SWIF STATEWIDE INTEGRATED
FINANCIAL TOOLS

QUICK REFERENCE GUIDE

Updated September 14, 2025

View, Accept, and Decline Event Invitations

The State of Minnesota purchases goods and services from suppliers through a competitive process known
as bidding.

e Bidding begins when the State creates a solicitation for goods/services known as an event.
e  When suppliers respond to an event, their response becomes a bid.

NOTE: Events also may refer to grants that the State offers to individuals and businesses.

Types of Events

There are three types of events:

1. RFB-Request for Bid: Request to procure goods/services.
2. RFP-Request for Proposal: Request to provide professional/technical services or grants.
3. RFI-Request for Information: Request to solicit general information.

Event Invitations

State agencies will create event invitations that allow suppliers to view, accept, decline, or bid on events.
State agencies also may invite specific suppliers to respond to an event invitation by sending them an email
notification about the event.

After a State agency creates an event, suppliers can log in to the Supplier Portal and take one of the
following actions:

e View Event Invitation
e Accept Event Invitation
e Decline Event Invitation

View Event Invitation

After a State agency creates an event, suppliers can view the event in the State of Minnesota Supplier
Portal.

Access the Supplier Portal from the following link: http://mn.gov/supplier

1. Tologin to the Supplier Portal, select the Sign In tile.
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2. Enter the registered supplier information in the User ID and Password fields. Note: Please do not

enter an email address in the username field when logging in. This must be an assigned User
ID (Example user ID: VN0000123456_1).

3. Select the Sign In button and complete the multifactor authentication process. For help, please
refer to the SWIFT Supplier Portal Multi Factor Authentication Reference Guide.

m

PLEASE NOTE: You are not currently logged in. If you would like to access the portal Sign In or Register for an Account.

Access this link for Screen Reader Mode

Minnesota Supplier Portal ~

Oy
- ‘
Do not enter an email address for Welcome ’ ))

the User Name field. Tips for Participating in Solicitation
Enter User ID in format Events
VNOOD0123456_1
05 Announcements

Bidding Opportunities Register for an Account Bidding Results
i
.r‘y N <
@ 2
=
=
Public Info Notice Results Bid, Proposal or Grant Results
B Closed Events-Events that are no longer open  Events that have completed the evaluation

or bidding and are currently in the evaluation  process. Note: This does not constitute the
process issuance of a Contract

REGISTER
L

62 Opportunities

4. Select the Manage Events and Place Bids tile.
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5. From the left menu, select My Event Activity.

Manage Events and Place Bids

5] View Events and Place Bids

Event Activity

7 My Event Activity
i

N

Event Activity Summary

Click on numbsr to view svants below

Events Invited TolAccepted.

@ Need Help?

Welcome, SAMPLE SUPPLIER
User User Name

Events Bid On. Events Awarded

6. The Event Activity page will display. Look in the Event Activity Summary section to see the
number of events the supplier has been invited to (Events Invited To), has bid on (Events Bid
On), and has been awarded (Event Awarded). Select one of the numbers to display a list of the

events below.

Manage Events and Place Bids

= View Events and Place Bids

Event Activity
7| My Event Activity |

Event Activity Summary

Click on numbes to view events below

© Need Help?

Welcome, SAMPLE SUPPLIER
User: User Name

ILvems Invited TolAccepted:

o ] IL»enls Bid On: g I

v Search Criteria

Event Format

Event Type

[ )

v| @ Evems Invited TolAccapted

Events Bid On

Events Awarded

Date Range: From iz Through

 Legend
\View Details
Events
EventID Format
PD101-2000000225 -
@ Sal
a Sell
Sel
Sell

Event Name Event Status  Start Date End Date Bid Status

Ca Chloride Fumish & Apply Dust Cil  Awarded
Camp Rigley Awarded
EC-Test Bid for MPOS Functionality

RECS RFP Testing & Inspaction Capitol Awarded
Campus-Lot F warded
RECS RFP Investigate Roohtop Leaks
Freeman Bldg

RECS RFP Design for Repalce Unit 8

04/17/2012 10:39AM CDT  04/30/2012 2:00PM COT

051272012 10:25PM CDT
0173072014 3:30PM CST
02202014 12:00PM CST

Awardad
091872014 1-00PM COT

09242014 12:00PM COT

7. Optional: To filter what events display in the list below, enter information in in the Search Criteria

fields, and select the Search button.

Field

Field Description

Event Format

From the drop-down list, select “RFI” to view RFI events; or select
“Sell” to view RFB or RFP events.

Events Invited To

Select this radio button to view events the supplier is invited to.

Events Bid On

Select this radio button to view events the supplier has responded to.

Events Awarded

Select this radio button to view events the supplier has been awarded.

Event Type

From the drop-down list, select “RFx” for all events.

