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➢ Go to the Tallgrass EBB https://www.tallgrassenergy.com/default.aspx

➢ Scroll to the bottom and click on Tallgrass Pipeline Interactive Website
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➢ Or go directly to the Interactive website: https://pipeline.tallgrassenergylp.com/
➢ Under Customer Activities choose CONNECT
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➢ From the Systems drop down menu pick 
Open TSP to choose which Pipeline you
are releasing capacity on. 

From the pop-up window highlight the 
appropriate pipeline and click OK
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➢ Go to the drop under CAW Screens > Capacity Release > Offers > Offer

Or from the navigation tree choose: Capacity Release > Offer
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➢ Start at top filling out the Offer Header information
❖ Start by clicking “N” for new as this will be a new offer to start the process

❖ Then you populate the Releasing Start Date and the Releasing End Date for the term you wish to release your capacity

❖ Next fill out whether or not the release is Index Based Rate from the drop-down menu
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➢ Offer Header information cont’d…
❖ Add if it is going to be a Market Based Rate in the drop-down menu

 Note: if you chose Yes for Index Based Rates then this is YES

if you chose No for Non-Index Based Rates then this is NO

❖ Then you can choose what Cycle this release is for if it is a Non-biddable offer. If it’s Biddable just use the default 1 for Timely
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➢ Offer Header information cont’d…
❖ Then this is VERY important you need to populate the field for the Releasing Shipper, or the rest of the offer will not work.

❖ Click on the pick list […]                                                                       Then add either your GID/BA Entity # or Your Company Name

❖ Then click Query Then click OK
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➢Next fill out the General Tab
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➢ General Tab Cont’d…
❖ First pick from the drop-down menu the type of Release you are Offering

 If you choose a Permanent release, please contact TGContracts@tallgrassenergylp.com as pre-approvals for executing the Replacement K# are 
necessary

❖ Depending on which option you choose the system will autofill the next few lines:
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➢ General Tab Cont’d…
❖ If it’s a Temporary Release next choose if you want the offer to be recallable

❖ Then if it’s Re-releasable

❖ Please choose if you will accept contingencies
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➢ General Tab Cont’d…
❖ Remember when choosing whether or not to allow Re-Assign Primary Points that if the Replacement shipper does change your 

primary points you may not get your primary points back. 

❖ If you want the TSP disclose minimum conditions for awarding the Offer.

❖ Choose if you want to accept less quantity

❖ Choose if you want accept less than the full term of the release
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➢ General Tab Cont’d…
❖ If you choose to accept a shorter term make sure to populate the minimum number of days you will accept

❖ Tell the TSP if you want the disclose the minimum rate you will accept

❖ Final selection in the right column of the general tab choose what type of release it is. 

❖ Left column at the top is the date you want the offer to post. Note: on a Non-biddable release the Pre-arranged Bidder cannot 
pick up the offer until that date and time has occurred and if it’s for a Permanent Release make sure the date and time are far 
enough out the TSP can approve the offer. 
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➢ General Tab Cont’d…
❖ If the capacity release is Non-Biddable then you do not have to fill out the bid period, if it is Biddable please put in a business day 

and the appropriate NAESB time period for the open season. 

❖ Choose the method you want the system to evaluate the bids
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➢ General Tab Cont’d…
❖ The system will default to the Tie Break option of the TSP’s Tariff, but you can choose other methods
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➢Next the Contact Tab

17



CONFIDENTIAL: NOT FOR REPRODUCTION OR DISTRIBUTION

➢ Contact Tab Cont’d…
❖ From the pick list […] you can pull up the names of users from your company that have been denoted as contacts for capacity 

release. Note: the person you pick will be the one to receive notices and if there is an issue is the one Tallgrass will call.

