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Introduction

After a Contract Document is approved by the state, it is routed to the Vendor Contact for signature. See the
Quick Reference Guide Vendor Authorization to Sign for more information on how to authorize users to review
and sign contract documents.

Note: Each authorized contract signer must have a unique Vendor User ID.

View and Update Contract Documents: All contract documents are XML files. In order to view and update

contract documents, you MUST ensure that your computer is set with Microsoft Word as the default program for
viewing and editing XML files.

Please refer to section on page 6 in this Guide to see how to set the default program for XML documents.

Steps to Review and Sign Contract Documents

e Receive notification that signature is required
e Log in to Supplier Portal
e Search for document

e Review and Sign or Deny document

Step 1: Receive Notification and log into Supplier Portal

When a Contract Document is approved by the state and ready for Vendor signature, the state Document
Administrator selects an authorized Vendor Contact and sends an email notification. The email contains the
Contract ID, a link to the Supplier Portal, and the Contract Document number.

Click the link in the email to display the log in page for the Supplier Portal, or, log in to the Supplier Portal via a
browser.

From: Fernstrom, Erik (MMB) Sent: Thu12/27/2012 3:03 PM
To: Fernstrom, Erik (MMB)

Ce

Subject: Document 37905 Signature Request
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Your electronic signature is required on document 37905. You may access the document by selecting the hyperlink below.

Please review the document. After your review is complete, you will have the option to Execute/Sign the document (this applies your electronic signature) or
to Deny the document (no electronic signature). In addition, at the time of your selection, you will have the ability to add comments.

https://fms.swift.state.mn.us:7420/psp/fms91sg/SUPPLIER/ERP/c/CONTRACT MGMT SUPPLIER.CS DOC SUPP.GBL?
Page=C5 DOC SUPP&Action=U&CS DOC 1D=37905

*** This is a system generated message that was automatically sent from the State of Minnesota. If you received this notification in error or need to obtain
system access, please contact the Contract Administrator shown in this notification.

Erik Fernstrom
Erik.Fernstrom@state.mn.us
555 555 5555
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Step 2: Log in to Supplier Portal

1. Access the Supplier Portal log in page by clicking the link in the email notification or via a browser
at http://supplier.swift.state.mn.us.

2. Enter your unique Vendor User ID in the User ID field.

Enter your password in the Password field.

4. Click the Sign In button.

Supplier Portal

Favrites - Main Menu
v -

Login

Login here a5 an existing User

User ID: [VMODO0B33847_
Password: sessseses]

Sign In

%VEHUDV’RBQ\SV&UUH Link
Click here to register as & vendor with the State of Minnesota or locate your user id if
you are alreacy a Vendor with the State of Minnesota
B nstructions fior Requesting a User 1D to Access the Supplier Pottal
Click here to open instructions for requesting a User 10 to the Supplier Portal
(2) | fargot my passward
Click here toreset your password
B Vendar Training Guides - Interactive \Version
Click here to open the interactive training guides

£ Instructions for Training Guides - Interactive Version
Click here to open the instructions for the interactive training guides.
[ wendor Training Guides - TextVersion
Click here to open the screen resder compatible training guides.
EElinstructions for Enabling Accessibilit Mode

Click here to open the instructions for enabling accessiviity mode in Supplier Portal

Viendor Information

Wendor Resouries

MMB Forms: EFT Bank Forms: Substitute -8
Contact Materials Managernent Diision (MMD;
Selling Goods & Services to State Anencies

Supplier Portal Announcements

Vendors with questions about responding to a specific event, solicitation, bid or proposal
opportunity or needing to register in the supplier portal so they can hid on an event, may
contact the MN Dept. of Administration, fals M. Division at 651,201 8100,
extension 8.

IMPORTANT! Yendors who receive their payments ACH are accustomed to seeing the
payment number formatted as AP000333444, starting 01/26/2012 the payment ID will show
in the following format: 0000333553. If there is a question ahout the payment and the
vendor contacts a state agency or the EFThelpline.mmbg@state.mn.us, please use this
number to identify the payment.

