
Sales Menu: Manage Shipment Requests for a Solicitation 
1. From the SharePoint web site page or the Home page, select the “Sales Menu” link. 

 

2. The section, Manage Shipment Requests, contains a list of solicitations for which quotes have been 
awarded and shipment requests are allowed. 

3. Select a solicitation. 



 

4. Select “Insert a Shipment Request”. 

 



 

5. After entering data and selecting Insert, the shipment request is inserted and displayed in read-only 
mode with options to Edit, Delete and Submit. 

 



 

6. Note that the Summary link is enabled. 
7. Select the Shipping Requests link. 

 



 

8. Select the Select command for the shipment request. 
9. Select Submit. 

 



 

10. Enter the PIN and select Submit. 

 



 

11. Select the Summary link.  The summary will open in a new browser window or tab. 

 



 

12. Close the summary. 
13. Select the Shipping Requests link. 

 



 

14. Since the shipment request has been submitted, only the Summary command is available. 
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