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View Purchase Orders

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

Step 1: Log in to Supplier Portal

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

1. To log in tothe 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.

m

PLEASE NOTE: You are not currently logged in. If you would like to access the portal
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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.

& A :]

Purchase Orders
Welcome to the Minnesota Supplier Portal, NAME, USER. Sign Out

@ Need Help?

SAMPLE SUPPLIER

3 rows
@ Download PO Information ‘ T ‘
Business Unit/ Purchase Supplier Last Dispatched PO Total Amount / Payment . PO
ncy Name Order Location BoDaty BOlStatus Date/Time Buyer Currency Terms Actions Details
Admin - Facilities
SUPPLIER . 01/16/2025 4,365.42
- M t
Admin - Facilities Management Soaorluaégfglggg LOCATION 01/16/2025 Dispatched 10-37-00AM Name, Buyer Usb Net 30 ® >
Nmin - Fadiites SUPPLIER 09/05/2024 4,568.74
- Management is Name, Buyer ’
Admin - Facilities Management 30000!;17357 LOCATION 04/26/2024 Dispatched 10-34-20AM > BUY UsD Net 30 [©] >
. Transportation Department  gpp ER 09/23/2024 72,062.23
Transportation Department 3000730629 LOGATION 10/25/2023 Change Order -2 12:51-18PM Name, Buyer UsD Net 30 @ >

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.
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Cancel

Filters

POs Dispatched Between |09fl)312024

| - |0gi01/2025

Agency Name |

FromPO D |

ToPOID |

Buyer |

Supplier Location |

Item Category |

item 1D |

Item Description |

Supplier Item ID |

Contract ID |

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.

|

Purchase Orders

SAMPLE SUPPLIER

Agency Name

Transportation Department

Welcome to the Minnesota Supplier Portal, NAME, USER. Sign Out

B Download PO Information

Business Unit/ Purchase
Order

Admin - Facilities

Admin - Facilities Management Management

3000019093

Admin - Facilities

Admin - Facilities Management Management

3000017857

Transportation Department
3000730629

Supplier

Location

SUPPLIER
LOCATION

SUPPLIER
LOCATION

SUPPLIER
LOCATION

PO Date PO Status
01/16/2025 Dispatched

04/26/2024 Dispatched

Last Dispatched
Date/Time

01/16/2025
10:37-:00AM

09/05/2024
10:34:20AM

10/25/2023 Change Order -2 09/23/2024

12:51:18PM

Buyer

Name, Buyer

Name, Buyer

Name, Buyer

PO Total Amount /
Currency

4,365.42
ushD

4,568.74
usp

72,06223
usb

Sort
Agency Name
Business Unit
Purchase Order
Supplier Location
PO Date
PO Status
Last Dispatched DatefTime
Buyer
PO Total Amount
Currency Code
Payment Terms

Actions

] ]

ed Help?

3 rows

[#]

ftails

Download PO Information

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

Welcome to the Minnesota Supplier Portal, NAME, USER. Sign Out

SAMPLE SUPPLIER

3 rows
B Download PO Infermation ‘ T ‘
Business Unit/ Purchase Supplier Last Dispatched PO Total Amount / Payment 5 PO
Agency Name U Order Location PO Date PO status Date/Time Buyer Currency Terms Actions Details
Admin - Facilities 47365.42
o M t SUPPLIER ; 01/16/2025 -
Admin - Facilities Management 3;}";0912%;2 LOCATION 01/16/2025 Dispatched 10-37-00AM Name, Buyer UsD Net 30 [©] >
f  racites SUPPLIER 0910512024 4,568.74
Admin - Facilities M: t Management 04/26/2024 Dispatched Name, Buyer ! Net 30
Imin - Facilities Managemen 30000917357 LOCATION ispal 10:34-20AM USD @ >
Transportation Department g ppER 09/23/2024 72,062.23
Transporiation Department o - Coearon 1012512023 Change Order 2 (9723/2050, Name, Buyer UsD Net 30 © >

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

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.

Personalize Header Comments Line Details Line Comments Schedule Details Ship To Comments 3

Zoom Purchase Orders Item ID Description Revision Due Date Price

I Download Purchase Orders Table to Excel I’

3000019093 Finish Clean 01/16/20256 625.00000

Hoods 01/16/20256 1240.42000

3000019093 equipment cleaning 01/16/2025 250.00000

3000017857 NFPA70E Training 04/12/2024 4568.74000

(1053373) - OSHA 30
and First Aid Highway
3000730629 Heavy Instrucional 10/26/2023 7206223000
Training for Small
Businesses and

€ @ % systquestsupplier.systems.state.mn.us/psc/fi UPPLIER/ERP/c/SCP_SECURE_MENU_FLSCP_SEC_PO_CMPFLGBL b S - S R ]

& poas

1,809 8 + Done

PO download to grid for Supp X

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.
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4. A spreadsheet will open with all the downloaded PO information in Excel.
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i PO Number |Line|Schedule (ltem ID Description Revision| Due Date |PO Qty|UOM Price Merchandise Amount | Freight/Tax/Misc. | Currency

