SWI F STATEWIDE INTEGRATED
FINANCIAL TOOLS

QUICK REFERENCE GUIDE

Updated February 20, 2024

View Purchase Orders

Suppliers can view Purchase Orders (POs) through the Supplier Portal.

Steps to Complete

e Step 1: Log in to the Supplier Portal.
e Step 2: View PO Information.

e Step 3: Download PO Information.
e Step 4: View PO Details.

Step 1: Log in to Supplier Portal

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

1. To login to the Supplier Portal, select the Sign In tile.

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.
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ires Multi-factor ication to sign in. If you have not signed in since October 16, 2022 you will be required to setup a new password. Please use your assigned User ID for your user name. For
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Step 2: View PO Information

1. Select the Purchase Orders tile.
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2. When the Purchase Orders page displays, purchase orders (POs) that have been dispatched in
the last 90 days will automatically display.

NOTE: If you receive an initial “There are no PO(s) to display” message it may indicate that no
POs have been dispatched or that the PO history is beyond 90 days.

3. Toview POs older than 90 days, Select the Filter Items icon to display the Filters screen.
Change the date range in the PO Dispatched Between field.

@ Need Help?
TEST
1 row
@ Download PO Information ‘ N |
Business Unit/ Purchase  Supplier Last Dispatched PO Total Amount / Payment 5 PO
cyjName Order Location PODate PO Status pooiime Buyer Currency Terms Actlons  Details
Natural Resources 4,577.50
Natural Resources Department Department Location A 01/18/2024 Dispatched 01/18/2024 2:31:48PM  Sample, Buyer ) 2% in 30 [©] >
3000245558 usb
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4. You can use any of the search criteria to filter search results. Enter your search criteria then
select the Done button. To change your search criteria, select the Reset button.

Filters
POs Dispatched Between [[10/10/2023 [5] - o1/082024 |

Agency Name | al

From POID | al

ToPOID | al

Buyer | Q|

Supplier Location | Q‘

Item Category | al

item ID | al

Item Description | |

Supplier Item ID | 0.‘

Contract D | Q
Contract Version
Release Number

5. Search results will display on the Purchase Orders page. To sort the results, select the Sort
icon.

6. From the Sort drop-down list, select a sorting option, and select the X.

Ay N
Purchase Orders gency Rame
Welcome to the Minnesota Supplier Portal, SUPPLIER CONTACT Sign Out Business Unit
d Help?
Purchase Order
SAMPLE SUPPLIER Suspler Losation
PO Date
71 rows
B Download PO Information PO Status ‘ 0
. . . Last Dispatched Date/Time
Business Unit/ 3 ) Last Dispatched PO Total Amo}
Agency Name Purchase Order Supplier Location PO Date PO Status Date/Time Buyer I Currency o Lails
uyer
Office of Higher
SAMPLE SUPPLIER 0712712023 150,000.00
Education 1211 !
Office of Higher Education o LOCATION 08/21/2023 Dispatched 108.27PM Buyer, Name UsD PO Total Amount
Office of Higher Currency Code
162,482.00
Education SAMPLE SUPPLIER /017 07/24/2023 .
Office of Higher Education ol LOCATION 08/01/2023 Dispatched 1157 19AM Buyer, Name UsD Payment Terms
Employment & SAMPLE SUPPLIER 102500 Actions
E Devel o 07/28/2023
Employment & Economic Develop 3gglnumlc evelop LOCATION 07/28/2023 Dispatched 65151PM Buyer, Name UsD ST —T |
Employment & 480.00
Employment & Economic Develop Economic Develop SAMPLE SUPPLIER 07/26/2023 Dispatched 375%63%8%% Buyer, Name US|£) Net 0 © > —
3004 LOCATION
Employment & 600.00
Employment & Economic Develop Economic Develop  SAMPLE SUPPLIER 079615023 Dispatched 07/26/2023 Buyer, Name 3 Net 0 © >
300 LOCATION 6:55:33PM ! usD
Employment & SAMPLE SUPPLIER 625.00
Economic Develoy 126 07/26/2023 -
Employment & Economic Develop 00 P LOCATION 07/26/2023 Dispatched 655 33PM Buyer, Name UsD Net0 @ >
Employmen & SAMPLE SUPPLIER r 360.00
Employment & Economic Develop Economic Develop 07/26/2023 Dispatched 07/26/2023 Buyer, Name . Net0 @ >
300( LOCATION 6:55:33PM usD
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Download PO Information

