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Create an Event

When creating a Strategic Sourcing event for either Acquisition or Professional/Technical (P/T)
purchases, there are several steps you can take to successfully complete and post the event. Each step
adds specific details to the event. The specific details will depend on the type of event and the level of
detail needed for it.

This guide provides an overview of the steps to create an event in the Strategic Sourcing module for
both Acquisition and P/T purchases.

There is an appendix at the end of this document describing the fields on some of the sections of an
event.

Steps to complete:

e Step 1: Access and populate the header on the Event Summary page
o Procurement Type, Event Name, Description, Start Date/Time, End Date/Time

Step 2: Enter information in the Define Event Basics section
o Event Settings and Options link: Review defaulted settings if needed.
o Event Comments and Attachments link: Attach documents as needed for the event.
o Event Bid Header Bid Factors link: Review this information after you enter the lines.

Step 3: Configure Line Items
o Basic Definition tab: Description, Category, UOM, Qty, Start Price, Weighting
o Advanced Definition tab

= Details
= [ine Comments and Attachments: Attach other documents as needed for the
line.

= [Line Bid Factors: Add any line level bid factors.
o Save: Getan Event ID.

Step 4: Select Bidders to Invite
o Check the Public Event Checkbox.
o Invite Bidders

Step 5: Invite Collaborators (Optional)

Step 6: Post and Approve the Event
o Preview PDF
o Post the event to the Supplier Portal for bids
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Steps to Create an Event

Step 1: Access and populate the header on the Event Summary page

1. Navigate to the Add a New Value page.

Navigation Options

Navigation Path

Navigation Collection

Procurement, Strategic Sourcing, Create Events, Event Summary 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.

Fields on the header of the Create Events page. Required fields are marked with an asterisk (*).

Field Name

Field Description

* Business Unit

Agency responsible for the event.

* Origin

Area in the agency responsible for the event.

* Event Format

e  Buy: Used for creating a RFB or RFP event
e RFI: Used for creating a Request for Information (RFI)

* Event Type

e  RFx: Default setting
e Auction: Do not use

e Press Add.

Create Events

Find an Existing Value Keyword Search Add a New Value

T
EventID NEXT

Event Round 1

Event Version 1

Event Type | RFx

Proxy Bidding (Auctions Only) | Disabled

[«
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SWIFT displays the Event Summary page.

e Enter information on the header of the Event Summary page.

e The following fields are required on the header: Procurement Type, Event Name,
Description, Start Date/Time and End Date/Time.

e The Event End Date defaults to one week after the Preview and Start Dates.

APPENDIX: Please see the Appendix at the end of this document for a description of the fields on the
Event Summary header section.

Create an Event
Event Summary

Business Unit HS5501 Event D NEXT Round 1 Version 1 Event Format Buy

Origin 715 Equal Opportunity/Development

Event Type RFx Change fo Auction
Event Status Qpen Time Zone CST
'Procure;l_lent PTRFP  |v| Preview Date | 11/07/2018 7] Time | 10:47AM
ype
*Event N MMB RFP Legal D t Mgmt Review S
vent Name egal Document Mgmt Review Svs Start Date | 117072012 Time | 10:47AM
1
Description || MMEB RFP for Legal Document Review Services. Y 15RE . )
These senvites include document collection and End Date | 117142013 Time | 10:47TAM
processing, review, project management and
Copy [] =2
From

Step 2: Enter information in the Define Event Basics section

Step 1: Define Event Basics

Enter basic information, genersl settings and optional rules for this event.

* Fyent Settings and Options | Payment Terms and Contact Info
Event Commenis and Attachmentd Ewvent Constraints

Event Hesder Bid Factors |

Add an RFx Document

For a typical event, you may enter information on the Event Settings and Options, Event Comments and
Attachments and the Event Header Bid Factors sections of the Define Event Basics section. Your agency
may require you to add information in the other sections.

IMPORTANT: If you have entered Bid Factors, SWIFT requires that the Event Header Bid Factors
Weighting adds up to 100 before it will allow you to save the event.