If you are a returning Vendor and you do not have a User ID then be sure to obtain a User
ID by clicking Vendor Registration link located in the Login section. Be sure to provide your
Vendor Name, TIN Type and your Federal ID number or SSN!

If you are having issues when attempting to view attachments, check to see if your Pop-Up
Blocker is turned on. Pop-Up Blocker must be off in order to view attachments.

Users who are using the Safari or IE9 internet hrowsers have experienced problems when
attempting to Register.

If you experience a problem trying to view a page or any data, please clear your hrowser
cache,
Events

YOU MUST BE REGISTERED as a vendor to participate in these
events or to receive netice of any addenda issued.

(2)Help
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Step 3: Search for Document

1. Navigate to the Maintain Contract Documents page:
Main Menu>Manage Contracts>Maintain Contract Documents

2. The Pending Approval/Signature checkbox defaults to checked and will limit the document search to only
those documents that are pending your approval and signature.

3. To view additional search fields, expand the Advanced Search Criteria section by clicking the arrow.

Supplier Portal

Home | Prit | Signout
Favorites © Main Mernu > Manage Contracts > Maintain Contract Documents
- - -

@Newwmnw @He\p L/Custnm\zePage ﬂhﬁp

Maintain Contract Documents

Document Search
Document Administrator: | O—.
From Begin Date: o] To Begin Date: !

From End Date: o) ToEnd Date: !
o o

AN Documents

» hdvanced Search Criteria

Search

List of Documents

SV ER  hore Details

Contract Document Description Document Status  Status Date/Time

4. Enter the Contract ID or use the Look Up button to display all contract documents that are pending
signatures.

5. Once the search criteria are entered, click the Search button.

Supplier Portal

1 toms | b | senos
I'm!itm Man Menu 5 Manage Confrarts 5 Mankain Confrart Donuments

Eriewindow Drelp & custornize Page B Htp

Maintain Contract Documants
Document Search
Dol Adenivist alo - , -
Faumn Bugin Dute: ¥ B To Bugin Date: &)
Froem Enl Date: ] To En Date: ]
[ &t Dacuments LI Peneing Renduw

[ rending ApprovalSimnatres

“natract ) DuouougmBILILLITSY 49 A
PO Nuiber: Q
A Hae 10 4
Swarch

Contract Document Description Document Stetus  Status Date/Time
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6. Click the applicable document link from the search results.

Mantan Contract Dooumonts

Supplier Portal

Eavrites | Man Monu 3 Managn Confracts &

Maintain Contract D
Document Search

Dacisment Administratne: 4

From Begin Date: L] T Begin Date: L]

From End Date: i To End Date: ol
[ Documents [ renting Resies:

[¥] Pendling ApprvalSignatures

[~ Advancud Search Citr
Source Iransaction: e
NO00IBIM0ONGIN00401 49 d,

Contract i
PO Nurmibes: <
ol Hoc 1:

Cantract Boeument Uneismest Sats  Status Datellime

Dispalched 120712012 2 30PM

Step 4: Review and Sign or Deny

First, review the document and any attachments or related documents.
1.
2.

Click the View Document button to display the Contract Document.

Click the View Attachments/Related Documents link to display attachments and related documents. If
there are no attachments or related documents, this area reads “No Attachments” and it is not a link.
Click the View Document History link to view past actions relating to documents, including prior
amendments.

Click the Send E-Mail link to send an email to the Document Administrator or other users having access

Supplier Portal I

Fa\m'r\tes Ma\n'Memu s Manage Contracts > Maintain Contract Docurments

o e e

to the document.

