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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:
e 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.

Creating and Editing Responses to an Event/Solicitation

The process for responding to an event (submitting a bid) is the same regardless of the type. This guide will
focus on the process of creating, submitting and editing a response to an event. If desired, you can begin a
response and save it for later, or print out needed details and craft your response offline and return later to
enter itinto SWIFT. Generally, most events must be submitted electronically, but in some circumstances
paper bids will be accepted. If you have any questions on what is allowed, contact the managing agency for
the event. Also note the event end date as responses must be received before this date and time or they will
not be accepted.

There are multiple aspects of the response creation/edit process covered in this guide:
Respond to an Event/Solicitation

e Submitting a Response when a Required Question is not Answered as Directed
e Updating/Editing a Previously Entered Bid

e CancelaBid

Review the different sections as needed.
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Respond to an Event/Solicitation

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

1. Login using your User ID and Password
Note: You must be registered as a vendor and logged in in order to respond to an event.
2. Locate the event to which you wish to respond
Note: See the Locating Events/Solicitations QRG for additional information on locating events.

3. Select View Event
Note: See the Viewing Invitations and Accepting/Declining an Event, QRG for additional
information on the options and details listed on this page.
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Event Details Welsame, KARI
Uiser HARI

Infgrmgtion Qm Ingylny Ootiony

Accept Invitation i Aot PUERION DUt ) CHEIRENE T OREINE 1 PACTISIN I e Eae
Dacline invitation S e D InuAIRC Sumon B e S0 POR SN 1D DISTICRURE IR OF recele
nOEfications regaraing TS peent
View Event Sk e Vs Event’ uSon 10 view et eas of 10 Degin e Diccing process
MOTE: Vour Bid will not sutrmilied 1or congioealion sl Ciicidng T "SubmE Bif™ bulion
IOCaERG O P DORDT O e Euetl Dol pige 00Rabed whes CECEIRG Tt ™View Eupil™
umon
Ewvent Hame: MMD BRFE Training Example
Event ID: G0201-2000002357
Ewvent FormatType: Sell Event
Procurement Typs: ALP RFB
Ewvent Round: 1 Ewvent Version:
Ewvent Start Date: 01272014 11:126M CST
Event End Date: 02042014 11:12 AM CET Cligk here fo vigw the Ganeral Terms gog Condifigng

Ewvent Description:
Training Exampls See attsched documents for sdditional information

Contact: Bob Smith Wiew Address  Payment Terms:
Phone: 8512011111 My Bids: ]
Fax Edits o Submitted Bids: Alllevwed
Email: Swifi Testing@state mn 3 Multiple Bids: Allowed
Risoyss Svent in Forym
Live Chat Help:
Display: All Limes w Lagend *Dtr!:ﬂu a question ?'rhnru- B responie is neguined. Your Q:_ Line
bid cannot be submitted if a response is not provided CommentsTiles

Line Description Unit Requested Quantity Status

1 Training Example Line 1 EA 20000 —
2 Training Example Ling 2 Sew Price Schedule ] =

Search Evenis

| Expert Entry

Depending on the settings of the specific event, a message may appear asking if you would like the requested
bid quantity to default as your bid quantity. If you select Yes, the Your Max Bid Quantity field will auto
populate with the quantity specified by the state. It can be manually changed if desired later in the process.

2. Select Yes or No as appropriate
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[Default the bid guantity for each line item to be e

al to the requested quantity? (18058.4118)

you would like to have the bid g
i quantity defaulted

[Select
o have

antity for auction line items defaulted for you. You will be allowed to change the line item bid guantity at any point prior te submitting your bid. Select Mo if you do not wish

ant note: i you select to default the bid quantity, only non-group lines will be impacted by this option. This is because responses for individual line items must be complete before bids can be placed for any

No

Next the Event Details page will appear. Here is where you can view the full details and attachments included
with the event as well as enter the details of your bid (response).

1. Review Header Details
a. The Event Header displays details about the event based on the information entered
when the event was created
b. The individual entering the bid as well as details about the vendor are also listed
i. Name: Identifies the name of the event
i. EventID: Identifies the specific SWIFT ID number of the Event
iii. Event Format/Type: Identifies the event as an RFB/RFP (Sell) or RFI
iv. Procurement Type: Identifies the type of item being purchased
v. Event Round and Version
vi. Event Start Date: Date and time the event was made available to be bid upon
vii. Event End Date: The date and time the event closed to receiving bids

Note: Bids cannot be entered into SWIFT after the event’s end date.
viii. Bid ID and Bid Date

1. Identifies an individual bid from a specific vendor
Note: The Bid ID is unique to you the vendor’s bids for the event, not all bids for
the event. For example, both vendor A and vendor B will have a bid ID 1 and if
vendor A submits a second bid (if multiple bids are allowed) it will be bid ID 2