1. Select the Event Settings and Options link.

The Event Settings and Options page allows you to specify the rules related to an event, as well as what
information can appear to bidders.
e Select the items in the checkbox that fit your event. Typically, you can use defaulted values
unless your purchase requires other values.
e Press the Return to Event Overview link.
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Event Settings and Options

Business Unit 2801 Event ID MEXT Round 1 Version 1 Event Format  Buy Event Type RFx

@
M Create PDF on Event Post Round\Version Display | Display Round and \ersion [~

M Allow Bidder XML Downloads

¥ Sealed Event
[ Bid Required On All Lines
[ pisplay Bid Factor Weighti
O anow Split Analysis Review r=piay Bid Factor Wesghting=
[ mMuiltiple Bids Allowed
M Allow Edit of Posted Bids
[ Do Not Use Best Bids on New Rounds =] Display Bid Factor Best/Worst

] Display Bid Factor ldeal Value

B Allow Send NOIA Notification *NOIA Report Template | #UC_NOIA_T Q
Notification to be Sent | Only Responded Sidders ~] W Award Only after Notice End
¥ Allow Send NOA Notification *Award Template |AUC_NOA_1 Q
I Notification T be Sent | Only Awardsd Bidders 2| *Non-Award Template | AUC_NONA_T Q
Factor Event Score Into | 194l Score > Start Price | Do Not Display [~

Header Weighting

Line Factor Weighting
[ sidders May Create Line Groups

Allow Price Breaks with Groups

¥ Minimum Response and Warning

» Associated Categories @

Save Event Changes GoTe [~ Go

Return to Event Overview

APPENDIX: Please see the Appendix at the end of this document for a description of the fields on the
Event Settings and Options section.

2. On the Define Event Basics section, enter information on the Event Comments and
Attachments page.

Step 1: Define Event Basics
Enter basic information, general settings and optional rules for this event.

* Event Settings and Options Payment Terms and Contact Info
| Event Comments and Attachments] Event Constraints
Event Header Bid Factors Bid Analysis Review Sections

Add an RFx Document

Use the Event Comments and Attachments page to attach documentation to the event. You can attach
any documents, forms, applications or other materials needed for the event. You can attach documents
for internal use or displayed to bidders by using the Send to Bidder checkbox.

e Select the Event Comments and Attachments link.
SWIFT displays the Event Comments and Attachments page.

e Inthe Comments section, provide any comments needed for the event.
e Make sure to select the Send to Bidder box if you want SWIFT to display the comments to the
bidder. For internal comments, do not select this box.
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Event Comments and Attachments

Event|D 2000008655

Enter Comments (7 10f1[+] View All
| -
=ATTENTION BIDDERS™ 2

YWou must submit all responses electronically through the SWIFT portal. See the line items for specifications. MMEB will not accept any e-mail or faxed
regponses. Please be aware there may be other attachments included in this event. The bidder is responsible to review all attachments.

¥} Send To Bidder [0 Include On Award Standard Comments

| Add Attachment |

| oK || Cancel Refresh

e Select the Add Attachment button.

o SWIFT displays the Select File to create as Attachment box. Select Browse.

Select File to create as Attachment X
Help

o SWIFT brings you to your Desktop. Search for the file to attach. Select it and press Open.

e-Actuary_ Managed_Care Rates SP3192 2018.07.1 ~ | Al Files (*#) v|

Open Cancel ‘

o SWIFT displays the updated Select File to create as Attachment box. Select Upload.

Select File to create as Attachment x

o SWIFT displays the Attachments box at the bottom of the Event Comments and Attachments
page.
o Addan Attachment Description.
o Make sure to select the Display to Bidder and Include in Notifications boxes if the
information is to be displayed to the bidders.
o Press the OK button at the bottom of the page.
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Iattachments (&
s 1-1 0 1[¥]
- [Display to Include On Include in
Attached File Attachment Description Bidder ] =
e-Actuary_Managed_Care_Rates_SP3192_2012.07.12_cm_(1).docx RFP for Data Management EVent Evi] (n] 7] View -
0K | Cancel Refresh

e  SWIFT returns you to the Event Summary page.

3. On the Define Event Basics section, enter information on the Event Header Bid Factors link.
Enter this information after you enter the event lines.

Step 1: Define Event Basics

Enter basic information, general settings and optional rules for this event.

