
Scheduler 2.0 – FAQ
Index of Items:

1. How do I create a new delivery using my PO  information?

2. Updating a SCAC on a delivery.

3. PO  Quantity is Zero error message.

4. Add a PO  to an existing Delivery

5. Canceling a Delivery

6. Changing the Delivery Type

7. Changing the Case  Quantity on a Delivery

8. Rescheduling an appointment

6/26/2019 Scheduler 2.0 FAQ 1

Page 2 - 11

Page 12 - 19

Page 20 - 24

Page 25 - 38

Page 39 – 42

Page 43 - 54

Page 55 - 60

Page 61 – 80



Scheduler 2.0 - FAQ

6/26/2019 Scheduler 2.0 FAQ 2

Question:  How do I create a new delivery using my PO  information?

Supporting Info: A delivery can be created  by entering information 
into a series of screens, guided by the system, to secure an 
appointment time to deliver freight. The system will schedule this 
appointment and return a delivery confirmation  number to the user,  
which must be presented at the truck gate upon arrival. 



6/26/2019 Scheduler 2.0 FAQ 3

After logging into Scheduler, click 

on Manage Delivery, then choose 

Create Delivery.

FAQ: Creating a new delivery
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The Create Delivery page will lead you through  

three sections as described on the following  

pages:

The first section is the 

physical location.

1. Click in the Select 

Business  Unit and 

choose US Grocery.

2. Click in the NODE 

and select the DC 

that you are 

delivering  to.  Notice 

the address 

populates for that 

site.

3. Click NEXT

1

2

3

FAQ: Creating a new delivery
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The second section is the 

load description.

1. Begin by  typing the 

SCAC or name of the 

carrier.  A list of  carriers 

will appear.  Click on 

your carrier choice.

1

2 3

FAQ: Creating a new delivery

2. Select the type  of load, Live or Drop.  

Note: Only authorized carriers that 

are authorized to drop will appear 

in the drop selection.

3. Click Next.
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Enter your PO, then hit 

the tab button on your  
keyboard.      

The PO type, 

vendor, PO Qty, 

and PO due date 

will populate.

FAQ: Creating a new delivery
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If the Case Qty doesn’t autofill, 

or you  have  a different  Qty 

than on the PO, Key the Case 

Qty, and select the load type.  

The ‘Click  to  Schedule 
Appointments’ button will 

highlight.  Click the Schedule 

Appointments button . 

FAQ: Creating a new delivery
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The appointment Calendar will 

appear showing dates 

available.  Dates in blue have 

open times, those  in red have 

no times available.  Click on 

your  choice of date.

FAQ: Creating a new delivery
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Select your  time choice.  The 

box will  turn blue.  Then click  

on Submit.

Select the time that 

you would  like to use.  

Notice the button 

changes to indicate it  

has been clicked.  

Then hit  the Submit 

button.

FAQ: Creating a new delivery
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The successful response will appear showing creation has  

been successful.

FAQ: Creating a new delivery
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The delivery results page will then appear and your  newly 

created delivery will be at the top of the list.  

FAQ: Creating a new delivery
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Question:  How do I change the Carrier  code of an assigned delivery?

Supporting Info: A supplier can see any load/delivery with their POs, and a 
carrier can see any delivery assigned specifically to that carrier  or carrier group.  
Automated Scheduling (AIS) pre-assigns a default carrier code in order to 
schedule.  The Default code (PRPD1) can be searched and changed by anyone, 
providing  the delivery is searched by  load number, PO, or Delivery number.

Another  scenario is when carrier assignments change, then the supplier  would 
be the source to change the SCAC from one carrier  to another.
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FAQ:  Updating a SCAC on a Delivery

After signing into the Scheduler 2.0 application, 

click  on Manage Delivery, then Search Delivery.
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FAQ:  Updating a SCAC on a Delivery

You can search by many criteria, so select the 

field of data you have by entering what you 

know.

EX: You can enter a Delivery or a PO, or any of 

the fields to search. 

When you have finished your 

criteria, click search. 
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NOTE:  The  system will 
initially pull and display 
delivery based on a generic 
set  of criteria.  Data entered 
in the search fields narrow 
this generic display.



FAQ:  Updating a SCAC on a Delivery

When the record that matches your  criteria 

appears, click on the delivery # to open the 

summary details of the appointment.

6/26/2019 Scheduler 2.0 FAQ 15



FAQ:  Updating a SCAC on a Delivery

The summary detail page 

shows at a glance all 

portions  of the delivery 
information.  