2. Will be assigned when the bid response is submitted

Welcome, TEST

Event Details Vser KA
Event Name: MMD RFB Training Example Bidding Instructions
Event 1D: G0201-2000002387 Bid 1D: New
Event FormatType: Sell Event Bid Date:

Procuremeant Type: ALP RFB Bid Currency: US Dollar
Event Round:
Event Version:
Event Start Date: 01/27/2014 11:12AM CST
Event End Date: 02/04/2014 1112 AM CST
Click here to add or view comments and/or documents related to this event Click here to add your Non Public/Trade Secret Data
Hide Additional Event Info Click here to view the General Terms and Conditions

There are several links that can be found in the Header Details section.
2. Review the Header Details section Links

Click the Bidding Instructions link
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Note: This is a generic information page and is the same for all events. If you have specific
questions on responding to an event, contact the managing agency or the vendor help desk.
a. Click Return to go back to the Event Details page

Sourcing Information

Follow the step by step recommendations shown on this page. At any point during your bid, you may save an in-
process bid and complete at a later time
When your bid response is complete, submit for consideration by selecting the "Submit Bid” option. All entries will

be validated upo

If you wish to validate you lect the "Validate Ent ption. If applicable, you can also

calculste scores for your bid entries by selecting the "Recalculate Scores” optic

Return

b. Open Click here to add or view comments and/or documents related to this event link
i. View Event Attachments
1. Click View to access attachments the managing agency included
Note: SWIFT does not restrict the type of attachments allowed; however,
managing agencies generally try to make sure documents can easily be opened
by vendors. If you have issues with an attachment, contact the managing agency.
2. Documents found here will generally be high level and pertain to the
entire event
3. Aprintable PDF version of the event details is included and can be
printed to review if needed
Note: This PDF does not include any attachments added to the event
ii. Add New Attachments
1. Click Upload to add a document you wish to include as part of your
response Note: There are several other spots you will have an opportunity to
include attachments with your bid response. Pay attention to any instructions
from the managing agency about where attachments should be added and if
there are any format restrictions.
2. Once the attachment is added, include a brief description of what it is in the
Attachment Description box

3. Click Add New Attachments to add additional attachments
4. Click Delete to remove any attachments you no longer want to include
iii. View Event Comments
1. Review any comments or instructions left by the managing agency
iv. Add New Comments
1. Enter any high-level comments you wish to communicate to the state about
your bid
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2. ltisrecommended you include a comment detailing any attachments

you have added and any special information about them.
c. Return to the Event Details page
i. Click OK to save any changes made on this page and return to the previous page
i.

Click Cancel to disregard any changes made on this page and return to the
previous page

General Comments and Attachments

Business Unit:

fttachments

Attached File

View Event Attachments

Wiew
Header_Level_aAttashment dast Sgecial TAC Wiew
MMD_RFB_Training_Example. pdl Ewent Details Wigw
Add Hew Atachments Cussomize | B Firs: £ 1001 O
Attached File Artachment Description Upload Wiew

Uplomd Add New Atteachments Deleis
Comments

Se6 altached ipecal TAG

GO201 Ewvent ID; 2000002387

Cupiomgs | 2] First 4] 1-2 ol 2 [ Last
Attpchment Description

[ L1

d. Open Click here to add your Non Public/Trade Secret Data link

i. Click Add Attachment to upload any confidential and non-public documents
you wish to include as part of your response

Note: You may wish to check with the managing agency to confirm if a document or
information is considered nonpublic. If it does not meet the state’s requirements, it will not
be kept confidential.

i . . *]

ii. Click the Add a new row icon

il.

to add additional documents

Click Delete Attachment or the Delete row icon = to remove any
unwanted attachments
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Click View Attachment to review any attachments you have added

e.

i. Documents included here will not be made public when the event is awarded
and made public (if the event is a public event)
Return to the Event Details page
i. Click OK to save any changes made on this page and return to the previous page
ii. Click Cancel to disregard any changes made on this page and return to the
previous page

Aitachments

Business Unit G0201

Event Round

Evant Varsion

Ritach Mon Pulbls:

Ok Cancad

Ewvent ID' 2000002387 Bidder ID' Q000383412

Trache Secret Data Bdd Ritachiment

Bidder Sebd SHARE

Bidder Type Vendor

Bidder Location g4

Bed 1D

-

Add Attachment | =

Back on the Event Details page, there is additional information to review.

m.

Click Hide Additional Event Info to collapse the description and contact information section
Open Click here to view the General Terms and Conditions to view the general
conditions for the event
Review the Description
i. This field is populated with information entered by the managing agency
regarding specifications and details about the event.
Note: Itis very important to review the details in this field as they may contain directions
and information about how to respond as well as key details about the event.
Contact, Phone, Fax, Email: Contact information for the event manager
i. If you have specific questions about the details of the event, contact this individual
ii. General questions regarding the event process or technical issues should be
directed to the vendor help line.
Online Discussion: Not used by the state at this time
Payment Terms, Billing Location: Specified by the managing agency and may or may
not be included
Event Currency, Conversion Rate: All events are in US Dollars
Edits to Submitted Bids: Indicates if you are allowed to change your bid after it has
been submitted

Note: If edits are allowed, you can only do so until the event end date is reached. See the Update
a Previously Entered Bid section of this QRG for more information

n.

