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The State of Minnesota government is a very complex system with many different agencies conducting
business each day. When required by laws, guidelines or regulations, purchases on behalf of the state must
be done through a competitive process known as bidding. This is done in order to ensure purchasing is
done in the best interest of the state, state taxpayers, and equitably for vendors.

In the state’s financial and procurement system, SWIFT, this process is initiated through a document known as an
event. This is more commonly known as a solicitation, but that terminology is not used in SWIFT.

Individuals and businesses interested in participating in these events are able to do so by using the Supplier
Portal to review existing events and submit their responses. A response in SWIFT is referred as a bid even if
the eventis requesting a proposal or information only.

Events are also used for state agencies who are offering outgoing grants to businesses or individuals. Even
though you are submitting a proposal to receive money from the state, SWIFT still refers to your response as
a bid. SWIFT will also refer to you as a vendor even though you are receiving funds and not providing goods
or services.

There are three different basic types of events:
¢ RFB-Request for Bid
0 RFBs are generally used to procure goods or standard services.
e RFP-Requestfor Proposal
0 RFPs are generally used for professional or technical services or with outgoing grants.
e RFI-Request for Information
0 RFIs are much less formal and generally used with professional/technical services or
outgoing grants in the beginning stages of a project to solicit general information.

Locating Events/Solicitations

The general guidelines for locating and submitting a response to an RFB, RFP, or RFI are more or less the
same in SWIFT. If you have specific questions, contact the managing agency of the event.

The purpose of this guide is to describe the process for locating, or searching for an event. You do not
necessarily have to be registered as a vendor with the state, but you will not be able to view the details of an
event or submit aresponse until you are fully registered and logged into SWIFT.

The process for locating an event is the same regardless of the type. For more information on the next steps
to take after the event is located, see the Accepting/Declining an Event and Responding to an
Event/Solicitation reference guides.

Three topics will be covered in this guide:
e Locating events as a registered vendor
e Locating events without registering
e Saving and retrieving searches
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Locating Events/Solicitations when Logged In as a Registered Vendor

If you are a registered vendor with the state of Minnesota, you can easily search for and see details about
events available for bidding.

1. Begin by navigating to the SWIFT Supplier Portal: http://supplier.swift.state.mn.us
2. Login using your User ID and Password

Supplier Portal -

Favorites ' Main Menu
- v

'Login
Login here as an existing User.
UserID:
password:|
Sign In

'[;, 1"“:""-;'end-:|r Reqistration Link
Click here to register as a vendor with the State of Minnesota or locate your User ID if you
are already a Vendor with the State of Minnesota.
g Create anew Userld

There are two different ways to navigate to locate events. The first is described below, and the other is found
in the Locating Events/Solicitations without Logging In section of this QRG.

3. Locate the main navigation menu on the home page.

Menu == Portal A
Search: Questions regarding specific events (solicitations), bids, proposals or vendor lon should be directd
| () Option 1.
> Maintain Supplier Informats
K Mairac B aat Sacs il VENDORS INTERESTED IN LEARNING HOW TO NAVIGATE OUR SUPPLIER PORTAL are invited to a prasen
[» Manage Contracts Centennial Office Building, 658 Cedar 5t., 5t. Paul.
I Manage Crders You will learn, How to Access the Supplier Portal, Create a User 1D, Find Bid Events, Place a Bid, Find Bi
[» Review Payment Information Supplier Information. Pre-registration is required. Contact Philip Treat at 651-259.3610 or by email (Philip
i» eSetiements Hame, Phone No. & Address, Cell No. & email address).
I» Reporting Tools MOTE: The first 40 vendors to register will be admitted to each session. Additional sessions will be schedy
My Profile

s |{ your password is expired, click on the Change Password link. Do not use the | Forgot My Password link.

