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Register Supplier

The Accounts Payable Supplier module lets State agency employees register suppliers and bidders on
SWIFT. To register a supplier, submit a supplier registration request.

Note: To complete a supplier registration request, make sure supplier has provided a current W-9 form.
Supplier registration requests are typically approved within three business days. For questions about the
approval process, contact the Supplier Support Unit (vendor.mmbefax@state.mn.us).

Steps to complete

e Step 1: Enter Entity and TIN Type, as provided on the supplier’s W-9.
e Step 2: Enter Identifying Information for the supplier.

e Step 3: Enter Address Information for the supplier.

e Step 4: Submit the supplier registration request for approval.

Step 1: Enter Entity and TIN Type, as provided on the Supplier’s W-9.

1. Navigate to the Supplier Registration page to initiate the supplier registration request.

Navigation Option Navigation Path

Navigation Collection Accounting, Supplier, Supplier Maintenance, left-menu, Supplier Registration.

2. The Supplier Registration page will display. On the Welcome screen (Step 1 of 4), select the Start
a new registration form radio button to start the registration process for the supplier.

3. Inthe Entity Type field, select what type of legal entity the Supplier is (e.g., Individual Sole
Proprietor, LLC, S Corporation, etc.).

Hint: Review Step 1 of the Supplier’s Substitute Form W-9 to verify the Supplier’s legal entity
type.

4. Inthe TIN Type field, select what type of Tax Identification Number the supplier has (e.g., SSN,
FEIN).
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5. Press the Next button.

= Review Suppliers

@

Welcome Identifying Information Addresses Submit

f— Register Bidders Exit 4 Previous
Welcome - Step 1 of 4
E= Supplier Change Request State Wide Integrated Financial Tools (SWIFT) Supplier Registration

T su pplier Infarmation

T View History Upon completion of this process:
1) The Supplier will be is3ued a unique SWIFT 'Supplier ID'; also known as a “Vender ID".
2) Perzonal or businesz-related information will be recorded and associated with this ID.
3) Each registered contact will receive a unique User Identification (also referred to az a "User ID' or "OprID'); and systematically assigned a password; which they
will be required to reset upon initial access to the system.
4) They will also be set up with access to view and bid on events. Their Supplier ID and OprID will be used to track bidding activity.
We encourage you to select the '?" icons on the registration pages, as they provide additional information. If you still have questions, use the “Conatact Us™ option to
initiate this process, or contact the Minnesota Management and Budget (MME) Bidder and Supplier helpline at (651)201-8106.
The Supplier will receive an email with the following text included in the body of the message
Note that Pursuant te Minnesota Statute 270C.65, Subdivision 3, vendors are required to provide their Federal Employer Identification Number or Social Securit)
Number, This information may be used in the enforcement of federal and state tax laws. Supplying these numbers could result in action to require a vendor to filg
tax returns and pay deling tax liabilities. These bers will be ilable te federal and state tax authorities and state personnel invelved in the payment af
state obligations.

To begin the registration process, select the type of entity; and the respective Taxpayer Identification Number - aligning these selections with the IRS filing status
details provided by the Supplier-Requestor. Then select ‘Next'.

Note: If you have used the “Save for Later’ option; please select the "Continve from where you left’ radio button at the bottom of the page, enter your registration ID;
and then select the arrow to the right of your Registration ID to resume the registration process.
Select an activity below: @

@ Start a new registration form

What type of entity do you represent?

*Entity Type

[< I«

TIN Type

O Continue from where vou left

Note: If you already started the supplier registration request, select the Continue from where
you left radio button, and enter the Registration ID to continue from where you last left off in
the process.

Select an activity below: &

_) Start a new registration form

|@ Continue from where you left
| q |

Forgot your registration 107

Registration 1D

Step 2: Enter Identifying Information for the supplier.

1. The Identifying Information screen will display (Step 2 of 4). Enter the identification information
for the supplier in the following fields. Required fields are marked with an asterisk (*).

Field Field Description

* Tax Identification Number Enter the Tax Identification Number, such as the Federal
Employer Identification Number (FEIN) or Social Security
Number (SSN). Do not enter the TIN with dashes, slashes, or
spaces.
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Field

Field Description

TINs are not required for one-time claim or refund suppliers. If
you enter a new supplier with the same TIN as an existing one,
SWIFT will not allow you to continue registration.