1. Destination:

2. Load Details:

3. Delivery Details:

4. Shipment Details:

To edit the delivery, click 

on Modify.

1

2

3

4

6/26/2019 Scheduler 2.0 FAQ 16



FAQ:  Updating a SCAC on a Delivery

The modify selection 

allows  you  to move 

through the 4 details 

sections.   

SCAC changes  are 

done in section 2.  

Click on 2. Load 

Details to bring up 

the load details edit 

screen .
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FAQ:  Updating a SCAC on a Delivery

Begin by clicking 

the ‘X’ in the 

SCAC/Carrier ID 

field to remove 

the existing  

SCAC.

Then begin to 

type your SCAC 

to get a list of 

carriers.  Click on 

the one you 
want to populate 

the field.
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FAQ:  Updating a SCAC on a Delivery

Last step, click .

A status  message is 

displayed then the 

search results will 

reappear with your 

delivery being the first 

record.
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Question:  I am trying to schedule a PO but I get a message stating Available  PO  Quantity 
is Zero.  What does this mean and how do I proceed?

Supporting Info:  A Every  PO  is created with a quantity pre-assigned to that PO.  Scheduler 
pulls the total quantity of the PO and searches within the application to ensure quantity is 
still available on the PO.  This message is simply telling the user that the available  quantity 
of the PO  has already been allocated.

Simply put, this PO is already in the system either saved or on another delivery.

The following pages describe how to research the PO to find where it is already scheduled.



FAQ:  Available  PO  Quantity is Zero

In this example, the user has attempted to create a delivery and the 

system errors showing the Available PO Quantity is Zero message.  The 

next step  is to search to either  find a delivery already scheduled or a 

delivery saved but  not  scheduled.  
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FAQ:  Available  PO  Quantity is Zero

In the Manage Delivery menu selection, click on 

Search Delivery.
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FAQ: Available  PO  Quantity is Zero

You can search by many criteria, so select the 

field of data you have by entering what you 

know.

EX: Enter your PO, or any of the fields to search. 

When you have finished your 

criteria, click search. 
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NOTE:  The  system will 
initially pull and display 
delivery based on a generic 
set  of criteria.  Data entered 
in the search fields narrow 
this generic display.



FAQ: Available  PO  Quantity is Zero

When the record that matches your  criteria 

appears, click on the delivery # to open the 

summary details of the appointment.  

You should  see the PO  already attached  to a 
delivery.
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Scheduler 2.0 - FAQ
Question:  I am trying to add a PO to an existing delivery, What are the steps to add a PO?

Supporting Info:   POs can generally be added to an existing  delivery if they have not already been scheduled.  Some 
caveats to this is if the case count on the new PO is greater than the case count of an existing PO on the delivery, the 
Inventory Type may change,  causing the system to require a reschedule.  If the PO is on another delivery, then the PO  
must be removed from the existing delivery before it can  be  added to a different one. 

EX 1:  PO has not  been entered into  Scheduler 2.0
Slides in this section assumes  the PO  is new and has not been used in any  other delivery.

EX 2:  PO is entered in another delivery along with other POs
This section assumes the PO is  in another delivery so we  must remove the PO  first, then add to another 
delivery

EX 3: PO is entered in another  delivery and is the only PO on that delivery
If the PO you want  to combine is  the single  PO on a delivery, then the entire Delivery should be canceled to 
allow the PO to be used in other deliveries.  See the section on Canceling a Delivery, then proceed to EX 1 in 
this section.
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FAQ:  Add a PO to Existing Delivery – Ex: 1

In the Manage Delivery menu selection, click on 

Search Delivery.
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NOTE:  Example 1 will show how to add an unused 

PO to an existing delivery



You can search by many criteria, so select the 

field of data you have by entering what you 

know.

EX: Enter your Delivery number, or any of the 

fields to search. 

When you have finished your 

criteria, click search. 

6/26/2019 Scheduler 2.0 FAQ 27

FAQ:  Add a PO to Existing Delivery – Ex: 1

NOTE:  The  system will 
initially pull and display 
delivery based on a generic 
set  of criteria.  Data entered 
in the search fields narrow 
this generic display.



When the record that matches your  criteria 

appears, click on the delivery # to open the 

summary details of the appointment.  
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FAQ:  Add a PO to Existing Delivery – Ex: 1



The summary detail page 

shows at a glance all 

portions  of the delivery 
information.  