Multiple Bids: Indicates if a you are allowed to submit multiple bids; also called
alternative bids
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Description

Training Example Ses stiached dosuments for sdditianal infermatics

Contact

m
]

Paymeend Terms
Phone B2 Billing Location ADAAIMRISH MAMAGEMENT
Fax .
Event Currency

Email

2 Rate 1.00006808
Online Discussion
Edits b0 Submitbed Bids Alowed
Multiple Bids

1. Review the General Event Questions
a. General Event Questions is additional details required from the state about your response
Note: General Questions are optional and may or may not be included on an event.
b. The first portion of this section indicates high level information about the questions
i. General Event Questions: Total number of questions for you to respond to
ii. Required Questions: Number of questions to which you must respond
iii. Questions Responsed To: Number of questions currently with a response
Note: This number will not update until after you have saved your response
c. The Legend displays the icons used to indicate the requirements for the question

i. Bid Required'ﬂ: An answer to this question must be submitted or the bid cannot
be submitted

ii. Required Response *: The answer to this guestion must match the
required response indicated
d. Click Hide Event Questions to hid all the questions

Tha svent sdminisirator requess your maponse to questions ol specific Bo any spedh
General Event Queslions 4
Required Gusshons

Gurstions Responsed To

2. Respond to the General Event Questions
a. Question will be listed

b. A space is provided to enter response
i. Depending on the type of question (i.e., yes/no, numeric value, text box, etc.),
the response area will look different

ii. Enter response as appropriate for the question
Note: Some questions may have a “Required Response” or a “Preferred Response”
listed below the response field. In these cases, the state has a preference for how the
guestion is answered. If it is a “Required Response”, the bid will not be accepted unless
the question is answered as indicated. See the Submitting a Response when a Required
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Question is not answered as Directed section of this QRG for additional details

c. Enter additional comments or add attachments using the Click here to add comments
and /or document that support your response to this Question link

d. Ensure all questions are answered

General Queitions i tumsbony Tl o dl Next Cusstons

r
* & Do you scoeod the Geners| Temms and Conditons ssied in the Evenl Details™ H no, cetsil ol exceptions all exoepbions must
bt dhwbniled i B spaoE provided below. I reo Exopiicens e deisiled belre your resporas will ba haeld (n sina complisnos with tha
Ganarsl Tems and Conditions. Exosptions deiailed in other locstions within the responss will not be considend

Rars ponse w
Reguired Riponie is Yk

Click hara b0 sdd commenis and'cr dooumants i suppor sour sesoonss io ihis Cuksiion

% Go you sooept ol the Special Term and Conditions siated in the Event Gesslis? If no. detall ail exoeptions. All exceptions meat be
Seiniled in the speoe provided below. H no exceptions are detailed below your response will be held in sirict omplisnoe with the
Specal Terms and Conditions. Exoeptions detsdled in other locabions weihin the response will not be ooraidered

Rk ponie -
Prelermed Response is ey

Click heng 0 pdd opmirnly prdicr Joouments B sUpQon wour Esponae b0 this CQoestion

* Hame, Tithe &-mail and Phone number of individual suthanzed 1o sonbracually cbligabs somgany

Respanis

% rame. Titie. e-mail. phore and fax numben of individusl who prepared the response
R sponse:

3. Review Line Information
a. The top of the section indicates high level information about the event lines
b. The Legend displays the icons used to indicate the requirements for the question

i. Bid Required‘k: The bid cannot be submitted without a bid for this line

ii. Line Comments/Files : Click this icon to review comments and
attachments specific to the line

e L ———————— ettt

Tiig @vinl COMGERTE OOl OF a0l ICEn ] B D) w1 O Ded reapores Sorel of S lingl My segwiss pous bed 0 oige For DonHISERE1an by Tl Eeens

Adrri refrafior

Linmss. i Thiss Ervntr 2

Lirmss Rispareied Ta o

Vs Tiplad Livwk Piidisng O D30 USD
Sk L Ducs
Lagend L Dwnotes B geasion whers B IEIPOTH B eI Yo o Line

i cafnol be fulbeited i B rogofse B oot provided. - CommmetiFiles
0 Firnt Pogv s Lt $:3 i T b Lina

c. Each line will be listed showing the description and the requested quantity

d. If line will not be bid upon, click the | decline to bid on this Line checkbox
Note: If this checkbox is checked, you will not be considered for this line even if you
respond to aspects of the line. If you wish to bid on the line, make sure this checkbox is
NOT checked.
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e. Review attached documents and comments specific to the line, or add your
relevant information by clicking the Comments/Files icon

i. This icon indicates there are comments and attachments already included

. 2 This icon indicates there are not currently any comments and attachments,
but they can still be added as necessary
f.  Open the Click to enter pricing and view details link to enter line bid

There are two different types of lines you may see on events: Those with a price schedule, and those without.
A price schedule is a way to enter complex pricing. Instead of just entering a specific number, you will complete
a price list/schedule or budget and include it as a separate attachment with your response. When a price
schedule is used, you will not indicate a quantity on the line.