Vendor Information ==

10 link and provide the required information.
If you cannot view attachments, turn off your Pop-Up Blocker,
Users who are using the Safari or Internat Explorer internet browsars may have problems when attemptin|

Minnesota Management & Budget is preparing to send the annual 1099s to reportable vendors. Please be|
already. You may update your address en the Maintain Supplier Information link ence logged into the Su

Solicitations

MNOTICE - This is not the official announcements page. Not all solicitations are

provided,  Click here for 3 cumentlisting of solicitalion announcements
Recently Dispatched POs =l E
Sell Events
TEST .
o Recent POs =
Event I Exent Name EventType  Procuremant Type Hart Date/Tim
200000203 MF RFx Outgoing Grant RFFP 110672013 8
20000022632 f RFx Acquigition One Time Buy RFE 122202013 2
2000001853 RFx Outgoing Grant RFP 10ME2013 &
2000002295 RFx Acquisition RFB 0109/2014 9.
20000021

ACquigition RFF 1ezzmsIn

2|Page-Quick Reference Guide


http://supplier.swift.state.mn.us/

SWIFTHS

Statewide Integrated Financial Tools

4. Click Manage Events and Place Bids

Menu =

armai or

[> Manage Events and Place Bids

[> Review Payment Information
[> eSettlements

[> Reporting Tools

— My Profile

5. Click View Events and Place Bids

Supplier Portal S

Favgrites | Main Menu » Manage Events and Plce Bids
Manbge Evicti and Placs Bt

Manage Events and Place Bids

Syriegic Sourcmg Bvens
—_— — n n
_l 4 s atngic Sourcing Bidder Homepuage = e ——— =] i rucans b actiiy
= Discussion Forums == My Cateqorizations
Bl e s =] Event B4 Tabutation Resutts e e

This brings you to the View Events and Place Bids search page. Use this page to locate a particular event, or
look through a list of events. The top of the page has multiple search fields which can be used to narrow
down the list of events you are browsing, and below that is the list of events available to review.

If you are simply browsing through the list, you can click the column headers to sort the listed events
differently. Click it a second time to reverse the order. The columns and search fields are defined below.

View Events and Place Bids i
s HARI
Enter seasch cnferia to locate an event for viewing of phacing bids.
Use Saved Search: -
Business Unit A Resulls Should Include:
| Sofl Event
Event I0: ¥ Purchase Event
Event Name: ¥ Request For Information
Event Type: -
Ewent Status: i
Bayer: <
Procurament Typi: -
include Declined Invitations?
‘Clear Critena
Save Segrch Crilera Advanced Segrch Critens
] i =
Event Ham Forma Ty End Datetime Status Agency Description~ :;:‘.""'""‘
Biannial Mesting w! catering Sell RFx 011772014 110040 CST Transportation Depardment ALP RFB Discuss
I7501-2000002321 CPT Piezo ConesiSupplies Sell RFx 011772014 1:00PM CST Transpotation Depanment ALPRFB Dizcuss
= - s PRINTING OF 55,000 DNR "
B2901-2000002320 ] M72014 J nl of A Di3cus
220120000023 HYPOTHERMIA BOOKLET Sel RFx 0172014 200PW CST Dapartmient of Natural Resourcs ALP RFB |5CUsS

6. Enter your desired search criteria to change the list of events
a. Business Unit
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i. Agency responsible for the event
ii. Click the magnifying glass (Search icon) next to this field to see a list of
available business units
b. EventID
i. The assigned ID number for the event
ii. This will be a numeric value
c. EventName
i. Name assigned by managing agency
ii. Enter aword or phrase to search
d. EventType
i. Options are Auction or RFx
ii. The state of Minnesota only uses RFx
e. Event Status
i. Posted
1. The eventis in process and responses are still allowed
Note: If the event is in the preview period, you can begin your response, but
will not be able to submit it until the start date is reached.
2. The event is still in process
i. Awarded
1. The event has been fully awarded
2. The event is considered complete
ii. Additional statuses are listed, but these are not available to be seen/reviewed
f.  Buyer
i. The agency staff member responsible for the management of the event
g. Procurement Type
i. The type of event (RFP, RFB, etc.)
ii. Selectthe applicable option
Note: RFI events do not get awarded. Contact the managing agency if you have
any questions regarding the procurement type for a specific type.
ALP RFB
Acquisition Conference RFB/RFP
Acquisition Construction RFB
Acquisition One Time Buy RFB
Acquisition RFB/RFP/RFP
Outgoing Grant RFI/RFP
PT Delegated Authority RFP
8. Professional Tech/Services RFI/RFP
h. Include Declined Invitations
i. This option only applies if you are logged in
ii. If checked, events you have previously declined will be included in search results
ii. If unchecked, any events you have previously declined will not be included in search results

