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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.
¢ 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.

Viewing Invitations and Accepting/Declining an Event

When a managing agency creates an event, they have the option to invite specific vendors they think may be
interested in submitting a response or hearing about the event. When this happens, you the vendor will receive
an email notification (sent to the contact on record) and can also view any invitations through the SWIFT
Supplier Portal.

When you are invited to an event, you can indicate your interest in it by accepting the invitation, or declining it.
This will inform the managing agency of your intentions with the event. You can also accept or decline an
eventto which you have not been invited using the same process. You must be registered as a vendor with
the state in order to be invited to participate in an event.

Viewing Events to which you have been Invited

1. Begin by navigating to the SWIFT Supplier Portal: http://supplier.swift.state.mn.us
2. Login using your User ID and Password received when you registered as a vendor with the state

l1|Page-Quick Reference Guide


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

SWIFTHS

Statewide Integrated Financial Tools

Supplier Portal

FBVCEEES Main yenu

.Login
Login here as an existing User.
UserID: |
Password:
Signin

A
‘[i(i!-?‘-.‘eﬂdm Reqistration Link

Click here to register as a vendor with the State of Minnesota or locate your User D if you

are already a Vendor with the State of Minnesota.
s Create anew Userld

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

Menu
search:
| (]

[ Maintain Supplier Information
Manage Events and Place Bigs
I Manage Contracts

I Manage Orders

Review Payment Information
eSetlements

epoting Tools

12| =] | Supplier Ponal Announcements
Questions regarding specific events bids, of vendor
Option 1.

should be directy

VENDORS INTERESTED IN LEARNING HOW TO NAVIGATE OUR SUPPLIER PORTAL are invited to a preser|
Centennial Office Building, 658 Cadar St., St. Paul.

You will learn, How to Access the Supplier Portal, Create a User ID, Find Bid Events, Place a Bid, Find Bi
Supplier Information. Pre-registration is required. Contact Philip Treat at §51.259.3610 or by email (Philip)
Name, Phone No. & Address, Cell No. & email address).

NOTE: The first 40 vendors to register will be admitted to each session. Additienal sessions will be sched

Vendor Information

Recently Dispatched POs

TEST
Mo Recent POs.

= E

If your d is expired, click on the Change Password I
El 1D link and provide the required information.

. Do not use the | Forgot My Password link
If you cannot view attachments, turn off your Pap-Up Blocker.
Users who are using the Safari or Internet Explorer internet browsers may have problems when attempti

M & Budget is ring to send the annual 10995 to reportable vendors. Please be
already, You may update your address on the Maintain Supplier Information link once logged into the Su

Solicitations
MNOTICE - This is not the official page. Not all solicitations are
provided.  Click here for listing of solicitation announcements

EventID Event Type  Procurement Type Start Date/Time
2000002036 Oulgoing Grant RFP 11062013 &
2000002263 Acquisition One Time Buy RFB 12232013 2
2000001853 |# Oulgoing Grant RFP

2000002295 Acquisition RFE

2000002127 Acquisition RFF 117222013 11

2. Click Manage Events and Place Bids

Menu
Search:

A ET polier lnfo ati

> Manage onirac
[> Manage Orders
> Review Payment Information
> eSettlements
> Reporting Tools
My Profile

BB

1. Click My Event Activity
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Sas Lol

Favorites  Main Menu > Manage Events and Place Bids
Managn Evarts a0 Place B
Manage Events and Place Bids
Staingl Sourcing Bvans

=== Bidding Homepage 5= Miew Events and Place Bids e e A
Svstegic Sourcing Bidder Homepage Samreh for avents 1o Bid on.
= Discussion Forums e | [[=| My Cateqorizations
1 B tatin b 8 cuss on foremm Event B4 Tabutation Results | A gminter your 3 0¥ categer

This brings you to the Event Activity search page. Across the top in the Event Activity Summary, there is a
count of how many total events you have been invited to, how many total events you have bid on, and how

many total events you have been awarded. You can click on the number for any of these to see a full list of
the applicable events.

Below that in the Search Criteria section, you can narrow the range of events you are looking at.

