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Create and Use an Event Template

Event creators can set up an event template for a standard event in SWIFT’s Strategic Sourcing module.
You can use an event template to start a new event. SWIFT will copy over the event settings, comments
and attachments, line items, bid factors, invited bidders, event name and event description. The ability
to create event templates is based on an individual’s security profile.

This guide lists the steps to create an event template as well as how to locate and use saved templates.

1. Update an existing event and save it as a template.

2. Create an event template using the Maintain Event Templates page.
3. Review an existing template.

4. Use an existing template to create an event.

Steps to update an existing event and save it as a template

Step 1: Create an event
1. Follow the necessary steps to create an event in SWIFT.

2. On the bottom of the Event Summary page, select the Save Event button. Do not post the event
prior to saving it as a template.

Step 5: Post Event

\When all event creation aclivities are complete, click Post Event to relesse your event for scheduled external viewing and trigger any bidder invitstions you may have defined.

Save Event Save As Template

Paost Preview PDF

Step 2: Create the Event Template for an event
1. Select the Save as Template button.
SWIFT displays the Sourcing Template Details window.

2. Check the Save as Template checkbox. SWIFT opens up the section to describe the template.

3. Enterthe Template Type. Use “Business Unit” or “Personal”. Give it a Template ID and a
Description.

4. Select the OK button.
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Sourcing Template Details

Modify an Event
Event Template Info

Business Unit R2901 Event ID 2000003343 Round 1 Version 1 Event Format Buy Event Type RFx
Template Info

LSave as Template?: W
Template Type | Business Un[v] TRAIN1 Leadership Devt Training x

|I OK || Cancel Refresh

Description of Template Type

e Business Unit: These templates are available to all users who have access to create events in
that business unit.

o Department: SWIFT does not use this feature.

e Personal: These templates are available only to the user who created the template.

5. SWIFT displays a message that the template will not be available for use until the event is
posted. Select the OK button.

Template will not be available for use unfil the event is posted. (18058,8338)

Please post the event in order to use the new Template.

6. Continue processing the event through approvals and posting.

REMINDER: this process creates the event in addition to the new template.

You have successfully updated an existing event and saved it as a template.

Steps to create an event template using the Maintain Event Templates
page

Step 1: Access the Maintain Event Templates page

1. Navigate to the Maintain Event Templates page.

Navigation Options Navigation Path

Navigation Collection | Procurement, Strategic Sourcing, Create Event. Left menu, Maintain
Event Templates page.

2. On the Maintain Event Templates page, select the Add a New Value tab.

e Enter your Business Unit and Origin.
e Choose an Event Format: “Buy” for RFP or RFB events. “RFI” for Request for Information”.
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e Selecta Template Type from the drop-down menu. Use “Business Unit” or “Personal”. Do not
use “Department”.

e Create and enter a Template ID. Create an ID that best describes the event template.
e Press the Add button.

| Event Details
Maintain Templates

= Event Collaboration

Find an Existing Value Keyword Search Add a New Value
| Maintain Event Templates

i | Bidder Group Setup R2901 [+
£ Worklist A44 Q

EventlD NEXT

Event Round 1

Event Version 1

Event Format | Buy [v]
Event Type | RFx [v]
[Fempiate Type | EEEE- —— |

m Template ID |A44TRAIN

Step 2: Enter the required information to create an event.

e SWIFT displays the Event Summary page.

e Enter information in the appropriate section that you wish to default on any event copied from
the template.

e Press the Save Event button at the bottom of the page.

Step 3: Update the Template Info page

1. Atthe bottom of the Event Summary page, click the Template Info button.

Step 5: Post Event

‘When all event creation activities are complete, click Post Event to release your event for scheduled external viewing and trigger any bidder invitations you may have defined.

Save Event Template Info

Preview PDF

2. Onthe Event Template Info page, add a brief description, confirm the Status is set to “Active”
and then select OK.
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Event Template Info

Business Unit R2901 Template Type Personal Template ID  A44TRAIN
Training for Leadership
Template Info

Status | Active ﬂ

SWIFT displays the Event Summary page. Save the event.

You have successfully created an event template using the Maintain Event Templates page.

Steps to review an existing template

Step 1: Access the Maintain Event Templates page

1. Navigate to the Maintain Event Templates page.

Navigation Options Navigation Path

Event Templates page.

Navigation Collection | Procurement, Strategic Sourcing, Create Event. Left menu, Maintain

2. On the Find an Existing Value tab, enter information on the Search Criteria section to locate

existing templates.

e Select Search.

