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Copy Function in TIPS Write 
 
Using the Copy function in the Edit Shipment box will quicken the writing process of tags using the TIPS Write 
software.  This tip will go over the process of using the Copy function and detail the boxes that will be copied to each 

sustainment. The process will start with the knowledge that the user has the sustainment Edit Shipment box open.  

The Regional Training Team’s (RTT’s) Tips and Tricks  
 

1. In the Edit Shipment box you will 
see the “Copy [C] Fields to the 
Next Shipment” at the bottom right.  
Click on the box to activate the Copy 
function for all shipments. (Figure 1) 

 
2. This will allow all the boxes with [C] 

to be automatically copied to the 
next shipment.  These boxes are:   
Carrier Code, Service/Unit/Vendor,     
Commodity Class, Operation, and 
Free Text.  

 
3. The Carrier Code box is a drop 

down menu with Air, Land, Rail, and 
Sea.  The ocean carrier’s Standard 
Carrier Alpha Code (SCAC) will be 
utilized for containerized shipments.  
The respective carrier’s SCAC will be 
used for break-bulk shipments.   
Select an option from the drop down 
menu or enter your own carrier code 
with a max of four characters. (Figure 2) 

 

4. The Service/Unit/Vendor box should be filled with the appropriate 
consignee name receiving the shipment. 

 
5. The Commodity Class is a drop down menu with all class 

selections that identifies the class of the cargo in terms as defined 
by DOD. There are ten categories into which supplies are grouped 
in order to facilitate supply management and planning. Select an 
option from the drop down menu. (Figure 3) 
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6. The Operation box should be filled with the 
appropriate name assigned by DOD or a user to 
identify the supported activity of the shipment.  This 
box has a max of 16 characters. 

 
7. The Free Text box is used for text that is not 

predefined in any of the other boxes in the Edit 
Shipment box tab.  Though not a requirement, it might 
prove helpful to fill the Free Text box with the users 
“.mil” email address and phone number. 
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9. The Next Shipment button is now highlighted and able to be clicked.  Click on the Next Shipment button.  

(Figure 5) 

 

8. When all the boxes are filled, click on the Save button at the bottom right.  (Figure 4) 

 

10. All the Copy boxes will be transferred 
to the next shipment.  The shipment 
should now read 2 of X (X being the 
number of shipments that you will be 
writing).  (Figure 6) 

 

The Regional Training Team’s (RTT’s) Tips and Tricks (cont’d.)  
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