SWI F STATEWIDE INTEGRATED
FINANCIAL TOOLS
QUICK REFERENCE GUIDE

February 20, 2024

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.

Update an existing event and save it as a template.

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

Use an existing template to create an event.

A bR

For details on creating events, review the Create an Event quick reference guide.

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.

IMPORTANT: Do not post the event prior to saving it as a template.
Step 2: Create the Event Template for an event

1. Atthe bottom of the page, select the Save as Template button.

Step 5: Post Event

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

l Save Event l I Save As Template I

[ Post ] [ Preview PDF ]

2. SWIFT displays the Sourcing Template Details window.
a. Check the Save as Template checkbox. Select OK.
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Event Template Info

Business Unit  G1001 EventlD 2000015242 Round 1 Version 1 Event Format  Buy Event Type RFx

Template Info

| Save as Template?: L] |

b. SWIFT opens up the section to describe the template.

c. Enter the Template Type.
i. Business Unit: These templates are available to all users who have access to create

events in that business unit.
ii. Personal: These templates are available only to the user who created the template.
Give it a Template ID
. Add a Description.
f. Select the OK button.

Event Template Info

Business Unit  G1001 EventlD 2000015242 Round 1 Version 1 Event Format  Buy Event Type RFx

Template Info

Save as Template?:

Template Type | Personal v emplate 1D [Test2 | | Description |[tesl21 ]
]

3. 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 until the event is posted. (18058,8338)

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

0K

4. Continue processing the event through approvals and posting.

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

Navigation Path

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

Templates page.

2. SWIFT displays the Maintain Templates page. It defaults to the Add a New Value page.

a. Enter your Business Unit and Origin.
b. Choose an Event Format.
i. Use “Buy” for RFP or RFB events.
ii. Use “RFI” for Request for Information.

c. Select a Template Type from the drop-down menu.

i. Use “Business Unit” or “Personal.”
ii. Do not use “Department.”

d. Create and enter a Template ID. Create an ID that best describes the event template.

e. Pressthe Add button.

B Ewent Details
e _____] Maintain Templates

Ewent Collaboration

Add a New Value
| Mazintain Event Templates I

] Bidder Group Satup

— *Bi Unit §
3| Wy Wiorkist - Summany iew uenass L jl
sarigin J= Q

“Event ID

EventRound 1
D Ewsnt \aralan 1
“Event Format
“Event Typs
Template Type 4\/'

Tompiats ID | Test ORG

1 Find an Existing Value

Step 2: Enter the required information to create

an event

1. SWIFT displays the Event Summary page. Enter information in the appropriate section that you wish to

default on any event copied from the template.
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2. 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, press the Template Info button.

Step 5: Post Event

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

Save Event I Template Info

[ Preview PDF

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

select OK.

Event Template Info

Business Unit 51001 Template Type  Personal Template ID  TEST QRG

IDescription I[Ofﬂce Furniturs] ]

Template Info

| Active ~

Status

Cancel H Refresh l

Steps to review an existing template

Step 1: Access the Maintain Event Templates page

1. Navigate to the Maintain Event Templates page.

Navigation Option Navigation Path

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

Templates page.

2. SWIFT displays the Maintain Templates page. Select the Find an Existing Value button.

7 Event Details . i
Maintain Templates

o Event Collaboration

Add a New Value

) Find an Existing Value

7 Maintain Event Templates

5| Bidder Group Setup
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3. On the Find an Existing Value page, enter information on the Search Criteria section to locate existing
templates. Select Search.

5 Event Detail . -
T Fventbesls Find an Existing Value

— Event Collaboration  Search Criteria

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

I]j__' Maintain Event Templates

.';J:- Recent Choose from recent searches v | / [] saved Choose from saved searches
T Bidder Group Setup ]
Searches Searches
T My Worklist - Summary View
D *Business Unit | = ¥ | [@1001 Q|
Template 1D | begins with | | |
Template Type | = v| | ~ |

