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QUICK REFERENCE GUIDE 
Updated November 1, 2019 

Analyze Bids on an Event  
Follow the Authority for Local Purchase policies, State statutes and your agency’s guidelines in 
determining how to analyze and award an event to one or more of the bidders. 

You can only perform bid analysis in SWIFT when the Event End Date and Time on the event has 
passed. Until that point, SWIFT seals the event and hides the bidders’ responses for viewing or analysis. 

You can award the event by the line level. There are several reasons to award an event at the line level. 

• Agencies can award an event to multiple bidders based on the best bid per line.  
• Bidders have the option to decline to bid on each line. 

This guide describes the recommended steps to analyze bid responses using the Analyze Total and 
Analyze Line pages in SWIFT.   

Steps to complete 

• Step 1: Set up your offline scoring process 
• Step 2: Look for preferences in analyzing bids (e.g., TG, ED or VO suppliers) 
• Step 3: Access the event in the Event Workbench 
• Step 4: Analyze the bid responses on the Analyze Total and Analyze Line pages 

Steps to analyze bids on an event 

Step 1:  Set up your offline scoring process 
Follow your agency’s policies, forms and practices on the use of forms, such as a Tabulation Sheet. Use 
these forms to compare the details of the bids and to document the analysis. After you award an event 
through SWIFT, attach the completed Tabulation Sheet to the event and check the Make Tabulation 
Public box. This action allows the public and bidders to see these results on the Supplier Portal through 
the Public Notifications section. 

The Office of State Procurement recommends the use of their Tabulation Sheet for analyzing bids for 
acquisition purchases.  www.mmd.admin.state.mn.us/mn01020.htm 

http://www.mmd.admin.state.mn.us/mn01020.htm
http://www.mmd.admin.state.mn.us/mn01020.htm
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Step 2:  Look for preferences in analyzing bids 
The Office of State Procurement (OSP) operates a program for certified Targeted Group (TG), 
Economically Disadvantaged (ED) and Veteran-Owned (VO) small suppliers. According to State statute, 
agencies allot each TG, ED and VO supplier a preference in analyzing bids.   

1. Look up all of the responsive bidders and see if they are TG, ED or VO bidders.  

There are two ways to see if your bidders are certified TG, ED or VO suppliers. 

a. TG/ED/VO List (Directory)  

OSP’s Office of Equity in Procurement manages a directory of TG, ED or VO suppliers (a.k.a., vendors).  
OSP updates this directory when a supplier completes the requirements and receives its certification 
status. http://www.mmd.admin.state.mn.us/process/search/ 

b. SWIFT Supplier Information  

• Access the Review Suppliers page.  

Navigation Options Navigation Path 
Navigation Collection Accounting, Supplier, Supplier Maintenance, Review Suppliers page. 

http://www.mmd.admin.state.mn.us/process/search/
http://www.mmd.admin.state.mn.us/process/search/


 

3 | P a g e - Q u i c k  R e f e r e n c e  G u i d e  

 

• On the Review Suppliers page, enter search criteria such as Supplier Name “Contains” and 
press the Search button. 

 

 

 

 

• SWIFT displays the Search Results section. On the Actions field, open up the Maintain Supplier 
link. 

• SWIFT opens up the supplier record. Select the Identifying Information tab. 

•  Open up the Government Classifications section. You can see if the supplier is a certified TG, ED 
or VO supplier. Select the View All link to see all certifications for the supplier. 



 

4 | P a g e - Q u i c k  R e f e r e n c e  G u i d e  

 

2. Follow OSP policy and procedure in applying the appropriate preference based on current 
TG/ED/VO certifications.   

Step 3: Access the event in the Event Workbench 
1. Navigate to the Event Workbench page. 

Navigation Options Navigation Path 
Navigation Collection Procurement, Strategic Sourcing, Maintain Events, Event Workbench 

page. 
WorkCenter Procurement, Strategic Sourcing, Contract/Sourcing WorkCenter. Left 

menu, Sourcing, Event Workbench page.  

