SWI F STATEWIDE INTEGRATED
FINANCIAL TOOLS

QUICK REFERENCE GUIDE

Updated September 14, 2025

Convert from Bidder to Supplier that has been Awarded
an Event

After you register as a bidder, bid on an event, and receive an email for the event award, you will need to
convert your profile in the State of Minnesota Supplier Portal from bidder to supplier in order to continue
with the event and receive payment. If you are a bidder that has been awarded an event, make sure to
complete the steps in this guide to register as a supplier in the Supplier Portal.

Step 1: Open the event award email and Sign In to the Supplier Portal.

1. When you receive an email from the State of Minnesota that says, “You are Tentatively
Selected for the Event Award,” review the registration instructions, and select the Event URL
to open the Supplier Portal.

Your Company has been Tentatively Selected for Award

o SWIFT.Event.Notification@state.mn.us ‘@ ) Reply | % ReplyAll | — Forward | | S

To @ Sample Bidder Wed 10/30/2024 3:32 PM

(&) Click here ta download pictures. Ta help protect your privacy, Outlook prevented automatic download of same pictures in this message.

MY MINNesOTA

Your Company has been Tentatively Selected for Award

Bid, Proposal, or Grant Opportunity Event Details

As @ registered "Bidder,” Sample Bidder 0000122456 has been tentatively awarded this Event. In order for the award to be processed, your company MUST update your registration to a "Supplier.”

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 te add any additional required information, review the existing company information for changes, then select the Submit button.

Bid, Proposal, or Grant Opportunity Event ID: G0210-2000016224 Round 1 Version 1

Bid, Proposal, or Grant Opportunity Event Name: SAMPLE BID EVENT

Description: SAMPLE BID EVENT

Any questions regarding the Bid, Proposal, or Grant Opportunity Event details or specifications must be sent via email to the buyer listed in the Event.
This is a system generated email. Please do not reply.

Thank you,

Department of ini: ion
50 Sherburne Avenue
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/supplier into your browser address bar.

NOTE: You also can access the Supplier Portal from this link: http://mn.gov/supplier.

2. Onthe State of Minnesota Supplier Portal page, select the Sign In tile.
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3. 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).

4. 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: Update your profile from bidder to supplier and submit it for

approval.

1. After signing into the Supplier Portal, select the Manage Profile tile.

Minnesota Supplier Portal

Supplier Portal Help

®

BT | T
—
= =
=
N
e

2. The Manage Profile page will display. To change your profile from bidder to supplier, select

Initiate Bidder Change from the left-menu.
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https://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-sup-portal-mfa.pdf

SWIFT -lscamoos

|

Manage Profile

@ Need Help?

7] View Bidder Profile Main Addresses Contacts
= e A Welcome, SAMPLE BIDDER
- Initiate Bidder Change User- BIDDER NAME
i~ My Categorizations Company URL
] Add User Bidder Status Bidder Type

Active Business

Inactive Individual

Main | Addresses | Contacts

On the Welcome page, use the drop-down list to select the type of entity you represent in the Entity
Type field.

3. Select the Next button to continue.

= | 0 | 0 |
Welcome Identifying Information Addresses Payment Information Categorization Submit
Welcome - Step 1 of 6 \

Minnesota Portal Bidder-To-Supplier Registration Process

Upon approval of your registration submission:

1. You will be issued a Supplier ID, which will be associated with your 'Bidder 1D".
2. Each of your contacts will also be associated with your new Supplier ID.

For help, select the question mark icons found in that area of the registration. If you still have questions, use the ‘Contact Us’ option, or contact the Minnesota
Management and Budget (MMB) Supplier and Bidder helpline at (651)201-8106.
To begin the reqgistration process, select your federal tax classification and taxpayer identification type from the drop-down menu options, and select ‘Next'.

