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DPS Soft Body Armor Reimbursement Portal Users Guide 
URL: https://programs.dps.mn.gov/SoftBodyArmor 

 

Registering as a portal user 
Registering allows you to submit applications for the DPS Soft Body Armor Reimbursement Program. 
 

1. Navigate to the DPS Soft Body Armor Reimbursement Portal. The URL is: https://programs.dps.mn.gov/SoftBodyArmor 
2. To register for the first time and obtain a username and password, at the bottom of the login screen click the Register Here button.   

https://programs.dps.mn.gov/SoftBodyArmor
https://programs.dps.mn.gov/SoftBodyArmor
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3. The registration form will be displayed, and you will be required to enter the following information: 
 

a. First name 
b. Last name 
c. Your email address 
d. Phone number 
e. Whether you are registering as an Individual or as an Employer Representative? 

i. Select Individual if you purchased the body armor for yourself. 
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ii. Select Employer Representative if you are entering reimbursement requests on behalf of an organization such as a 
law enforcement agency, fire department, or emergency medical service.  
 

  
 

4. If you select Individual, you will be asked to enter the following information on the bottom half of the screen:  
a. Date of birth (used to confirm identification)  
b. Address (where to send reimbursement funds) 
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c. SWIFT Vendor Number is not required at registration but will be required in order for you to receive payment. If you do not 
have a SWIFT Vendor Number it can be obtained at Minnesota Supplier and Payment Portal 

 

 
 

d. After you complete all required fields, click the Next button. 
  

5. Now you will see a screen where you can provide your employer information.  
a. Employer Type: Choose from the following list of employer types:  

i. Law enforcement agency 
ii. Fire department 

iii. Emergency medical Service  

https://guest.supplier.systems.state.mn.us/psc/fmssupap/SUPPLIER/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE_NUI.GBL?CONTEXTIDPARAMS=TEMPLATE_ID:PTPPNAVCOL&scname=M_REGISTRATION&PanelCollapsible=Y&PTPPB_GROUPLET_ID=M_SUP_USER_REGISTRATION&CRefName=M_NAVCOLL_2&PortalActualURL=https://guest.supplier.systems.state.mn.us/psc/fmssupap/SUPPLIER/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE_NUI.GBL?&scname=M_REGISTRATION&PanelCollapsible=Y&PTPPB_GROUPLET_ID=M_SUP_USER_REGISTRATION&CRefName=M_NAVCOLL_2&PortalRegistryName=SUPPLIER&PortalServletURI=https://guest.supplier.systems.state.mn.us/psp/fmssupap/&PortalURI=https://guest.supplier.systems.state.mn.us/psc/fmssupap/&PortalHostNode=ERP&NoCrumbs=yes&PortalKeyStruct=yes&
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b. Once Employer Type is selected, a field will be displayed that has a searchable list of employers. 
 

 
 

c. Search for your employer from the list by starting to type your employer’s name. 
i. Select your employer if it is available. If your agency has St. type in Saint. 

ii. If your employer is not listed, check the My employer is not listed checkbox. 
d. If you selected a law enforcement agency and you are an individual submitter, you will also be asked to enter your POST 

number (used for identification purposes). 
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e. Check the I’m not a robot checkbox and perform any verification steps. Click Next. 
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6. If you checked My employer is not listed, you will be asked for information about your employer. Information in the top half of the 
window will be used to establish and validate your employer as a qualified agency. For the contact information, you should enter a 
general agency contact.  If you do not have one, you may enter your supervisor. 
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7. You may be asked for contact information for your employer if we do not have one file. If asked, provide a name and contact 
information for someone who can verify your employment.  If you were asked for contact information on the screen above when 
creating a new employer, you may enter the same person’s contact information here. 
 