2. Enter your search criteria
a. EventFormat

i. Select “RFI" to view any RFI events you have been invited to or participated in

ii. Select“Sell”to view any RFB or RFP events you have been invited to or participated in
b. Event Activity

i. Select one of the three radio buttons to view a group of events
1. Events Invited To: View events to which you have been invited
2. Events Bid On: View events for which you have submitted a response

3. Events Awarded: View events you have been awarded
c. Eventtype

i. Select “RFx” for all state events
d. Date Range
i. From: Search for events with a start date after this date

i. Through: Search for events with a start date before this date
3. Click Search

Welcome, TEST
s s Uzer KARI
_Event Activity
Click on number to view events below
Events Invited To: I Events Bid On: Events Awarded:
Event Format: ¥ @ Events Invited To Events Bid On Events Awarded
Event Type: ¥ Date Range: From: L Through:
Search
|
«% Relresh

3. Review your search results
4. Click the link in the Event ID column for additional details about the event
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Event Format:

Event Type:

Search

y @ Events Invited To Events Bid On Events Awarded
Date Range: From: 01/01/2014  |lsy Through: W

Format Event Hame Event Status  Stant Date End Date Status
Sell RECS RFF Study Facility Posted 01/29/2014 4:00PM CST  02/05/2014 12:00PM CST

Ex akopes
Sell R Jesign MDH Lab Heat  Posted 01/27/2014 3.00PM CST  01/31/2014 12.00PM CST

Wi Replacemeant
Sell DNR RFP PTVET FORMOOSE  Pending Award  01/15/2014 8:00AM CST  01/23/2014 1:10PM CST

STUDY

After clicking the Event ID link, you are brought to the Event Details overview page. Here you can see limited
details about the event. You are not able to view any attachments from here, and in order to continue and see
more details about the event you must be registered as a vendor with the state and logged in.

Accepting an Event

Accepting an event indicates to the managing agency your intention to participate in an event. If you have
been invited to an event, it is not necessary to accept before you submit your response as you will
automatically receive updates and notifications about the event, but you can do so if you wish.

If the event is public and you were not invited, you may want to accept in order to receive any notifications or
changes about the event.

1. Locate the event from the My Event Activity page or View Events and Place Bids search page
2. Review Details of the event

a.

Se@ "o ao0CT
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Event Name: Identifies the name of the event as assigned by the managing agency

Event ID: Identifies the specific SWIFT agency ID and ID number of the Event

Event Format/Type: Identifies the event as an RFB/RFP (Sell) or RFI

Procurement Type: Identifies the type of item being solicited with this event

Event Round and Version: Displays the current round and version of the event you are viewing
Event Start Date: Date and time the event was made available to be bid upon

Event End Date: The date and time the event closed to receiving bids

Click here to view the General Terms and Conditions: Review the general conditions for the
event

Event Description
i. Thisfield is populated with information entered by the managing agency
regarding specifications and details about the event.
Note: It is 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, View Address: Contact information for the event manager
i. If you have specific questions about the details of the event, contact this individual
i. General questions regarding the event process or technical issues should be directed
to the vendor help line.
Live Chat Help: Not used by the state
Payment Terms: Specified by the managing agency and may or may not be included
My Bids: If you have previously submitted or started and saved a response to this event, a
link will be given to view that response
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n. 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

Responding to an Event/Solicitation QRG for more information

0. Multiple Bids: Indicates if you are allowed to submit multiple bids; also called alternative bids
p. Lines
i. Description: Overview of item being solicited as provided by the managing agency
i. Requested Quantity: Quantity being requested
iii. Line Comments/Attachments: Additional details about the line