NooorwDdE
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Walcoma. TEST

Us er: HAR|

View Events and Place Bids

Enter search criteria 1o locale an event for viewing or placing bids

Use Saved Search: -

Business Unit: ] Results Should Include:
| Sall Event
Event ID: /| Purchase Event
Event Name: | Request For Information
Event Type: -
Event Status: v
Buyer:

Procurement Type: il

Include Declined Invitations?

Search Clear Criteria

Manage Saved Searches Save Search Criteria Advanced Search Critend

Clicking Advanced Search Criteria will display additional search fields.

a. StartDate
i. The date events open for bidding
ii. From: Search for events with the start date occurring on or after this date
iii. Through: Search for events with the start date occurring on or before this date
b. End Date
i. The date events close to bidding
ii. From: Search for events with the end date occurring on or after this date
Note: The current date may default in this field, change or delete it as necessary.
iii. Through: Search for events with the end date occurring on or before this date
c. Item Description
i. Description of event lines specified by the managing agency
i. Enter aword or phrase to search for events containing that in their line item description
d. Categories
i. The type of good or service for the event line
i. Based onthe UNSPSC (United Nations Standard Product and Service Code)
system to classify what is being purchased
ii. Use the magnifying glass next to the Category field to search for a specific code
iv. Click Add Additional Category to add another line in order to search for two or
more categories
v. To remove a category, select the checkbox at the front of the line and click
Remove Selected Category
7. Once all fields are entered, click Search
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View Events and Place Bids Welcoms, TEST

User: KARI

Enter search criteria to locate an event for viewing or placing bids

Use Saved Search: -

] Results Should Include:
| Sell Event
Event ID: +| Purchase Event

Business Unit:

Event Name: ¥| Request For Information
Event Type: hd

Event Status: -

Buyer: -

Procurement Type: X

Include Declined Invitations?

Start Date: From: ¥ Through: [
End Date: From: 01/17/2014 [ Through: 5
Item Description:

Category Description Add Additional Category

Remove Selected Category

Search Clear Criteria

Manage Saved Searches Save Search Criteriz

Search results are returned for events matching all criteria entered above. You can choose which fields to
include, but keep in mind the more fields you enter, it's more likely fewer results will be returned. If you are not
able to find a specific event you are looking for, try changing your search criteria.

8. Click Clear Criteria to delete all values from all fields to initiate a new search
9. Review search results
a. Bus Unit-Event ID
i. The business unit of the managing state agency and the SWIFT ID number of the
specific event
b. EventName
i. Name assigned by managing agency
c. EndDatetime
i. The date and time at which the event will no longer be open for responses
ii. If passed, the eventis no longer open to be responded to

d. Format

i. Willalways be “Sell” for the state of Minnesota
e. Type

i. Willalways be “RFx” for the state of Minnesota
f. Status

i. Current status of event, see above for definitions
g. Agency Description

i. The name of the originating agency
h. Procurement Type

i. The type of event (RFP, RFB, etc)

ii. See above for all possible procurement types
10. To view more specific information about an event, click on the link in the Bus Unit-Event ID column
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View Events and Flace Bids Weicome. TEST

Unas: KARI
Entar search critena 1o locate an avent for viewing of placing bids

Use Saved Search: -

Business Unit: R2901 9, pepartmant of Natural Resourcy  Riesslts Should inchade:

7| Sedl Event

Event 10: < Purchase Event

Event Hame: . Request For information

Ewent Type: dat

Ewent Status: dt

Buyer:

Procurement Type: >

Include Declined invitations?

Search Clear Crilena

Bus Unit-Ewent DT Ca Status Agency Dencriptiona

Sel RF1 01172014 2.00PM CST Departement of Natural Resounce ALP RFB

ration Fl RF 0122014 £30PM CST D partment of Hatural Resounce BT RFI

Se RFa O1ZH2014 200PM CST D partmeent of Natural Resounce FT RFP

As long as you are logged in, an information page will appear regarding the event. See the Viewing
Invitations and Accepting/Declining an Event, and Responding to an Event/Solicitation QRGs for
additional information about the options listed on this page.

