
Step 1: Login Page 

 

After logging in, it lands in Load List page 

 

Step 2: Locate the order you would like to schedule an appointment for and click the box next to it to 
the order. After selecting the order, click the “Pickup Appointment” button. 
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You will be taken to a new screen that is the appointment calendar for that orders requested ship date. 

 

Step 3: You will need to book in the appropriate dock which is the bottom dock on the screen. 

 

Step 4: Double click in the white box space on the dock to begin scheduling an appointment. It will take 
you to a new landing page. 

 

Landing Page for the Booking Window, you will need to use the Time Slot field to schedule a time. 

 



Step 7: Locate the Time Slot section and click the box that says Select to display available appointment 
times for this dock. 

 

Step 8: Select an appointment time from the drop down list of options  Click Submit 

 

The time changes to 06:30 in the window now. 

 

Click Submit. 

 

 

 

The booking window will now appear in the Dock Schedule overview for that date via a flashing green 
rectangle. 

 


