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Create and Use a Bidder Group

When you create any type of strategic sourcing event, you can invite bidders to view and participate in it. You
can save these bidders into a bidder group for use on future events.

e Set up bidder groups in the Invite Bidders section of an event.
e Find them on the Bidder Group Setup page.

This guide provides the for several ways to create and use a bidder group.

1. Steps to create a bidder group for event invitations from within an event
2. Steps to create a bidder group from the Bidder Group Setup page
3. Steps to find and update your bidder group

If you have questions about creating an event, review the Create an Event Quick Reference Guide.

Steps to create a bidder group for event invitations from within an
event

Step 1: Access the Event Summary page

1. Navigate to the Add a New Value page.

Navigation Options Navigation Path

Navigation Collection Procurement, Strategic Sourcing, Create Event, Create Events page, Add a New
Value page defaults.

WorkCenter Procurement, Strategic Sourcing, Contract/Sourcing WorkCenter. Left menu,
Sourcing, Create Events page, Add a New Value page defaults.

2. Onthe Add a New Value page, enter or confirm the following information: Business Unit, Origin and
Event Format. Select Add.

Step 2: Enter information in the Event Summary page

SWIFT displays the Event Summary page.
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Enter information on the header of the Event Summary page.
Enter information on the Define Event Basics section of the Event Summary page.

Enter information on the Configure Line Items section of the Event Summary page.
Save the event.

AW

Step 3: Select bidders to invite

1. To create a bidder group, select the Bidder Invitations link on the Event Summary page.

Step 3: Select Bidders to Invite

Send out targeted invitations to this event, designate it a5 a public event, or both.

I * Bidder Invitafions I

2. SWIFT displays the Invite Bidders page.
a. Make sure the event is public event by checking the Public Event box.

b. Search for bidders to create a bidder group. To locate specific bidders to invite, select the Search
for Bidders link.

Fields on the Invite Bidder page.

Field Name Field Description
Public Event checkbox Select the checkbox to mark the event as public.
Contact Details icon After adding bidders, press this icon to view or update contact

information about invited bidders. You can also use this field to send
invitations to individuals or organizations that are not yet bidders or
registered suppliers.

Search for Bidders link Press this link to access a searchable list of bidders to use for sending

invitations.

Invite Bidders

Business Unit  G1001 EventlD 2000014654 Round 1 Version 1 Event Format  Buy Event Type  RFx

& public Event

Bidder Invitation List O
LAY
Select Bidder ID Bidder Type Status Location Bidder Company *Dispatch Method

{PUBLIC_AUC iPublic i { This is & Public Event {Email 5] i=

| Details [

ISERV’CH for Bidders I Dispaich Lines Save Bidders as Group

3. SWIFT displays the Bidder Search window.
a. Enter the desired search information.
b. Select the Show More link to open more search fields.
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Fields on the Bidder Search page.

Field Name Field Description
Bidder Type Use the Bidder and Supplier option in the dropdown menu.
Name/Company Search for an individual supplier by name.
Category Code Search for suppliers who self-categorized by the selected category code.

ID

Search for an individual supplier by Supplier ID.

TG, ED, VO checkboxes

Select one of these checkboxes at a time to find Targeted (TG),
Economically Disadvantaged (ED) or Veteran-Owned (VO) suppliers to
invite to bid on your event. Follow the policies by the Office of State
Procurement on inviting TG, ED and VO businesses in the Authority for
Local Purchase manual.

Group ID

Search for an existing Bidder Group by Bidder Group ID.

Group Name

Search for an existing Bidder Group by Bidder Group Name.

c. You can refine the search by using the Results Option menu.

Fields in the Results Option menu.

Field Name

Field Description

Display Bidder/ Company Id
Only

Select to show the Bidder or Company ID. The invitation is sent to the

primary contact for a company with multiple contacts.

Display All Contacts

This option returns all individual contacts in the search results and allows
you to send the event invitation to multiple contacts at the same

supplier.

d. Once you enter the search criteria, select the Search button to display bidders matching your

search criteria.

e. You can also select the Recommend Bidders button to return a list of bidders who have

registered for the category codes on the event lines.
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Bidder Search X
Help
Search Criteria (®
Use Saved Search | ~]|
| oo 7 [ idder and Suppiier ~ |
Name/Company [= ] Q| D ‘—Q‘
scwpe L 4] sate | Q] | |
[ Q| ity | J
SIC Code City Ote Deo Ovo Type of Contractor L |
» Category Criteria] @
> Profile Question Criteria (@
1
| Results Option [ pisplay a1 Gontacts V! Type Maximum Rows retrieved |75”‘
0
I Search I “ Recommend Bidders I = Save Search Criteria ] Delete Search Criteria

Step 4: Invite bidders

SWIFT returns the list of bidders and contacts that met your selected search criteria. They appear in order of the
Bidder ID.