Line that does not have a Price Schedule Attached

Line With a Price Schedule Attached

4. Review line details and requirement
a. Line Description: Specifies what is being bid upon

b. Category: Specifies the type of good or service being requested

c. Click here to add or view comments and/or documents related to this Line: View
comments and attachments from the event creator specific to the line or to add
comments and attachments from the vendor

d. |decline to bid on this Line: Click checkbox if line will not be bid

i. This checkbox will not be available if response is required

e. Response Required: Indicates if the line must be bid upon in order for bid to be

considered responsive
Limited information about the line is seen on the Event Details page.

5. Open Click to enter pricing and view details. link to view the full line details.
a. Line: xof x

i. Indicates which line of the event you are reviewing
b. GoTolLine

i. Drop down menu to navigate between nonconsecutive event lines

ii. Select the line you wish to review from the drop down list
c. Previous Line/Next Line:

i. Use these buttons to navigate between consecutive lines

ii. If the button is not available, you are already at the first or last line of the event
d. Line

i. Line number of the event

e. The description of the event line as provided by the managing agency will appear in the box
below this line number Item ID
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i. Internal item number of line
ii. Generally this will be blank as it is not currently used by the state
f. I decline to bid on this line
i. Indicates intention to bid on the line
ii. If you do not want to include this line in your bid, check the checkbox
Note: If this checkbox is checked, you will not be considered for this line even if
you respond to aspects of the line. If you wish to bid on the line, make sure this
checkbox is NOT checked.
g. Response Required
i. Indicates if the line is required as part of your bid
ii. If the line is required, you will not be given the option to decline to bid
h. Category
i. Description of internal state categorization of the item indicated on the line
ii. This is related to the category natification you can optionally sign up to
receive regarding state events
i. Click here to add or view comments and/or documents related to this Line.
i. View comments or attachments associated with this specific line
ii. Add comments or attachments of your own associated with this specific line

Line Details

S - Fiaz Larin
G T Livei

| decling b Ead cn this Line
Line 1 Femy 1Y

Rexponse Required

Category O i duspidogd > OMiss Eguip

Line that does not have a Price Schedule Attached
j-  Review line details
i. Unit of Measure
1. Unit of order specified
2. Contact managing agency if you have questions about the unit of measure
ii. Qty Requested
1. Quantity requested by managing agency
iii. Your Max Bid Quantity
1. The maximum quantity you are able to provide
Note: This field may be prepopulated for you based on the yes/no text
box that appeared when the event was first opened. If a value appears,
it can manually be changed.

Also note, the managing agency may have set up the event to only allow
bids for the requested quantity, in these cases, the bid quantity cannot be
changed.

iv. Max Quantity
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i. The maximum quantity the state is willing to accept for the bid

V. Your Unit Bid Price
1. Unit price of the bid you are willing to offer
vi. Total Bid Price
1. Your extended bid price of unit price multiplied by bid quantity
Vii. Reserve Price
1. Notused by the state
k. Enter Your Unit Bid Price
i. The Unit bid price represents the price based on the Unit of Measure
requested For Example: If the State is looking for a bid based on 5 Lots, the
bid price would represent the price for 1 lot. The system will calculate the Unit
price x 5 to arrive at the total bid price.
I.  Enter Your Max Bid Quantity if applicable

Unit of Measure:

I Your Max Bid Guantity I

Max Guantity:

Your Unit Bid Price:

Total Bid Price:

Reserve Price:

2.0000

Line With a Price Schedule Attached

If the line is set up as a price schedule, the bid price and quantity fields will not appear. Instead, a check box

is there to remind you to include your price schedule. Checking this box is required if you plan on bidding on
this line.

m. Check | have attached my Price Schedule(s) checkbox
n. Click the Click here to add or view comments and/or documents related to this Line link
to add the price schedule document

Line

Line:

Category:

2

ltem ID:

Training Example Ling 2

Office supplies >

Go To Line:

Office Equip

- Frevious Line

I decline to bid on this Line

Response Required

I have attached my Price Schedule{s): B I

IT. o here to add or view comments andior documents related to this

An attachment with a price breakdown/schedule or budget is required to be included on the event for a line set
up as a price schedule. The managing agency will include an attachment about the price schedule in the line
level attachments section. If there is no direction to include the price schedule, make sure it is done here,
otherwise attach it as directed.

