
QUICK REFERENCE GUIDE 

Locate the Event Due Date 

April 15, 2013 

Review the Event Due Date
When an event is created, the state agency may choose to include a Due Date. Generally the due date 
indicates when the goods or services are required to be received/performed by; however, the exact meaning 
and importance of the due date should be verified based on the event details. 

The following steps direct you how to locate the due date when reviewing the event. Be aware, not all events 
may have a due date listed. Any questions regarding the details of the event should be directed to the event 
contact. 

Navigating to the SWIFT Supplier Portal: http://supplier.swift.state.mn.us 

1. Log into the SWIFT Supplier Portal using your User ID and Password

2. Locate the Sell Events section on the home page
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http://supplier.swift.state.mn.us/


 

Click See all events to locate the event 

 

1. Enter search criteria and click Search 
2. Once you have located the event, click on the event ID link in the Bus Unit Event ID column to review it 

 

 

An informational message appears once an event is opened. The purpose of the message is to inform you of the 
options available for you to act upon the event. 

1. Click OK to continue 
 

This will bring you to the event details page where you can see high level details about the event. In order to 
see details of the event lines, where the Due Date is found, you need to view the full details of the event. 
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2. Click View Event 

 

 

A message may appear asking what quantity should default in for your bid. This does not mean you are 
submitting a bid at this time. This message may not appear for all events. If it does not, continue to the next step. 

 
3. Click Yes or No as appropriate to continue 
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1. Scroll to the bottom of the page to see the Line Detail section 
2. Click the Click to enter pricing and view details for the line you wish to review 

 

 

3. Scroll to the bottom of the page to review the Shipping Information section 
4. Review as needed 

 

 

Continue reviewing event or submitting a response as necessary. 
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