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Create an Event from a Requisition

When agencies wish to purchase a commodity costing over $10,000.00, they typically need to set up a
requisition and pre-encumber the funds. Agencies must also bid out these purchases via a Strategic
Sourcing Event. If the agency sets up the requisition in SWIFT, you can pull it into the event directly in
SWIFT to tie all the documents together. The process to create the event is called an Open Market
Requisition (OMR).

Some factors for creating events from a requisition:

You can copy requisition lines into events. If you copy a requisition into an event, the requisition
is no longer available for further processing.

Requisitions copied into events can be either amount based or quantity based.

You can copy multiple lines from multiple requisitions into a single event. Multiple requisitions
copied into a single event must all be either quantity based or amount based. SWIFT creates a
separate line on the sourcing event for each line copied from the requisition(s) unless the
requisition line description is identical to another requisition line description. In that scenario, it
creates a single line with the combined requested quantity.

Only requisitions with Document Type of “OMR” (Open Market Requisition) are allowed when
copying requisition lines into events.

Events created by copying OMR requisition line(s) can only be awarded as purchase orders.

This guide lists the steps create an event from a requisition.

Steps to complete

Step 1: Create and complete the requisition in the EProcurement module
Step 2: Access the Event Summary page

Step 3: Enter information on the header of the Event Summary page
Step 4: Enter information on the Enter Copy Criteria page

Step 5: Enter lines on the new event

Step 6: Complete the remaining sections on the event
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Steps to create an event from a requisition

Step 1: Create and complete the requisition in the EProcurement module

After you create the requisition in the EProcurement module, make sure that the requisition has a
Request State that is “Approved” and a Budget that is “Valid”.

Requisitions (2

To view the lifespan and line items for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go

Req ID Requisition Name BU Origin Date Request State Budget Total

1000003089 1000003089 R2001 A12 11/06/2014Approved Valid 1,610.00 USD Go

Step 2: 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 tab.

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

2. Onthe Add a New Value page, enter the following information and press the Add button.

e Business Unit

e Origin

e Event ID should remain as “NEXT”
e Event Format: Buy

e FEvent Type: RFx

Create Events

Find an Exisfing Value Keyword Search Add a New Value

Business Unit [R2901 Q

Origin |A12 Q

EventID NEXT

Event Round

Event Version

Event Format | Buy [~
Event Type | RFx ﬂ
Proxy Bidding {Auctions Only) = Disabled ﬂ

=]

SWIFT displays the Event Summary page.
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Step 3: Enter information on the header of the Event Summary page

1.

2.

On the Event Summary page, enter the following information on the header.

Procurement Type and Event Name are required fields.

Description, Preview Date, Start Date and End Date can be entered or allowed to default.
Confirm the amount of time between the Start and End Dates is appropriate for the type of
procurement selected. The Event End Date defaults to one week after the Preview and Start
Dates.

On the Copy From menu, select “Requisition” from the dropdown list and press Go.

Event Summary

Business Unit R2901 Event ID MNEXT Round 1 Version 1 Event Format Buy
Origin A12 Commissioners Office
@
Event Type RFx Change to Auction
Event 5tatus  Open Time Zone CST
*Procure?_w:;; ALPRFB [v] Preview Date | 1172202018 [i] Time | 1:09PM
*Event N DMNR_RFE_Suppli
vent Name _RB_supplies Start Date |11/2202013 Time | 1:09PM
v
iption | DNR_RFE_Suppli =€
Description _RFE_Supplies End Date |11/28/2018 Time | 1:09PM
Copy | I | ke
From *

SWIFT displays the Enter Copy Criteria page.

Step 4: Enter information on the Enter Copy Criteria page

1.

Copy Template
Copy F

Select Criteria

Enter Copy Criteria

rom | Requisition [v]

On the Enter Copy Criteria page, enter the following information in the Select Criteria section:

Business Unit: Enter or confirm the business unit of the event from which the lines will be
copied.
Copy Method: Choose one of the following options.

o “Append”: Add copied lines and bid factors to existing lines of the event

o “Override”: Replace any existing lines and bid factors with copied information
Select Lines: Choose “Req Lines”.
Requisition ID: Enter the Requisition ID or select the Looking Glass icon to search for the
requisition. Only requisitions with a Source Status of Available (those that have not already been
sourced to an event) will show up in the returned results.
Press the Search button.