* Event Settings and Options Payment Terms and Contact Info
t Comments and Attachments Ewvent Constraints
t Header Bid Factors |
n RFx Document

The way bid factors default on an event has been changed. There are currently only 2 bid factors that
will default into the event header.

e The Office of State Procurement (OSP) reviewed all header bid factors. They will likely be
included in a “Responders Declaration Document”. This document will likely include the General
Terms and Conditions, a sample contract, and any other necessary legal language.

e Event buyers will need to attach this “Responders Declaration Document” to the event.

e Itis up to the event buyer if they want to pull in header bid factors. The existing list of bid
factors is still available and any can be added to an event.

If you need a bid factor on an event that is not in the “Responders Declaration Document”, there are
several ways that you can add it to an event.

e You can add or modify an existing bid factor from the drop down list of existing bid factors.

e You can create an ad hoc bid factor that exists only for that individual event. It is not available
for future events.

e You can also delete any bid factors after you create them.

IMPORTANT: You can create or edit factors only before you post the initial version of an event. You can

update the bid factor language after you post an event. Be careful if there are existing bidders for this
updated event.

REMINDER: If you enter bid factors, SWIFT requires that Event Header Bid Factors Weighting adds up
to “100” before it will allow you to save the event.

e Select the Return to Event Overview link.

Step 3: Configure Line Items

NOTE: RFI events do not have any lines. This step will not appear on an RFl type event.

Event lines become the lines on the resulting contract or purchase order. They should accurately
describe what needs to be purchased.

e Lines can be very specific to define the purpose of the bid.
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e Line details may default based on previous documents (events, requisitions, templates) you

used to create the event.
e The Category Code must be entered on each of the event lines.

The Configure Line Items section provides links to create line listings for an event. There are two links to
review for data entry.

1. Item Line Defaults can be used to assist in data entry.

Entering the Due Date, Ship To Location, and Ship Via details on the Item Line Defaults link will
populate those fields on each line of the event with the values entered on the Event Line Defaults page.

Modify an Event
Event Line Defaults

Business Unit R2901 EventID 2000009623 Round 1 Version 1 Event Format Buy Event Type RFx

Line/Sched Defaults @

Default Options ﬂ

Due Date Alternate Units of Measure | NotAllowed [~]
Ship To Location Q . Ship From Location
Ship Via Q Freight Terms Q
Line Bid Factor Defaults @
Bid Factor Defaults Option | Do Not Appiy - Disabled [~
L override Start Price Weight Start Price Weighting Default 0.00000
[ Ignore Setup Default Rules
O Append To on Copy From Event
Bid Factors
B Q 1-10f 1]
Seq Nbr  *Bid Factor Question Type Display Bid Factor? Response Required  Weighting
1 Q ] =i 0.00000 + -

Add Bid Factors by Group

I A~ [P

2. On the Configure Line Items section, select the Line Items link to add event lines.

StEP 2: Conﬁgure Line ltems
Create line listings for this event.

* Line ltems Item Line Defaults

SWIFT displays the Line Items page.

e You can enter lines directly or by copying them from another document such as a requisition or
an existing sourcing event.

e You can also upload a spreadsheet (e.g., delimited file) for events with many lines.

e If you copy the lines, you can remove lines you do not need or add additional lines using the “+”
or “-“icons.

APPENDIX: Please see the Appendix at the end of this document for a description of the fields on the
Line Items section.

3. On the Basic Definition tab, review or provide details of the event for each line on the event.
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e Description: Describes the details of the purchase.

e (Category: UNSPSC code used to represent the type of goods or services being purchased.
e UOM: Unit of Measure

e Qty: Quantity, how many of the items to purchase

e Start Price: This is an estimate for internal purposes only. Enter a number that is realistic for
the purchase.

Line Items (2
5 Q 1-20f 2[v] View All
Basic Definition || Advanced Definition
Line tem ID Category uom *aty Start Price Ext. Amount Weighting
(] Q Supenvision Basics. E2  [ss100000 Q| |[ea Q 10000 0.00000 -
a =z Q Froject Management [ 8100000 Q| [Ea [} 10000 ooodoa| 4. -

4. On the Advanced Definition tab, add Shipping Information on the Details link, line bid factors
(as needed) and comments and attachments (as needed) for each line on the event.