* Confirm Tax ldentification Number

Reenter the tax identification number.

Minnesota Tax ID

Enter the Minnesota Tax Identification Number to identify
suppliers that pay the Minnesota Sales Tax.

This number is not required for out-of-state suppliers.

* Legal Name

Enter the legal name.

* Add Attachment

Select this link to add an attachment of the W-9 form.

When the Add Attachment screen displays, press the Upload
button to upload the W-9 form. When finished, press the
Return button.

Additional Name

Enter an additional name for the supplier, if applicable.

http:/URL

Enter the supplier’s website.

2. Press the Next button.

Identifying Information - Step 2 of 4

Unique ID & Company Profile

Businesses are required to provide their Taxpayer Identification Number. The TIN, (or FEIN), will be used to confirm your entity is not already established as a Bidder or a Supplier with the State.

@

* Tax ldentification Number
* Confirm Tax Identification Number

Minnesota Tax ID

* Legal Name
Additional Name

http:/URL

Open URL

Step 3: Enter Address Information for the supplier.

1. The Address screen will display (Step 3 of 4). Enter the supplier’s primary address information in

the following fields.

Field Field Description

* DBA Name 1 This field defaults with the Supplier’s Legal Name. However, if the supplier
wants payments made to a “Doing Business As” (DBA) name, enter it here.

DBA Name 2 Enter an additional DBA name for the supplier, if applicable.
Country This field will default with “USA.”
(Change Country)
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Field Field Description
If registering a foreign supplier, select the Change Country link to select a
foreign country. The Address fields will not display the country is selected.
* Address 1 Enter the supplier’s primary physical address. (NOTE: if apartment or suite
number needed enter here also after street name, e.g, #XXXX)
Address 2 Enter additional address information for the supplier, if applicable.
Address 3 Enter additional address information for the supplier, if applicable.
* City Enter the city where the supplier resides.
* County Enter the county where the supplier resides, if in Minnesota.
The County field won’t be available for suppliers in other states.
* State Enter the two-letter state abbreviation (e.g., MN for Minnesota).
If needed, search for it using the Look Up icon.
* Postal Enter the five- or nine-digit zip code (use format: XXXXX or XXXXX-XXXX).
* Email ID Enter the supplier’s email.

2. Check mark the Remittance Address box if the supplier has a Remittance Address different from
the Primary Address, and then enter the remittance address information in the fields below.

If the Remittance Address is the same as the Primary Address, do not check mark this box.

3. Press the Next button.

B =1

Addresses - Step 3 of 4

The ‘Primary Address’ is the registrants physical address.
Enter a 'Remit To Address' if it is different

“Invoice Address’ is not relevant to this registration type.
Select the respective County for each MN address

Primary Address

Welcome Identifying Information Addresses Submit

o

DBA Name { | SUPPLIERTESTES
DBA Name 2
“Country (USA Q| United States
Address 1
I Address 2

Address 3!

Other Addresses

[ Remittance Address, If Different

Address for remiting payment

2 Check boxes below to indicate addresses that are different frem your Primary Address above:
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Note: SWIFT automatically updates Address Lines to conform to standard abbreviations (e.g., it
will change “STREET” to “ST”). When this occurs, a message box will display. Press Yes to

continue.

The Primary Address Line 1 has been updated. (25000,328)

The Primary Address Line 1 value has been changed from:
123 STREET
fo
123 8T
to apply USPS standards.

Press YES to accept the revised value or NO to leave the value as it was entered

e Il % |

Step 4: Submit the supplier registration request for approval.

1. The Submit screen will display (Step 4 of 4). In the Email communication field, enter the email
address you want notification sent to when the supplier registration process is complete. Please
refer to the Substitute Form W-9 and use the email address provided in the section 3.

2. Check mark the Terms and Conditions box.

3. Press the Review button to review supplier information before submitting it for approval.

Submit - Step 4 of 4

Select the "Review” button to review the registration information.

