
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

PLACING A BID ON AN ORDER 
This job aid shows you how to place a bid on an order. 
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STEP 1: CLICK ORDERS. 

STEP 2: TOGGLE THE GRID VIEW. 

STEP 3: CLICK THE            BUTTON FOR THE ORDER YOU WANT TO PLACE A BID ON. 

STEP 4: CLICK PLACE BID. 

STEP 5: ENTER YOUR BIDDING AMOUNT. 

STEP 6: SELECT YOUR PICK UP WINDOW AND DROP OFF WINDOW. 

STEP 7: IF YOU HAVE ANY, ENTER ANY NOTES YOU HAVE FOR THE SHIPPER. 

STEP 8: CLICK PLACE BID. 
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