1. Locate the desired bidder(s) from the search results.
a. You can see how many bidders met the criteria at the top of the Search Results section.
b. Select the Invite checkbox to invite those bidders you want to receive an invite notification for
the event when posted.
c. You can also press the Select All link to invite all bidders on the list.
Select the Return to Invite Bidders button located at the top or bottom of the page.

Salnct A
Search Results
—
Elddar D Bldder Typs | Status Location Contact Mame Contact Information Eddder Company Location Address ?x':;nrro.; Invite
CHRISTIANSEN CONS
1| poootears7 Supplier Approved EDYTHE CHRISTIANSEN o ,'f—T SEN ConsT = Yes
2 18277 5, Appron ROBERT RODDA =1 ¥

2. SWIFT returns you to the Invite Bidders page.
a. You can see the list of bidders that you selected for invitations.
b. SWIFT will send an email invitation to these bidders.

c. It will also post the event to the Supplier Portal for any interested bidder to bid on when you
select the Public Event checkbox.

3. Atthe bottom of the list, select the Save Event Changes to save any changes made to this page.

Step 5: Save the group of bidders

1. Inthe Bidder Invitation List section on the Invite Bidders page, select the Save Bidders as Group link.
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Invite Bidders
Business Unit  G1001 EventID 2000014654 Round 1 Version 1 EventFormat  Buy
[J Public Event
Bidder Invitation List
LA|EY
Select Bidder ID Bidder Type Status Location Bidder Company
(] 0000192757 Supplier Approved oo CHRISTIANSEN CONST CO INC
] 0000192771 Supplier Approved 001 IR;J%DDAGRAD‘NG SEEIILE
D 0000208738 Supplier Approved 001 MARUDAS GRAPHICS INC
O 0000318526 Supplier Approved 001 JEMNI INC
— - WHITE STONE HEALTHCARE
O 0000335337 Supplier Approved 001 RESOURCES LLC
Search for Bidders Dispatch Lines

*Dispatch Method

| Emai
| Email

| Emai

| Email

Event Type

RFx

[

m

2. SWIFT displays all the invited bidders on the Bidder Group List section of the Invite Bidders-Create

Bidder Group page. Enter information to identify the bidder group.
a. Bidder Group ID
b. Bidder Group Name

3. Uncheck the Include in Group box on any bidders you do not want in the bidder group.

4. Select OK at the bottom of the page.

Invite Bidders - Create Bidder Group

SetlD SHARE

[FuRNITURE |
Bidder Group ID
Bidder Group Name IFURMTURETG ED VOl ]

Bidder Group List

=[]
Inél;ﬁlepin Bidder ID Bidder Type Location Name
1 0000192757 Supplier o0 gg:ls‘: Iég ISIE(I;I
2 0000192771 Supplier 00 ESSE\;?I’:%DIISS =
3 0000206738 Supplier 001 :\:iRUDAS GRAFHICS
4 0000318526 Supplier 001 JEMNI INC
WHITE STONE
5 0000335337 Supplier 001 HEALTHCARE

RESOURCES LLC

“ Cance! H Refresh l

Step 6: Complete the event as appropriate

1. Select the Save Event Changes link to save any changes made to this page.

2. Select the Event Overview link to return to the Event Summary page,.

3. Save, post and approve the event as required by your agency and SWIFT.
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Steps to create a bidder group from the Bidder Group Setup page

Step 1: Access the Bidder Group Setup page

1. Navigate to the Bidder Group Setup page.

Navigation Option Navigation Path

Navigation Collection Procurement, Strategic Sourcing, Create Event, Create Events page. Left menu,
Bidder Group Setup page.

2. Select the Add a New Value button.

% Event Details

Bidder Group Setup

5~ Event Collaboration

Find an Existing Value [ @Add a New Value

T~ Maintain Event Templat -
B aintain £vent lemplates w Search CrltEI’Ia

Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Bidder Group Setup

3. SWIFT displays the Add a New Value page. In the Bidder Group ID field, enter a name for your new
group. Select Add.

Bidder Group Setup
Add a New Value

~getiD |SHARE Q|

I*BidtlerGroup D I[FUmﬁUF‘B v ]

' Add

Step 2: Create a new bidder group

1. SWIFT displays the Bidder Group Details page.
a. Enter a Bidder Group Name.
b. Select the Search for Bidders to Add link.

Bidder Group Details
SetlD SHARE

Bidder Group I  FURNITURE VO

|Dfﬁce Fumiture W
*Bidder Group Name

| Search for Bidders to Add]
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2. SWIFT opens the Bidder Search page.

a. Enter the desired search information.
b. Once you enter the search criteria, select the Search button to display bidders matching your

search criteria.

