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RFB Bid Opening - Display Total Bid Amount by Vendor 
June 1, 2011; Revised Dec. 8, 2011; Revised 10/15/2015
Prior to viewing these results, 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 total bid amount by Vendor.
Note:  The total dollar amounts shown on this page represent those amounts prior to any preferences being taken into consideration. Note: Total dollar amounts shown on this page represent those response results prior to any preferences being taken into consideration.
1. Navigate to Sourcing, Maintain Events, Event Workbench 
2. Locate the Event using the search criteria fields
3. Click the View Bid History button. [image: Icon of View History Button]
4. The Event Bid History page is opened.  
5. Click the Vendor/Bid radio button to display all bids submitted. [image: Image of Bidder/Bid button]
6. Click the Price radio button to display the Price. [image: Image of Price button]
7. Optional – Select Name from the Sort By drop down to sort bids by Vendor Name.
8. Optional – Select Descending to sort in descending order.
9. Optional – Click the Refresh button to display the information using the sort criteria that you just defined.
10. Optional – Click the Print button located to the right of the home button in the upper portion of the window.   [image: Screenshot of Event Bid History showing bidder info]
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