❖ After you highlight the appropriate party, hit OK. This will populate all the necessary fields for the tab.
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➢Next the Additional Terms Tab
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➢ Additional Terms Tab Cont’d…
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➢Next the Pre-Arranged Bidder Tab
❖ Note this tab is only available if you have chosen Pre-Arranged as option on the General Tab under Rel Type Desc
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➢ Pre-Arranged Bidders Tab Cont’d…
❖ From the pick list […] you can pick the Pre-Arranged Bidder either by company name or GID/BA Entity # if you know it. 

❖ Then you hit Query and OK
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➢ Pre-Arranged Bidders Tab Cont’d…
❖ After you pick the Pre-Arranged Bidder, use the pick list […] to pick the party at that company you want to receive email 

notifications regarding the offer and that will be the party Tallgrass contacts if there are any system issues. 

❖ In the pop-up high-light the name of the party you wish to choose and click OK.
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➢ Pre-Arranged Bidders Tab Cont’d…
❖ It required for all Offers with Pre-Arranged Bidders to denote if there is an Affiliate relationship. 

❖ If the Releasing shipper is an Agent acting on someone else’s behalf, please denote it here.
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➢Next the Detail Bidder Tab
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➢ Detail Tab Cont’d…
❖ First way to look up a K# is to click on the pick list […] in the pop-up box click on All, highlight the K# and path you want to release

❖ Then click OK
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➢ Detail Tab Cont’d…
❖ First way to look up a K# is to click on the pick list […] in the pop-up box, under REL K put in the K#, hit Query, highlight the line 

with the path you want to release and hit OK 
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➢ Detail Tab Cont’d…
❖ Scroll right to the Max Offer Qty Loc and put in the amount of capacity you’re going to release for that path.

❖ Next under Rate Form/Type Desc choose if you want a Reservation or Volumetric Offer 

❖ If you choose Volumetric you must enter either Percent or Quantity to fill in, not both! These squares are grayed out otherwise.

❖ If you choose Reservation your next box to fill out is the drop-down for Rel Acpt Bid Basis Desc 
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➢ Detail Tab Cont’d…
❖ If you chose Absolute Dollars and Cents fill out the minimum rate you will accept. Note: Res Rate Basis Desc defaults to PER 

MONTH. If you want the rate to be different please choose from the drop down. 

❖ If the deal is Pre-Aarranged biddable or Non-biddable scroll right and review the rate bid and MDQ that will appear on the Pre-
Arranged bid

❖ If you chose Percentage of Maximum Tariff fill out the minimum percentage of the tariff rate you will accept.
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➢ Detail Tab Cont’d…
❖ If the deal is Pre-Aarranged biddable or Non-biddable scroll right and review the percentage bid and MDQ that will appear on the Pre-Arranged bid
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➢Next Recall/Reput Tab
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➢ Recall/Reput Tab Cont’d…
❖ Note: this tab will only appear if you have chosen to make the offer Recallable on the General Tab

❖ On the tab from the drop-down choose if you want the recall notification to go out on a business day

❖ Then using the drop-down menus below

choose the Cycle you want available for 

notifications
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➢ Recall/Reput Tab Cont’d…
❖ Finally if you allow Recall/Reput you must put something in this box
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➢ Review Header
❖ After you have finished filling out all of the tabs, look to the right of the header, you will see everything is currently blank

❖ Then hit Update. 

❖ If the update works, you will now see an offer number. The offer is not complete at this point, but you can use this number to 
submit the offer later as it’s now a saved draft or have someone at the TSP review the offer if you have questions.
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➢ Review Header Cont’d…
❖ After you have updated the Offer, you can then click on Validate, this will show you any errors you may need to correct to be able 

to Submit the offer. 

❖ If there are no errors and you are ready for the offer to become public, hit Submit. 

❖ If the Offer has been accepted, you will see the status is now Approved. 
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➢ Review Header Cont’d…
❖ If the Offer you are submitting is for a Permanent Capacity Release the status will show Pending Approval and a TSP employee will 

move the offer to Approved after reviewing and receiving the appropriate internal approvals for the Replacement contract to be 
executed. 
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