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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 event is 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

o RFBs are generally used to procure goods or standard services.
• RFP-Request for Proposal

o RFPs are generally used for professional or technical services or with outgoing grants.
• RFI-Request for Information

o 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   a response 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: 
• Locating events as a registered vendor
• Locating events without registering
• 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 

 

 

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. 

 

2 | P a g e - Q u i c k  R e f e r e n c e  G u i d e  

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


 

4. Click Manage Events and Place Bids 
 

 

5. Click View Events and Place Bids 

 

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. 
 

 

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. Event ID 

i. The assigned ID number for the event 
ii. This will be a numeric value 

c. Event Name 
i. Name assigned by managing agency 
ii. Enter a word or phrase to search 

d. Event Type 
i. Options are Auction or RFx 
ii. The state of Minnesota only uses RFx 

e. Event Status 
i. Posted 

1. The event is 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 
ii. Awarded 

1. The event has been fully awarded 
2. The event is considered complete 

iii. 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. Select the 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. 

1. ALP RFB 
2. Acquisition Conference RFB/RFP 
3. Acquisition Construction RFB 
4. Acquisition One Time Buy RFB 
5. Acquisition RFB/RFP/RFP 
6. Outgoing Grant RFI/RFP 
7. 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 

iii. If unchecked, any events you have previously declined will not be included in search results 

4 | P a g e - Q u i c k  R e f e r e n c e  G u i d e  



 

Clicking Advanced Search Criteria will display additional search fields. 

a. Start Date 
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 
ii. Enter a word 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 
ii. Based on the UNSPSC (United Nations Standard Product and Service Code) 

system to classify what is being purchased 
iii. 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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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. Event Name 

i. Name assigned by managing agency 
c. End Datetime 

i. The date and time at which the event will no longer be open for responses 
ii. If passed, the event is no longer open to be responded to 

d. Format 
i. Will always be “Sell” for the state of Minnesota 

e. Type 
i. Will always 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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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 

 

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. 

7 | P a g e - Q u i c k  R e f e r e n c e  G u i d e  



 

 

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


 

 

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

 

iii. Click View Events and Place Bids 
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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 

 

 

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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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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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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The Save Search Criteria page opens 

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

 

 

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. 
 

 

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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