Event Details Weinoma, FAR
Lieaes: AR
Aoompt invitshon > a ¥ Sl L
Diatlsii |rnslition = - .
ol i
Wirey Evant Py -
« o e B
Ewvernt Hasma RECS BFF Study Feol ity Expansicn-tt ki
Ewrarni 1Dk G2 11- 2000002283
Evend FormabType sell Ewwnt
Frocursment Typs Prolmwmionel Tech Sencices B
Evend Foursd 1 Evend Varsion
Ewvent Start Dabe 017282014 40088 CET
Evend Emnd Daks DZINRI0TL 12:00 P CST
Ewvenl Description
Flasse e Addasdu u
Pregact #TESHO0ZD - RFP fow Study of 30-yaar hawes Pian for Fecility Expanilen, Minmescta Comedional Fadiity, Shakopes, M. Sas
B F mogit jatmily
Contsch Sapcivowaie Faihiaen & . Paygmant Termms
Phone B=4/201.2389 My Bids o
Fax Edils o Sulwniled Bids Al et
Ermaal pEhy pegh S5 bat gl Meicaliry. Miulmphe Bids Hos Alloeed
Linve CThat Help
Largnas . Dnates B quetton whens B response Iy eguined. ¥our ine
1 cannol ba submiled if & rdpones i3 Nl provided Carireants il
L v D ripghian Requaited Suantiy Saatiin
F&SHI0ID Study Faclity Expaniicn Saw Price Schaduls
Expai Emtry

At the top of this page are three buttons which are an opportunity to indicate your intentions for this event.
This is an optional step. If you wish to neither accept nor decline, you can continue to view the full details of
the event by clicking View Event. If you choose this option and continue to submit a response, the event will
automatically be considered accepted once a response is saved.

1. Click Accept Invitation
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Ll mation I { ion
g Click the Accept Invitation button to designate your desire to participate in
Accept Invitation
m the event.
- LH= Click the Dedine Invitation button if you do not wish to participate in or
Decline Invitation Cligk the Dedina Invit: button if d t wish ot '
recaive notifications regarding this avent
View Event Cligk the “View Event” button to view event details of to begin the bidding

process. NOTE: Your bid will not submitted for consideration until dlCll‘a the
“Submit Bid™ button located on the bottom of the Event Details page scosssed
when dicking the “View Event” button

You are returned to the View Events and Place Bids search page and can continue with additional activities in

the supplier portal as necessary.
View Events and Place Bids

vpcoma [RE1
T BAMD
Cimiar peaich cofens to ipcuis 3n weern ko weerng o placing tady

Uer Saved Laarch: =

Mecrpdrap-wn Blniy 4 Empnits SRl b e

¥ Sal Cvwnil
Evanst B I Prschans Evant
Lt M . Mg B L1 i
Fwwnst Dgppmr -

Cwvesa Status:
Durpar-
P v mairiiiaril |y
Enchuds De<lined InvAstiorm P
o T L—

hianage Sar=nd Ssarchas T =

B |

If you return to the same event, notice the option to accept the event is no longer available since that action
has already been done, but you can choose to decline at any point until the event end date and time if you
wish.

Event Details Wlootm, IRl
User EARI
" stizn O g o
Diecine imwiston
Ve Everil

Lwnt Mamis RECS AFE Study Facliy EvpansonCF | Shakopes

Ewaiit 10 G219 2000007281

Event Formai Typse: Sell Event

Procuremant Type Professonal Tech/Saraces RFP

Evant Round: Ewant Varsice:

Event Ston Date: 0129atd 4 00FMW CST

Ewnit Enad Dt 2SS0 1200 PRI C5T i AT 1
Ewonit Doscrigalon:

Plaass sod AdSarium &1

2« BFP for Study of 20-year Masied Plas for Facity Expansion, Misnesots Conechional Facéty, Shaiopee, W Ses aliached

Contack Grockaws ko Kathieen & SRR Paymant Teams

Phaone: BENE-2 S My hids: -

Fax Edias 1o Submimed Bids: Alirwad
Emasl wathy, ochows bR atate v Multiphs fds: Fet Aliomed

g Evend m Fangr
Liwe Chas Hadp:
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You are not under any obligation to submit a response after you have accepted an invitation or a public event; it
is just a method to ensure you will receive updates and notifications pertaining to the event.

Declining an Event

Declining an event indicates to the managing agency you do not wish to participate in an event. If you have
been invited to an event, you may wish to decline so you can stop receiving natifications and updates about
the event, or you may wish to decline so you can record the reason why you are choosing not to submit a
response in order to maintain a state or federal preference or certification. Public events you have not been
invited to can also be declined if you wish.

