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Bids not entered into SWIFT will either need to be “entered” prior to or “read” at Bid Opening.  This method can be 
used to display the amounts submitted by line by Vendor. 

1. Navigate to Sourcing, Maintain Events, Event Workbench  

2. Locate the Event using the Search Criteria 

3. Click the View Bid History button.  

4. The Event Bid History page is opened.   

5. Click the Vendor/Bid radio button to display all bids submitted.  

6. Click the Price radio button to display the Price.  

7. Click the Expand All button to display each line amount by Vendor. 

8. Optional – Click the Print button located to the right of the home button in the upper portion of the window.  
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