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Step 1: Duplicate the shipment and make changes
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Step 2: Cancel the original shipment

1. After you have duplicated the shipment and made all necessary edits, locate the original shipment under
the Active tab and select it to enter the Single shipment view.
2. Select Cancel from the left-side navigation, then select Confirm in the popup window.
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Step 3: Move the new shipment to ‘Ready’

When you are prepared to send the new shipment, the draft shipment needs to be set to “Ready” in the platform.

« Select Ready.
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Step 4: Manually start the new shipment

To manually start the duplicated shipment:

1. In the Info tab, select Ship.

2. In the popup window, select the applicable date and time or reset to now, to ship at the current timestamp.
The default will show the current timestamp.

3. Click Confirm.
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