1. Destination:

2. Load Details:

3. Delivery Details:

4. Shipment Details:

To add a PO, click on 

Modify.

1

2

3

4
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FAQ:  Add a PO to Existing Delivery – Ex: 1



The shipment details window appears with the list of POs on 

this  existing delivery.  

To add a PO, click  on Add Another  PO link.
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FAQ:  Add a PO to Existing Delivery – Ex: 1



A new row is  added where  the new PO  details can be 

entered.  When entering the case quantity,  pay close  

attention  to the  Selected Inventory Type at the top of  the 

Shipment Details window.  
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FAQ:  Add a PO to Existing Delivery – Ex: 1

1

1

Enter the new 
PO information 

in the row 

provided.  



Once  the 

new PO is 

entered 

and the 

inventory 

doesn’t 

change, 

click 
Submit.
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FAQ:  Add a PO to Existing Delivery – Ex: 1

The message stating ‘successfully 

modified’ will appear in the upper 

left corner  of the screen.  You  can 
now use the  search  features  to  

review  the changes.



FAQ:  Add a PO to Existing Delivery – Ex: 2

In the Manage Delivery menu selection, click on 

Search Delivery.

6/26/2019 Scheduler 2.0 FAQ 33

NOTE:  Example 2 will show how to remove a PO 

from a delivery where it can then be added 
following the steps as outlined in Example 1.



You can search by many criteria, so select the 

field of data you have by entering what you 

know.

EX: Enter your Delivery number, or any of the 

fields to search that contains the PO  you  want to 

use.

When you have finished your 

criteria, click search. 
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FAQ:  Add a PO to Existing Delivery – Ex: 2

NOTE:  The  system will 
initially pull and display 
delivery based on a generic 
set  of criteria.  Data entered 
in the search fields narrow 
this generic display.



When the record that matches your  criteria 

appears, click on the delivery # to open the 

summary details of the appointment.  
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FAQ:  Add a PO to Existing Delivery – Ex: 2



The summary detail page 

shows at a glance all 

portions  of the delivery 
information.  

1. Destination:

2. Load Details:

3. Delivery Details:

4. Shipment Details:

To modify the delivery  

information, click on 

Modify.

1

2

3

4

6/26/2019 Scheduler 2.0 FAQ 36

FAQ:  Add a PO to Existing Delivery – Ex: 2



The shipment details window appears with the list of POs on this  existing delivery.  

If your delivery has more  than ONE PO, and one of these POs is the one you want 

to move to  another  delivery, then remove this PO by  selecting the ‘-’ symbol.
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FAQ:  Add a PO to Existing Delivery – Ex: 2



The row adjacent to the ‘-’ symbol that was clicked is removed.  

Click on Submit to save your changes.

You  may  now go  back to Add a PO to an existing delivery per Example 1.0
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FAQ:  Add a PO to Existing Delivery – Ex: 2



Scheduler 2.0 - FAQ
Question:   How do I cancel a delivery?

Supporting Info:   A delivery may need to be canceled  for many reasons which 
will be described  throughout this document.  The steps following are the steps 
required to cancel a  delivery.
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FAQ:  Canceling a  Delivery

In the Manage Delivery menu selection, click on 

Search Delivery.
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You can search by many criteria, so select the 

field of data you have by entering what you 

know.

EX: Enter your Delivery number, or any of the 

fields to search. 

When you have finished your 

criteria, click search. 
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FAQ: Canceling a  Delivery

NOTE:  The  system will 
initially pull and display 
delivery based on a generic 
set  of criteria.  Data entered 
in the search fields narrow 
this generic display.



Verify the delivery number displayed  is the delivery  you wish to  cancel.   

When  verified, click  on the check (    )column to highlight  the delivery 

row.

Click on the red DELETE button  to cancel (remove) the delivery from the 

system.  A drop down will appear.  Select  a reason for the deletion, then 

hit Delete again.  It  will still be searchable by PO, but will be in Canceled 

status.
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FAQ: Canceling a  Delivery



Scheduler 2.0 - FAQ
Question:  How do I change from a Live to a Drop  or a  Drop  to a Live 
delivery?

Supporting Info:  Scheduler 2.0 uses assigned time slots for both Live (many 
time  slots) and Drop (typically 12am) loads.  In order to change, you  first 
select the  change (Live to Drop  or vice  versa), then go  back through the 
process of viewing the  calendar, selecting  a date, then the appropriate time 
IF required by the system.  