Maintain Templates

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

Find an Existing Value Keyword Search Add a New Value

 Search Criteria
Business Unit | = [v] R2901 Q

Template ID | begins with ]| | A44TRAIN

Template Type | = M |

User ID | begins with [v]

Template Status | = v v

O case sensitive

- - R -
Search Clear | Basic Search & Save Search Criteria
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Step 2: Review the template

SWIFT displays search results. Press the Template ID link to view the template.
Search Results
Wiew All 1-3 of 3[v]
Business Unit Template ID Template Type UserlD Template Status Event Format Template Description

Personal 00744476 | Active Buy Training for Leadership

R2901 ARGD Bus Unit 01000036 | Active Buy Argo

R23901 TEMPLATE | Perzonal 00744476 | Active Buy Multi line templats

e  SWIFT displays the template for you to view.

You have successfully located an event template for review.

Steps to use an Event Template to create a new 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 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.

e Business Unit

e Qrigin

e Format: Use “Buy” for Request for Bid (RFB) or Request for Proposal (RFP). Use “RFI” if Request
for Information

e Event Type: Use “RFx”.

Press the Add button.

Step 2: Enter information on the Create an Event page

1. On the Create an Event page, enter the following information on the header of the Event
Summary page.

e Youcan enter Event Name, Description, Preview Date, Start Date and End Date or allow
these to default in.

o You will need to select the Procurement Type if it did not copy from the template.

e You can update these fields after you create the new event from the template.
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2. Onthe Copy From menu, select “Sourcing Template” 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 Status  Open Time Zone CST
*Pm“’er\f:: PTRFP  [v] Preview Date | 11/22/2018  [#51] Time |S:08AM
*Event Name | Leadership Training for new supervisors
° g P Start Date | 11/22/2018 Time |9:08AM
e
ipti Leadership Training for new supervisors €
Description P d g End Date |11/29/2018 Time |9:08AM
Copy | Sourcing Template ﬂ Go
| =f

SWIFT displays the Enter Copy Criteria page.

Step 3: Enter information on the Enter Copy Criteria page

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

e Business Unit: Enter or confirm the business unit of the event from which the lines will be
copied.
e Copy Method: Choose one of the following options.
o “Append”: Add copied data to existing lines of the event
o “Override”: Replace any existing data with copied information
e FEvent Type: Leave as “RFx".
e Template ID: Enter the Template ID or select the Search icon on the Template ID field and
locate the template you wish to use.
e Press the Search button.

Enter Copy Criteria

Copy Template

Copy From | Sourcing Template ﬂ|

Select Criteria

Business Unit || R2801 Q
*Copy Method || Overide ﬂ

Event Type || RFx (v

Copy Criteria Searchicon

Template ID || 2000003581 Q@

| Search |
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Step 4: Enter lines on the new event

SWIFT opens up the Event 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.

Event Lines to Copy
|" Select All Desslect All |
Select Lines
i .
-2 of 2| V|
Q J
— = - Business a
Item Group 1D Description Quantity UOM Price Currency Unit Event ID Due Date Ship Te
=] Supervigion Basics 1.0000 EA 1000.00000 USD R2501 2000008831 12/02/2018 G104THFLOD
=] Project Management 1.0000 EA 1000.00000  USD R2801 2000008831  12/02/2018 G104THFLOD
O Create Line Group
| OK I Cancel Refresh

2. SWIFT displays the Line Items page.

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

Line Items

Business Unit  R2801 EventID  NEXT Round 1 Version 1 Event Format  Buy EventType RFx

“Your event msy cansist of items from your item cstslog and, optionally, ad-hoo items. You cen ereate the event lines manuslly, or by copying lines from an existing event or templste, or other allowed transaction types.

Copy From | Requisition ~] Go Filtered View | All Lines and Groups [~
Line ltems @
=]
13ef3[v View Al
Q ]
Basic Definifion | Advanced Definition
Line Item ID Description Category *uom “Qty Start Price Ext Amount Weighting

a o Q AN Break food and refreshments for B [ep101800 Q EA Q 60.0000 6.0000 $360.00 000000+ -

a2 Q PM Break food and refreshments for ~ J E%  [e0101200 Q| |es Q £0.0000 6.0000 $360.00 ooo000|| -

o = Q Lunch for Day 1and Day 2 October 23 F& | |eot01800 Q| [ea Q 60.0000 15.0000 $000.00 onoooa|| &, -
Event Total: 1520.0000 USD Line Weighting Total: 0%  Remaining Weight: 100%

Group Selected Lines [~ oK

Retum to Event Overview GaTa 2] Go

Save Event Changes

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

3. Complete the remaining sections on the event. Data that existed on the template, such as event
settings, bid factors, comments and attachments, and invited bidders, will copy from the
template. Confirm that the values entered are appropriate for the new event.

e Press the Save Event Changes button after updating each section.
e Post the completed event.

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