Bidder Search

Search Criteria ()

Use saves Searcn

Eligsr Typa | Bocer and Supsiar v |

HamaiCompany | = v | | Q ] Q |

scyps Q] st [ Q] ™
- — "
wocoss [ Q] Chty I:I G _ED EVO |} rypa of contractor

v Category Criteria &)

Category

| category Dazeription
|."E' £15 Q Furniture: and r-l"l!i"ll'g!i »De B

> Profile Question Criteria (&
» Diversity Criteria &

Lﬁgma gption | oisciay Siadorcampany i oriy hod || Type Maximum Rowe retrigvad I:I

I Saarch || Recommend Bidders B s = ] o Dalala Saal

Entar ssarch critaria and preas aaarch to retiiave biddara

Step 3: Invite bidders

SWIFT returns the list of bidders and contacts that met your selected search criteria. They appear in order of the
Bidder ID.

1. Locate the desired bidder(s) from the search results.
You can see how many bidders met the criteria at the top of the Search Results section.

3. Select the Add to Group checkbox to invite those bidders you want to receive an invite notification for
the event when posted.

4. You can also press the Select All link to invite all bidders on the list.

5. When you are done, press the OK button at the bottom of the page.

Search Results
| |
Bldder ID Bldder Type | Status Location ‘Contact Mame Contact Intarmation Bidder Company Location Address &':e"n'r?; Catagory Divaralty Add te Group
2| popoiszsds Supgiies Approved T L RERD = Yes [

6. SWIFT returns you to the Bidder Group Details page. It updates the page with the bidders you selected
a. If you select the Search for Bidders to Add link, you can add new bidders to this group.
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b. Select Save at the bottom of the page.

Bidder Group Details
SetlD  SHARE

Bidder Group ID  FURNITURE VO
|Dl‘ﬁce Furniture VO

*Bidder Group Name

ISean:h for Bidders to Add I

Bidder Group List
EIEY

Bidder ID Bidder Type Location | Bidder Company

W
1/ 0000192548 Supplier 001 IE;E:UMINOUS ROADWAYS

Steps to find and update your bidder groups

Step 1: Access the Bidder Group Setup page

1. Navigate to the Bidder Group Setup page.

Navigation Option Navigation Path

Navigation Collection Procurement, Strategic Sourcing, Create Event, Create Events page. Left menu,

Bidder Group Setup page.

2. SWIFT defaults to the Find an Existing Value page. Search for your bidder groups.

a. On the Bidder Group Setup page, enter search criteria in the Bidder Group ID or Bidder Group

Name fields.
b. Press the Search button.

= Event Details Bidder Group Setup
I Event Collaboration Find an Existing Value
5 Maintain Event Templates v Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

7 Bidder Group Setup

£7) Recent | Choose from recent searches v | &£ [ saves Choass from saved searches

B My Worklist - Summary View Searches Searches

*setiD [= v | ERE Q]

Bidder Group ID || begins with w | | |
D Bidder Group Name | | begins with ~ | | |

 Show fewer options

[ Case Sensitive

E Clear ] ’ [] Save Search
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3. SWIFT displays the Search Results section with your results. Select the Bidder Group ID to access the

bidder group.

v Search Results
2rows - SetlD "SHARE" Bidder Group ID "FURNITURE"

F_:-'
I

Bidder G
SetiD Bidder Group ID Bidder Group Name ieder Lroup
Type
SHARE FURNITURE FURNITURE TG.ED.VO Perzona p
SHARE FURMITURE VO Office Furniture WO Perzona >

Step 2: See who the bidders are in the bidder group and update as needed

1. SWIFT displays the Bidder Group Details page for that bidder group.
a. You can see the bidders by Bidder Company.
b. Update the list as needed.

2. There are several actions you can take on the Bidder Group Details page.
a. You can update the Bidder Group Name.

b. On the Grid Action Menu, you can download an Excel spreadsheet with a list of the bidders on

the list.

You can delete a bidder using the Delete icon.

Use the Search for Bidders to Add link to add new bidders to the bidder list.

If you make changes to the list, select the Save button at the bottom of the page.
Press the Return to Search button when you are done.

- 0 o o0

Bidder Group Details

Bldder GToup 10 FURMITURE

FHITUR

[FuRrmuRS 15.E0. v ]

*Biddar Group Hame

Bidder Group List

Grid Action Menu

Bdidear 1D Bidder Type Location Hama Bldder Company DE'EtE

CHRISTIANSEN | CHRISTIANSEN COMST

CH
COMET COINC SO NG
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