
Capacity Release - Offers



Capacity Release
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.



Capacity Release
Navigate to Capacity Release - Offers

Secondary Option: Search in the upper 
right-hand corner:

Type in Offer and select Pipeline: Offers



Capacity Release
Click on Create New

NOTE: 

If you have previous 
offers that are like 
your new offer, you 
can use copy existing 
and update the 
pertinent information 
as needed.  



Capacity Release – Header Info
Fill out all fields in the Header Info Tab then click on Next in the bottom right-hand corner

NOTE: 

An offer will not successfully 
save and be searchable in the 
system until the details tab 
has been populated with a 
line item associated with a 
contract number.   



Capacity Release – Bidding Info and Recall/Reput

Note: If creating a biddable offer when Bid 
Deal Desc is selected as Yes then the next tab 
will be bidding Info.  

If selected as No, then the tab will disappear 
when the Next button is clicked.  

Note: If creating an offer where Recall/Reput 
Desc is selected as Yes then the following tab 
will be Recall/Reput. 

If selected as No, then the tab will disappear 
when the Next button is clicked.  



Capacity Release – Recall/Reput
Fill out all fields in the Recall/Reput Tab then click on Next in the bottom right-hand corner.  

Note: Once on 
the Recall/Reput 
Tab the main 
information for 
the Releaser and 
dates for the 
capacity release 
are notated on 
the top of the 
screen.  



Capacity Release – Indicators
Fill out all fields in the Indicators Tab then click on Next in the bottom right-hand corner. 



Capacity Release – Releasing Party Contact Info
Fill out all fields in the Contact Info Tab then click on Next in the bottom right-hand corner.  By checking the Rtn Addr info Same as Releaser box it’ll autofill the data in the 
section below Releaser details.   



Capacity Release – Prearranged Bidder Info
Fill out all fields in the Prearranged Bid Tab then click on Next in the bottom right-hand corner.  This section is for whomever the prearranged recipient will be.  Remember to 
identify if the party is affiliated with the TSP or releasing party and whether the releasing shipper acts as an agent.  



Capacity Release – Details
To initiate a line item for the details of the release, navigate to the upper left-hand corner, identified below in the red box.  



Capacity Release – Details cont.
Once the row is added, the option to select the releasing path from the contract is available by clicking the identified area in red below.  



Capacity Release – Details cont.
Once a path is selected it’ll populate the row where data can now be entered.  



Capacity Release – Details cont.
Scroll to the right and fill in the necessary information.  



Capacity Release – Details cont.
Scroll to the right and fill 
in the necessary 
information. 

Surchg ID Desc is a 
required NAESB field if 
anything other than “No 
Surcharge” is selected.  



Capacity Release – Details cont.
And finally, at the far end the rate can be entered.  Hit next in the bottom right-hand corner when complete.  



Capacity Release – Alternate Points
Hit next in the bottom right-hand corner.  There are no options for alternate points in the system.    



Capacity Release – Additional Terms
Any terms needed for 
clarification of a release are 
entered here.  

Any capacity release utilizing 
an AMA will require notes.

Any Discounted or 
Negotiated contract being 
released must include all 
secondary rights meant to be 
transferred to the 
replacement shipper.  If 
secondary rights are not 
included in the Terms/Notes 
then they will not carry to 
the replacement shipper.

Click on next when all terms 
have been entered.  



Capacity Release – Summary
Summary, a chance to review the terms of the capacity release.  Click on Save in the Upper right-hand corner.   



Capacity Release – Summary
Once saved an offer number is available. At this point it is searchable in the system. 



Capacity Release – Summary
Once saved, click on Validate to verify all information in the offer is correct.  



Capacity Release – Summary
Side Note: An Offer Download can be accessed by clicking on the menu button (three stacked squares) and selecting offer download.  



Capacity Release – Submit Offer
Click on submit in either the upper right-hand corner or bottom right-hand corner.  



Capacity Release – Submit Offer
Offer is successfully submitted .  



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

            

        

               


	�Capacity Release - Offers
	Capacity Release
	Capacity Release
	Capacity Release
	Capacity Release – Header Info
	Capacity Release – Bidding Info and Recall/Reput
	Capacity Release – Recall/Reput
	Capacity Release – Indicators
	Capacity Release – Releasing Party Contact Info
	Capacity Release – Prearranged Bidder Info
	Capacity Release – Details
	Capacity Release – Details cont.
	Capacity Release – Details cont.
	Capacity Release – Details cont.
	Capacity Release – Details cont.
	Capacity Release – Details cont.
	Capacity Release – Alternate Points
	Capacity Release – Additional Terms
	Capacity Release – Summary
	Capacity Release – Summary
	Capacity Release – Summary
	Capacity Release – Summary
	Capacity Release – Submit Offer
	Capacity Release – Submit Offer
	Contact