Line ltems (@
5 -20f2[¥] View All

Basic Definition Advanced Definition

Bidd Belongs t
D:w:y seqe  ltem SetiD o e Details Bid Factors Cmm@‘émments & Attachments

o o1 Q Supervision Basics 1| | SHARE Details Bid Factors No (=] + -
o 2 Q Project Management 2| | SHARE Details Bid Factors No (=] + -

Line Hem ID Description

a. Shipping Information: This information can be added to all lines by populating it on
the Item Line Defaults, or added to individual lines.

e Add Shipping Information to individual lines by selecting the Details link for each line on the
Advanced Definition tab. SWIFT displays the Line Details page.

e On the Shipping Information section, use the look up to select the correct Ship To Location.
Then, select the Return to Event Lines Page link. Add Shipping Information on all lines.

Line Details
GoTo Line | ST S| | Next Previous
EventID 2000008581 Requested Quantity 1.0000
Line 1 Start Price 1000.0000
ftem ID Physical Nature | Physical Goods [}

Description Supervision Basics
[ item Biddable Only if Grouped

= | Shipping Information [? Q 10f1[v] View All

Schedule 1 + -
Quantity 1.0000 Due Date |[12/03/2018 E Freight Terms Q
Ship Via Q Ship To |G1D4THFLOD Q Ship From

b. Bid Factors:
Review and add or update any bid factors for each line on the Advanced Definition tab. If you want to

create bid factors at the line, select the Bid Factors link. SWIFT opens up the Line Bid Factors page. Add,
delete or update any bid factors as needed.
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IMPORTANT: The Bid Factor Weighting Total must add to “100.00” for each line or you cannot save this
event.

Line Bid Factors

GoTo Line | [N EMIEES | Next Previous

Line 1 | Bid Factor Weighting Total | 100.00000

Item ID Remaining Bid Factor Weight 0.00000

c. Comments:

Add any line comments or attachments. Press the Line Comments and Attachments icon. SWIFT
displays the Line Comments and Attachments page. This page works in the same way as the other
comments and attachments pages in SWIFT.

e In the Comments section, add any needed comments related to the line.

e Select the Send to Bidder check box if the comments are to be displayed to the bidders.

e Select the Add Attachment button and add any attachments.

e Press OK.

Line Comments and Attachments

EventID 2000008381 Line Number 1

Enter Comments @ Q 10of1[v] View All

i

Prowide detalls of the training including the outcomes, lesson plans, length of training, stc !

T

4 Send To Bidder O Include On Award Fetch ltem Specs Standard Comments
Add Attachment

o SWIFT displays the Line Items page.
5. Press the Save Event Changes button. If there are no errors, SWIFT will display the Event ID.
o Select the Return to Event Overview link.

6. Return to the Define Event Basics section and enter information on the Event Header Bid
Factors link if needed.

Step 1: Define Event Basics

Enter basic information, genersl settings and optional rules for this event.

* Event Settings and Options Payment Terms and Contact Info
Event Comments and Attachments Ewvent Constraints
Event Header Bid Factors

Add an RFx Document

e SWIFT opens up the Event Bid Factors page. Add or delete bid factors as needed and update
the Weighting field on them. They must add up to “100”.

Event Bid Factors

EventID 2000008861 | Bid Factor Weighting Total 100.00000

Event Name RFP Legal Document Management Review Services Remaining Bid Factor Weight 0.00000
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Step 4: Select Bidders to Invite

IMPORTANT: SWIFT requires that each event is either marked “Public” or has at least one invited bidder
or it will not post the event.

e Once you enter the specific details of the event, make sure the event is a public event on the
Invite Bidders page.

e You can also invite specific bidders or individuals to participate in the event. SWIFT sends email
notifications to invited bidders about the event after you post it. Bidders you did not invite can
participate in the event if it is a public event by logging into the supplier portal.

o Agencies must follow state policy and invite Targeted (TG), Economically Disadvantaged (ED),
Veteran-Owned (VO) bidders. You can search for and invite TG, ED and VO bidders in this
section.

e Suppliers do not need to fully register in SWIFT to bid on events. They can register as a bidder,
which does not require review and approval from the Vendor Support team.

e You can also invite multiple contacts within a supplier record to ensure that the correct
representative receives an invitation to bid on an event.

1. Select the Bidder Invitations link.

Step 3: Select Bidders to Invite

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

* Bidder Invitations

SWIFT displays the Invite Bidders page.

