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Analyze Bid Responses for an Event

This Quick Reference Guide explains the steps to analyze bid responses for an event in the Strategic Sourcing
module in SWIFT. At the end of this guide, you can see actions you can take from the Go To drop down menu on
the top of the Analyze Total page.

When analyzing and awarding events to bidders, make sure to follow Authority for Local Purchase policies, State
statutes, and agency guidelines.

Note: You cannot analyze bid responses in SWIFT until the End Date/Time for the event passes.

Step 1: Verify if bidders are TG/ED/VO suppliers

The Office of Equity in Procurement at the Minnesota Department of Administration operates a program for
Targeted Group (TG), Economically Disadvantaged (ED), and Veteran-Owned (VO) small businesses. According to
State statute, agencies allot certified TG/ED/VO bidders a preference when analyzing bids. If the supplier is a
certified TG/ED/VO small business, make sure to follow the Office of State Procurement’s policies and
procedures to apply appropriate preferences during the analysis of bid responses.

There are two ways to verify if bidders are TG/ED/VO suppliers.

Use the TG/ED/VO Directory

To verify if bidders are TG/ED/VO suppliers, you can use the TG/ED/VO List (Directory).

Company Name Y | NAICS Code(s) *Categ... Principal Owner
rhema
« |RHEMA SYSTEMS dba COMPUTER REVOL... 423430, 423690, 44...|B Felix Anohene
Company Name: RHEMA SYSTEMS dba COMPUTER NAICS Code(s): 423430, 423690, 44
REVOLUTION/CPR 811212
Original Cert: 09/17/2019 ISWIFT Number: 0001 UBSUDUI

Use the Supplier Maintenance page in SWIFT

1. Navigate to the Review Supplier page.
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Navigation Options Navigation Path

Navigation Collection Accounting, Supplier, Supplier Maintenance, Review Supplier page defaults.

2. On the Review Supplier page, enter search criteria to find the supplier, such as the Supplier ID.

Review Suppliers

Search Criteria

Sanctions Status Persistence

~setip | SHARE Q| | Supplier ID ![I:l001n3snnu Q]
Name | Equal to il | | | Short Name | Equalto hl |
Withholding Name | Equal fo h | | | Classification | v |
Supplier Status | v] Type | v |
v

s (59 =T

3. Find the supplier in the Search Results below, and select the Actions link to open a drop-down menu for

that supplier. Then select the Maintain Supplier link.

&earch Results

B
Main Information Additional Supplier Info  Audit Information I
I Maintain Supplier I Supplier ID Supplier Name Short Name Address
Review Supplier Contact
| 0001035000 RHEMA SYSTEMS INC RHEMA SY-001

4. The Supplier information displays in a new window. Select the Identifying Information tab.

Supplier
Summary Identifying Information Address Contacts Location

5. Scroll down and open the Government Classifications section. You can see the Government
Classification of “Certified.”
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EEOQ Certification Date HUE Lone

Government Sources | Q, | View Al

Certification Source  TG-BELK AMR Targeted - Black American

Government Classifications | Q | View All
Effective Date  08/17/2018 Certification Number
Certificate Begin Date  (8/17/2018 Certificate Expiration
I Government Classiication c Certified I

Step 2: Open the event using the Event Workbench

1. Navigate to the Event Workbench page.

Navigation Options Navigation Path
Navigation Collection Procurement, Strategic Sourcing, Maintain Events. The Event Workbench page
defaults.
WorkCenter Procurement, Strategic Sourcing, Contract/Sourcing WorkCenter. Left menu,
Sourcing folder, Event Workbench.

2. On the Event Workbench page, enter the event identification number in the Event ID field. Press the
Search button.

Event Workbench
v Search Criteria
Business Unit |70'| _ _
IEvent 1D I|%| From Start Date |7 | To Start Date ‘7 | Sort With |EndDale—v|
Created By | Q | From End Date |7 | To End Date ‘7 | Sort Order |Ascending—v|
| v | | | Only show Events | created
Event Format —————— Category
|7v| | | Only show Active Events
D BventType L tem ID L Use my search defaults
| v ot
Associated With | Ql Origin | Q | Plan

3. The event displays in the Search Results section. Select the Analyze Bids icon for the event.

Search Results | Q | View All
Event ID Name Format Type Unit Origin Status -
2000015240 gjyStand Workstat Buy  RFx 1001 500  EventCompleted ok U K % Ly <]
Analyze Bids

NOTE: This icon becomes available after the event’s End Date and Time have passed.
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Step 3: Download bidder attachments

SWIFT displays the Analyze Total page. SWIFT allows buyers to download all bidder comments and attachments
for the event to a ZIP file. This ensures that all the comments and attachments for each supplier are in one
place, and nothing is missed that may impact the analysis of the event.