Also make sure you have not inadvertently checked the | decline to bid on this Line checkbox instead of the
| have attached my Price Schedule(s) checkbox. If you decline the line, any price schedule you add will not
be considered as it is assumed you do not want to bid on this line.
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SWIFT will allow you to submit your bid without an attachment as long as the price schedule checkbox is
checked, so make sure it is done so your bid is not rejected.

The Line Comments and Attachments section may also include additional comments or documentation related
to this specific line. You may also add your own comments and attachments as appropriate. The page works
the same as the general comments and attachments section (step 2C) and each line will have a separate

comment and attachment link. Pay careful attention to the line number to ensure you are adding details in the
appropriate place

6. Return to the Line Details page
a. Click OK to save any changes made on this page and return to the previous page
b. Click Cancel to disregard any changes made on this page and return to the previous page

Line Comments and Attachments

Ewvent ID: 2000002387 Line;

L&)

Training Example Line 2

Attachments
e | B st T 101 0 ot

Attached File Attachment Description View

Price_Schedule.docx Price Schedule Template View

Add New Attachments Costomize | ™ First K 1 of1 1

Attached File Attachment Description View

Add New Attachments Delete

Comments

View Event Comments

First 4 1dfn Last

See Attached Price Schedule ﬂ

Add New Comments

Back on the Line Details page the next section is the Line Questions. This is similar to the General Questions

section on the first page of the event, but these questions are specific to the line. These are optional so many
events may not have any question for the lines.

7. Respond to line questions as appropriate
a. Be sure to note if a response is preferred or required
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b. Add any supporting comments or documentation using the Click here to add comments
that support your response to this Question link for the specific line question

Line Questions Preveus Ouesbonn 1200 2 Next Duestony
* MName, Title, e-mail 2nd Phone number of individual authorzed to contraciually obligale company

Response

CHck hers 10 3dd comments that suppod your response to this Question

I awarded, will you provide proof of insurance in the amounts oullined in the aftached Terms and Conditions found in the solicitation?

Response | bt
Preferred Response is:  Yas

Chck hierg 10 add commants thal suppon your résponse o his Cuaslion

The remaining sections of the line may or may not have details depending on how the event was created by
the managing agency. If you have questions on any of these sections, contact the managing agency.

8. Review Shipping information and Item specifications as needed
a. Shipping Information and Item specifications are not required on the event, so there may
not be information in these sections

Exact mquast guant Ty reguired

$1E S Fm T g opg O e

D Date Ship To Localich Ship Via Freight Terms

F2OXIN14 GOZO100000 Wisw

9. Click the Expand section icon to view Item specifications

10. Review Item Specification section as appropriate

Mg ID: Wik Itesm ID:

Length: Vendor lem I0:

Mem Valume: Item Height

Hem Wit Violume LOM

em ¥ieight: Dimension LOM

fe=m Size: Vieight UOM;
Hem Color:

11. If the event has multiple lines, enter bid details for all lines
12. After all information has been entered, the bid can be saved or submitted
a. Save for Later: Save entered bid information and return to submit bid later

Note: A bid in progress can be saved at any point in the process if necessary and can be
completed later as long as the event end date has not been reached. Be aware you may
receive error messages if all required fields are not completed when you save the
response.

b. Start Page: Return to the first page to submit bid
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c. Validate Entries: Verify if all required fields are complete and responses to questions
are in the correct format

Seve for Lalar Click the Save for Later button if you want to save your work and complete at a later time
Start Page Click the Start Page button to retumn to the Main page of this event
Validate Entries Click the Validate Enfries bufton to have the system validate your response to ensure you have completed all necessary information

13. If Validate Entries is clicked and there are no errors, a confirmation message will be received
a. Message is informational only, click OK to continue

Mo errars found. (18058,31 3

14. If Validate Entries is clicked, and there are problems, the following messages may be received
a. They are informational, so click OK continue

Invalid Response (180581314

Ok

Please see messageis) atthe top ofthe page. {(18058,314)

Ok

Errors can be reviewed at the top of the start page

15. Click Start Page to return to the main page if entries were validated from the line page

Save for Later Click the Save for Later button if you want to save your work and complete at a later time.
Start Page Click the Start Page button to return to the Main page of this event.
Validate Entries Click the Validate Entries button to have the system validate your response 1o ensure you have completed all necessary information.
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16. Review error message(s) and correct any problems

Weicome, TEST

Event Details Viar BAR

Response reguired ou must enfer a response for General Quesbon 3 - Hame, TRle, e-mad and Phone nu

Response required. ou must enter a response for General Question 4 - Hame, TRie, e-mad, phone and f