Business Unit || R2901 Q
*Copy Method || Append v

Select Li

nes || Req Lines ™

Copy Criteria

Search

Requisition
Buyer Q Supplier SetiD Q Supplier 1D Q
Se

Category

1] | 1000003088 [&] Looking Glass icon
1D Q Item ID

[ Exclude Auto Source ltem [ Stockless ltem Copy all Req/RFQ lines
O Include Inventory ltems [ Include Reqs With No Supplier
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Step 5: Enter lines on the new event

SWIFT opens up the Requisition Lines to Copy page.
1. Check the Sel box to select the lines to copy. You can also press the Select All link to select all
lines. You can press the Deselect All link to unselect all lines.
e Press the OK button.

Requisition Lines to Copy

™ Select Alf Deselect All

Select Lines
5
1-4 of 4]
Q []
- ’ : Business . .

item SetiD  Item Description Quantity UOM Price Currency Due Date ReqID Supplier Buyer Ship To
B SHARE Raingear 1.0000 ST 250.00000 USD R2801 1000003059 01182716 R281000221
& SHARE Umbrells 150.0000 EA 495000 USD R2801 1000003089 01182718 R291000221
& SHARE Eoots 1.0000 PR 175.00000 USD R2201 1000003059 01182716 R281000221
B SHARE painkillers 150.0000 EA 285000 USD R2601 1000003089 00680555 R281000221

O Create Line Group

2. SWIFT displays the Line Items page.

e Confirm the details on both the Basic Definition and Advanced Definition tabs.

Line Items

Business Unit  Rz801 EventID NEXT Round 1 Version 1 Event Format  Buy EventType RFx

“Your event mey consist of items from your item catslog snd. optionally, ad-hoe items. Vou can creste the event lines manuslly. or by copying lines from sn existing event or template, or other sllowed transsction types.

Copy From | Reguisition & Go Filtered View | All Lines and Groups. [v]

Line ltems &

i

1-30f3[% View Al
Q ]
Basic Definition Advancgd Definifion
Line Itemn ID Description Category *UOM Qty Start Price Ext. Amount Weighting

a Q AM Break food and refreshments for E& [epiDison Q EA Q £0.0000 336000 000000 + -

a |2 Q PM Break food and refreshments for ~ J [ | |epinis0n Q| |ea Q £0.0000 538000 o.0ooma| -

] Q Lunch for Day 1 and Day 2 October 23§ B [epiDison Q| a2 Q £0.0000 $000.00 000000| k. || ==
Event Total: 1620.0000 USD Line Weighting Total: 0% Remaining Weight: 100%

Group Selected Lines [~ oK
Retum to Event Ovenvisw GoTo [v] Go

Save Event Changes

e Press the Return to Event Overview link. SWIFT returns you to the Event Summary page.

Step 6: Complete the remaining sections on the event

Press the Save Event Changes button after updating each section. SWIFT generates the Event ID when
you save it.

1. Review and update the Define Event Basics section.
e Confirm all options on the Event Settings and Option page are appropriate for this event.
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e On the Event Header Bid Factors page, make sure that the Weighting for all bid factors totals
100 if you updated any header bid factors.

Event Bid Factors
Event ID NEXT Bid Factor Weighting Total 0.00000

Event Name DMR_RFB_Suppliers Part 2 Remaining Bid Factor Weight 100.00000

Bid Factors (@

SeqgNbr 1 +
*Bid Factor | TARGETED_BIDR_SUFL Q *Type | YesiNo [*] Weighting 100.00
Question | |5 the vendor currently registered as a TG, ED or VO e Ul Display Bid Factor?
bidder or supplier? [0 Bid Factor Response Required

O Ideal Response Required

Review and update the Select Bidders to Invite section.
You can invite multiple contacts within a supplier record to ensure that the correct
representative receives an invitation to bid on an event.

e Make sure that the Public Event box is checked if you want this event to appear on the Supplier
Portal for public bids.

3. Review and update the Invite Collaborators section. This is optional.

4. Post the completed event.

SWIFT posts the event on the Supplier Portal for bidders to review.

Event ID Name Format Type Unit Origin Status _ = )
2000002285 pNR RFB Supplies Buy  RFx R2G01  A12 11202043 0208 FM oEmE &0 b= L] <]

You have now successfully completed an event by copying it from a requisition.
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