£l 3000001234 1 1 Vehicle Purchases 8/26/2024 1(EA 165000 165000 ofuso

= 3000012345 1 1 Intake Fee 9/18/2024 1(EA 135 135 ofusp
T 3000123456 1 1 Drivers Permit Prep/Training 9/18/2024 1(EA 1050 1050 ofusD

View PO Details

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

Purchase Orders

SAMPLE SUPPLIER

Agency Name

Admin - Facilities Management

Admin - Facilities Management

Transportation Department

Welcome to the Minnesota Supplier Portal, NAME, USER. Sign Qut

B Download PO Infermation

Business Unit / Purchase
Order

Admin - Facilities
IManagement
3000019093

Admin - Facilities
Management
3000017857

Transportation Department
3000730629

Supplier
Location

SUPPLIER
LOCATION

SUPPLIER
LOCATION

SUPPLIER
LOCATION

PODate PO Status
01/16/2025 Dispatched

04/26/2024 Dispatched

Last Dispatched
Date/Time

01/16/2025
10:37:00AM

09/05/2024
10:34:20AM

10/25/2023 Change Order -2 99/23/2024

12:51:18PM

PO Total Amount / Payment
Buyer Currency Terms
N; B 4.385.42 Net 30
lame, Buyer UsD et
Name, Buyer 456874 Net 30
usD
N s 72,062.23 Net 30
3 e
ame, Buyer USD

@ Need Help?

3

[*]

Actions

@ >

PO
Details

rows

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

PO Number
PO Status
Buyer |

Billing Location

Payment Terms

Purchase Order Details

3000017857

Complete

ame, Buyer

G020140000

Net 30

Review Purchase Orders

Purchase Order Date

Last Dispatch

04/26/2024

09/05/24 10:34:20AM

Purchase Order Total

Merchandise Amount
Freight/Tax/Misc.

Total Amount

4,568.74
0.00

4,568.74 USD

»

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

Purchase Order Lines
EAEY

Line Information Extension Line Details
Line Status Item ID
1 Closed

Contract Info

Description

NFPA 70E Training

Quantity

1.0000 | JA

Merchandise Amt

4,568.74

| ViewAll

usp
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4. Selectthe Extension tab to view the Part Number Extension.

Purchase Order Lines

|E E‘ View Al

Line Information Extension Line Details Contract Info
Line Status Item ID Part Number Extension

Closed

5. Select the Line Details tab to view the manufacturer information.

Purchase Order Lines

‘ = Q,‘ View All
Line Information Extension Line Details Contract Info
Line Status Item ID Freight/Tax/Misc. | Manufacturer ID Description Manufacturags Ham Category ID
1 Closed 0.00 01619
6. Select the Contract Info tab to view the contract information.
Purchase Order Lines
=Y View Al
Line Information Extension Line Details Contract Info
Category
Line Status ltem ID Contract ID Contract Version C.ontract Line Release Number
Line Nbr N
umber
1 Closed 0000000000000000000246531 1 1 1

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 E‘ View Al

Invoice Invoice Date Amount Due Date Appr Stat Voucher

07/15/2024 456874 USD 07/30/2024 Approved 00406037

U

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 1975
Gross Invoice Amount  $4.568.740

~ Invoice Lines

B|Q

i Statistic
Htem ID Description s
NFPA TOE Training

 Payment Schedule

Bl Q
Scheduled to
Pay Payment Amount
0912312024 0009106412 $456874 USD

Review Purchase Orders

Invoice Date  07/15/2024

Due Date  07/30/2024

Unit Price Merchandise Amount
4,568.74000 $4,56874 USD
a On
Discount Method Status. Hold Wthd Hold
$0.00 ACH Paid No No

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

PO Number
PO Status
Buyer

Billing Location

Payment Terms

Purchase Order Details

3000017857
Complete

Name, Buyer

G020140000

Net 30

Review Purchase Orders

Purchase Order Date  04/26/2024

Last Dispatch  0g/05/24 10:34:20AM

Purchase Order Total

Merchandise Amount
Freight/Tax/Misc.

Total Amount

4,568.74
0.00

4,568.74 USD

11. To view a PO document, select the downward arrow under the Actions column, and then select
“View PO Dispatch Document.”

Purchase Orders

SAMPLE SUPPLIER

Agency Name

Admin - Facilities Management

Admin - Facilities Management

Transportation Department

Welcome to the Minnesota Supplier Portal, NAME, USER. Sign Out

B Download PO Information

Business Unit / Purchase
Order

Admin - Facilities
Management
3000019093

Admin - Facilities
Management
3000017857

Transportation Department
3000730629

Supplier
Location

SUPPLIER
LOCATION

SUPPLIER
LOCATION

SUPPLIER
LOCATION

Last Dispatched

FOEED Date/Time

PO Status

01/16/2025 Dispatched 01/16/2025 10:37:00AM

09/05/2024 10:34:20AM

04/26/2024 Compl

10/25/2023 Change Order -2 09/23/2024 12:51:18PM

PO Total Amount /

Buyer Currency
4,365.42
Name, Buyer usD

4,568.74

Name, Buyer usD

72,062.23

Name, Buyer usD

€ Need Help?

3 rows
L1
Payment . PO
Terms Actons Details
Net 30 ©@ >

Actions

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