Invite Bidders

Business ligit H5501 EventID 2000008881 Round 1 Version 1 Event Format Buy Event Type RFx
¥ Public Event

Bidder Invitation List (&

5 Q 1-1 of 1[v] View All
Select Bidder ID Bidder Type Location Name *Dizpatch Method
O PUBLIC_AUC Public 1 This is & Public Event Email = -

Dispatch Lines Save Bidders as Group

2. On the Invite Bidders page, make sure the event is public event.

The Public Event checkbox defaults in as checked. Uncheck it only for a private invitation event.
3. Search for bidders.
e To locate specific bidders to invite, select the Search for Bidders link.

SWIFT displays the Bidder Search page.

e Enter the desired search information. Typically, you can select the Recommend Bidders button
and allow the system to recommend potential bidders. You can search by Category Code to
find bidders who listed that expertise in their bidder profile. You can also search by TG, ED or
VO bidders.
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e Once you enter the search criteria, select the Recommend Bidders button or the Search button
to display bidders matching your criteria.

Search Criteria @
Use Saved Search [~
Bidder Type | Sidder and Suppéer ~
Name/Company Q 1e] Q
State Q TIN
51112002 Q -
Category Code City 16 Oeo Ovo Type of Contractor [+]
Show Maore

» Category Criteria (@
» Profile Question Criteria (@

Results Option | Disgiay A Contacis [>] Type | Maximum Rows retrieved 50

T T = = - - .

I H Search | I | Recommend Bidders & Bave Search Criteria Delete Search Criteria

4. Invite bidders.

SWIFT updates the Bidder Search page with the Search Results section, which is a list of bidders and
bidder contacts that met your selected criteria. They appear in order of the Bidder ID. Locate the
desired bidder(s) from the search results.

e You can see how many bidders met the search criteria at the top of the search results section.

e Select the Invite checkbox to invite those bidders you want to receive an invite notification for
the event when you post it.

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

Bidder Search
Deselect Al

B Q

view All

Bidder ID Bidder Type  Loeation Name Contact Information  Bidder Company Location Address Open for Ordering vite

1| 0000205670 Supplier 001 Q Contact Inform; | LEVI RAY & SHOUP INC El Yes ]

2 0000209723 Supplier 001 Q Contact Inform; | 3M COMPANY g Yes a

3 0000246828 Supplier 001 Q ContactInform: | ACCESSABILITY ING = Yes [u]

e Select the Return to Invite Bidders button located at the top or bottom of the page.
SWIFT returns you to the Invite Bidders page.

e You can see the list of bidders that you selected for invitations. SWIFT will send an email
invitation to bid on the event to these bidders.

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

e Select the Return to Event Overview link to return to the Create an Event page.

Step 5: Invite Collaborators (optional)

As an optional step, you can invite other internal SWIFT users to collaborate on an event. Collaboration
is the process of inviting other internal users to review the event online and provide feedback on it. The
event creator can cancel or reroute the collaboration process as needed.
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e Once you add the collaborators to the event and post it, SWIFT will change the status from
“Post” to “Route”.
e SWIFT will send a collaboration email notification, a worklist task, or both to the collaborators
depending on their user preferences.

IMPORTANT! Collaboration on the Strategic Sourcing module is date-driven.

e All of the collaborators must complete these reviews before the Preview Date of the event. If
they aren’t completed, SWIFT will open up the event for posting even if the collaboration has
not been performed. This differs from workflow, which will not allow the event to be posted
until approvals are completed.

e Make sure you plan enough time for all collaborators to complete their reviews before the
Collaboration Due Date on the Event Collaboration Details page and the Preview Date on
the Event Summary page.

1. On the Event Summary page, select the Event Collaborators link.

Step 4: Invite Collaborators
nvite others to collaborate on this event. You may not post your event while collaborators are reviewing it

2. SWIFT displays the Event Collaboration Details page. Enter the following information.

e Collaboration Due Date: This is the date when all collaboration must be completed. It must
be before the Preview and Start Dates of the header of the Event Summary page. Make sure
your collaborators have enough time to complete their reviews.

e Process Type: Choose “Sequential”. SWIFT will open up the collaboration in the order you
determine by using the Sequence Number in the Review sections.

e Review by Notifications: SWIFT does not currently use this feature. Keep it to “Never”.