Click the "Submit” button to submit your registration after reviewing and accepting following Terms of Agreement .

Email communication regarding this registration will be sent to:

Terms and Conditions

2 Make sure you read terms of agreement fully before submitting your registration

n M select to accept the Terms of Agreement below.

Terms of Agreement

Review | Submit

o o = ]
Welcome Identifying Information Addresses Submit
Exit < Previous Next »

4. The Review Page window will display. Select the Edit icons to change any information

5. Press the Return button when finished.
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Review Page

Contact Information

* Primary Contact

Description Primary Contacts

Contact Name
Contact Type
Email ID

User ID
Description
Language Code
Time Zone

Currency Code

Phone Information
Type Prefix Telephone Ext

Business Phone

6. Select the Terms of Agreement link to open the Terms of Agreement, and press the Return

button when finished reading.

Note that Pursuant to Minnesota Statute 270C.65, Subdivision 3, vendors are required to provide their Federal

=] Employer Identification Number or Social Security Number. This information may be used in the enforcement of federal
and state tax laws. Supplying these numbers could result in action to require a vendor to file tax retums and pay
Welcome delinquent tax liabilities. These numbers will be available to federal and state tax authorities and state personnel

involved in the payment of state obligations.

Submit - Step 4 of 4

Select the "Review” button to review the registratiol

Click the "Submit” button to submit your Note that Pursuant to Minnesota Statute 16C.08 Subdivision 2, the following applies to all contracts for professional
or technical services:

(1) no contract shall be enfered into if a current state agency employee is able and available to perform the services
called for by the contract;

(2) unless otherwise authorized by law, a competitive proposal process shall be used to acquire professional or
technical services. A competitive bidding process shall not be utilized to acquire professional or technical services;

. (3) agencies shall assign specific agency personnel to manage each contract;

Terms and Conditions ) (4) agencies shall not allow a contractor to begin work before the contract is fully executed unless an exception under v
section 16C.05, subdivision 2a, has been granted by the commissioner and funds are fully encumbered

~
Email communication regarding this registration wil

(2 Make sure you read terms of agreement

m ¥ select to accept the Terms of Agreement PRIVACY ACT NOTICE
Internal Revenue code Section 6109 requires Vendors to furnish their correct taxpayer identification number to payers
who must file information returns with IRS. IRS uses the numbers for identification purposes and to help verify the

accuracy of tax returns. Payers must generally withhold 25% of taxable interest and certain other payments to a payee
who does not furnish a TIN to a payer.

Review ‘ i

- Contact Us

I have attached a signed form which the State of Minnesota can use as certification that the signee attests the legal
name and the IRS taxpayer identification number submitted with this form matches their IRS taxpayer filing information.

I‘ Return ]
Y]

7. Press the Submit button.

Terms and Conditions

(@) Make sure you read terms of agreement fully before submitting your registration.

I Wi Select to accept the Terms of Agreement below. I

Terms of Agreement

Review | Submit

Note: The Submit button will not be available until the Terms and Conditions box is check
marked.
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8. The Registration Submit Details screen will display to confirm you submitted a supplier
registration request in SWIFT. Make sure the Registration ID appears below.

Registration Submit Details
Submitted

q/ You have successfully submitted your registration.

Your registration 10:
0001011519

Note: The supplier will receive email notification providing confirmation of the submitted
supplier registration request as well as the Registration ID. However, this does not yet mean the
supplier is registered in SWIFT, because the request must be approved.

M) MINNESOTA

Your Registration Form Has Been Submitted

Your supplier registration form has been submitted for approval.
Registration ID: 0001011519

If you have any further questions regarding your registration process, please contact MN Management & Budget at (651) 201-8106, or
email efthelpline@state.mn.us, or vendor.mmbefax@state.mn.us - fax: 651-797-1306.

This message was automatically generated by the Minnesota State Wide Integrated Financial Tools (SWIFT) system on 2019-01-30 at
11.49.41.000000. Please do not reply to this email.

Thank you

State of Minnesota

9. Wait up to three days for the approval process to be completed.

10. For questions about the approval process, please contact the Supplier Support Unit
(vendor.mmbefax@state.mn.us), using the Registration ID as a reference.
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