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Adding Ship To Location During Award 

When an event is created, a Ship To location can be specified on the Line Details page. This is not a required 
field for the event creation; however, an event cannot be awarded without a Ship To Location. If it is not added 
when the event is created, it can be done when the award is made. 

Once the Award Details page is opened, the Ship To location can be added. 

1. Click the Award Summary link 

 

2. The Award Summary page is opened; locate the line for which a Ship to Location needs to be added 

and click the Shipping  icon 
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3. The Award Schedules page is opened; click the Select link under the Ship To column 

 

4. On the Ship To Detail page, enter the correct Ship To location 

 

5. Once the location is entered, click OK. 
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6. On the Award Schedules page, click OK 

 

Back on the Award Summary page, repeat steps 2-6 for additional lines as necessary. 

7. Once all lines have a Ship To Location added, click the Award Details link 

 

8. Continue the Award as appropriate 
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