2. On the Event Workbench page, enter search criteria such as the Event ID. Select the Search 
button.   

3. SWIFT displays the event on the Search Results section. Select the Analyze Bids icon for that 
event. This icon is available when the event’s End Date and Time has passed.   

 
• SWIFT brings you to the Analyze Total page for that event. 

Step 4: Analyze the bid responses on the Analyze Total and Analyze Line pages 
1. The header on the Analyze Total page lists information that carries across the entire event. 

• Go to the Analysis section of this page to review the bids. 
• You can see the total amount bid for each bidder. 
• Review a bidder’s comments and attachments individually by pressing the Resp Comments/ 

Attachments link for each bidder.   
• If the Comments icon has marks inside of it, the bidder added comments or attachments. View 

or download all of each bidder’s attachments and review any comments. 
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• To save time, you can download all bidder’s attachments by selecting Download Bidder 
Attachments from the Go To menu.  

• Select the appropriate choice from the Download Bidder Attachments window and select the 
Download button. 

• When the Download Status shows “Success”, select the View Attachments link. 
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• SWIFT will take you to a list of all downloaded attachments. Open each response folder and review 
the contents. 

 

 

 

 

• When you are finished reviewing the attachments, select the Return button on the Download 
Bidder Attachments window. 

SWIFT returns you to the Analyze Total page.  

2. You can also award an event by line. At the top of the page, press the Analyze Line link to get to 
the Analyze Line page. 

• SWIFT displays the Analyze Line page. Press the Analyze link for each line to evaluate the bids.   
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SWIFT displays the Analyze Line page for the line.   

• You can see the amount bid for each line and bidder. 
• Press the Line Comments icon for each bidder. View or download all of each bidder’s 

attachments and review any comments if you did not use the Download Bidder Attachments 
option at the Analyze Total step.   

 

 

 

• When you are done with each line, press the Next Line button at the top of the page. SWIFT will 
bring you to the Analyze Line page for the next line. 

• When you are done analyzing the last line, press the OK button on the bottom of the page. 

SWIFT returns you to the Analyze Line page.  On the top of the page, select the Analyze Total link. 

The GoTo menu on the header of the Analyze Total page brings you to event pages as needed to 
analyze and award bids.   

 
SWIFT opens up these other event pages in a separate window so that you can easily return to the 
Award Details page. Most agencies do not use many of them. They have found the following pages to 
be useful.  
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Fields on the GoTo menu of the Analyze Total page 

Field Name Field Description 
Analyze Events Returns you to the Analyze Events page for this event. 
Analyze Export  Allows you to export a document that combines the bidders’ 

answers.   
Award Events Brings you to the SWIFT page to award the event. 
Create New Round Allows you to create a new round of the event.   
Document Status 
Inquiry 

Sends you to the Sourcing Document Status Inquiry page to see if 
there are associated documents for this event.   

Download Bidder 
Attachments 

Download all bidder attachments at the same time for review.  
Results are sorted by bidder. 

Event Attachments/ 
Comments 

Sends you to the Event Header Comments and Attachments page.  
You can view header level attachments and comments for this 
event.   

Notice of Award Allows you to send a Notice of Award to the winning bidder.  
Optional. 

Notice of Intent to 
Award 

Allows you to send an Intent to Award to bidders that an award is 
coming. Optional. 

3. After you complete your analysis of the bids, enter the information into your offline scoring 
form. Make a PDF version of it so that you can upload it to SWIFT when you are ready to award 
the event to a bidder or bidders. 

You have successfully analyzed bid responses on an event.  


	Analyze Bids on an Event
	Analyze Bids on an Event
	Steps to analyze bids on an event
	Steps to analyze bids on an event
	Step 1:  Set up your offline scoring process
	Step 1:  Set up your offline scoring process
	Step 2:  Look for preferences in analyzing bids
	Step 2:  Look for preferences in analyzing bids
	Step 3: Access the event in the Event Workbench
	Step 3: Access the event in the Event Workbench
	Step 4: Analyze the bid responses on the Analyze Total and Analyze Line pages
	Step 4: Analyze the bid responses on the Analyze Total and Analyze Line pages