 
 

8. Registration is nearly complete. A screen will be shown that will thank you for signing up and inform you to check your email to 
complete the registration process.  
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9. Check the email associated with your account for instructions and a link that will allow you to log into the portal for the first time and 

set your password. If you don’t see the email, remember to look in your spam folder where automated messages sometimes are 
filtered.  
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Logging into the Soft Body Armor Reimbursement Site 
1. Navigate to the DPS Soft Body Armor Reimbursement Portal. The URL is: https://programs.dps.mn.gov/SoftBodyArmor. 
2. If you have previously registered on the site, simply enter your username and password and click the Log In button to access the site.  

a. If this is your first time using the DPS Soft Body Armor Reimbursement Portal, you will need to register first to obtain a 
username and password (see registration steps above). 

 
3. Upon logging in, you will be asked to agree to a Tennessen notice – displayed on next page.  

a. If you agree to the Tennessen Notice, check the box and click the Next button. 
b. If you do not agree to the Tennessen Notice, click ‘Log Out’ to exit the portal. 

https://programs.dps.mn.gov/SoftBodyArmor
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4. You have successfully logged in and will be on the portal’s home screen. 

 
 

Using the Portal 
1. After signing on, you will see the home screen. 
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2. From the Home Screen, can do two things.  

a. Create a new application 
b. Review an existing application 

3. To create a new application, click one of the two Create New Application(s) buttons found on the page 
a. This will open a new page where you will be walked through steps to create a DPS Soft Body Armor Reimbursement Request. 
b. See the ‘How to create an application’ section for step-by-step instructions. 

4. To review one of your existing applications, there are a few options. On the home page, you can see two lists: 
a. Draft Applications not submitted to DPS: Applications that you have started to fill out but have not yet submitted.  
b. Applications Needing More Information: Submitted applications where DPS staff found that there is missing information. You 

will receive an email outlining what information is missing. You can edit these applications and provide the missing or 
corrected information. 
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5. Clicking one of the two Existing Applications buttons will take you a new page that has further application lists by status. Clicking the 
Home button at the top of the page will return you to the Home page. 

 
a. There are lists for: 

i. Drafts not Submitted: Applications that you have started to fill out but have not yet submitted.  
ii. Action Required: Submitted applications where DPS staff found that there is missing information. You will receive an 

email outlining what information is missing. You can edit these applications and provide the missing or corrected 
information. 

iii. In DPS Review: Applications currently under review by DPS staff. 
iv. Approved Pending Payment: Applications that have been approved but have not yet been paid. 
v. Paid: Approved applications that have been paid out. 
vi. Denied: Any applications that was denied. When an application is denied, you will receive an email explaining why. 
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6. You can print your applications, from any of these tabs: In DPS Review, Approved Pending Payment, Paid, or Denied 

 
a. Click the Printable View button from one of the identified list views. This will generate a printer friendly view.  

 
b. Click the Print this Page link in the upper right to print.  
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Creating an application 
1. After clicking one of the Create New Application(s) buttons on the Home page you will see the Officer and Purchase Information 

screen. 

 
 

2. On the left side of the screen fill in the information about who the body armor was purchased for. If you are an Individual submitter 
this is your information. If you are an Employer Rep it is the information of the employee for whom the body armor was purchased: 

a. First Name: First name of the person the body armor was purchased for. 
b. Middle Name: Middle name of the person the body armor was purchased for. 
c. Last Name: Last name of the person the body armor was purchased for. 
d. Date of Birth: Birthdate of the person the body armor was purchased for. 
e. Post Number: Will only show for law enforcement agencies. 
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f. Address: Will only show for Individual Submitters. 
3. On the right side of the screen fill in the information about the body armor.   

a. Vest Cost: What is the full cost of the vest. 
b. Invoice Date: Date of the armor was purchased. 

NOTE:  The body armor you specify MUST be NIJ approved. 
c. Vests: List of eligible body armors.  

i. Find and select yours in the list. The field is searchable.   You must search 
for your make and model from the list. 

ii. If your soft body armor is not on the list and it is an NIJ approved vest: 
1. Search for and select Vest not Listed.  
2. This will reveal another field called Other Vest Details.  
3. Enter your soft body armor information there. 

If you enter a vest here and it is an NIJ approved vest, you must go back and pick it from the list. 
 