11. Click OK to continue

Sourcing Information

After clicking the bution below, the following actions may be available;

A) sccept Invitation - To participate in this event, click the "Accept Invitation™ button. NOTE: Accepting an event
does not mean a bid is or will be submitted

B) View Event = To view event details or to begin the bidding process, click the “View Event” button

C) Decline Invitation — To decline the invitation, click the "Decline Invitation™ button. NOTE: The Decline
Invitation button will only appear if you were invited or had previously accepted the event

[ ]

The Event Details page will appear where basic information about the event can be seen. Please note, this is only
Some of the information about the event. In order to see full details and submit a response, you must be a
Registered vendor. See the Viewing Invitations and Accepting/Declining an Event, and Responding to an
Event/Solicitation QRGs for additional information on the next steps in the process and for more information
about what is seen on this page.
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Event Details Welcoeme, AR
User: WKARI
Information On Inguiry Sptions
; Accapt Invitation % LN T AS0EN FNISN0N BUEIN 10 OREININE 0L OREIM 1) MG I I BT
Wiew Ewvent 2l v 0 begin e hioding process
eation Uil clkcng e “Subrel BT bulion
ian e bofors 0 e Evert Detally page acoesvec when clicking Fe “Yiew Bvertl
Ewent Name Eleciranic Pay Statians for registration
Event ID R2901-2000002204
Ewent FormatType: Request For Infosmation
Procurement Type: Professional Tedh/'Services RF|
Ewent Round: 1 Ewent Version:
Ewent Start Date 0107/2014 B:00AM CBT
Ewant End Date: 01/2272014 04:30 PM C5T Cligk hgee to view the General Teems and Conditions

Ewant Description:
TO RFI TO INCLUDE THIS B

Al
RESPOHNDING SHOULD REFRAIM FROM 1M

MORMEN

CE: THE RESPOMSES RECEIVED BY THE STATE WILL BECOME PUBLIC, SO VENDORS -

G PROTECTED INFORMATION

Ressarch the reguirementifeaturesoptions 1o implemant elecronic pay sLationg ot self-sarvice fegiErahon Information PRMIRG OlNgr f=e

oolledlion at seled Minnesola statle pards, state reoreation areas, and'or state fores! reoreation aneas -
Contact: Monigomeny Kimberly K Migw AOCTEsE  Faymeent Temms:

Phone: 851/259-5507 Wty Hids: 0

Fax Edits to Submitted Bids Allowed

Email Kim. MonigomeryfDstate mn, s Multiple Bids: Allgwed

Live Chat Help:

Legend

Expert Entry

Locating Events/Solicitations Without Logging In

If you are not yet a registered vendor with the state, you can still review events, but remember you cannot
submit a response or otherwise participate until you have completed the registration process.

1. Begin by navigating to the SWIFT Supplier Portal: http://supplier.swift.state.mn.us

The supplier portal home page will be displayed. There are two ways to locate events from here. The first is
using the menu navigation. The second option is to use the Sell Events section on the lower right of the
home page.

Either option will lead you to the same destination.

2. Navigate to the View Events and Place Bids search page using one of the two following methods:
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S lier Portal

p

Login here as an existing User

User ID:

Password:

er 25 3 vendor with the State of Minnesots or locate your Uisar 10 o you
e abaacy a Vendor with the State of Minnesota.

ate 8 new User Id

" Chok harw 10 crnate 3 naw Usar 1D, You mest ba 3 ragistared vandor 12 30d 3 naw Usae I0.

B inatructions toe Regussting & User 1D b Accets the Supplier oty

Chcic hare 19 open instructns 1o requesting 3 User 10 1o the Suppler Poral

tmy pas

] Instructions for Training Guides « Interactive Versign

Click hare b open the: instnsctions for the interactive training guides.
[ vandor Training Guices - Text Venion
Cick here 10 open the Scheen reader compatiie Insining guides

B 1 i for Engl Lol L3
Chok hece 10 coen the mBtnactions for enabling accessidity mode in Suppber Poral
Vendor Infarmation

Resouroes

Supplier Portal Announcements

Questions regarding specific events [solicitations), bids, proposals or vendor registration
should be directed to the Dept. of Administration, MMD at 651-201-8100, Option 1.