Registration
@

“TIN Type 1 - Taxpayer ID Numbe N.E

o ﬁ

Single Member LLC or Sole Proprietor (1099 will use TIN)

————————————— LLCFiling as a Partnership
(s

Parinership

S Corporation

Corporation

Tax. Exempt Organization

Government Entity (not Minnesota State Agency)

Trust or Estate (Registering with a TIN)

Foreign Entity with an IRS Taxpayer Identification Number

4. Ontheldentifying Information page, make sure the correct name is entered in the Legal
Name field.
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5. Enter the appropriate information in the Minnesota Tax ID, Additional Name, and URL fields,
if applicable.

6. Select the Next button to continue.

B 7] 0o 0 0 |

Welcome Identifying Information Addresses Payment Information Categorization Submit

l Exit ] l 4 Previous I Next »
Identifying Information - Step 2 of 6

Businesses are required to provide a TIN/FEIN so the State can confirm your entity is not already established in our system as a Bidder or Supplier.
Please enter the legal name of your business exactly as it appears on the IRS tax filing paperwork.

Unique ID & Company Profile

@ *Tax Identification Number

* Confirm Tax Identification Number

TaxID | \

* Legal Name ‘SAMF‘LE BIDDER TO SUPPLIER ‘

Addiional Name | |

Open URL

htp:IURL |

B2 comtactus

7. Onthe Addresses page, review and/or update the DBA Name, Address, and Email ID fields
under the Primary Address section to ensure the correct information is entered.

! = | o O |
Welcome Identifying Information Addresses Payment Information Categorization Submit
l Exit l l 4 Previous l l Next »

Addresses - Step 3 of 6

The "Primary Address' is your physical address. This address will be used for purchase orders/payments, unless a separate
'Remit To' address is provided

MN addresses require county.

Select the help icon when DBA Name(s) differ from the legal name

Primary Address

@ DBA Name 1 | SAMPLE BIDDER TO SUPPLIER |

DBA Name 2 ‘ ‘

“Country  [U9A Q| United States

+ Address 1| 123 BIDDER ADDRESS ST |

Address 2
Address 3
[T PAUL
= City
RAMSEY Py 1 55112
County osta
[C—Y
= State Minnesota
“Email ID [ switt testing@state.mn.us

Other Addresses

(Z) Check boxes below to indicate addresses that are different from your Primary Address above:

[JRemittance Address, If Different

Address for remitting payment

B2 contactus
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If the remittance address differs from the primary address, scroll down to the Other Address section

and check mark the Remittance Address, If Difference box. Then, enter the appropriate information in
the DBA Name, Address, and Email ID fields for the remittance address.

Other Addresses

(%) Check boxes below to indicate addresses that are different from your Primary Address above:

I Remittance Address, If Different I

Address for remitting payment

DBA Name 1 | SAMPLE BIDDER TO SUPPLIER |
DBA Name 2 | |
“Country |USA Q | United States
* Address 1 | |
Address 2
Address 3
*City
County Postal
| Q|
* State
*Email ID |
8. Select the Next button to continue.
= - =l 0O 0O O
Welcome Identifying Information Addresses Payment Information Categorization Submit

[ Exit ] [ 4 Previous ] Next »
Addresses - Step 3 of 6

The 'Primary Address' is your physical address. This address will be used for purchase orders/payments, unless a separate
‘Remit To' address is provided.

MN addresses require county.

Select the help icon when DBA Name(s) differ from the legal name.

Primary Address

@ DBA Name 1 | SAMPLE BIDDER TO SUFPLIER |

DBA Name 2 | ‘

*Country ‘M‘ United States
« Address 1| 123 BIDDER ADDRESS 5T ‘

[sTPAUL

Address 2

Address 3

= City
RAMSEY 55112

County Postal

[mn Q|

* State Minnesota

“Email ID | swift testing@state.mn.us

Other Addresses

\D Check boxes below to indicate addresses that are different from your Primary Address above:

[ Remittance Address, If Different

Address for remitting payment

Contact Us
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9. Onthe Payment Information page, enter your banking information by check marking the box

to enter EFT/Bank Information. Then, fill out the fields in the Payment Preferences and Supplier
Banking Information sections.

