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Messenger+ provides the ability to create a new offer from an existing offer 
through the Copy Offer Wizard.  Follow these steps to Copy an Existing Offer. 
 

 
 

 

1. To copy an existing offer, select the Customer 
Activities Menu        . 

                
2 & 3. Select Capacity Release and Offers/Bids/Awards. 
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4. Select the Options Menu  in the Top Right of the 
screen. 
 

5. Select the  button to begin the copy offer 
process.  
 

  This launches the Copy Offer Wizard, which walks through 
locating and copying an existing offer. 

 
6. Use the Filter Row at the top of the screen to enter 

specific information to help locate the Existing Offer 

to copy and then click the  button. 
 

 Columns in the filter row such as Offer ID and Contract ID allow 
entry of partial data for searching. 

 
7. Select the radio button for the Offer you would like to 

copy, and then click the  button. 
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8. Enter the Release Term Start Date and the Release 
Term End Date.  
 

9. Change/Update the values as needed for your New 
Offer.  Fields available for update include Offer 
Description, Rel K, Minimum Term, Release Term 
Start Time, Bid Period  Days, IBR Ind, and Max Rate 
Indicator. 
 

10. Click the  button. 
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11. From Capacity Release > Manage Offers > Details 
screen, notice that a new Offer # has been created with 
an Offer Cond of Incomplete. 

 
12. Within the Offer Details section, change/update data as 

needed for the new offer. 
 

 Adjustments to the recall cycles can be made by 

clicking the  button. 
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13. The Locations, Rates, and Comments sections may be 
accessed from the Left Menu.  

 
14. Delete and add Receipt and Delivery Locations, in 

addition to updating the Max Offer Qty-Loc & Min Offer 
Qty-Loc volumes, as needed.   

 
***Changes made must be saved by clicking the Save 
icon in the top right corner of the Locations section. 

 
15. Update the Minimum Acceptable Rate in the Min Acpt 

Rate field. 
 
***Changes made must be saved by clicking the Save 
icon in the top right corner of the Rates section. 

 
16. Update Recall Comments, if necessary. 

 
***Changes made must be saved by clicking the Save 
icon in the top right corner of the Offer Comments 
section. 
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17. Select Prearranged Bid from the Left Menu. 

 
18. Verify/Update the information in the Prearranged 

Bid section. 
 

 To make the offer: 
 
▪ Prearranged and Biddable, both indicators must be 

checked. 
▪ Prearranged and Non-biddable, the Prearranged Deal 

Indicator must be checked, and the Biddable Deal 

Indicator should not be checked.  

 
19. To select a Prearranged Bidder, click the 

magnifying glass in the Bidder Proprietary Code 
field and select a shipper from the Prearranged 
Bidder Lookup. 
 

20. To save changes, click the Save button in the top 
right corner of the screen. 
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  Once posted, the Offer Cond changes from Incomplete to Pending. 

 
21.   To Post the Offer select the dropdown arrow next 

to the Save button and click Post Offer. 
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