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Add Comments and Attachments Prior to Award Completion

Agencies may need to add comments or attachments to an event after the End Date and Time has
passed and before award completion.

e The event must be in a status of “Pending Award” or “Event Completed” in order to add comments and
attachments prior to award completion.

e Add these comments and attachments on the Go To drop down menu on the Analyze Total page of an
event.

This guide provides steps to add comments and attachments using the Analyze Total page of an event.

Step 1: Locate an event using the Event Workbench

1. Navigate to the Event Workbench page.

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

2. On the Event Workbench page, enter search criteria and then select the Search button.
3. SWIFT displays the event on the Search Results section. Select the Analyze Bids icon for that event.

Search Results | Q | I | ViewAl
Event ID Name Format Type Unit Origin Status o — 3
2000014209 DNR - Lodging with. . Buy  RFx R20T A0 pendngawars @ ¥ B " 0 = ] ><]
Analyze Bids

Step 2: Update the event

1. SWIFT displays the Analyze Total page for that event. On the top of the page, press the Go To drop down
menu and highlight the “Event Attachments/Comments” option.
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F External Bid Tab &
R2901 A30 2000014909 1 1 DNR - Lodging with Grand Rapids . .
Minnesota L-330 Make Tabulation Public
Event Format: Event Type: Currency: End Date: Status: Go To:
Buy RFx usD 10/06/2023 2:00PM CDT Pending Award L =
> Bid Analysis and Display Options (3
_..Analyze Export
Associate Planning Task
Analysis Award Events
Create New Round
' Bidder Name TIMEERLAKE LODGE & HOTEL SNVALLC Discuss Event in Forum
Event Version Responded To 1 1 Document Status Inquiry
i Download Bidder Attachments
Bid Number 1 1 Event Comments and Attachment:
olfanorators
Notice of Award
Total Bid Amount 3 732.00 10,124.80 Notice of Intent to Award
2. SWIFT opens up the Event Comments and Attachments page. On the Enter Comments section, enter
comments.
a. Consider if you want the bidder to see the comment. If so, check the Send to Bidder box.
b. You can add multiple comments using the plus button.
3. If you wish to add an attachment, select the Add Attachment button.
Event Comments and Attachments
EventID 2000014800
Enter Comments (@ View A
+1 4
Comments: —
Responder, please review all attachments and complete Responders Declaration (labeled Solicitation Attachments) and upload back into SWIFT. If &
problems arise, please contact the buyel by email at @state. mn.us before the due datetime.
The complete specifications for this lodging will be found in the attachment titled Sample Contract within section Exhibit C.
Bidder should review attachments in this order: e
7~
Ld il Bigld Jinclude On Award Standard Comments
| Add Attachment I

4. SWIFT displays the File Attachment window.
a. Select the Choose File button.

File Attachment

Choose File Mo file chosen

| Upload

4

I Cancel ]

SWIFT opens up your desktop. Select a file to enter.
button.

After you choose a file, press the Upload
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File Attachment X
TabSheet_Acq_8.29 23 docx

Upload Cancel

5. SWIFT returns you to the Event Comments and Attachments page.
a. Add an Attachment Description.
b. Decide if you want to display it to bidders or include on notifications.
c. Then, select OK.

Attachments @

(=]
. . Display to " Include On Include in
Attached Fil l Attach it D i I
shed File - Bidder Award Notifications
i i = ] - H 1
TabSheet_Acq_8.28.23 docx :| Tab shest | ' H Viev H
1] 1] 1]
' | |

........................................................................................................................................................................

Step 3: Save and process the event

1. SWIFT returns you to the Analyze Total page. On the bottom of the page, press the Save button.
2. Continue to process the event.
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