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Review Supplier Payments in Supplier Portal

Suppliers with a User ID may log in to the Supplier Portal to review payment information.

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

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

m

PLEASE NOTE: You are not currently logged in. If you would like to access the portal Sign In or Register for an Account.
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Do not enter an email address for
the User Name field.
Enter User ID in format
VN0000123456_1
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for bidding and are currently in the evaluation process. Note: This does not constitute the
process issuance of a Contract.
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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).

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.

3. Select the Payments tile.
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http://mn.gov/supplier
https://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-sup-portal-mfa.pdf
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User ID: VNOOD0123456_1

4. Select Payments from the left menu. The Review Payments / Filter Options page will display

to the right.

5. Inthe Search Criteria section, enter any known payment information in the criteria search fields.

6. Itis recommended to search by a date range. Select the Search button to accept the default of

15 calendar days or enter a specific date range.

[#] ]

Review Payment Information

-

i View Supplier Invoices Review Payments
Filter Options
7 Review Supplier Payments. | TEST
Enter Invaice# OR OR & To Dates. Only will be selected

Search Criteria

Invoice Number
Payment Reference

From Payment Date 06042025 []] (exampie. 12:3172000)

=

To Payment Date [0fanazs []| (example: 12/3172000)

7. The Payments Made page will display. Review the list of issued payments.

NOTE: To change the search criteria, select the Set filter options link to return to the Filter

Options.

[ ]

Review Payments
Payments Made
SANPLE SUPPLIER
Payments

i)

Bensficiary External Bank  Bank Account  Inveice Invoice Gross  Agency Contact femacy, Discount on
et FoymentDote | Bank D # Number Amount  Description o e Loeation  paid Amount
008853673 or7282024 Highiand —0a1s 1837 $5536.750 MGF FARIBAULT 120045 ss5 7 o0t 008

Bark 7830
0009020740 oB1AZ024 fi g5 1839 1240420 JODETACCTS ZAL $1,20042 a01 50
R - Hightand 1053 DOT-CONSULTANT 123456- .
0R06157 os/057024 A 0615 sa000 QTS Ten 520000 ao1 50
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8. Under the Reference column, select the payment reference number to view invoice information.

“ A
Review Payment Information
@ Need Help?
Review Payments
Payments Made
SAMPLE SUPPLIER
Set filter optians
Payments Made
H|lQ
Agency
Beneficlary External Bank  Bank Account  Invoice Invoice Gross  Agency Contact . Discount on
Reference PaymentDate g, D # Number Amount | Description g:“““ Amount Location ' 5o Amount
0712072024 Danland | e 0615 | 1937 $5,538.750 | MCF FARIBAULT o $5,538.75 001 $0.000
’ Hghiand || DHS-DCTACCTS 123/456-
08/13/2024 s 0615 1939 81240420 polle 7680 $1,240.42 w1 $0.000
DO0S061577 ' Highland | 1053 DOT-CONSULTANT 123/456-
0008061577 09/05/2024 Py 0615 5200000 | g 7500 $200.00 001 $0.000

9. The Payments Details page will display. To return to the Payments Made page, select the
Return to Payments Made link.

Review Payment Information

€ Need Help?
Review Payments
Payment Details
SAMPLE SUPPLIER
0000123456
Invoice Number 1937 PaymentDate  07/29/2024
Method  ACH Pay Status  Paid
Amount  $5538.75 Currency  USD
Paid To  SAMPLE SUPPLIER
Country USA  United States
“Address 1 123 SAMPLE SUPPLIER ST
Address 2
Address 3
" City ST PAUL
County RAMSEY “Postal 5112
“ State N Minnesota
From US BANK
Payment Advice
Y v
Invoice Gross Amount Discount Dis.?::e": Paid Amount
1937 5,638.75 | USD 000 USD 0.00 USD 5,638.75|USD
Return to Payments Made

To Print: Right Click and select Print in the pop up menu. Adjust layout and settings as needed.
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