Event Collaboration Details

Collaboration Due Date Time
Process Type | Sequential v|

I: Review By Notifications I

@® Never O One day before O One week before O Weekly before deadline O Daily starting one week before

3. Inthe Review Sections area, you can create separate sections for collaboration or set up one
section with multiple collaborators.

e Enter the Sequence Number and Section Name.

e Set the Process Type to “Sequential”.

e Make sure that the Section Review By Date is completed and fits within all of the dates of the
event listed on the Collaboration Details page and the Preview Date on the Event Summary
page.

Review Sections (2

SeqNbr Section Name Bid Factor Default Option
Analysis Collaborator
1 None ~

Yes ® No
Process Type | Sequential v Section Review By Date ) Time

12| Page-Quick Reference Guide



STATEWIDE INTEGRATED
FINANCIAL TOOLS

SWIF

4. Enter the following information for each collaborator on the Collaborators section of the Event
Collaboration Details page.

e Seq Nbr
e UserlID
e Review by Date

Event Collaboration Details

2:33PM

i Time

Process Type | Sequential ]

¥ Review By Notifications

Review Sections (2

Bid Factor Default Option

SeqMbr  Section Name

1

Process Type | Sequenta [v] Seotion Review By Date | 07242010 12] Time.

Collaborators (2

None

2:33PM

Analysis Collaborator

Yes WMo

5 Q o]
Nam: Time Delegate User ID Name ?;;::::‘Z':‘ Reviewsd A"WRF;d?:wmm
1 1D Q Emplovee Name 077222018 239PM Q O -
e Asneeded, you can use the Add a New Row icon (“plus” symbol) to add another line.
IMPORTANT! Notice the dates.
e The Collaboration Due Date is later than the Section Review By Date or the individual
employee’s Review by Date(s).
e The individual employee’s Review by Date is earlier than the Section Review by Date.
e All of these dates are earlier than the Preview Date on the Event Summary page.
If the dates are not aligned correctly, SWIFT will give you error messages and will not save the
information on the Event Collaboration Details page.
5. Press the OK button at the bottom of the page to complete setting up the collaboration.
Collaborators (@
B Q 110f1[v]
1 a Q o o
Cancel Refresh

APPENDIX: Please see the Appendix at the end of this document for a description of the fields on the
Event Collaboration Details page.

13| Page-Quick Reference Guide



SWI F STATEWIDE INTEGRATED
FINANCIAL TOOLS
Step 6: Post and approve the Event

On the Event Summary page, go to the bottom of the page.

Step 5: Post Event

When all event crestion activities are complete, dlick Post Event to release your event for scheduled external viewing and trigger amy bidder invitations you may have defined.

| Save Event | Save As Template

| Post | Preview PDF

1. Save the event:

Press the Save Event button to save all of the changes prior to posting.

2. Preview the PDF.

As a best practice, press the Preview PDF button. SWIFT displays a message if you wish to have a copy of
the PDF emailed to you. Select “Yes”. View the copy of a PDF on your Desktop.

3. Post the event. Press the Post button at the bottom of the page.

If you didn’t add any collaborators, SWIFT displays a message about submitting the event for approval.
Select OK.

This will submit the Event for Approval. (18058,207)

Onee the event is approved and posted you will be limited to the changes that you can make to the event. Click OK to continue or Cancel if you are not done making
changes to the event.

Cancel

4. Follow approvals of the event. If you required approval, after you submit the event, SWIFT will
provide a notification at the bottom of the page that the event was successfully submitted for
approval.

Related Links:

Wiew All Attachments for Event
Plan Task Associations

Document Status Inguiry

Event Approval Inquiry

Ewent ID: 2000008881 has been submitted for approval. If it is approved the Event Status will change to Posted. You may view the approval status for this event by selecting the Event Approval Ingu ',ll
ink O : oo 10 the Event Viiork b 1 wiewr the: anoroal statye for this &

e Toview the approval list, select the Event Approval Inquiry link at the bottom of the page.
SWIFT displays the Approval Status page.

e View the Review/Edit Approvers section. You can see the status of approvers.