Event Hame

Event 1D

Ead 1D g

Ewent FormatTyps Sall Event B Dot

Procurement Type ALP RFB US Dalla
Ewent Roumd

Eviienil Viafsion |

Ewenl Siad Dabe 01272014 191280 CET

Ewent End Date D20aZ0T4 1112 AM CET

17. Once any errors are corrected, and the bid is ready, click Submit Bid
a. If the bid is being entered before the start date, it can be saved, but not submitted

b. Responses will be validated when bid is submitted, if any errors they must be resolved
before the bid can be successfully submitted

Submit Bid Click the Submit Bid button when you have entered all required information and are ready to submit your response to this event
Save for Later Click the Save for Later button if you want to save your work and complete at a |ater time
Validate Entries Click the Validate Entries button to have the system validate your response to ensure you have completed all necessary information
Return to Create Bidder Response

18. Once bid is submitted, a confirmation will be received

19. Click OK to continue and you are returned to the View Events and Place Bids search Page

20. Click Copy Bid if alternate bids are allowed and you wish to use this bid as a template for
an additional response.

Bid Confirmation

Your bid has been sucossslully submitlied

Eid Itk 2 Eid Date 0UET2014 Z:12:40PM C5T
Ewent ID: MMD RFB Tesining Example

Confirmation Humbser: 100081593

Ewent Format: Sell Ewent Round: 1 Wersion:

Start Date QUIZTI2014 11:128M CST End Dato 02042014 11:12 AM CET

Your Total Price 20.0:00.00 USh
ok | CopyBia !

Expert Entry

Submitting a Response when a Required Question is not Answered as
Directed

If one of the questions in either the General Questions section or the Line Questions sections has a required

response, the question must be answered as indicated or the bid will not be accepted. If you choose not to
answer with the required response, you are still able to submit the bid, but it will be considered disqualified.
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* & Do you accept the General Terms and Conditions stated in the Event Details? If no, detail all exceptions. All exceptions must be
detailed in the space provided below. If no exceptions are detailed below your response will be held in strict compliance with the General
= . dad in other locations within the response will not be considered

Response: No b

Required Reponse is:  Yes

If you attempt to validate your bid with an incorrect required response, you will see a message similar to the
following at the top of the page. Note that “ideal value” is referring to the required response.

Event Details Usar: KARI

Your responss must mabeh deal vakse fof genaral quaston 1 - Do you &Ecapl the General Tarms

Ewent Hame: LMD RFB Training Example

Event ID G0201-20000023287 Bid ID

If you choose not to change your response, and submit your bid, you will see the following informational
message. This is informational and will not stop you from continuing.
1. Click OK

All responses iy mandatlony questions must match ideal value of your Did will be
disqualified. {18058, 482)

All responses 1 mandatony questicns must malah ideal value. Your bid will be
dizqualified if you continwe with post.

If you wish to continue submitting the bid with the incorrect response, you can do so, but be aware your bid will
be considered disqualified.

2. Click Submit Bid a second time.

Your bid will be considered submitted, but not “accepted” and disqualified.
3. Click OK to continue and you are returned to the View Events and Place Bids search Page
4. Click Copy Bid if you wish to use this bid as a template for an additional

response. You will receive a confirmation of the submission, but again note it is considered

disqualified.

Bid Confirmation

IYDLH bid has been disqualified and successfully submitied I

Bid 1D: 1 Bid Date: 01/27/2014 2:08:32PM CST
Event ID: 2000002387 MMD RFB Training Example

Confirmation Number: 00008158

Ewvent Format Sell Event Round: 1 Version: 1
Start Date: 0172772014 11:12AM CST End Date: 02/04/2014 11:12 AM CST

Your Total Price:

20.000.00 USD
OK i o

-: Expert Entry
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The bid has still been posted even though it is disqualified and can be reviewed from the My Event Activity page
(see the Viewing Invitations and Accepting/Declining an Event QRG for additional information on this page).
The bid cannot, however be edited. You do have the option to create a second bid even if multiple bids are not
allowed on the event.

1.Click View to review the disqualified bid
2.Click Copy to use the disqualified bid as a template to submit another response

Welcome, TEST

User. KARI
View, Edit or copy from Saved Bids
Event Name: MMD RFB Training Example
Event ID G0201-2000002387 Event Round:
Event FormatType: Sell Event RFx Event Version:
Ewvent Start Date: 0172772014 11:12AM CST Muiltiple Bids: Allowed
Ewvent End Date 02/04/2014 11:12 AM CST Currency: US Dollar

Bid ID Round Version Bid Status Event Status Bid Last Saved

Disg Posted 01/27/2014 2:08FPM CST

If you are viewing a disqualified bid you will see an indication at the top of the page noting its status. The
submit button at the bottom of the page will not be available.

Walcome, TEST
Ligar, KAR]

Event Details

Event Nams: MO RED Trmning Exampks

Event ID =0201- 2000002387 B 1L

Updating/Editing a Previously Entered Bid

Depending on how a managing agency chooses to set up their event, you may or may not be allowed to
edit a response after you have submitted it. You can see if it's allowed on the Event Details page when you
are reviewing the event. If it is allowed, you are able to edit your response up to the end date and time of
the event.

