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Changing Vendor Addresses in Supplier Portal

Vendors with a User ID are able to login to the Supplier Portal to add or change addresses. Follow these
steps to login and navigate to the Addresses 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.
User IDs look like the following: VN######HHHH # (ex: VN0000389406 1)
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3. The Home page is displayed. Using the Menu, select Maintain Supplier Information.
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4. Select Addresses to view the Payments page.
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5. a) Select the Edit button next to the address that requires a change.

b) Select the Add a New Address button to add a new address or location.

Mlﬂhﬂ&ppf:f]ﬂrﬁm v Aegdresses

Descripbian Aridreas 1 Arsdrean 3 Shaturs
CEN AL OFF
GENERAL - BT PAUL BSg CEDAR ST 400 CEMTENIMAL OFFICE Acthed Ediit
R BLOG
CRDEM - 8T PAUL 112 ADMIMISTRATION BLDO 20 SHERBURNE AVE Active

“'\\

Balar 1o Weodar Liak h]

. TP
Maintain Addresses
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a) If changing an existing address, delete the incorrect information from the page or
overwrite with the correct information.

If the existing address is no longer active, change the Desired Status to Inactive.

b) If adding a new address, add the Address Type, Country and fill in the address fields.
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7. Click Save to save address changes or to submit the new address.

8. You will receive an email confirming your address change. The email is sent once the address is
approved, within 2 business days.
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