1. To download the PO information in Excel, select the Download PO Information button.

SAMPLE SUPPLIER
1 row
[ommiroimeon | ]
Business Unit / " . PO Last Dispatched PO Total Amount/ Payment : PO
Agency Name « Purchase Order Supplier Location FOEED Status  Date/Time Buyer Currency Terms Actions Details
Employment & SAMPLE SUPPLIER r 1,625.00
; = Devel o4y 02/24/2023
Employment & Eccnomic Develop 3§;SDWE ;EVE op LOCATION 02/24/2023 Compl 6.4733PM Buyer, Name UsD Net 0 © >
2. The PO download to grid for Supplier window will display. Select the Grid Action Menu
. . “ ”
icon. From the drop-down list, select “Download Purchase Orders Table to Excel.
PO download to grid for Supp X
Download Purchase Orders
ICustomize the grid to show the desired columns, then click on the download to grid icon in the grid header to load the
[data into an excel spreadsheet.
Purchase Orders
HE
Personalize eader Comments Line Details Line Comments Schedule Details Ship To Comments (1>
Zoom Purchase Orders Item ID Description Revision Due Date PO Qty UOM Price Merchal
|_oownicas Purchase orders yooke to Excel | Line 1 01/20/2024 10.0000 | EA 240.00000
3000245558 2 % Line 2 01/29/2024 100.0000 | EA 10.00000
3000245558 3 1 Line 3 01/29/2024 100.0000 | EA 10.00000

3. A popup box may display. Select the File Open Icon or locate the file in the Downloads File.

5.5ystems.state.mn.us, mssupiq/SUPPLIER/E! SECURE_MENU_FL.5C ) CMPFLGBL

B es@s

1,229 8 - Done

PO download to grid for Supp

Download Purchase Orders

Customize the grid to show the desired columns, then click on the download to grid icon in the grid header to load the
data into an excel spreadsheet

4. A spreadsheet will open with all the downloaded PO information in Excel.

Il PO Number |Line | Schedule | Item ID | Description | Revision | Due Date | PO Qty|UOM | Price | Merchandise Amount | Freight/Tax/Misc. | Currency

A 3000245558 1 1 Line 1 1/29/2024 10|EA 240 2400 o|usD

N 3000245558 2 1 Line 2 1/29/2024 100|EA 10 1000 o|usD
z 3000245558 3 1 Line 3 1/28/2024 100 EA 10 1000 o|usD
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View PO Details

1. Select the PO Details arrow to view PO details.

SAMPLE SUPPLIER

1 row

‘E| Download PO Information “

Business Unit/ r - '0 Last Dispatched PO Total Amount/ Payment - PO
Agency Name Purchase Order Supplier Location PO Date Status  Date/Time Buyer Currency Terms Actions Details
Employment & SAMPLE SUPPLIER f 1.625.00
Employment & Economic Develop Economic Develo 0212412023 Compl ~ 02124/2023 Buyer, Name Net 0
mployment & Economic Develop S X P LOCATION ompl L 3PN yer, Usb et [©] >

]

2. The Review Purchase Orders screen will display. You may view Purchase Order Details and
Purchase Order Total amounts.

Review Purchase Orders

Purchase Order Details

PO Number 3000 Purchase Order Date  (2/24/2023

PO Status  Complete Last Dispatch 02124123 6:47-38PM

Buyer
Buyer, Name Purchase Order Total
Merchandise Amount 162500
Billing Location
8221 Freight/Tax/Misc. 0.00
Payment Terms Neto Total Amount 1,625.00 USD

3. Scroll down to the Purchase Order Lines section to view line data in the Line Information tab.

Purchase Order Lines
|E| |?‘ | ViewAl
Line Information Extension Line Details Contract Info
Line Status Item 1D Description Quantity Merchandise Amt
Closed Intake Fee 1.0000 EA 125.00 | USD
2 Closed Vocational Evaluation Assessment 1.0000 EA 1,500.00 | USD

4. Select the Extension tab to view the Part Number Extension.

Purchase Order Lines

‘F@ E| | ViewAl
Line Information Extension Line Details Contract Info
—
Line Status Item ID Part Number Extension
1 Closed
2 Closed
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5. Select the Line Details tab to view the manufacturer information.

