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Create New Recall  
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Messenger+ allows you to Create a New Recall by either using the Wizard, partially using 
the Wizard or via an Award.  Follow these steps to Create a New Recall from an Award. 
 

  

1. To create a new Recall select the Customer 
Activities        Menu. 
               

2 & 3. Select Capacity Release and 
Offers/Bids/Awards. 

 
  
 
     

Create New Recall – Via an Award 
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4. From the Capacity Release Dashboard, select the 

magnifying glass icon     to open the Search 
screen. 
 

     After selecting Offers/Bids/Awards, the application 
will either open to the Capacity Release Dashboard 
or the Search screen.  You can toggle between 

these two screens using the . 
 

5. On the top left of the Search screen click the Awards 
tab. 
 

6. Enter your Search criteria into the various search 
fields or select from the provided drop downs.  
Some fields such as the Award Number allow the 
user to enter partial data.  To retrieve data click 
enter, tab out of the field, or click the Search button 
 

7. Select a line item to open the Award. 

Create New Recall – Via an Award, cont. 
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8. From the Capacity Release > Manage Offers > 
Details > Award Info screen, select “Recalls” from 
the left sidebar menu to open the Recalls screen. 

 
    The Recall screen is enabled for only recallable 

awards where the user is 1) the Releasing Shipper 
for the recallable award, and 2) the Contact with 
access rights.        

Create New Recall – Via an Award, cont. 
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9. Once on the Capacity Release > Manage Offers > 
Details > Recalls screen, you can create a Recall by 

clicking the  which opens to the “Recall Details” 
screen of the Wizard. 

 
 
 
 
        

Create New Recall – Via an Award, cont. 
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10. Once on the Recall Details screen, enter the Recall 
Start Date.  The Recall Start Date must be greater 
than or equal to the current date and Release Start 
Date. 

 
11. Enter the Recall End Date.  The Recall End Date must 

be greater than or equal to the Recall Start Date and 
less than or equal to the Release End Date. 

 
12. Select the Recall Start Time from the drop down. 

 
   Note that the Recall Start Time defaults to 9:00AM. 

 
13. Select the Qty Recall Type by clicking the 

appropriate radio button. 
 

14. Click the  button. 
 
 

Create New Recall – Via an Award, cont. 
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15. Enter the recall quantity in the Recall Qty-Loc field. 
 

   For partial recalls, the recall quantity must be less 
than the award quantity.  The recall quantity for full 
recalls must be equal to the award quantity. 

 

16. Click the  button. 
 

   The “Back” button is available on most screens 
throughout the Wizard.  This allows you to return to 
the previous screen without saving changes on the 
current screen. 

Create New Recall – Via an Award, cont. 
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17. Once the Recall is submitted through the Wizard, 
the Manage Recalls > Details > Recall Info screen is 
displayed which shows Recall Details and Recall 
Locations. 

 
18. Only recalls in “Incomplete” status may be updated 

or deleted.  You cannot delete or update recalls that 
have been submitted and are in “Complete” status. 

 
 

     To delete an incomplete Recall, click the Options 

menu   in the Top Right of the screen and select 
Delete. 

Create New Recall – Via an Award, cont. 
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Messenger+ comes with a built-in, efficient, three-step Wizard to assist you with creating 
new recalls. Follow these steps to Create a New Recall using wizard. 
 
 

 

1. To create a new Recall select the Customer 
Activities Menu          . 

               
2 & 3. Select Capacity Release and Recalls. 
 
     The Recall screen is enabled for only recallable 

awards where the user is 1) the Releasing Shipper 
for the recallable award, and 2) the Contact with 
access rights.        

 
     

Create New Recall – Using Wizard 
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4. Select the Options Menu  in the Top Right of the 
screen. 

 

5. Select the  button to begin creating your new 

Recall. 
 

  This launches the Wizard, which will walk you 
through Creating your Recall in Messenger+. 

 
6. Select the radio button for the Award. 
 

     You can also search by entering data into one or 
more filter fields and then tab off or click “Retrieve”. 

 

7. Click the  button to continue to the next step 
in the Wizard. 

 
     

Create New Recall – Using Wizard, cont. 
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8. Enter the Recall Start Date.  The Recall Start Date 
must be greater than or equal to the current date and 
Release Start Date. 

 
9. Enter the Recall End Date.  The Recall End Date must 

be greater than or equal to the Recall Start Date and 
less than or equal to the Release End Date. 

 
10. Select the Recall Start Time from the drop down. 

 
   Note that the Recall Start Time defaults to 9:00AM. 

 
11. Select the Qty Recall Type by clicking the 

appropriate radio button. 
 

   Note if “Full” recall type is selected and the  
button is clicked the recall will be in “Complete” status. 

 

12. Click the   button. 
 

Create New Recall – Using Wizard, cont. 
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13. Enter the recall quantity in the Recall Qty-Loc field. 
 

   For partial recalls, the recall quantity must be less 
than the award quantity.   

 

14. Click the  button. 
 

   The “Back” button is available on most screens 
throughout the Wizard.  This allows you to return to 
the previous screen without saving changes on the 
current screen. 

Create New Recall – Using Wizard, cont. 
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15. Once the Recall is submitted through the Wizard, the 
Manage Recalls > Details > Recall Info screen is 
displayed which shows Recall Details and Recall 
Locations. 
 

16. Only recalls in “Incomplete” status may be updated 
or deleted.  You cannot delete or update recalls that 
have been submitted and are in “Complete” status. 
 
 

 To delete an incomplete Recall, click the Options 

menu   in the Top Right of the screen and select 
Delete. 

Create New Recall – Using Wizard, cont. 
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The Create New Recall process can be skipped for Partial Recalls only.  To do this, follow 
one of these steps.         
          

     

 

 

17. To click the “Submit and Skip Wizard” button:  
Repeat steps 1-7 listed above under “Create New 
Recall – Using Wizard”, then click the “Submit and 
Skip Wizard” button on the Wizard’s Recall Details 
screen. 

 
                                               - OR - 

 
18. To click the “Skip Wizard” button:  Repeat steps 1-

12 listed above under “Create New Recall – Using 
Wizard”, then click the “Skip Wizard” button on the 
Wizard’s Recall Locations screen. 

 
Both will navigate you to the Manage Recalls > Details > 
Recall Info screen to finish entering the Recall Details 
and Recall Locations information. 
 
 

 

Create New Recall – Skipping Part of the Wizard, cont. 


