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A vendor doing business with the state of Minnesota may authorize users within their organization to sign 
electronic contract documents on behalf of the organization. Each authorized signer must be assigned a 
unique Vendor User ID by the state. 

Company officers may NOW authorize an “existing vendor contact” or a “new vendor contact” to sign 
contract documents. 

After completing the registration process, you receive a confirmation email, which includes the authorized 
user’s unique Vendor User ID. You must then log into the Supplier Portal and create a new contact 
record for this User. You can then designate this unique Vendor User ID as “authorized to sign 
contract documents.” 

Follow the steps below to: 
1. Authorize “existing vendor contacts,” who already have authorized unique Vendor User IDs, to

review and sign contracts, or 
2. Authorize a “new vendor contact,” with a new, unique Vendor User ID, to review and sign

contracts. 

Note: You must follow these steps for each authorized signer. Be sure that the User Profile information 
for the signer matches the details associated with the Vendor User ID being authorized. Remember, if 
you are adding a new vendor contact, you MUST first request a unique Vendor User ID for that contact 
before authorizing the contact to review and sign contract documents.

Note: If you are authorizing a new vendor contact, that individual MUST have a UNIQUE 

Vendor User ID associated with their name and User Profile information.  

Click the link below for instructions on how to request a new Vendor User ID: 

Quick Reference Guide - Requesting a new Vendor User ID 
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https://mn.gov/mmb-stat/documents/swift/vendor/vnd-req-user-id-qrg.pdf


 

Authorize Existing Vendor Contact to Sign Contract Documents 
1. Log in to the Supplier Portal at http://supplier.swift.state.mn.us 
2. Access the Contact Information page via: 

Main Menu, Maintain Supplier Information, Contacts 

3. Click the Edit button associated with the contact you are authorizing. There may be multiple 
existing contacts. 
 

 

4. Enter or select the following information: 
o Email ID – Validate or enter the contact’s email address. 

Note: This is the email address that the state uses to notify this contact that there is a 
contract to review and sign. 

o External User – Use the magnifying glass to search for and select the Vendor User ID 
that will be associated with the contact. 

 

 

o Authorized to Sign Contracts – Select the checkbox to authorize the contact to sign 
contract documents. 

5. Click the Save button. 

Note: Be sure you are entering the Vendor User ID associated with the 
contact whose information appears on this page. 

If you are submitting a request on behalf of another contact at the 
organization, enter or select THAT contact’s User ID. Do NOT enter your 
own User ID. 
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http://supplier.swift.state.mn.us/


 

 

The request is sent to the state for approval. Upon approval, the contact receives an email notification and is 
authorized to review and sign contract documents. 

Authorize New Vendor Contact to Sign Contract Documents – New Vendor 
User ID must first be created 

1. Log in to the Supplier Portal at http://supplier.swift.state.mn.us/ 
2. Access the Contact Information page via: 

Main Menu>Maintain Supplier Information>Contacts 

3. Click the Add a New Contact button. 
 

 

4. Enter or select the following information: 
o Description – Contact name or contact role 
o Name – Contact name 
o Email ID – Email address for the new contact 

Note: You must enter an email address in the Email ID field. This is the email address 
that the state will use to notify this contact that there is a contract to review and sign. 

o Location – Select applicable vendor location from the dropdown list. 
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http://supplier.swift.state.mn.us/


 

o Role – Select “General” from the dropdown list. 
o External User – Use the magnifying glass to search for and select the new Vendor User 

ID that will be associated with the new contact. 
 

 

o Authorized to Sign Contracts – Select the checkbox to authorize the contact to sign 
contract documents. 

5. Click the Save button. 
 

The request is sent to the state for approval. Upon approval, the contact receives an email notification 
and is authorized to sign contract documents. 

 
Note: Each individual who is authorized to review and sign contract documents must have a unique 
Vendor User ID and Contact record. This ensures that contract documents are sent to the correct 
vendor contact. 

 

 

Note: Be sure you are entering the Vendor User ID associated with the 
contact whose information appears on this page. 

If you are submitting a request on behalf of another contact at the 
organization, enter or select THAT contact’s User ID. Do NOT enter your 
own User ID. 
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