UseriD | beginswith | | |

Template Status | = ha | | Active b |

# Show fewer options

= ——

Step 2: Review the template

1. SWIFT displays search results. Press the Template ID link to view the template.

v Search Results
1rows - Business Unit "G1001" Event Round ™" +2 more

Busi T late Ti lat E t T late
u_smess Template ID empla User ID emplate ven emp_a :
Unit Type Status Format Description
G1001 TEST QARG Fersonzl 01141283 Active Buy Office Furniture >

2. SWIFT displays the template for you to view.

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 page defaults.
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SWIF

Navigation Options Navigation Path

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

WorkCenter

2. Onthe Add a New Value page, enter the following information.
a. Business Unit
b. Origin
c. Format:
i. Use “Buy” for Request for Bid (RFB) or Request for Proposal (RFP).
ii. Use “RFI” if Request for Information
d. Event Type: Use “RFx”
3. Press the Add button.

Step 2: Enter information on the Create an Event page

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

page.
a. You can enter Event Name, Description, Preview Date, Start Date and End Date or allow these
to default in.
b. You will need to select the Procurement Type if it did not copy from the template.
c. You can update these fields after you create the new event from the template.

2. Inthe Copy From menu, select “Sourcing Template” from the dropdown list and press Go.

Event Summary

Business Unit  G1001 EventID pnEXT Round 4 Version q Event Format Buy

Origin 508 Accounting Services

Event Type RFx Change to Auction

Event Status OCpen Time Zone CST
*Procurement Type e hd | Freview Date 01122024 | Time | 10:44AN
Furmiture | =
*Event Name AP——— s
: s start Date |2118202s [ Time | 10:4441
Description | Furniture - -
End Date 01252024 [F]] Time | 10:444N
Go
P II: E [ Sourcing Template W I

Step 3: Enter information on the Enter Copy Criteria page

1. SWIFT displays the Enter Copy Criteria page. Enter the following information in the Select Criteria

section.
a. Business Unit: Enter or confirm the business unit of the event from which the lines will be

copied.
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b. Copy Method: Choose one of the following options.
i. “Append”: Add copied data to existing lines of the event.
ii. Override”: Replace any existing data with copied information.
c. Event Type: Leave as “RFx.”
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. Pressthe Search button.

Enter Copy Criteria
Copy Template
Copy From Sourcing Template v
Select Criteria
Business Unit M'
“Copy Metnod [ overce ¥ |
Event Type Ml
iteri Search icon
Copy Criteria
ITEm blate ID IZCC-:IC-15341 qQ |
I Search I

Step 4: Enter lines on the new event

1. SWIFT opens up the Event Lines to Copy page. 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.
2. Pressthe OK button.

Event Lines to Copy
¥ Select All Deselect Al |
Select Lines
(=]

Sel Item Group ID Description Quantity UOM Price |Currency Business Unit  Event ID Due Date Ship To
Chairs. 50.0000 | EA 500.00000 |USD G1001 2000015241 03/31/2024 G104THFLOD
Tables 5.0000 | EA 100.00000 (USD G1001 2000015241 03/31/2024 G104THFLOO
Eazzals 5.0000 | EA 50.00000 |USD G1001 2000015241 03/21/2024 G104THFLOO
Podium 5.0000 | EA 200.00000 (USD G1001 2000015241 03/21/2024 G104THFLOO

[J Create Line Group
Cancel ] i Refresh ]

3. SWIFT displays the Line Items page.
a. Confirm the details on both the Basic Definition and Advanced Definition tabs.
b. Select Save Event Changes.
c. Pressthe Return to Event Overview link.
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Line tems &
’_lﬁ m Wiew All
Basic Definition anced Definition
f Ling f Itam I Dascription Category “UOM “aty gtart Price Ext. Amount walghting
1 [ a] |[cam Z| | B |[moime Q] |[ea a] || soocca| ([ sec.0000 | 525,000.0 0 E
| 2 | Y[ AR e Y e —r (-]
| T | 4| ' ] =9 O (— (-]
| ol I i ) e e =
Event Total: 26750.0000 USD Ling walghting Total: 0% Ramaining Walght: 100%
Group Selectsg Linee v | oK
GaTa W | Go

4. SWIFT returns you to the Event Summary page.

a. 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.

b. Confirm that the values entered are appropriate for the new event.

c. Pressthe Save Event Changes button after updating each section.

Post the completed event.
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