The only exception to this is bids that were submitted and disqualified, or bids you chose to cancel. These
cannot be edited, but you are allowed to submit a second response in these cases even if the event does not
allow multiple (alternative) bids.

[Edits to Submitted Bids:  Allowed

Multiple Bids: Not Allowed

1. Navigate to the My Event Activity page Manage Events and Place Bids>My Event
Activity Note: See the Viewing Invitations and Accepting/Declining an Event QRG
for additional information on this page

2. Search for the event you wish to edit and click the link in the Event ID column
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O5ET. FoArT

Event Activity

Click on number to view events below
Events Invited To: 4 Ewvents Bid On: 2 Events Awarded: a

~ Search Criteria

Event Format: * @ Events Invited To Events Bid On Events Awarded

Event Type: ~  Date Range: From: 01/01/2014 [5JI Through: i)

Start Date End Date

Event Status

Event ID Event Name

I G0201-2000002387 Sell MMD RFE Training Example Posted 012772014 11:12AM CST  02/04/2014 11:124M CST
b G0211-2000002283  Sell RECS RFF Study Facility Posted 01/29/2014 4:00PM CST  02/05/2014 12:00PM CST
Expansion-MCF, Shakopes
G0211-2000002323  Sell RFP RECS Design MDH Lab Heat  Pgsted 01/27/2014 3:00PM CST  01/31/2014 12:00PM CST
Wheel Replacement
G0211-2000002348  Sell RECS RFP Testing & Inspection  Posted 01/30/2014 3:30PM CST  02/05/2014 12:00PM CST

Geal Lo O

This brings you to the Event Details page where you can see a high level overview of the event.

3. Click the View, Edit or Copy from Saved Bids link

Event Details Welcome, KARI
User. KARI
Information On Inguiry Options I View, Edit or Copy from Saved Bids I

Event Name: MMD RFB Training Example

Event ID: G0201-2000002387

Event Format/Type: Sell Event

Procurement Type: ALP RFB

Event Round: 1 Event Version: 1

Event Start Date: 01/27/2014 11:12AM CST

Event End Date: 02/04/2014 11:12 AM CST Click here to view the General Terms and Conditions

This will bring you to the View, Edit or copy from Saved Bids page where you will see all activity related to
your submission of an event.

4. Review the saved/submitted bids

a. BidID

i. Unique identifier based on your user ID of the bid you previously saved/submitted

i. If you have multiple bids, all of them for the event should be listed.
b. Round

i. Round number of the event for which the bid was submitted

i. Contact the managing agency for questions about different rounds
c. Version

i. Version number of the event for which the bid was submitted

ii. Contact the managing agency for questions about different versions
d. Bid Status

i. Indicates if a bid has been accepted or not

1. Disqualified-Bid was posted but did not meet the minimum
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requirements of the event
2. Cancelled-Bid was posted but was withdrawn by the vendor
3. Saved-The bid has been entered by the vendor but not yet submitted
for consideration
4. Posted-The bid has been completed and fully submitted for consideration
e. Event Status
i. Indicates a bid has been saved by SWIFT
ii. Will always be Posted regardless of the bid status
f. Bid Last Saved
i. Date and time of the last changes made to the bid
g. Actions
i. These columns are not labeled, but the links indicate what you are allowed to do
with the bid
1. View
a. The bid can be reviewed but not changed
b. This will be shown for any cancelled or disqualified bids, or
for all bids after the event end date is reached
2. View/Edit
a. The bid can be updated and resubmitted as necessary

b. This is only allowed on saved bids or bids with a bid status of
Posted

when the event is set up to allow editing of submitted bids

c. This option will only be available until the end date and time of
the event

3. Copy

a. Use this link to submit an additional bid using the original
as a template

b. This option is only available if multiple bids are allowed for the
event or if all previous bids have been disqualified/cancelled

c. This option will only be available until the end date and time of
the event

a. Use this link to withdraw your bid
b. This is only available until the end date and time of the event

Weicome, TEST
User: KAR
View, Edit or copy from Saved Bids
Ewvent Hame MMD BEE Training Example
Event ID S0201-2000002387 Ewent Round
Event FormatType +ul Svmert i Ewent Version
Ewent Stan Date DA2T2014 111280 C5T Multiple Bids Alloaved
Ewent End Dale 02042014 1112 AMCST Currency JS Dollar
Bid I  Round Wersion Bid Status Event Status  Bid Last Saved
Disg F st 012772014 2:08PM CST e
2 Proasted Prosbe: 01/27/2014 2:12PM CBT E L L lal=
B i B i
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Bid ID Round Version Bid Status Event Stadus Bid Last Saved
1 1 1 Disq Pasted 0172772014 2:0BPM CST Wiew Cancel
2 1 1 Cancelad Pasted 0172772014 2 15PM C5T Wiew
3 1 1 Posted Pasted 0282014 35200 C5T Vigw'Edil Canc
Bainirn bn Pused Saasch
1. Click View/Edit for the response to be edited

