
Step 1: Login Page 

 

After logging in, it lands in List of Shipment Legs page 

 

Step 2: Locate the order you would like to reschedule 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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Landing page for Dock Schedule: 

 

The order you are wanting to change will be flashing with a Green Rectangle around it in the Gannt 
chart.  

 

Step 3: Click the order that you are wanting to change, it will now have a black rectangle around it. Click 
on Properties 

 

 

 

 

  

 



Landing Page for the Booking Window, you will need to use the Time Slot fields to schedule a new date 
and/or time. 

 

Step 4: Locate the Time Slot section 

  

Click the Calendar button and choose the date you are wanting to book for 

 

To select a time, click the box that says Select to display available appointment times for this dock. 

 



Step 5: Select an appointment time from the drop down list of options  Enter Change Reason Code  
Click Submit 

 

 

 

 

 

 

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

  

 



If you need to update the order to NonLive status, click the flashing green rectangle again to select it, 
and press the “Update NonLive” button on your screen. 

 

 

Landing page for Live/Non-Live Status; Click in the highlighted box for entering details for the Load ID.  

1) Yes = Drop Trailer (not a live load) 
2) If you selected Yes, you must choose the “Override Unconditionally”. 

 

Click “Submit” and the information will now be posted for the Load ID. Confirmation message will 
appear after hitting submit. 
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