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Preparation: Before Starting…
 Note: Before making pack spec revisions, please 

identify all necessary changes you would like to 
make.

• For existing parts and packaging material 
specifications (primary container, dunnage, 
pallet, closure material)
 If you are planning to make changes to the 

dimensions, weight, and images, please 
navigate to Training tab on PDMS Supplier 
Portal home page.

 In the Training tab refer to the following 
tutorials:
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View Pack Specs

 Click on the Pack Specs tab 
on the home page

 Select the desired pack 
spec which has been 
approved
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Make 
Revisions

 Open the dropdown in the top right 
corner of the following screen.

 Under the dropdown, click “Need 
Revision”
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 Enter the reason for 
which a new version of 
this pack spec must be 
created

 Click “Need Revision” 
to begin a new version 
of the selected pack 
spec
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Edit Pack Spec
Under Version Number, the 
current pack spec will be 
labeled as version number 2
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The pack spec’s status will 
change to “In Process”

Click “Edit” in the top right corner 
of the screen to begin entering the 
pack spec details

Confirm your preferred unit 
of measure and click “Next” 
to begin entering spec 
details
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Edit Pack Spec
 Select Existing

• If you made revisions to existing parts, or 
packaging material specs, click “Select 
Existing” and search for an item or 
component to add to the new pack spec.

 Add New
• If adding a part or packaging material spec 

into the supplier portal for the first time, 
click “Add New” and complete the 
necessary details.

 Edit/Delete
• If you are looking to edit/delete specific 

details such as quantity and *weight, 
please utilize Edit/Delete functions.
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