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Create an Event using Line Item Defaults

The Line Item Defaults link allows buyers to speed up the process of adding Line/Schedule (Details)
information to lines within an event. Use this link to add additional information to multiple lines on an
event.

IMPORTANT: SWIFT retains the Line Item defaults only for an individual event.

This guide discusses Line Item Defaults in detail and provides high-level information related to creating
an event. If you have questions, review other SWIFT Reference Guides for creating an event that meets
your agency’s needs.

Steps to complete

e Step 1: Access the Event Summary page

e Step 2: Enter information on the header of the Event Summary page
e Step 3: Enter Information in the Define Event Basics section

e Step 4: Enter information on the Configure Line Items section

e Step 5: Complete the remaining sections on the event

Steps to create an event using Line Item Defaults

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 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 required information and press the Add button.

Step 2: Enter information on the header of the Event Summary page

SWIFT displays the Event Summary page. Enter the required information on the header.

Step 3: Enter information in the Define Event Basics section

Review and enter information in the various links as needed.

Step 4: Enter information on the Configure Line Items section

On the Event Summary page, select the Item Line Defaults link in the Configure Line Items section.
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Step 2: Configure Line ltems
Craste lina listings for this event. Select thIS Ilnk SECOHd

Select this link first.

tem Line Defaults

1. SWIFT displays the Event Line Defaults page. Enter information that you wish to show up on all

event lines in these places:

a. Line/Sched Defaults: You can default items such as the Due Date, Ship To Location,

Ship Via and Freight Terms.

b. Line Bid Factor Defaults: If you wish to add line-level bid factors, change the Bid Factor
Defaults Option to “Apply Bid Factor Defaults”.

c. Bid Factors: If you wish to add a line-level bid factor, select a bid factor from the list.

Check the Display Bid Factor and Response Required boxes as appropriate.

d. Pressthe OK button.

Event Line Defaults

Business Unit R200

Line/Sched Defaults {2

Default Opfions

EventID MNEXT Round 1
Default  [w]
Due Date

Ship To Location

o o |@

Ship Via
Line Bid Factor Defaults @

Bid Factor Defaults Option | ApPly Bid Factor Defaults ]
O Override Start Price Weight
[0 ignore Setup Default Rules
Append To on Copy From Event
O app: Py
Bid Factors

=

Alternate Units of Measure | Mot Allowed [~

Version 1 Event Format Buy EventType RFsx

Ship From Location

Freight Terms Qa

Start Price Weighting Default

141 of 1]

Question Type

Seq Nbr |*Bid Factor

Display Bid Factor?

Response Required | Weighting

MAKE AND MODEL:

1 [bc_ExT_makEaM < Q|

Text
List the year. make, and model of the
equipment offered.

Add Bid Factors by Group

| 0K I Cancel

Refresh

e  SWIFT returns you to the Event Summary page.

e Press the Line Items link on the Configure Line Items section.

Step 2: Configure Line Items
Create line listings for this event. Select lhIS Ilnk SECOHd

* Line ltems

Select this link first.

tem Lina Defaults

2. SWIFT displays the Line Items page.

e On the Line Items page, enter the details on the Basic Definition and Advanced Definition tabs.
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[Lifi@ T#ms
Dusiness Unit 2801 Evemi i) NEXT Round 1 Version 1 Evend Formai  Buy Event Type FFx
Yorur eveni ey £onsist of Rems drom your dem caialog and. opSonally. ad-hoc fems. You cen creale the event lnes menually, or By copying ines from en existing eveni or temgplate, of ciher sliowed iransaciion types.
Copy From | Sourcing Templite L Ga Filiered View | 28 Lings and Geoups O
Limg ltems (&
= g =
l Basic Definition Actvanegd Defration
it Bem 1D Dascriptcs Calegony LD Gty Stan Prica Ext. Ammoufi Wiightsg
Q| | Supersision Basics B | =s100000 a es 9 1.0000 1000.0000 5100000 10000000, + -
1 |2 a Propes! Mansgemant S 5100000 . Es 9Q 1000 1000 0000 $1.000 00 CMoD + -
Event Total: 20000000 USD Tine Weiahting Totak 100 % Remaiming Weght 0
Group Selected Lines = oK
e On the Advanced Definition tab, SWIFT displays all line Detail and line Bid Factors on each
event line.
Line Rems (T
m aQ 13or3[~
Btk Dottt Mgvanced Dwfinitien
Line Hem 1B Description ::a:. DAY e Sl Hd:';x':“' Diwtails B Faciors Consirainis
1 q A 1 SHARE . afa % +
2 =1 e st 1 SHARE : B Fiat “ *
3 Q s 1 SHARE . “ +
Event Toasl: 2250 0003 50 Liss Waighting Touk 0%  Flemaining Weight: §00%

Group Selecied Lines - o

e Select the Save Event Changes button.
e Press the Return to Event Overview link. SWIFT returns you to the Event Summary page.

Step 5: Complete the remaining sections on the event from the Event Summary page

Press the Save Event Changes button after updating each section.
1. Review and update the Select Bidders to Invite section. Make sure that the Public Event box is
checked if you want this event to appear on the Supplier Portal for public bids.
2. Review and update the Invite Collaborators section if you are using pre-post Collaboration.
3. Post the completed event.

Event ID Name Format Type Unit  Origin Status -~ i
2000008385 DNR RFB Supplies Buy  RFx R2001  A12 11/282018 02:08 PM o= &0 . L <]

Jiii

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

You have now successfully created an event using Line Item Defaults.
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