Purchase Order Lines
= E| View Al
Line Information Extension Line Details Contract Info
Line Status Item ID FreightTax/Misc. | Manufacturer ID Description Manufacturer's Item ID  Category ID
1 Closed 0.00 01149
2 Closed 0.00 01149
6. Selectthe Contract Info tab to view the contract information.
Purchase Order Lines
|F; ?| View Al
Line Information Extension Line Details Contract Info
q - Contract Line | Category Line
Line Status Item ID Contract 1D Contract Version Nbr tract Nu:nl’;e:y Release Number
Closed 00000000000000000C 1 1445
2 Closed 00000000000000000C 1 1 448
7. Scroll down to the Invoice List section to view the invoice information for the PO.
Note: If there are no invoices for the PO, a message will display below the Invoice List:
“No Invoices Found.”
8. Select an Invoice number to view invoice and payment details for the PO.
Invoice List
|E |€‘ View Al
Invoice Invoice Date Amount Due Date Appr Stat Voucher
INT142668581 04/18/2023 125.00 USD 04182023 Approved 02027303
04/18/2023 1,500.00 | USD 04/18/2023 Approved 02027321

9. Thelnvoice Details screen will display, which shows Invoice Lines and Payment Schedule
details. Select the Return to Purchase Order Details link to return to Purchase Order
Details.
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Invoice Details

Invoice Number  INT142868561
Gross Invoice Amount ~ $125.000
v Invoice Lines
=]
Item ID Description Statistic Amount
Intake Fee EA
v Payment Schedule
B
FS,ChEd i Payment Amount
ay
04/21/2023 0008048777 §125.00 |\USD

Return to Purch:

Review Purchase Orders

Unit Price

125.00000

Discount  Method

$0.00 ACH

Invoice Date  04/18/2023
Due Date  04/18/2023
View Al
Merchandise Amount
$125.00 USD
| ViewAl
Status On Held ' Wthd Hold
Paid No No

10. Close the Review Purchase Orders screen to return to the Purchase Order page.

Purchase Order Details

PO Number 300050000

PO Status  Complete

Buyer
Buyer, Name

Billing Location
B22! R

Payment Terms
Net 0

Purchase Order Date

Last Dispatch

Review Purchase Orders

02/24/2023

02/24/23 6:47:38PM

Purchase Order Total

Merchandise Amount 1.625.00
Freight/Tax/Misc. 0.00
Total Amount 1,625.00 USD

11. To view a PO document, select the downward arrow under the Actions column, and then select

“View PO Dispatch Document.”

SAMPLE SUPPLIER

E Download PO Information

Business Unit /

S e Supplier Location

Agency Name

Employment &
Employment & Economic Develop Economic Develop SAMPLE SUPPLIER
3000 LOCATION

1 row

PO Last Dispatched PO
pCDate Status  Date/Time Buyer Details
124y 02/24/2023
02/24/2023 Compl 5-47-33PM Buyer, Name >
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12. The View PO Dispatch Document screen will display. To generate a printable version of the

Purchase Order, select the View PDF button.

View PO Dispatch Document

Purchase Order List

SAMPLE SUPPLIER

Pichai(.)rder List
LAY

PO Details Header Details

Purchase Order Status Description Last Dispatched Date/Time Lines Total Amount
O | 3000 Compl 02/24/2023 5:47:32PM 2 1,625.00 USD
¥ seiect Al Clear All

The View PDF button allows you to generate a printable version of the purchas
order. Using the Default View for Change Orders options you can control if the

also used to control the online view of the PO}

e

report generated shows all lines or only the latest changes. (This same option is

13. A PDF of the PO will display in another browser tab or window.

14. Close the View PO Dispatch Document screen to return to the Purchase Order page.

View PO Dispatch Document

Purchase Order List
SAMPLE SUPPLIER

Purchase Order List
[®](2]

PO Details Header Details

Purchase Order PO Business Unit Purchase Order Date Buyer Name
0 | 3000 B2201 021242023 Buyer, Name
¥ selectal Clear All

The View PDF button allows you to generate a printable version of the purchase
order. Using the Default View for Change Orders options you can control if the
report generated shows all lines or only the latest changes. (This same option is
also used to control the online view of the PO.)

Short Description

Net 0
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