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Capacity Release – Find and Submit a Prearranged Bid
Navigate to the Dashboard in the upper left-hand corner: 

Note: all replacement shippers are required to have a Master Capacity Release (UMB) in place for each TSP before accepting an offer.



Capacity Release – Find and Submit a Prearranged Bid
Navigate to Capacity Release - Bids

Secondary Option: Search in the upper 
right hand corner:

Type in Bid and select Pipeline: Bids



Capacity Release – Find and Submit a Prearranged Bid
Click on Find and Submit a Prearranged Bid



Capacity Release – Find and Submit a Prearranged Bid
In the query box section, find the offer to be bid on, click on it and then hit next in the bottom right-hand corner.  



Capacity Release – Find and Submit a Prearranged Bid
Verify the info in the Header Info tab.  Click on next in the bottom right-hand corner.  



Capacity Release – Find and Submit a Prearranged Bid
Verify the indicators are correct.  Click on next in the bottom right-hand corner.  



Capacity Release – Find and Submit a Prearranged Bid
Verify information is 
correct in the details tab.  
Scroll to the right to be 
able to see all the 
information.  

Verify Rate Bid is 
accurate.  

Click on next in the 
bottom right-hand 
corner.  



Capacity Release – Find and Submit a Prearranged Bid
Click on next in the bottom right-hand corner, alternate points is not utilized.  



Capacity Release – Find and Submit a Prearranged Bid
Read the additional terms on this tab and verify by clicking on the check box in the middle of the screen.  Click on next in the bottom right-hand corner. 



Capacity Release – Find and Submit a Prearranged Bid
At the summary tab, review all the data and then hit validate in the upper right-hand corner.   



Capacity Release – Find and Submit a Prearranged Bid
A download of the bid can be accessed at this point by clicking on the menu (3stacked squares) in the upper right-hand corner.  



Capacity Release – Find and Submit a Prearranged Bid
If no errors are received, then the bid can be submitted by hitting one of the two submit buttons located in the upper right-hand and lower right-hand corners.    



Capacity Release – Find and Submit a Prearranged Bid
Bid is successfully submitted.



Capacity Release – Creating a Competing Bid
Under Bids – Click on Create a New Bid



Capacity Release – Creating a Competing Bid

Header Tab

 Select the offer 
number.

 Fill in the bidder 
information.  

 Click on Next in the 
bottom right-hand 
corner.  

Selecting the Offer No. View 



Capacity Release – Creating a Competing Bid

 Fill out the Indicators 
Tab then hit Next.

 Fill in the bidder 
information in 
Contact Info then hit 
Next. 

 Fill out the info in the 
Details tab.  Rate Bid 
column is where the 
rate is entered.  Click 
on Next when filled 
out.

 Click Next on 
Alternate Points.    

Indicators Details

Contact Info Alternate Points



Capacity Release – Creating a Competing Bid
Read and acknowledge the additional terms presented in the offer and then click on next in the bottom right-hand corner.  



Capacity Release – Creating a Competing Bid
Review the Summary and then validate the bid by clicking on Validate in the upper right-hand corner.  



Capacity Release – Creating a Competing Bid
Click on Submit in the upper right-hand corner or the lower right-hand corner.  



Capacity Release – Creating a Competing Bid
Bid was submitted successfully.  



Capacity Release – Creating a Competing Bid

To Review the Bids, toggle back to the bids screen 
and click on Query an Existing Bid

Bids are listed and can be tracked in this screen. 



Capacity Release – Matching a Competing Bid
Navigate to Bids.  Click on Copy a Prearranged Bid for Match Period.  



Capacity Release – Matching a Competing Bid
Select the previous bid and click next in the bottom right-hand corner.  



Capacity Release – Matching a Competing Bid
Navigate through the bid by hitting Next in the bottom right-hand corner.  At the details tab, scroll to the Rate Bid column and update the rate to match the competing bid.  
Click Next in the bottom right-hand corner.  



Capacity Release – Matching a Competing Bid
After hitting validate and save at the Summary tab, click on Submit in the upper right-hand corner or lower right-hand corner.  



Capacity Release – Matching a Competing Bid
Bid was submitted successful.  



Contact
If you have questions or need assistance, please reach out to the Contracts Team:

Contracts Hotline: 303-763-3399

E-mail: TGContracts@tallgrass.com
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