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Reviewing Vendor Payments

November 23, 2011
Reviewing Vendor Payments in the Supplier Portal

Vendors with a User ID are able to login to the Supplier Portal to view payments. Follow these steps to
login and navigate to the Payments page.

1. Access SWIFT by entering http://supplier.swift.state.mn.us into the web browser.

2. Enter your User ID and Password. Click the Sign In button.

Login
Login herg 35 an existng User
User ID:

Password:

Click bers to open the step-by-sbep training guides

3. The homepage is displayed. Using the Menu, Select Review Payment Information.
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4. Select Payments to view the Payments page.
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5. Enter Payment Search Criteria if known or click Search to view all Payments by date range.

Verify the date range on the search results; defaults to last 15 days.

Review Payments

Filter Options
TESTVEMDOR

Enter search oiteria and did on Search. Leave tlank for all valuss.

Invoice Number:

Payment Reference:

From Payment Date: WE (eommple: 12731:2000) 4

To Payment Date: ons2ont [ (eample: 1231/2000) 4|
Search

Betum be Yendor List

6. Review List of Payments Made

Review Payments
Payments Made

Set filter options Retum to Vendor List

Reference Transaction ID Payment Date Amourita Location Description Address

Click Reference number to view additional invoice details. Additional information includes Payment Date, Invoice
ID, State Agency Contact Detail, and Payment Amount.
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