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Request New User ID to Access the Supplier Portal

Suppliers and bidders registered with the State may request new user identification for additional users
to access the Minnesota Supplier Portal. To make this request, a new user will have to request an invite
from an existing user for that supplier or contact the Minnesota Management and Budget Supplier Help

Desk.
Access the State of Minnesota Supplier Portal from the following link: http://mn.gov/supplier

1. Anexisting user will select the Sign In tile.

mn

>
PLEASE NOTE: You are not currently logged in. If you would like to access the portal Sign In or Register for an Account.

Access this link for Screen Reader Mode

c ications related to solicitations, quotes, or p from an email address ending in @state.mn.us.
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the User Name field.

Enter User ID in format
VN0000123456_1
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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).

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.

4. Select the Manage Profile tile.
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5. Navigate to Add User in the left menu.
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Manage Profile

§ Need Help?
. Pt | Newv >
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] View Contacts
Sup Bidderld 0000123456
-] Update Account Supplier or Bidder Name  SAMPLE SUPPLER
T My Categorizations I Type  Supplier
7 Add User
{} BllQ
U Email ID First Name Last Name New User ID Invite Status Expiration Date
supplieruser@eami com User Name VND0DD123456_1 Account Created
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6. The Add Supplier User page will display. Select the plus symbol (+) on the right side of the screen
to send an invite to a new user.

NOTE: A list of Users will display. View to see if a User ID exists for the user you would like to add.
If not, select the plus symbol (+) to send an invitation.

7. Enter the Email Address, First Name, and Last Name of the user who needs a new User ID.
8. Select the Send Invite button.

9. This will send an email invite to the new user to Register as User.

2|Page-QuickReferenceGuide



SWI F STATEWIDE INTEGRATED
FINANCIALTOOLS

NOTE: The email is sent from SWIFT DO-NOT-REPLY@state.mn.us

State of MN Supplier Portal — New User Registration

MD

Kutz, Emma (MMB) Men 1

You don't often get email from swift do-not Learn why this is important

M MINNesOTA

State of Minnesota SWIFT Supplier Portal - New User Registration for SAMPLE SUPPLIER 0000123456

Dear User Name,

You have been invited to register as a user for the State of Minnesota Supplier Portal. This will allow you to access the Supplier Portal for the account of SUPPLIER 0000123456,
Please use the link below to complete the User ID set up.

Register As User

If you have further questions regarding your registration process, please contact Minnesota Management & Budget's SWIFT Supplier Helpline at (651) 201-8106 or email
efthelpline mmb@state mn.us

This s a system generated email Please do not reply.
Thank you

Minnesota Management & Budget, State of Minnesota
658 Cedar Strest
Saint Paul, MN 55155

To opt out of these emails o to update other information, please log on to the State of Minnesota Supplier Portal by copying and pasting mn.govisupplier into your browser address

bar.

This email is intended only for the individual or entity to whom it is add; d and may be a i ication privileged by law. Any unauthorized use, dissemination,
distribution, disclosure, or copying is strictly prohibited. If you have received this communication in error, please notify us immediately and kindly delete this message from your
system. Thank you in advance for your cooperation

10. After registering as user, the new user will receive an email with a unique User ID and instructions
for creating a password. Use this new user identification to log in to the State of Minnesota
Supplier Portal from the following link: http://mn.gov/supplier

A new User ID has been established for your MN SWIFT Supplier ID 0000123456

I_MN.SWFT D0 KOT REPLY

To User Name
L

If there are problems with how this message is displayed, click here to view it in a web browser,

MY MiINNesOTA

A new User ID has been established for your MN SWIFT Supplier ID0000123456

Your new User ID has been established. Use the User 1D to log into the Supplier Portal, where you will be able to view and respond to events as well as view payments and
account information.

Supplier Name: SAMPLE SUPPLIER
Supplier ID: 0000123456
UseriD: VN0000123456_15

Please note that an additional email will be coming from no-reply@oracle.com to reset your password and complete the log in process. This email may take up to 15 minutes
to be received.

URL: Select to View the Mi Supplier Portal

Use the link above to access the Minnescta Supplier Portal with your unique User ID and newly established password. You must log into the Supplier Portal at least once
every 60 days or your account will be deactivated.

If you have any further questions regarding your registration process, please contact Minnesota Management & Budget (MMB) Bidder and Supplier Helpline at (651) 201-
8106. or gmail efthelpline.mmb@state.mn.us

This message was automatically generated on 2023-10-23 at 14.47.02.000000. Please do not reply to this email.
Thank you,

State of Minnesota
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The new user can now log in to the State of Minnesota Supplier Portal with their newly assigned User ID and
Password.

11. Navigate to the Supplier Portal via the following link: http://mn.gov/supplier

12. Select the Sign Intile.

m

>
PLEASE NOTE: You are not currently logged in. If you would like to access the portal Sign In or Register for an Account.
Access this link for Screen Reader Mode
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the User Name field.
Enter User 1D in format
VNO0000123456_1
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View Registration Options.

13. Enter the newly registered supplier information in the User ID and Password fields. Do not enter an
email address for the Username field. (Example User ID: VN0000123456_1)

14. New users will be required to set up Multi-Factor Authentication (MFA) to gain access to the Supplier
Portal. Please refer to this link for setting up MFA: SWIFT Supplier Portal Multi Factor Authentication
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