Date Range: From / Through

In these fields, enter a start date and an end date for the events.
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Event Activity

Event Activity Summary

Click on number to view events below

Welcome, SAMPLE SUPPLIER
User: User Name

Sell

Sell

Sell

Sell

Pilot Flight Simulator Training
RECS RFP Predesign Demolition of
coB

MDE RFP Holocaust Indigenous
Peaples Working Group

Posted

08/30/2024 2:30PM €DT
Awarded

05/22/2024 &00AM CDT
Pending Award

06/06/2024 2:42PM CDT
Awarded

RECS RFP Geotechnical Exploration for 07/11/2024 8:25AM CDT

BCA-Mankato

Events Invited TolAccepted: 831 Events Bid On: Events Awarded: 3

~ Search Criteria
Event Format | v|  @Events Invited TolAccepted O Events Bid On O Events Awarded
Event Type ‘ "l Date Range: From ‘7 | Through |7 ‘

—

8. Select an Event ID to view event details.
Events ‘ Q | l
Event ID Format Event Name Event Status Start Date End Date Bid Status

09/2072024 03:00 PM COT
06/18/2024 12:00PM CDT
06/28/2024 12:00PM CDT

08/14/2024 12:00PM CDT

9. The Event Details page will display. Review this page to find the following event details.

Field Field Description
Event Name Name of the event assigned by the managing State agency.
Event ID Identification number for the event.

Event Format/Type

Event type — RFB/RFP (Sell) or RFI.

Event Round and Event Version

Current round and version of the event.

Event Start Date

Date and time the event was made available for bidding.

Event End Date

Date and time the event closes for receiving bids. If closed it will show

event status of: Awarded, Pending Award or Not Awarded.

Event Description

Description of the event, including how to respond to the State.

Contact, Phone, and Email

Contact info for the event manager.

Payment Terms

Terms of payment specified by the managing agency, if applicable.

My Bids

Supplier’s response the event, if applicable.

Edits to Submitted Bids

If the supplier is allowed to change or edit the bid after submission.

Multiple Bid

S

If the supplier can submit multiple bids (a.k.a. alternative bids).
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Field

Field Description

Line Line number of the event.
Description Description of the event being solicited by the managing State agency.
Unit Quantity type (e.g., EA = each).

Requested Quantity

Quantity amount.

Event Details

Accept Invitation
Bid on Event

Event Name Fishing gear

EventID R2901-2000016906

Event Sell Event RFx
Format/Type

Event Round 1
Event Version 1
Event Start Date  07/14/2025 4:34PM CDT

Event End 07/22/2025 4:34PM CDT
Date

Welcome, SAMPLE SUPPLIER

User: User Name

Vendor: 0000123456 - SAMPLE SUPPLIER

Lecation: 001 - 658 CEDAR ST 4TH FLOOR - ST PAUL, MN 55155

View/Download Bid Package
Upload XML Bid Response

Bidding Shortcuts:

Event Description:

tackle box with various fishing lures.

This is a Request for Bid (RFB) for fishing gear for kid's fishing clinic sponsored by the DNR. Gear must consist of one fishing pole and one

=

Contact Karpenko,Sheri A
Phone  §51/259-5461
Email Swift Testing@state mn.us
Online Discussion
Live Chat Help

Payment Terms

My Bids
Edits to Submitted Bids
Multiple Bids

o

Allowed
Not Allowed

¥ Bid Required

Line Comments/Files

Lines
|Eﬁ Q‘ 1 ViewAll
Line Description Unit Requested Quantity Status
1| Fishing gear EA 100.0000

Return to Event Search

Accept Event Invitation

Accepting an invitation indicates the supplier is interested in receiving notifications or updates about

the event.

1. To accept the invitation to the event, select the Accept Invitation button.
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Event Details Welcome, SAMPLE SUPPLIER
User: User Name
Vendor: 0000123456 - SAMPLE SUPPLIER
Location 001 - 658 GEDAR ST 4TH FLOOR - ST PAUL, MN 55155

Bidding Shortcuts: View/Download Bid Package

Accept Invitation ’ Upload XML Bid Response
Bid on Event

Event Name Fishing gear

EventID R2901-2000016906

Event Sell Event RFx
Format/Type
EventRRound 1
Event Version 1 07/22/2025 04:34 PM CDT

Event Start Date 07/14/2025 4:34PM CDT

EventEnd  (7/22/2025 4:34PM CDT
Date

2. Onthe View Events and Place Bids page, the Event ID will now display in the Search Results
with a Status of Accepted.

View Events and Place Bids Welcormy

Enler search critenia to locale an event for wiewing o placing bids.
NOTICE - ting
CEDAR ST 4TH FLOOR - ST PAUL, MN 55155

g does not include all bidding opportunities.
vent listing of all pested bidding opportunities.

~ Search Criteria

Use Saved Search

Q Event ID
Business Unit Results Should Include:
Event Name Sell Event
Purchase Event
Event Type v Request For Information

Event Status.
Buyer Q
Procurement Type -

Hinciude Declined Invitations?

Start Date From ] Thraugh ]
End Date- From [07HA2025 [ Through ]
item Description
Categories
Bl[Q
Category Deseription
Q

.