VENDORS INTERESTED IN LEARNING HOW TO NAVIGATE OUR SUPPLIER PORTAL are invited to a
presentation on January 24th 2014 from 8:30 to 11:30 a.m. at Centennial Office Building, 658
Cedar St., 5t. Paul.

You will learn, How to Access the Supplier Portal, Create a User ID, Find Bid Events, Place a
Bid, Find Bid Tabulation Results, Review Vendor Payments & Maintain Supplier Information.
Pre-registration is required. Contact Philip Treat at 651-259-3610 or by email
(Philip.treatistate.mn.us) with registration information (Company Name, Phone No. &
Address, Cell No. & email address).

HOTE: The first 40 vendors to register will be admitted to each session. Additional sessions
will be scheduled based on the number of registrations received.

H your password is expired, click on the Change Password link. Do not use the | Forgot My
Password link. if you do not have a User ID, click the Create a New User 1D link and provide
the required information.

H you cannot view attachments, turn off your Pop-Up Blocker.

Users who are using the Safari or Internet Explorer internet browsers may have problems
when attempting to Register. If you do, clear your browser cache.

Minnesota Management & Budget is preparing to send the annual 1099s to reportable
wendors, Please be sure 1o update your address if you have not done so already. You may
update your on the Maintain Supplier ion link once logged into the Supplier
Portal.

Events

YOU MUST BE REGISTERED as a vendor to participate in these
events of to receive notice of any addenda issued.

| Solicitations

NOTICE - This is not the official announcements page. Notall solicitations are

posments

of »

B2l 2000002328
E&001 2000002282
BUBEBISH | 30210 2000002349
Single & Tandem Axle Cab & Chastiy G0210 2000002247

a. Using menu navigation

i.  Click the Main Menu link in the upper left of the page
ii. Click Manage Events and Place Bids

Supplier Portal

Favorites
-

] ' ® !

Login -
Login here 3 [ _Maintain Supplier Information L]
User ID I L] Manage Events and Place Bids I
1 Reporting Toolks ’
Password.;

iii. Click View Events and Place Bids

Supplier Portal
(rm'ilﬂ N.Il!_MM.I » H.l'llﬁ-e-&'wﬂ.'_l'lﬂdﬂhuﬂds
‘Merags Foens ard Plece Bay

Manage Events and Place Bids

Sostege Boucrg Baara

== pidding Wompage
] A Svatege Somcry Boder Homepeg

—_
U= Sapeein for mveets e bt on

= Vimw racan bid weticty

| 2

]
1 b i 20 o o v

et
17 Evmnt B Tabulatcn Resulls

= Admrater pour 108 camgorEatem
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b. Using the Sell Events section
i. Locate the Sell Events section
ii. Review listed events to see if the desired one is listed

1. If yes, click the Event Name link to review the details
2. If not click the See all events link at the bottom of the section
Sell Events
Event Name Business Un_llt Event ID-
Eyrnish, ingtall stegm ool in Tegng gir PTE01 2000002322
T7901 2000002321

R3201 2000002038

HE5501 2000002018
paipaali Raserden R3201 2000001853

t scanning H5501 2000001921

Either method will bring you to the View Events and Place Bids search page. See steps 6-10 from the
Locating Events/Solicitations when Logged In as a Registered Vendor section of this QRG for additional
information on the page.

3. Once the desired event is located, click the link in the Bus Unit-Event ID column to view additional
details of the event.

An informational message will appear letting you know you must be registered as a vendor and logged in to
be able to see full details of the event as well as submit a response. You are still able to view high level

details of the event without logging in, so you are able to continue beyond this screen.