This download process creates sub folders in the ZIP file by bidder. There are individual ZIP files containing all

the comments and attachments each bidder added

1. Inthe Go To field, select “Download Bidder Attachments” from the drop-down list.

as part of their bid response.

Analyze Total

Analyze Tota

Analyze Line

Business Unit: Origin EventID: Round: Version
|G1001 50@ 2000015240 1 2
Event Format: Event Type: Currency: End Date:

Buy RF3

x
> Bid Analysis and Display Options (%)

UsD

01/26/2024 8:51AM CST

Analysis

Bidder Name UNIQUE SOFTWARE CORF ACRE
Event Version Responded To 1 1

Ewvent Name:

B External Bid Tab L
Sit/Stand Werkstations
[ Make Tabulation Public

Status: Go To:

Panding Award L

~1

.Analyze Expart
Asscciste Planning Task

Award Events
Create New Round
Discuss Event in Forum
Document Status Inguiry
- = [[Download Sidder Atiachments

2. The Download Bidder Attachments window displays. Make sure the Download All Bidder Attachments
radio button is selected and press the Download button.

View Latest Download

“fou have no downloads to view.
To download attachments, choose from the download opbons that follows.

Download New Attachments

I_@annlnad All Bidder Attachments I

) Download Attachments For Selected Bidders

[ Return I || Download I

Download Bidder Attachments

3. When the Download Status field says “Success,” select the View Attachments link.

View Latest Download

Ian'oad Status:  Success I

Download Date: 01025/2024 11:53:45 AM

GoTo:

Download Bidder Attachments

4. The attachment document appears on your desktop. When you select the document, it opens a zip file
with the comments and attachments each supplier submitted
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™ » ThisPC » Downloads * 01141983_G1001_2000015240_1_2_All_Bidders_2024-01-26.zip
. Name Type

Bidder Response-1 ACRE File folder
Bidder Response-2 UNIQUE S... folder
Bidder Response-3 RHEMA 5Y... Fil
Comments

5. When finished reviewing the bidder comments and attachments, close the folder or save as part of your
event documentation.
6. SWIFT returns to the Download Bidder Attachments window. Press the Return button.

Handling a Bidder Attachment Error

Because of the way the download bidder attachments functionality works, sometimes the naming convention
on the file gets very long.

Thay PC Deoswmioads FIHALDT RS0 _00000 5711 A _Bsdders A004-00-02 () Bedder Resporae-1 ELECTRON IDENTRICATION DEVCES LTD a3 JaTnt B Feciioe- 352 _EXT_RESP_DHECE

Some attachments cannot be opened and SWIFT generates an error message. When this happens, you will need
to rename the folder.

[ Windows cannot complete the extraction.

The destination path is too long. Rename the Compressed (zipped) Folder and try again.

o]

Steps to rename the folder

1. Press OKin the error message.
2. Locate the original file in your Downloads folder or wherever you saved the folder.
a. Right click on the row.
b. SWIFT will display an option box. Select the option that says Rename. This will open the file
name and allow it to be edited.
c. Rename the file to something short, such as the Event ID, and enter.

Home Share Wiew Compressed Folder Tools
« «~ 1 ¥ > ThisPC > Downloads
Name Date modified Type Size
st Quick access
- ~ Today (3)
= Documents ~
¢ FIBALO1_R2901_2000015798_1_1_All_Bidders_2024-05-06 5/6/2024 10:27 AM Compressed (zipp... 2,467 KB

¥ Downloads

6. The file is now renamed. If you open the folder and drill into all the subfolders, they will now show a
much shorter name in the address bar, and the individual files can be opened.

2 ACT VD
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If there are individual attachments that have a long name and still cannot be opened, make note of the

7.
name. Open the attachment individually from the SWIFT Analyze Bid page.

Step 4: Analyze bidder responses on the Analyze Total and Analyze Line

pages
Analyze bid responses on the Analyze Total page

1. The Analyze Total page displays for the event. In the Analysis section, find the information for each bid
response, including the Bidder Name, Bid Number, and Total Bid Amount.