Contract ID:
Description:

Document Administrator:

00000000000000000000501 49
T=T

Erik Fernstram

View Document

Created On: 12/27i2012 2:38FM
Begin Date: 12027i2012 Expire Date: 123172013
D Status; Dispatched Owner:

Signature Status

TGS

In Pracess

Wiew AttachmentsiRelated Documents

Document Details

View Document History

Send E-Mail

ExecutesSign Deny

By gelecting the ‘Executel/Sign’ button below, you are officially approving the document and indicating you
are authorized to sign this document on behalf of yvour entity or organization,

Sign Status Date/Time:
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After reviewing the contract document and any attachments and related documents, you may Execute/Sign or
Deny the document by clicking the appropriate button.

e Execute/Sign — Click this button to sign and execute the document on behalf of your organization. A
notification is sent to the Document Administrator that the document is signed by the vendor and is ready
to be signed/executed by the state. After all state signatures are applied, you will be notified that the

document is fully executed.

e Deny — Click this button to deny the document. A notification is sent to the Document Administrator

informing them that the document is denied.

e You have the option to enter comments in the Signer Comments box above the buttons.
Note: Any comments entered become part of the official signature block for the document. This field
should not be used for informal communications with the Document Administrator. Use the Send E-Mail

link for this purpose.

Supplir Porta

Favovrites i Mainl\'lenu s Manage Contracts > Maintain Cantract Documents
: ¥

—cr o e e

Contract ID: 0000000000000000000050149
Description: TET
Document Administrator: Erik Fernstrom
Created On: 1202712012 2:38PM
Beyin Date: 1212712012 Expire Date: 121310203
Document Status: Dispatched Owner:
“iews Document
View Atachrments/Related Documnents
Document Details
Vienw Docurment History
Send E-hail
Signature Status InProcess

B S S ———

By selecting the 'Execute/Sign' button below, you are officially approving the document and indicating you
are authorized fo sign this document an behalf of your entity or arganization.

Execute/Sign Deny Sign Status Date/Time;
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Setting Microsoft Word as the default program for XML files
For Windows XP operating system:

1. Open the Control Panel.

2. Select Folder Options.

3. Click the File Types tab.

4. Select XML Document.

5. Click the Change button.

Folder, Options EJE|
General | Yiew | File Types | Offine Files

Registered file lypes:

Extensions  File Types N
I%JIXILTM Microsoft Excel Macro-Enabled Template
@XLTX Microsoft Excel Template
R Microsoft Excel Workspacs
B ML Microsaft Excel XML Worksheet

ML Document

44 #PS »#PS document
MElwver b imemnntt lnfnD 2l Emeen NiFimitio Cil b
e

Dietails for WML extension

Opens with: ©3 %ML Editor

Files with extension L' are of type <ML Document’. To change
settings that affect all %ML Document' files, click Advanced

6. Select Microsoft Word. Make sure the Always use the selected program to open this kind of file check box
is selected.
7. Click the OK button.

8. Click the Close button to close the Folder Options window. The setting is saved and Microsoft Word will
be used as the default program when opening XML documents.
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Open With

- j Choose the program wou want ko use to open this File:

File: LEML
Programs
Ll'fl Recommended Programs: R

&8 Internet Explorer
(1] Microsoft InfoPath 2010
W sual Skudio 2005 Tools For Applications

53 ®ML Editor
Ll'fl Other Programs:
E Adobe Reader
|‘.._7‘| Microsoft Excel
@ Microsoft Office Pickure Manager =

Mo o EL B naioio

Always use the selected program ko open this kind of File

If the program wou want is nok in the lisk or on your computer, you can ook
for the: appropriste program on the Web.

[ Ok ] [ Cancel ]

For Windows 7 operating system:
1. Right click on an XML document.
2. Select the Open With option.
3. Select the Choose Default program option.
4. Select Microsoft Word.
5. Make sure the Always use the selected program to open this kind of file checkbox is selected.

6. Click the OK button. The setting is saved and Microsoft Word will be used as the default program when
opening XML documents.

( Cpen with @ ]

.~ Choose the program you want to use to open this file:
)

File:  sdn.xml

Recommended Programs

crosoft Co

(T Microsoft Visual Studio 2005 Tools for
I: !':‘!n?rosof't .InfDP th 2010 w Applications

/ﬁ‘ Microsoft

g WordPar
o

rosort

Other Programs v

[¥] Always use the selected program to open this kind of file

If the program you want is notin the list or on your computer, you can lock for the appropriate program on the

Web.
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