Keep in mind that the capacities for the new  type may have been reached, so 
the day/time may  or may not be available.
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FAQ:  Changing the Delivery type (Live or Drop)

After signing into the Scheduler 2.0 application, 

click  on Manage Delivery, then Search Delivery.
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FAQ:  Changing the Delivery type (Live or Drop)

You can search by many criteria, so select the 

field of data you have by entering what you 

know.

EX: You can enter a Delivery or a PO, or any of 

the fields to search. 

When you have finished your 

criteria, click search. 
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NOTE:  The  system will 
initially pull and display 
delivery based on a generic 
set  of criteria.  Data entered 
in the search fields narrow 
this generic display.



FAQ:  Changing the Delivery type (Live or Drop)

When the record that matches your  criteria 

appears, click on the delivery # to open the 

summary details of the appointment.

6/26/2019 Scheduler 2.0 FAQ 46



FAQ:  Changing the Delivery type (Live or Drop)

The summary detail page 

shows at a glance all 

portions  of the delivery 
information.  

1. Destination:

2. Load Details:

3. Delivery Details:

4. Shipment Details:

To edit the delivery, click 

on Modify.

1

2

3

4
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FAQ:  Changing the Delivery type (Live or Drop)

The modify selection 

allows  you  to move 

through the 4 details 

sections.   

Delivery Type 

changes are done 

in section 2.  

Click on 2. Load 

Details to bring up 

the load details edit 

screen .
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FAQ:  Changing the Delivery type (Live or Drop)

Click  on the 

drop  down 

arrow in the 

Delivery Type 

field and 

change to the 

appropriate one.
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FAQ:  Changing the Delivery type (Live or Drop)

Next, move back to 

the Shipment Details 

screen.
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Now that the type has  

changed, Click in the View 

Appointments button to review 

the calendar.

FAQ:  Changing the Delivery type (Live or Drop)
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The appointment Calendar will 

appear showing dates 

available.  Dates in blue have 

open times, those  in red have 

no times available.  Click on 

your  choice of date.

FAQ:  Changing the Delivery type (Live or Drop)
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Select your  time choice.  The 

box will  turn blue.  Then click  

on Submit.

Select the time that 

you would  like to use.  

Notice the button 

changes to indicate it  

has been clicked.  

Then hit  the Submit 

button.  NOTE:  Drops 

normally will have 

one  time slot, but it  

MUST be selected as 

part of the process.

FAQ:  Changing the Delivery type (Live or Drop)
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The successful response will appear showing delivery has  

been modified.

FAQ:  Changing the Delivery type (Live or Drop)



Scheduler 2.0 - FAQ
Question:  How do I change the case quantity on an existing 
delivery?

Supporting Info:  If you have a  need to change  the case quantity on 
an existing delivery, you can modify the Qty less than the PO 
quantity by simply changing the quantity field, and clicking on 
submit.  No other actions  should be required.
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FAQ:  Changing the Case Quantity on a Delivery

After signing into the Scheduler 2.0 application, 

click  on Manage Delivery, then Search Delivery.
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FAQ:  Changing the Case Quantity on a Delivery

You can search by many criteria, so select the 

field of data you have by entering what you 

know.

EX: You can enter a Delivery or a PO, or any of 

the fields to search. 

When you have finished your 

criteria, click search. 
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NOTE:  The  system will 
initially pull and display 
delivery based on a generic 
set  of criteria.  Data entered 
in the search fields narrow 
this generic display.



FAQ:  Changing the Case Quantity on a Delivery

When the record that matches your  criteria 

appears, click on the delivery # to open the 

summary details of the appointment.
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FAQ:  Changing the Case Quantity on a Delivery

The summary detail page 

shows at a glance all 

portions  of the delivery 
information.  

1. Destination:

2. Load Details:

3. Delivery Details:

4. Shipment Details:

To edit the delivery, click 

on Modify.

1

2

3

4
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FAQ:  Changing the Case Quantity on a Delivery

On the Shipment Details page, edit the case quantity 

to  the desired value, then click Submit.
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Scheduler 2.0 - FAQ
Question:  How do I reschedule an existing appointment?

Supporting Info:  
EX 1. If you have a  need to reschedule an existing appointment PRIOR to  the 
appointment, this can easily be done  by simply clicking on the view 
appointments button, selecting a new date and time, and clicking submit.  