10. Select the Next button to continue.

(= - [ =
Welcome Identifying Information Addresses Payment Information Categorization Submit

Exit ] l 4 Previous l MNext »
Payment Information - Step 4 of 6

If you prefer payment by check, select 'Next'.
If you wish to receive payment via EFT, please provide your banking information
If you wish to be notified of EFT payments, check 'enable Email Payment Advice'; and provide your email address.

| 5 ciick here to entor EFTIBank Information |

Payment Preferences

\D

(JEnable Email Payment Advice

Email Address

The State of Minnesota will send Payment Motifications to the email address provided here. The State will also attach
payment details in a PDF document in the payment notification

| Supplier Banking Information

@

“Bank Name ‘ ‘

“Account Type ‘

“Bank Routing Number |

*Bank Account Number ‘ ‘

*Re-enter Bank Account Number ‘ ‘

xd

Contact Us

11. On the Categorizations page, review the UNSPSC codes and/or update them by adding or
deleting codes:

e To search for a UNSPSC code, enter a description of the commodity and/or service code in
the Description fields and/or Category field, and then select the Search button.

e Toadd a UNSPSC code, check mark the Selected Flag box next to that code, and then
select the Add Selected button.

e To delete a UNSPSC code, select the Delete icon next to that code.

12. Select the Next button to continue.

6|Page-Quick Reference Guide



SWI F STATEWIDE INTEGRATED
FINANCIAL TOOLS

B = =] =1 = o
Welcome Identifying Information Addresses Payment Information Categorization Submit
e ) Cormon [ ]
Categorization - Step 5 of 6 k

Calegorization codes are used ta identily the type(s) of goods and/or services you provide

OPTIONAL- Add categorization codes to receive email nolifications when the State of Minnesota is seeking bids for goods or services that your company provides.

o
Description |7 ~
Category
Search for a code
UNSPSC Codes (Search results)
®|[a
Selected Flag  Category Description
1 10152000 Tree and sheub 1d cultings.
2 10161500 Trees and shrubs
3 22101533 Treedozers
4 30121800 Landscape architectura matarials

Planting services or omamental plant or
bush or tree

70111501

Pruning services or omamental plant or
bush

7 Tree timming services
a 70111504 Eracing services

9 TO11505 Tree surgery services

10 70111506

" - Ramavel s or omamental plant or
12 70111508 Plants or omamental re2agaying serviess
13 70111601 Planting services

14 70111602 Nursery services

15 70111603 Floriculturs services

16 7011171 Sprigging services

Add a code

Your Codes
B Q
Category Description
1 70111501 Planting services or omamental plant or bush or trse Delete a code
=1 Contact Us

13. On the Submit page, the supplier’s email previously entered as the contact will be populated in
the Email ID field..

14. Select the Terms of Agreement link to open and review the Terms of Agreement.

=] | | I [ D

Welcome Identifying Information Addresses Payment Information Categorization Submit

Submit - Step 6 of 6

Select the "Review” button to review the regisiration information

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

Email ication regarding this regi ion will be sent to:

@ “Email (D [swit mn.u J

Terms and Conditions

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

(O select to accept the Terms of Agreement below.

Terms of Agreement
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15. Select the Print link to open up these Terms of Agreement in a printable browser window, and
select the Return button to return to the Submit page.

Terms of Agreement Wk

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 returns and pay delinquent tax
liabilities. These numbers will be available to federal and state tax authorities and state personnel involved in the
payment of state obligations

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 entered 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;

(4) agencies shall not allow a contractor to begin work before the contract is fully executed unless an exception under -

section 16C.05, subdivision 2a, has been granted by the commissioner and funds are fully encumbered; y
c temnt aball hliak ! Intinmahin bt o aboba axth a 2

PRIVACY ACT NOTICE

Internal Revenue code Section 6109 requires you to furnish your 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 your tax return. Payers must generally withhold 28% of taxable interest and certain other payments to a payee who

does not furnish a TIN to a payer.