4. If you are an individual submitting for yourself, click the green Next button in the lower right of the page. 
a. If you employer representative, you will also see a toggle switch that will give you the option of entering another application.  

i. Toggling it to Yes will bring up another blank application after clicking the Next button.  
ii. Continue doing this until you have entered your last application, then leave the toggle switch set to No and click Next. 

5. The Upload Required Invoices screen will open. You will attach your supporting documentation here. For Employer Representatives, 
any documents that you upload will be attached to every application that you entered on the previous screen. 
 

6. Use the upload button or drag and drop files into the window. All files must be added at the same time. 

The following vest-related items are 
ineligible for reimbursement: 
A. tactical ballistic items; 
B. unauthorized carriers; 
C. vest alterations; 
D. shipping costs; and 
E. sales tax. 
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7. All files that have been uploaded will be shown. Click the Next button once done uploading files. 
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8. You will see a list of all files that were uploaded, and given one last chance to upload different files, or to move forward with the ones 
already uploaded.   
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a. If the list of Documents is correct. Change the Documents Correct? to Correct and then click Next. 
b. If the documents are the wrong ones, or you missed uploading a file, leave the Documents Correct? toggle to Incorrect and 

click Next. You will be returned to the previous screen to upload the correct files. 
9. Once you have selected that the documents are correct the ‘Submit Application?’ screen will open. A table will show a summary of 

all the applications in this submission. (Individuals will only have one). Notice each application has a check box next to it. 

 
10. Check the box next to each application you wish to submit. 

a. Any application that you select will be submitted for DPS Review. 
b. Any applications that you do not select will not be submitted to DPS and will remain in draft status. This enables you to come 

back later and make changes. 
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11. Click the Next button and a final Submission Screen displays that shows only the applications that were submitted (not left in draft 
status) is displayed.  

 
12. Click the Finish Button to complete the process and return to the Home Page. 
13. To review submitted applications, click ’Existing Applications’ link at the top of the home page and you will see the newly Submitted 

applications on the ‘In DPS Review’ tab.  

 
14. If you do not see your application in the In DPS Review tab, click on the Drafts Not Submitted tab.  If there was a problem during 

submission, you application may have ended up in Draft status.  
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15. You can review the details of the application in Draft status by clicking on the application number that starts with DPS-SBA-.  For 
details on reviewing and submitting Draft application, see the next section on reviewing and updated applications. 

Review and Update Applications 
There may be a need to complete an unfinished application or provide additional information at DPS’s request. This can be accomplished by 
doing the following: 

 
1. On the DPS Soft Body Armor Portal, locate the application you wish to review or update. This can be done by going to the 

appropriate related list found on the Portal (Home or Existing Applications Page).  
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2. Locate the application you wish to review and click on its name to open it. 
3. Your applications will be displayed. On this screen you will not be able to directly edit it. 
4. If you wish to update the application, click the Update/Submit Application button located in the upper right of the screen. 
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5. An Update Application screen will open that will show the applications current values and allow you to change them if needed.  

a. The vest that you entered previously is displayed on the left. You only need to select one if the current value is incorrect. 
b. Additional Files can be uploaded here as well by using the Upload files button 
c. Notes field is required. Enter a quick summary of what was updated.  



27 | P a g e  
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6. Once you completed all your updates, click the Update Application button at the bottom of the page. If the application that you 
updated was still in Draft Status, the next screen will ask if you want to submit the application 

 
a. If you are not ready to submit the application, leave the “Submit Application?” toggle set to no and click the Next button. 

Your changes will be saved, but the application will remain in ‘Draft’ Status. 
b. If you are ready to submit this application switch the “Submit Application?” toggle to Yes and click the green ‘Next’ button. 

This will display a screen indicating your application has been submitted. Clicking finish will return you to the home page. 
 

 
c. If the application that you updated had already been submitted and was not in Draft status and you click Next. A message will 

state that the application was updated and submitted for review. 
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If you have any questions or issues utilizing the program, please contact the Soft Body Armor contact at 651-201-7160 or email us at 
softbodyarmor.dps@state.mn.us. 
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