14| Page-Quick Reference Guide



SWI F STATEWIDE INTEGRATED
FINANCIAL TOOLS

+ Review/Edit Approvers

55 Workflow
Approval Status:Pending E\iew/Hide Comments
Prof and Tech 2arvice - RFF
Selt Approved Fending Mot Routed
Mulliple Approvers Multiple Approvers
v HOWE B0 H| CO0rananar @ Routs to MNIT ] Routs bo O FT graup rale

114548 - 121 Ot

Comments

Return to Event Werkbench |

After all of the approvers review and approve the event, SWIFT will update the status to “Posted”.

e The event is ready for bidders to respond to it.

e SWIFT will send invitations are sent to invited bidders.

e Ifitis a public event, SWIFT posts the event on the supplier portal. Bidders who did not receive
invitations can log in and bid on the event.

You have successfully created an event in Strategic Sourcing.
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Appendix

1. Fields on the Event Summary Header section

Required fields are marked with an asterisk (*).

Field Name

Field Description

* Procurement
Type

The Procurement Type selected is used for reporting purposes.

e RFB: A request for bid (RFB) is a solicitation in which the terms,
conditions, and specifications are described and responses are not
subject to negotiation.

e RFI: Arequest for information (RFI) is a type of solicitation whose
purpose is to collect written information about a potential project.
It is not a formal solicitation and does not result in an award.

e RFP: Arequest for proposal (RFP) is a solicitation which describes
the needs of the project and asks for proposed solutions from
vendors. The method by which the project is completed by the
selected vendor, terms and conditions, and pricing may be subject
to negotiation.

e ACQ One: Used only by the Office of State Procurement (OSP)

e ACQRFB: Used only by the Office of State Procurement (OSP)

e ACQREFI: Used only by the Office of State Procurement (OSP)

e ACQRFP: Used only by the Office of State Procurement (OSP)

e ALP RFB: Used by agency buyers for creating RFB requests for goods
and services.

e Grant RFl: Used for creating RFl requests for outgoing grants.

e Grant RFP: Used for creating RFP requests for outgoing grants.

e PT RFI: Used for creating RFI requests for professional and technical
services.

e PT RFP: Used for creating RFP requests for PT services.

* Event Name

Short description of the purpose for the solicitation and goods or
services needed. It is displayed on the Event Workbench and is viewable
to bidders on the Supplier Portal.

* Start
Date/Time

Date and time after which bidders can submit event responses.

* Description

Description provides an overall description of the event and any other
pertinent information potential bidders may need to know. The field
length is unlimited. Use it to make it clear to bidders what they need to
know and to provide to the agency on bids.

Preview
Date/Time

This is the date and time that bidders can review the event before it is
officially open for responses (bid).

16 |Page-Quick Reference Guide




STATEWIDE INTEGRATED
FINANCIALTOOLS

SWIF

Field Name Field Description
* End This is the date and time the event will close and SWIFT will not accept
Date/Time any further electronic proposals.

e If your agency accepts non-electronic bids, they cannot be accepted
after this date and time.

e Agencies who receive proposals non-electronically can enter the
proposal into SWIFT after the End Date/Time as long as they were
received prior to this End Date/Time.

Copy from If needed, event or line details can be copied into the event using the

Copy From field.

e Delimited File: You can import event line information from a
spreadsheet into an event. You can avoid manually entering line
information.

e Item Master: Not used in SWIFT.

e Request For Information: Copy information from an existing RFI.

e Regquisition: Copy lines from an existing requisition. Copying the
requisition lines will link the requisition to the event.

e Sourcing Event: Copy details from an existing event.

e Sourcing Template: Copy details from an existing event template.

2. Fields on the Event Settings and Options section

Required fields are marked with an asterisk (*). The Office of State Procurement has determined the
defaulted values on this page but you can change them as needed.

Field Name

Field Description

Create PDF on Event

Leave the box checked. This option creates a PDF version of the

Post Checkbox sourcing event and attaches it to event notifications.

Allow Bidder XML Allows bidders to bid on an event by downloading the event
Downloads details into an XML document, populating the fields outside of
Checkbox SWIFT and uploading the information back into the event via the

Supplier Portal.

Bid Required on All
Lines Checkbox

Select this check box if you require bidders to bid on all lines on
the event. If checked, the bidder will not be able to save their
response without entering a bid or selecting the decline to bid
checkbox on each line of the event.

Multiple Bids
Allowed Checkbox

Defaults as unchecked.

o If checked, bidders can submit multiple, simultaneous bids
(also known as alternative bids).

e [f unchecked, bidders can only submit one bid on an event.

