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February 20, 2024 

Enter a Bid on Behalf of a Bidder 
Most agencies do not accept paper responses or responses not submitted by the bidder through SWIFT for 
bidding on an event. However, agencies have the option to enter or update a bid on behalf of a bidder. The 
bidder must provide all of the required documentation in its response within the timeframes of the event.  

Agencies can enter a bid on behalf of a bidder if the agency invited the bidder to respond to the event when it 
was created. The bidder must have sent the response to your agency prior to the event’s End Date and Time. 
Your agency cannot have started analyzing bids on the event.  

BEST PRACTICE: Scan the bidder’s responses and attach them in the header of this bid response to document 
that you followed their instructions. 

This Quick Reference Guide lists the steps to enter a bid on behalf of a bidder. 

Step 1: Locate the event in the Create Bidder Response component 

1. Navigate to the Create Bidder Response page. 

Navigation Option 
Navigation Path 

Navigation Collection Procurement, Strategic Sourcing, Event Responses. Left menu, Create Bidder 
Response page. 

2. On the Create Bidder Response page, enter search criteria and then select the Search button. 

 

3. SWIFT displays the event on the Search Results section.  
a. Look in the Name column to find the bidder to add a bid response on their behalf.  
b. Press the Event ID link for that bidder. 
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Step 2: Enter a Bid Response  

SWIFT displays the Enter Bid on Behalf of page. It is specific to the bidder. You will see the screens that the 
bidder sees when they bid on an event.  

1. Select the Enter a New Bid button. 

 

2. If your event has more than “1” quantity, SWIFT displays this message about defaulting the bid quantity 
for each line.  

a. To make the response easier for entering the bid, select Yes.  

 

b. You can always change it when you are entering the response for the lines. 

SWIFT displays the Event Details page. It displays details about the event based on the information your agency 
entered when the event was created. 
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REMINDER: At any time, you can save your work on the event by pressing the Save for Later button at the top 
or bottom of the page. 

3. Answer General Event Questions.  

 

4. You can press the Add Comments or Attachments link on each of the questions to add comments or 
documents provided by the bidder that support the response to the individual question. 

a. SWIFT opens up the Question Comments and Attachments page.   
i. In the Comments section, enter the following “Entered bid response on behalf of the 

bidder.” Enter your name and contact information.  
ii. Using the Upload button, add attachments as required by the bidder. Add the 

Attachment Description.  
iii. Then, press the OK button. 

 

5. In the Enter Line Bid Responses section, enter information as provided by the bidder. Review the 
number of lines to respond to and the Line Comments/Files section.  
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a. Enter a Unit Bid Price and Bid Quantity to bid on each line. If the Requested Quantity is “1,” 
SWIFT will default the amount requested by the event creator.  

b. If the bidder does not want to place a bid on a specific line, check the I Decline to Bid on this 
Line box to not place a bid on a specific line. 

NOTE: If this box is checked, SWIFT will gray out the line and it will not be available for analysis 
after the event has ended. 

c. Press the Bid link to see the Line Details section of an event. If there are line level event 
questions that need to be answered, they will appear in this section. 

d. Press the Line Comments and Attachments icon to attach information for the bid response that 
the bidder has provided.   

i. At the bottom of the page, press the OK button when finished.  
ii. SWIFT returns you to the Event Details page.  

e. Respond to additional lines on the Lines section as directed by the bidder.  

 

6. Check your work. Go to the bottom of the page. 
a. Press the Save for Later button and check your work.  
b. Press the View Attachments button to make sure that you included all attachments and 

comments as directed by the bidder.  
c. Press the Validate Entries button. You can make sure that all required fields are complete and 

responses to questions are in the correct format. Correct any errors found. 

 

Step 3: Submit a response 

1. Go to the bottom of the page. Press the Submit Bid button.  
a. SWIFT will validate responses when you submit the bid. If there are errors, they will need to be 

corrected or SWIFT will not allow the bid to be posted.  
b. If you are entering the bid after the End Date/Time has been reached, SWIFT sends a message. 

Confirm if you want to enter the bid.  
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i. Press Yes to enter the bid.  
ii. Press No to return to bid and make changes.  

2. Once you submit the bid, SWIFT opens up the Bid Confirmation window.  
a. Print or save the confirmation.  
b. Select the View Confirm Attachments button to view the list of attachments that were entered 

on the bid.  
c. Send the bid confirmation to the bidder as appropriate.  
d. Press OK to continue. 

 

3. SWIFT returns you to the Create Bidder Response page.  
a. You can enter other responses on behalf of other bidders, if necessary.  
b. You can also check the status of the bid you already entered. Press the Event ID link next the 

bidder on the Search Results section. 

 

4. SWIFT displays the Enter Bid on Behalf of page.  
a. Confirm that the bid status shows Posted. Any other status is not valid and the bid information 

will not be available for bid analysis or a potential award. 
b. SWIFT will also email you a confirmation of the bid along with an attachment of the Event 

Details. You can forward it or send it to the bidder. 
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