Search Results

B
Event ID Event Name Format Type End Date/Time Status - Agency Description
Fishing gear Sel RFx 077222025 04:34 P COT Matural Resources Department
Concert package Sel RFx 02212025 0823 WM COT Natural Resources Department
Fruit Sel RFx 0772212025 08,06 Al CDT Natural Resources Department

[ Refresh

3. Selectthe Event ID toreturn to the Event Details page. The Accept Invitation button will no
longer appear as an option.

6|Page-Quick Reference Guide



SWI F STATEWIDE INTEGRATED
FINANCIAL TOOLS

Event Details Welcome, TEST
User: Ellie Pflager
Vendor: 0000389412 - TEST

Location: 001 - 658 CEDAR ST 4TH FLOOR - ST PAUL, MN 55155

Bidding Shortcuts: View/Download Bid Package

Bid on Event

Event Name Fishing gear

EventID R2901-2000016906

Event Sell Event RFx
Format/Type

Event Round

Event Version
Event Start Date  07/14/2025 4:34PM CDT

Event End 07/22/2025 4:34PM CDT
Date

Event Description:

=]
4
Contact Karpenko,Sheri A Payment Terms
Phone  §51/259-5461 My Bids 0
o Swift Testing@state.mn .
Email Swit Testing@state.mn.us Edits to Submitted Bids  Allowed
Online Discussion Multiple Bids  Not Allowed
| Live Chat Help
¥ Bid Required (@ Line Comments/Files
Lines
‘ [:: H Q ‘ I View Al
Line Description Unit Requested Quantity Status
a
1| Fishing gear EA 100.0000

Return to Event Search

Decline Event Invitation
Declining an invitation to an event indicates the supplier is not interested in the event.

1. To decline the invitation to the event, select the Decline Invitation button.

Event Details Welcome, SAMPLE SUPPLIER
User:User Name
Vendor: 0000123456 - SAMPLE SUPPLIER
Location: 001 - 658 CEDAR ST 4TH FLOOR - ST PAUL, MN 55155

Bidding Shortcuts: View/Download Bid Package

Decline Invitation Upload XML Bid Response

Bid on Event k

Event Name Fishing gear
EventID R2901-2000016906

Event Sell Event RFx
Format/Type

Event Round

Event Version
Event Start Date  07/14/2025 4:34PM CDT

EventEnd  (7/22/2025 4:24PM CDT
Date

2. The Decline Event Invitation screen will display. Select a radio button to indicate a reason for
declining the event invitation.
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3. Enter any additional comments, if needed.

4. Select a radio button to indicate whether or not to receive updates on the event.

5. Select the Continue button.

Decline Event Invitation
EventID 2000016906 Name Fishing gear

Please select a reason for declining this event invitation:

' Cannot meet required due date
Insufficient time fo respond to event
Unable to obtain the required insurance
2 Cannot meet the licensing and/or cert. requirement
' Other
Responder cannot meet specifications as outlined.

Please enter any additional comments:

Continue

Return to Event

6. Onthe View Events and Place Bids page, the Event ID will now display in the Search Results
with a Status of Declined.

View Events and Place Bids

OR - ST PAUL, MM 55155

< Search Criteria

Use Saved Search

Q went |
Business Unit Fuentio Results Should Include:
Event Name Sell Event
B Purchase Event
Event Type . B Reguest For Information

Event Stats
Buyer Q
Procurement Type

Include Declined Invitations?

Start Dase From =] Through =]
End Date From |07/1/2025 [F] Threugh B
Kem Description
Categories
® |Q
Category Description
Q

Search Results

EventID vent Name Format Type End Date/Time Status ‘Agency Description
Fishing gear sal RFx 7222025 04.34 PHa cOT Natural Resources Department
Concert package Sail RFx 220025 08.23 M £OT Natural Resources Department
Fruit Sell RFx 71222025 08,06 AM COT Natural Resources Depariment
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7. Selectthe Event ID to return to the Event Details page. The Decline Invitation button will no
longer appear as an option.

Event Details Welcome, SAMPLE SUPPLIER
User: User Name
Vendor: 0000123456 - SAMPLE SUPPLIER
Location 001 - 658 CEDAR ST 4TH FLOOR - ST PAUL, MN 55155

Bidding Shortcuts: View/Download Bid Package
I Accept Invitation I Upload XML Bid Response

I Bid on Event I

Event Name Fishing gear

EventID R2901-2000016906

Event Sell Event RFx
Format/Type

Event Round 1
Event Version 1 07/22/2025 04:34 PM CDT
Event Start Date (07/14/2025 4:34PM CDT
EventEnd  07/22/2025 4:34PM CDT
Date

Event Description:
&

This is a Request for Bid (RFB) for fishing gear for kid's fishing clinic sponsored by the DNR. Gear must consist of one fishing pole and one
tackle box with various fishing lures.

Contact Karpenko,Shern A Payment Terms

Phone 851/259-5461 My Bids 0

. W (D
Email Swift Testing@state.mn.us Edits to Submitted Bids  Allowed

Online Discussion Multiple Bids  Not Allowed
Live Chat Help

7 Bid Required (>Line Comments/Files
Lines
‘ = ‘ Q ‘ | ViewAll
Line Description Unit Requested Quantity Status
a
1| Fishing gear EA 100.0000

Return to Event Search
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