4. Click OK to continue
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Sourcing Information

If you wish to bid on the following event you must:

A) BE A REGISTERED VENDOR WITH THE STATE OF MINNESOTA: Perform the following if you are not yet a
Registered Vendor with the State of Minnesota

- Click the link labeled HOME in the upper right portion of the screen

- Click the Vendor Registration link that appears on the login page

- Follow the Registration instructions

- Log into the system via the Login page

- Enter Bid

B) HAVE A USER ID: Perform the following if you are a Registered Viendor AND DO NOT have a User ID
- Click the link labeled HOME in the upper right portion of the screen

- Click the Vendor Registration link that appears on the login page

- Enter your Vendor Name, FEIN or SSN on the Vendor Registration page and follow the instructions.

- Log into the system via the Login page

- Enter Bid

C) LOG INTO THE SYSTEM: Perform the following if you are a Registered Vendor AND have a User Id:
- Click the link labeled HOME in the upper right portion of the screen

- Log into the system using your User ID and Password on the Login page

- Enter Bid

oK

The Event Details page will appear where basic information about the event can be seen. Please note, this is
only some of the information about the event. In order to see full details and submit a response, you must be a
registered vendor. See the Responding to an Event and/or Accepting an Event guides for additional information
on the next steps in the process and for more information about what is seen on this page.
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Event Details Welocene, ¥OU ARE NOT LOGSED IN
User: YOU ARE MOT LOGGED IN

Event Name Electranic Pay Siations for registration

Event 1D A2901.2000002304

Event FormatType Request For Information

Procurement Type: Frofessicnal Tedh/'Services RF|

Event Round: 1 Ewent Version:

Ewent Start Date 01072014 B:ODAM CBT

Event End Datbe 01/22/2014 04:30 PM CST Click hare to view the General Terms and Conditicns

Event Description:
AMEMDMENT TO RFI TO INCLUDE THIS SENTENCE: THE RESPOMSES RECENVED BY THE STATE WILL BECOME PUBLIC, 80 VENDORE -

RESPONDING SHOULD REFRAIN FROM INCLUDING PROTECTED INFORMATION

Ressarch the requirementafeatures/options to implemant electronic pay stat
ollection at seled Minnasota Male pars, siabe reoealion areas, andior stabe

o sell-servics e IRRra o imformalion Pl rg e lea

3 rerEalion areas -

Contact: Manigameny Kimbeely K Wigw AJdress  Payment Terms:

Phione Nty Bids: 0

Fax Edits ko Submitted Bid=s: Allawed
Email Kim Monigomerns@istate mn, ys Multiple Bid=: Allowed

Live Chat Help:

Legend

Saving and Retrieving Search Criteria

When searching for an event, you can save the search criteria you used to aid in future searches. In order to
use this, you must be logged in to the supplier portal as a registered vendor.

1. Navigate to the View Events and Place Bids search page as outlined in one of the two processes above
2. Enter your desired search criteria

Click the Save Search Criteria link
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View Events and Place Bids

Enter search oriteria to locate an event for viewing or placing bids
Use Saved Search: -
Business Unit R2901 W, Department of Natural Resource
Event ID:

Event Name:

Event Type: b
Event Status: bl
Buyer:

Procurement Type: -

Ll Include Declined Invitations?

Start Date: From: #

From: 0172172014 |

End Date:
ltem Description:

Category™ Descriptiona

Search Clear Criteria

Msansge Saved Searches

Welcome, TEST
User: KARI

Results Should Include:
[@] sell Event
¥ Purchase Event

] Request For Information

Through: i

Through: W

Add Additicnal Category

Remove Selected Category

The Save Search Criteria page opens

1. Enter a unique name for the search criteria up to 19 characters

2. Click Save

Save Search Criteria

Name this search, then click save

Save Search As: |DNR Eventy

Cancel

The search is now saved and can be used again in the future. To use it, next time you come to the View
Events and Place Bids page, click the Use Saved Search drop down list at the top of the page and select the

desired option. The criteria will automatically be populated into the search fields.

Use Saved Search: DNR Events al?
Business Unit Eu‘“-:—s:n.,'oe

Ewvent ID:

Ewvent Name:

If you want to update the saved search, make the desired changes and repeat the save process using the

same name as the original search. If necessary, you can also delete the saved search

1. Click Manage Saved Searches

2. Select the checkbox to the left of the search to delete

3. Click Delete
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Manage Saved Searches

then click Delete

- J 1 g ;

Search Name

Cancel
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