EX 2. If the appointment  has passed but not marked as missed and the PO is still 
active, then the delivery must be unscheduled, then scheduled  according to 
existing process.
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FAQ:  Rescheduling a Delivery Prior  to Scheduled date

After signing into the Scheduler 2.0 application, 

click  on Manage Delivery, then Search Delivery.
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FAQ:  Rescheduling a Delivery Prior  to Scheduled date

You can search by many criteria, so select the 

field of data you have by entering what you 

know.

EX: You can enter a Delivery or a PO, or any of 

the fields to search. 

When you have finished your 

criteria, click search. 
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NOTE:  The  system will 
initially pull and display 
delivery based on a generic 
set  of criteria.  Data entered 
in the search fields narrow 
this generic display.



FAQ:  Rescheduling a Delivery Prior  to Scheduled date

When the record that matches your  criteria 

appears, click on the delivery # to open the 

summary details of the appointment.
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FAQ:  Rescheduling a Delivery Prior  to Scheduled date

The summary detail page 

shows at a glance all 

portions  of the delivery 
information.  

1. Destination:

2. Load Details:

3. Delivery Details:

4. Shipment Details:

To edit the delivery, click 

on Modify.

1

2

3

4
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FAQ:  Rescheduling a Delivery Prior  to Scheduled date

If your appointment 

date/time is still in the 

future, then you can 

simply select new by 

clicking on the View 

Appointment button.
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The appointment Calendar will 

appear showing dates 

available.  Dates in blue have 

open times, those  in red have 

no times available.  Click on 

your  choice of date.

FAQ:  Rescheduling a Delivery Prior  to Scheduled date
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Select your  time choice.  The 

box will  turn blue.  Then click  

on Submit.

Select the time that 

you would  like to use.  

Notice the button 

changes to indicate it  

has been clicked.  

Then hit  the Submit 

button.  NOTE:  Drops 

normally will have 

one  time slot, but it  

MUST be selected as 

part of the process.

FAQ:  Rescheduling a Delivery Prior  to Scheduled date
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The successful response will appear showing delivery has  

been modified.

FAQ:  Rescheduling a Delivery Prior  to Scheduled date



FAQ:  Rescheduling a Delivery that is past Scheduled date

After signing into the Scheduler 2.0 application, 

click  on Manage Delivery, then Search Delivery.
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FAQ:  Rescheduling a Delivery that is past Scheduled date

You can search by many criteria, so select the 

field of data you have by entering what you 

know.

EX: You can enter a Delivery or a PO, or any of 

the fields to search. 

When you have finished your 

criteria, click search. 
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NOTE:  The  system will 
initially pull and display 
delivery based on a generic 
set  of criteria.  Data entered 
in the search fields narrow 
this generic display.



FAQ:  Rescheduling a Delivery that is past Scheduled date

When the record that matches your  criteria 

appears, click on the delivery # to open the 

summary details of the appointment.
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FAQ:  Rescheduling a Delivery that is past Scheduled date

To reschedule a delivery 

that is past the 
appointment but  has not 

been marked as missed:

1. Record the PO 

number to use later 
for searching

2. Click on Unschedule.
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FAQ:  Rescheduling a Delivery that is past Scheduled date

Enter the PO you recorded previously to search 

for the now unscheduled delivery. 
When you have finished your 

criteria, click search. 
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FAQ:  Rescheduling a Delivery that is past Scheduled date

The unscheduled 

delivery will appear 

and show in Not 

Scheduled Status.  

Click on the 

delivery to bring up 

details  page.
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FAQ:  Rescheduling a Delivery that is past Scheduled date

Continue the process by 

clicking  on Modify.
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FAQ:  Rescheduling a Delivery that is past Scheduled date

Next, click  on View  

Appointments
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The appointment Calendar will 

appear showing dates 

available.  Dates in blue have 

open times, those  in red have 

no times available.  Click on 

your  choice of date.

FAQ:  Rescheduling a Delivery that is past Scheduled date
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Select your  time choice.  The 

box will  turn blue.  Then click  

on Submit.

Select the time that 

you would  like to 

reschedule to.  Notice 

the button changes 

to indicate it  has 

been clicked.  Then 

hit  the Submit button.  

FAQ:  Rescheduling a Delivery that is past Scheduled date
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The successful response will appear showing delivery has  

been scheduled.

FAQ:  Rescheduling a Delivery that is past Scheduled date


