add an additional address._
Note: You must specify which location new remittances should be added to.
Submit a separate request for each address you ADD or EDIT.
. Change Change Supplier Address Seq  Remittanceflnvaice Purchase Order . .
Edit pction Effective Date  Location Address? Address? DBA Name 1 Address Line 1 City
& 001 1 Yes Yes TEST 658 CEDAR ST STPAUL
Add New Address
Contact Us Review Changes

Step 5: Add/Update Contacts

1. The Contacts screen will display. Select the pencil icon to edit the supplier’s existing contact

information or select the Add New Contact button to add a new contact to the supplier.
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Welcome Company Profile Addresses Contacts Payment Profile Categorization Submit
I Exit ] [ Save for Later ] [ 4 Previous l I Next » l
Contacts for SAMPLE SUPPLIER Review Changes

@

Contacts added will be associated with your business. These contacts will not have the ability to bid on events,
wiew purchase orders or payments
Select the 'Create a New User D" hyperlink to obtain access to the portal

MName Address Change Action Change Effective Date Edit
USER NAME GENERAL - ST PAUL &
USER NAME GENERAL - ST PAUL '
USER NAME GENERAL - ST PAUL 4
USER NAME GENERAL - ST PAUL 4
Add New Contact
Contact Us Review Changes

Add New Contact X
Help
@
Contact Information
“ First Name Il ]
* Last Name | ‘
Contact Title | ‘
“Email Address | ‘
URL | ‘
Contact Address | b |
Contact Type | b |
Phone Information
*Phone Type Prefix Telephone Extension
v | |
[ Add Phone l
Approved Changes Take Effect: ® Approval Date
O Future Date
[ OK I Cancel l
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3. Select the Next button.

= = = [E] = ! =
Welcome Company Profile Addresses Contacts Payment Profile Categorization Submit
Exit ] [ Save for Later ] [ < Previous l I Next »

Contacts for SAMPLE SUPPLIER Review Chan
@
Contacts added will be associated with your business. These contacts will not have the ability to bid on events,

view purchase orders or payments.
Select the 'Create a New User ID' hyperlink to obtain access to the portal

Name Address Change Action Change Effective Date Edit
USER NAME GENERAL - ST PAUL &
USER NAME GENERAL - ST PAUL 4
USER NAME GENERAL - 5T PAUL 4
USER NAME GENERAL - ST PAUL 4
Add New Contact
Contact Us Review Changes

Step 6: Add/Update Payment Profile

1. The Payment Profile screen will display. Select the pencil icon to edit the payment profile.

= - i i = i =
Welcome Company Profile Addresses Contacts Payment Profile Categorization Submit
Exit l [ Save for Later l [ 4 Previous ] l Next »
Payment Profile for SAMPLE SUPPLIER - Review Changes

@

As a security measure you must be able to provide the Bank Account number currently in use in order to make
updates to direct deposit information.

Purchase

. Change Supplier Address Remit/invoice A
Edit Effective Date ACH Status? Location Sequence # Address? g‘rjze"rass? DBA Name 1 DBA Name 2 Address Line 1
121912023 None 001 1 Yes Yes SAMPLE SUPPLIER 658 CEDAR ST
Required Field

2. Select the Add Bank Account button to add or update banking information in the payment
profile, and enter required information: Tax ID Number, account information, etc.

3. After updating banking information in the payment profile, select OK.
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Payment Profile for 001 - SAMPLE SUPPLIER

[Expand All Collapse A

Payment Profile

~ Payment Notification Preferences

[JEnable Email Payment Advice

Email ID | Swift Testing@state. mn.us
 Location Comments
Comment
 Bank Accounts
Default Beneficiary Bank Bank 1D Number Branch Name Branch ID Bank Account #
Add Bank Account
4. Select the Next button.
= | I I 1= I i
I~ - -t -t 1 - .l
Welcome Company Profile Addresses Contacts Payment Profile Categorization Submit
Exit H Save for Later l[ 4 Previous H Next »

Payment Profile for SAMPLE SUPPLIER
@

updates to direct deposit information.

“Required Field

Contact Us

Review Changes

As a security measure you must be able to provide the Bank Account number currently in use in order to make

Change Supplier Address Remitilnvoice faurchase
Edit g ACH Status? pe Order DBA Name 1 DBA Name 2
Effective Date Location Sequence # Address? Add, D
ress?
Vi 12/19/2023 None 001 1 Yes Yes SAMPLE SUPPLIER

Review Changes

Address Line 1

658 CEDAR ST

Step 7: Add/Update Categorization Codes

1. The Categorization screen will display. To add a UNSPSC code, enter a keyword in the

Description field and select the Search button.

2. Alist of UNSPSC codes will display as search results. Check mark a box to select the code.

3. Select the Add Selected button.
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[=! m m m m B— @
Welcome Company Profile Addresses Contacts Payment Profile Categorization Submit
Exit l [ Save for Later I [ 4 Previous l [ Next » I
Categorization for SAMPLE SUPPLIER
(TEST) And/Or
IDescriplion |"EES ‘I | ~ ‘ |
Category |
I Search I
UNSPSC Codes (Search results)
= [ ‘ View Al
Selected Flag Category Description
110 10161500 Trees and shrubs
210 70141800 Crop planting and cultivation
334 72102902 Landscaping services
EY (] 72141504 Timber removal service
I[ Add Selected : ! I Select All l
4. Select the Next button.
Bl Bl (] Bl Bl
| - L - L I—E
Welcome Company Profile Addresses Contacts Payment Profile Categorization Submit
Exit l I Save for Later I [ 4 Previous ] [ Next » l
Categorization for TEST
(TEST) And/Or
Description | | V‘ ‘
Category |

Step 8: Submit Changes to Supplier Information

1. The Submit screen will display. Enter the supplier contact’s email in the Email communication
field.

2. From the drop-down list in the Audit Reason Code field, select the reason for adding/updating
the supplier and contact information in SWIFT (e.g., “4 — Contacts Add/Update”).

3. Specify that reason by writing it in detail in the Comments field.

4. Check mark the Confirm Changes box.
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5. Select the Submit button.

Welcome Company Profile Addresses Caontacts Payment Profile Categonization Submit

I Exit II Save for Later II 4 Previous ] Next »

Review and Submit Changes for TEST

Supply a 'Reason Code' from the drop-down list and include any comments associated with the change request.
Use the "Review" button to review changed information.

Use the "Submit" button to submit your change request

Email communication regarding this request will be sent to

“Email ID

*Audit Reason Code | v

*Comments

254 characters remaining

& Confirm Changes

Contact Us

6. The Tax Id Validation screen will display. Enter the tax identification number in the Tax ID
Number field and select OK.

Tax Id Validation X

Help

Enter Tax Identification Number

Tax Id Number [ ]
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