Analyze Total

Business Unit Oirig Ewent ID Ro Viersion: Event Name

- L P~ - - "

G001 st 2000015240 Sit'Stand Worksiations
a
Ewent Format Event Type ] EndD Status Ge To

uso 01/26/2024 @:51AM CET Fostad
Bidder Mame jrious SOFTWARE CORF ACRE RHEMA SYETEMS INC
Ewent Version Responded To 1 y 2

2. When finished, scroll down to the bottom of the page and press the Return button.

Analyze bid responses on the Analyze Line page
1. You can also analyze bid responses at the line level. Select the Analyze Line link to display the Analyze

Line page

Analyze Total

Anziyze Line

Event ID:

Analyze Tota
Event Name:

Round: Version:

Business Unit: Origin

2. Scroll to the right and select the Analyze link below the Line Items section to analyze the line

information for the bid.

ine ltems |
’?‘ Q | View All
o e Description Category UOM | Start Price Requested Gty | Gty Awarded Weighting Line Status Analyze

1 i:cn‘::::::rzqual:ha Sit& Stand Workstaton | pn | sg111s00 = 436.00000 10.0000 0.0000|  sooo0os| [ @pen v |

2 Workstation Installation B | 72101501 = 60.00000 10.0000 00000  so000000] || Open v ze
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3. Look at the fields on this page including the Bid Quantity and Total Bid Amount for each bidder.

Analysis
Bidder Name RHEMA SYSTEMS INC ACRE UNIQUE SOFTWARE CORP
Event Version 2 1 y
Bid Number 1 1 : "
10.0000 10.0000
10,0000
Minimum Eid Quantity 0.0000
0.0000
0.0000
FreneE . #,500.0000
8,000.0000
Total Bid Cost g o
Q.00 0.00
Total Line Score  100.0000 a5 0000 27 8000

4. Note: If the event includes more than one line, scroll to the top of the page. Press the Next Line button

to go to the next line.

Analyze Line
Business Unit Origin EventID: Round Version Event Name
hl
G1001 500 20000152401 H Sit/Stand Workstations
Event Format Event Currenc ¥ End Date Status
Type:
Buy AFx usD 01/26/2024 9:51AM CST Pending Award
Line 1 Requested Quantity 10,0000 UoM  Ep Start Price 485.00000
sooooon| @ ;
Item ID Item Description: (Ergotron Workit & Dual Sit & Stand Workstzbon OR.) Weighting ——————— Previous Line

5. When finished reviewing all lines, press the OK button toward the bottom on the page.
6. SWIFT returns to the Analyze Line page. At the top of the page, select the Analyze Total link.

Analyze Line

Analyze Line
Business Unit: Origin Event ID: Round: Wersion:
G1001 508 2000015240 1 2

Step 4: Complete the Event Scoring Tabulation Sheet

After completing the analysis of bid responses, you may need to fill out an Event Scoring Tabulation Sheet

provided by the Office of State Procurement (OSP) or your agency.

1. Check with your manager about whether or not you'll need to fill out and attach an Event Scoring
Tabulation Sheet and/or other offline scoring forms to compare or document bid responses.

2. OSP recommends the use of their tabulation sheets for analyzing bids.
e Acquisition forms: https://osp.admin.mn.gov/acquisition-forms

e Professional/Technical forms: https://osp.admin.mn.gov/PTcontractforms

3. Asan option, you can attach the tabulation sheet on the Analyze Total page. This is covered in the

Award an Event Quick Reference Guide.
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Actions available from the Go To drop down menu

The Go To field lists actions you can take from the Analyze Event page.

Name

Description

Analyze Events

Return to the Analyze Events page for the event.

Analyze Export

Export a document that combines bidder answers.

Award Events

Open the Award Details page for the event.

Create New Round

Create a new round for the event.

Discuss Event in Forum

Review the State of Minnesota Event Discussions page to review
messages about the event.

Document Status Inquiry

Open the Sourcing Document Status Inquiry page to review associated
documents for this event.

Download Bidder

Download all bidder attachments.

Attachments
Event Attachments/ Open Event Comments and Attachments window to review header level
Comments attachments and comments for the event.

Notice of Award

Send a Notice of Award to the winning bidder(s).

Notice of Intent to Award

Send an Intent to Award the event to bidders.

Page | 8 — Quick Reference Guide




	QUICK REFERENCE GUIDE
	May 29, 2024

	Analyze Bid Responses for an Event
	Step 1: Verify if bidders are TG/ED/VO suppliers
	Use the TG/ED/VO Directory
	Use the Supplier Maintenance page in SWIFT

	Step 2: Open the event using the Event Workbench
	Step 3: Download bidder attachments
	Handling a Bidder Attachment Error
	Steps to rename the folder

	Step 4: Analyze bidder responses on the Analyze Total and Analyze Line pages
	Analyze bid responses on the Analyze Total page
	Analyze bid responses on the Analyze Line page

	Step 4: Complete the Event Scoring Tabulation Sheet
	Actions available from the Go To drop down menu