Dids stomize | B First K 13013 I 2t

Bid ID Round Version Bid Status Event Status Bid Last Saved

1 1 1 Disq. Posted 01/27/2014 2:08PM CST View Cancel

2 1 1 Cancelled Posted 01/27/2014 2:15PM CST View

3 1 1 Saved Posted 01/28/2014 3:5TPM CST Cancel

A warning message will appear to remind you that the edited response will replace the existing one even if you
have not actually submitted the edited bid.

2. Click OK to continue or Cancel to stop the edit process

Warning! (32000,32)
If you edit and save, but do not submit the edited bid/response, your previously
confirmed bid/response will not be considered. You must submit the edited
bid/response.

Click 'OK’ to view/edit your bid/response, or 'Cancel to retum to the previous page.

5. Make the appropriate edits as necessary

6. Save or submit your bid as appropriate
Note: You will not have a successfully posted bid until you click the Submit Bid button. Your bid
will not be in consideration if you only use the Save for Later button even if you had submitted it
before you began the edit process.

Submit Bid | Click the Submit Bid button when you have entered all required information and are ready to submit your response to this event.
Save forLater Click the Save for Later button if you want to save your work and complete at a later time.
Validate Entries Click the Validate Entries button to have the system validate your response to ensure you have completed all necessary information.

When the bid is submitted, a confirmation message will be given. If you only save the edits with the intention
of returning to submit it later, the confirmation will not be given.
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Bid Confirmation

gur bid has been suoosssfully submithed
Bid 1D 2 Bid Dabe 01272014 2-12. 40P CST
Ewent ID MMD RFE Teaining Example
Confirmation Mumber Gd008158
Ewent Formait: Sell Eveni Rowsnd i Version:
Start Date: Q1272074 11:128M CST End Date 02042014 11:12 AM CST
Your Total Price 20,000.00 LFSD

ok | _ CopyBie |
Expart Endry

Cancel a Bid

If you decide you want to remove a bid/response from consideration for the event, this can be done at any
point after it has been submitted until the end date and time of the event has been reached.

1. Navigate to the My Event Activity page Manage Events and Place Bids>My Event
Activity Note: See the Viewing Invitations and Accepting/Declining an Event QRG
for additional information on this page

2. Search for the event you wish to cancel and click the link in the Event ID column

3. Click the View, Edit or Copy from Saved Bids link

4. Click Cancel for the bid you wish to withdraw

Welcome, TEST
User: KARI
View, Edit or copy from Saved Bids
Event Name: MMD RFB Training Example
Event ID G0201-2000002387 Event Round:
Ewvent FormatType: Sell Event RFx Event Version:
Event Start Date: 01/27/2014 11:12AM CST Multiple Bids: Allowed
Ewvent End Date: 02/04/2014 11:12 AM CST Currency: US Dollar
| = 4 g 4
Bid 1D Round Version Bid Status Event Status  Bid Last Saved
1 Disq Fosted 01/27/2014 2:08FM CST View Copy
2 1 1 Posted Posted 01/27/2014 2:12PM CST ViewEdit |Cop

The Cancel Bid page will open

1. Click Cancel This Bid

2. Confirm the cancellation
a. Click Yes to continue with the cancellation
b. Click No to stop the process
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Cancel Bid
Business Unat G0201 Ewvent Round: 1
Ewent I0: 2000002387 Event Version: 1
Event Hame: MMD RFE Training Example Ewent Format  Buy
Origin 4T
Bad ID: =
Bid Starhus: Postad

Last Saved: Q1272014 Z14PM CST

Betum o Bid Search

Ae you sute you would like 1o cancel this bid? (18058.323)

Click Yes to cancal tha bid
Cligk N& if you do nol wanl 16 canoil this bid.

The bid is now cancelled and considered withdrawn from consideration

Weloome, TEST
User: KARI
View, Edit or copy from Saved Bids
Event Name: MMD RFB Training Example
Event ID G0201-2000002287 Event Round: 1
Event FormatType: ~ S¢ll Event RFx Event Version: 1
Ewvent Start Date: 01/27/2014 11:12AM CST Multiple Bids: Allowed
Ewvent End Date: 02/04/2014 11:12 AM CST Currency: US Dollar

customaze | B Frot BT g20r2 1 L

Bid 1D Round Version Bid Status Event Status Bid Last Saved
1 1 1 Disq. Posted 01/27/2014 2:08PM CST View Copy
2 1 1 Cancelled Posted 01/27/2014 2:15PM CST View Copy

gturn to Event Search
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