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Notify Bidder to Convert to Supplier

Bidders must register as suppliers before they can take part in purchases, payments, or contracts with the State
of Minnesota. If a supplier is registered as a bidder on SWIFT, you can use the Supplier module to notify the
bidder contacts that they need to convert from bidder to supplier on the Supplier Portal. Bidders will be able to

convert to suppliers only after receiving this notification.

Step 1: Search for the Bidder on the Notify Bidder to Convert page.

1. Navigate to the Notify Bidder to Convert page.

Navigation Option

Navigation Path

Navigation Collection

Accounting, Supplier, Supplier Maintenance, left menu, Notify Bidder to
Convert.

2. Inthe Taxpayer Identification Number field, enter the bidders TIN.
3. Inthe Bidder ID field, enter the bidder’s identification number.
4. Inthe Company Name field, enter the bidder’s name.

5. Select the Search button and find the bidder in the Search Results below.

-

Supplier ~

Review Suppliers

Supplier Information

Supplier Registration

Supplier Change Request

Motify Bidder to Convert

Notify Bidders to Convert to Suppliers

Search

SetlD SHARE I Bidder ID QI

I ICompany Name I

ITaxpayer Identification Number

Notify Bidder to Convert

[=] Notify

View Change Request History

Step 2: Send email notification to the bidder to register as a supplier.

1. Inthe Search Results, check mark the Send E-mail box for the bidder(s) to notify.

2. Select the Notify Bidder(s) button.
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Motify Bidder to Convert

Notify Bidders to Convert to Suppliers

Search
SetlD SHARE Bidder ID |0001180110 Q
Taxpayer Identification Number Company Name
Search Clear
Search Results Personalize | Find | View All | 1| 55 First (4) 10f1 (k) Last
SetlD Bidder ID Contact Name Company Name Email ID Send E-mail
1 SHARE 0001190110 SAMPLE BIDDER SAMPLE BIDDER samplebidder@email.com

Additional Email Addresses

I Motify Bidder(s) '\ I

WS

3. A message confirming the email was sent will appear. Select OK.

You have sent an e-mail notifying the selected contacts. (32005,31)

You have sent an e-mail notifying the selected contacts that additional action is required to convert the Bidder to a Supplier.

oK

N

SWIFT will send an email notification to the bidder contact(s) with instructions to complete the supplier
registration process in the Supplier Portal.

Action Required to Complete your Supplier Registration
o MMBTECH@statemn.us ‘©‘  Reply ‘ © Reply Al | - fowerd || |- |

To © Sample Bidder Wed 5/14, A5 PM

(&) If there are problems with how this message is displayed, dick here to view it in a web browser.

MY MINNesOTA

Action Required to Complete your Supplier Registration

Additional Information Required

SAMPLE BIDDER 0001199995 is currently registered with the State of Minnesota as a "Bidder”. Either your company or a State of Minnesota employee has requested that your
company become a “Supplier.”

Converting from a Bidder to a Supplier allows the issuance of payments, purchase orders and contracts to your company. The conversion from a Bidder to a Supplier requires
additional company information. To register as a “Supplier,” sign in to the SWIFT Supplier Portal at mn.gov/supplier using your current Bidder ID and Password. Once logged in,
select the “Manage Profile” tile, then select “Initiate Bidder Change” from the left hand menu. Follow the steps to add any additional required information, review the existing
company information for changes, then select the Submit button.

If you have further questions regarding this registration process, please contact Minnesota Management & Budget's Bidder and Supplier Helpline at (651) 201-8106 or email
efthelpline.mmb mn.us.

This is a system generated email. Please do not reply to this email.
Thank you,

Minnesota Management & Budget, State of Minnesota

658 Cedar Street

Saint Paul, MN 55155

To opt out of these emails or to update other information, please log on to the State of Minnesota Supplier Portal by copying and pasting mn.gov/fsupplier into your browser
address bar.

This email is intended only for the individual or entity to whom it is addressed and may be a confidential communication privileged by law. Any unauthorized use,
dissemination, distribution, disclosure, or copying is strictly prohibited. If you have received this communication in error, please notify us immediately and kindly delete this
message from your system. Thank you in advance for your cooperation
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