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Service Requestors with an Incomplete Offer to release capacity can Withdraw the Offer by 
following these steps.  
 

 

1. Access your Incomplete Offer by selecting the 

Customer Activities Menu        . 

                

2 & 3. Select Capacity Release and 

Offers/Bids/Awards. 

 

*Withdrawing an offer in Messenger+ only relates to 
offers with an Offer Condition of “Incomplete”.   
 
**If your offer has advanced to the Offer Condition of 

“Posted”, it is no longer eligible to be withdrawn. 
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4. Upon initial entry the Capacity Release Dashboard 

is displayed.  To open the Search screen, select the 

magnifying glass icon.  

 

 Clicking the magnifying glass icon allows you to 

toggle between the Capacity Release Dashboard 

and the Search screen. 
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5. On the Search screen, you can retrieve your Offer 

by selecting the Offers tab. 

 

6. Search criteria can be entered into the various 

search fields or selected from the provided drop 

downs.  Some fields such as the Offer Number and 

Max Offer Qty-K fields allow the user to enter partial 

data.  To retrieve data click enter, tab out of the 

field, or click the Search button. 

 

    Once results appear, clicking a column header will 

sort the results by the data in that column.  To add 

a sub-sort, simply press the <Shift> key on the 

keyboard and click a second column header. 

 

7. Select a line item to open the Incomplete Offer. 
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8. From the Manage Offers > Details screen, click the 

dropdown next to Save and select Withdraw Offer.  

 

    A message will appear at the bottom of the screen 

and from the Notification Menu stating 

“Successfully withdrew Offer…” 
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9. The Offer Condition will change from Incomplete to 

Withdrawn. 
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