Allow Edit of Posted
Bids Checkbox

Leave it checked. Allows bidders to change an existing bid after
they submit it. SWIFT allows changes until the End Date and
Time of the event.
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Field Name

Field Description

Do Not Use Best
Bids on New Rounds
Checkbox

Leave as unchecked.

Display Bid Factor
Ideal Value
Checkbox

Select to display the ideal value for the bid factor on the bidder’s
Create Bid Response page.

Allow Send NOIA
Notification (Notice
of Intent to Award)

Optional feature. Refers to communication from SWIFT to
bidders that an award is forthcoming.

Notification to be
Sent

This field only appears if you check the Allow Send NOIA
Notification box. Allows users to have the NOIA notification sent
to:

e All Bidders

e Only Responded Bidders

e Specific Bidders

You can change this setting at the time that SWIFT sends the
notification.

Allow Send NOA
Notification (Notice
of Award)

Optional feature. Refers to communication from SWIFT to
bidders that an award has been made.

Notification to be
Sent

This field only appears if you check the Allow Send NOA
Notification box. Allows the agency to send NOA notifications to:
e All Bidders

e Only Awarded Bidders

e Only Non-Awarded Bidders

e Specific Bidders

You can change this setting at the time that SWIFT sends the
notification.

Round/Version
Display Menu

¢ Display Round: Displays only the current round of an event to
bidders.

¢ Display Round and Version: Defaults to this option and this is
the preferred setting. Displays both the current round and the
current version of the event to bidders.

¢ Do not Display: SWIFT will not display the current round or the
current version to bidders.

Sealed Event

Agency staff cannot view the bids from bidders until the End

Checkbox Date/End Time is reached.

Display Bid Factor Defaults as unchecked. State of Minnesota does not use this
Weightings feature.

Checkbox
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Field Name

Field Description

Display Bid Factor

Defaults as checked. Select to show the best and worst values for

Best/Worst the bid factor on the Create Bid Response page.

Checkbox e |If checked, bid factors with a date, monetary, or numeric
response will display the best and worst values as indicated in
the bid factor set-up.

NOIA Report There is currently one Notice of Intent to Award template.

Template

Award Only after
Notice End

Leave as checked.

Award Template

There is currently only one Award template.

Non-Award
Template

There is currently only one Non-Award template.

Factor Event Score
Into Menu

State of Minnesota does not use this feature.

Header Weighting
Field

State of Minnesota does not use this feature.

Line Factor
Weighting Field

State of Minnesota does not use this feature.

Start Price Menu

State of Minnesota does not use this feature.

Bidders May Create
Line Groups
Checkbox

State of Minnesota does not use this feature.

Allow Price Breaks
with Groups

State of Minnesota does not use this feature.

Minimum Response
and Warning

State of Minnesota does not use this feature.

Associated
Categories

State of Minnesota does not use this feature.

3. Fields on the Line Items page

Field Name

Field Description

Filtered View

You can select a value to filter the lines displayed in the Line Items
grid.

Group Selected
Lines

Select a value to add lines to or remove lines from a group.
Optional.
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Field Name Field Description

Copy From You can create line items by copying them from the following

existing documents:

o Delimited File: You can import event line information from a
spreadsheet. You can avoid manually entering line
information.

e Item Master: Used only by the agencies who use SWIFT’s
Inventory module.

e Request for Information: You can copy lines from an RFl onto
an event.

e Requisition: You can copy lines from requisitions onto buy
events. You can copy multiple lines from multiple requisitions
into a single event. The system creates a separate line on the
sourcing event for each line copied from the requisition.
SWIFT will combine lines that have identical descriptions and
combine the quantities.

e Sourcing Event: You can copy from an existing event.

¢ Sourcing Template: You can copy from an event template.

4. Fields on the Event Collaboration Details page

Field Name Field Description

Seq Nbr This field will determine the order that each collaborator receives access

(Sequence to the event.

Number)

UserID Employee ID of each invited collaborator. You can use the Look Up icon
to find the employee name and ID.

Review by This is the date by which you want the individual collaborator to

Date complete their review.

Delegate User | State of Minnesota does not use this feature.
ID

Override Main | State of Minnesota does not use this feature.
Collaborator

box

Allow RFx State of Minnesota does not use this feature.

Document Edit

Add Section Allows the user to add different groups of collaborators as a separate
button section. This is optional.
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