1. Locate the event from the My Event Activity page or View Events and Place Bids search page
2. Review Details of the event

Event Details Welceme, KARI
i AR
ACCED Eralabion I3 =
Dot Irvustftian El el D -
Vet Evani — .
= an R ——
Ewent Hama AFFP RECS Dasign MOH Lab Haal Wivsl Replacs
Eveent 03 123
Evant FoamatTypa 1
Procussment Typs St BFP
Eweant Raend Ewent Warsion 1
Ewwnt S4ar1 Dabe: vh i T 0P C5T
Event End Datn 03208 1200 PR CET
Event Description
o 5 W i tac
Cominct Landu oka A Wigrar Hif Paymant Terms:
Phone: BE1A.2IT2 My Bl
Fax Edits 1o Submities] Bids
Emanil Multiple Bids: Hol Al
Live Chaa Heldp

3. Click Decline Invitation

Information On Inquiry Options

Accept Invitation

Decline Invitation

View Event

Click the Accept Invitation button to designate your desire to participate in
the event

Click the Decline Invitation button if you do not wish to participate in or
receive notifications regarding this event.

Click the "View Event” button to view event details or to begin the bidding

TE: Your bid will n

ed for consideration until dicking the

m of the Event Details page accessed

when clicking the “Viev

4. Select areason for the decline as applicable
5. Enter any additional comments as desired
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6. Choose whether or not you wish to continue to receive updates regarding the event
7. Click Continue

Decline Event Invitation

Evernt 10z 2000002323  Mame: RFF RECS Design MDH Lab Heat Wheel Replacemant

Please select a reason for declining this event invitation:

Cannot mast required dus date

Insufficiant time to respond to event

Unabla to obtain the requirad insurance

Cannat mest the licansing and/or car. requiremsnt
Other

Responder cannot meet specifications as outhined

Please enter any additional commenis:

| &

Do you wish to continue to recelve updates on this event?

& Yes
Ho

Canbinee

Ratumn to Event Search

You are returned to the View Events and Place Bids search page and can continue with additional activities in
the supplier portal as necessary.

View Events and Place Bids Welcome, TEST
User. KARI
Enter search criteria to locate an event for viewing or placing bids.
v Search Criteria
Use Saved Search: A
Business Unit: '% Results Should Include:
Sell Event
Event D: Purchase Event
Event Name: | Request For Information
Event Type: A
Event Status: -
Buyer: @
Procurement Type: A
| Include Declined Invitations?
Search Clear Criteria
Manage Saved Searches Save Search Criteria Advanced Search Criteria
Search Results
Bus Unit-Event 1D~ Typel [End Datetimef} Status Agency Descriptiona

If you return to the same event, notice the option to decline the event is no longer available since that action
has already been done, but you can choose to accept at any point until the event end date and time if you
wish.
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Event Details Welcoma, KARI
Liser KARI

nicemation On Inguiny Cptions

Cliz ks Acowet Imveiaten Eulon iz deugrals your deses 1o caraooats in

Accep Imatation s
IIJIiEW E““ Tl thae “Vies Evanil™ bution 10 wiew e g ™ el DHading

“Submis an e botiam ol oo
whan dicking tha =)

Event Hama: RFP RECS Design MOH Lab Heat Wheel Replacemant

Evaant I GO211-2000002323

Evant FormatType: Sell Event

Procurement Type: Prafessional Tech/Senaces RFP

Event Round: 1 Event Version: 1

Event Start Date: OETI2014 30088 CST

Event End Date: 0173172014 12:00 PM CST Ghck hers to vew the General Terms and Condions

Event Description:

RECS Project #12LB0010- RFF for Mechanical and Electncal Enginesnng Serices for the design and installation of new Heat Recovery Wheel Medias
for Fans S-1 and 5-3 &t MN Dept. of Health/Ag Lab Building, 31 Paul, MM See attached RFP for additional detasds

Contact: Landucci Cwen Talia A View Addrass  Payment Terms:
Phone: B51/201-23T2 Ky Bids: a
Fax Edits to Submitted Blds: Allowed

Email: Muhiple Bids: Blot Allpwed

Liver Cheat Help:
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