Under penalties of perjuries, | certify that the legal name and the IRS taxpayer identification number submitted with this
form matches my IRS taxpayer filing information

16. Back on the Submit page, check mark the Select to Accept the Terms of Agreement below box
to accept those terms.

17. Select the Review button to review all changes to your profile.

B = I ol I D

Welcome Identifying Information Addresses Payment Information Categorization Submit

Submit - Step 6 of 6

Select the "Review” button to review the registration information

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

Email communication regarding this registration will be sent to.

@ “Email D [svif mn.u J

Terms and Conditions

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

| 8 select to accept the Terms of Agreement below. |

Terms of Agreement

l Review l l Submit

N
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18. On the Review Page, review the supplier registration information, and select the Edit link for

any sections that require further changes or updates.

NOTE: If you select any of the Edit links, you will be returned to one of the previous pages
(Identifying Information, Address, Payment Information, Categorization).

19. When finished reviewing supplier registration information on the Review Page, scroll down and
select the Return button to return to the Submit page.

Review Page

Supplier Registration Info

Registration ID 0001187480

02024

SAMPLE BIDOER TO SUPPLIER

Identificatio ditLi
Edit Link
Mo )

[re——

Self Categorization

Address Information
Min Address E
usA U

SAMPLE BIDDE

Phone Information

Supplier URL Information

URLID Description

=7

20. Back on the Submit page, select the Submit button to continue.

= 0 0 0 0 ]|
Welcome Identifying Information Addresses Payment Information Categorization Submit

Submit - Step 6 of 6

Select the "Review” button to review the registration information

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

Email communication regarding this registration will be sent to:

@ “Email D [Swit mn.u ‘

Terms and Conditions

Make sure you read terms of agreement fully before submitting your registration
Select to accept the Terms of Agreement below.

Terms of Agreement

Review l l Submit l

3
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21. The Registration Submit Details page will display to confirm successful submission.

Registration Submit Details
Submitted

o/ Yourinformation has been successfully submitted

Registration ID;
0000123456

“You have successfully submitted a Supplier Registration request to the State of Minnesota. The supplier activation
process may take up to two working days for review and approval; at which time all of the information associated with
‘your Bidder ID will be converted to a Supplier ID. Your user ID's will not change. The solicitation award process may take
days, in some cases weeks, to complete the award. Please contact the buyer listed on the solicitation event should you
have any questions.

22. You will also receive an automatic email confirming that the submission to convert your profile
from bidder to supplier is pending review.

A Bidder-To-Supplier Registration Submission is Pending Review

SWIFT_DO-NOT-REPLY@state.mn.us l® ‘ © Reply | € ReplyAl | —> Fomward | | i3 | [ v |
To © Sample Bidder T 10 "
e y

(D tnere are probiéns with how his message Is dislayed,dick hre to view i a web browser,

0]

MY MINNesOTA

A Bidder-To-Supplier Regi i ission is Pending Review

A Bidder to Supplier profile update is currently in process for SAMIPLE BIDDER TO SUPPLIER 0000123456.

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

This is a system generated email. Please do not reply.

Thank you,

Minnesota Management & Budget, State of Minnesota

658 Cedar Street

Saint Paul, MN 55155

To apt 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/supplier 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 ized use, di
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.

23. Within three business days, the State will review your submission and send an email to confirm
approval.

Your Registration has been Approved

MN_N DO NOT REPLY ) Reply
Sampl o

i e are problems with hy age s displayed, click hese to view It in 3 web browses

MY MINNesoOTA

Your Registration has been Approved

Registration ID 0001060158 has been approved. This number will now be referred to as your Supplier ID.

Reply Al | > Forward | | G

Name: SAMPLE BIDDER TO SUPPLIER

Supplier ID: 0000123456

Location: 001

If you have any questions or feedback regarding your Supplier ID, please contact Minnesota Management & Budget at (651) 201-8106 or efthelpline. mmb@state.mn.us
This message was automatically generated on 2024-08-22 at 08.08.24.000000. Please do not reply to this email.

Thank you,

Minnesota Management & Budget, State of Minnesota
658 Cedar Street
saint Paul, MN 55155

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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