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Introduction 
 
This document is a guide for Carriers and Vendors explaining how to schedule a delivery appointment using the 
One Network application. 
 

Appointment Scheduling 
 

1. Login to the One Network application. 
 

2. Use the search field to bring up your movement by using the movement, shipment or order number. 
 

3. Enter the number and press enter on your keyboard or click on the magnifying glass icon to search for 
your movement. 
 

4. If your search did not find your Shipment No, Order Ref No or Movement, check the following and retry: 
 
• Shipment and Order numbers are six-digit PO numbers and are required to have an asterisk (*) in front of the 

number.  Make sure the “Search By” field shows the correct type of number to be searched.  
 

                                        
 

• If searching by movement number, make sure the nine-digit number is entered.  The movement number is nine-
digits starting with a zero, i.e. 012345678.  An asterisk (*) can be used in place of the zero. 

 

• The search only looks for loads with a date within the last 30 days, unless you change the “Retrieve For” field to 
search further in the past. 
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Appointment Scheduling (continued) 
 

5. Click directly on [ Live ] under the Delivery column to open the appointment scheduling screen (see 
example).  If there is more than one PO on the load, you only need to click on Live once, not for each PO. 
 

                    
 

6. After clicking on [ Live ] the display will appear like the example below.  If delivery appointments are 
available, then a list of available appointments will display under Reservation Candidates, see arrow “B”.   
 

If one of the options is acceptable, click in the circle (known as a radio button) to select the desired start 
time, see arrow “B”.  Next click the “Save” button, see arrow “D”.  After clicking on “Save”, a success 
message will display with the reservation ID.  The reservation ID is also known as the appt confirmation 
number.  This indicates that the delivery appointment is scheduled. 

 

• The Target Date and Time (to search for an available appointment) can be changed by clicking on the calendar 
icon and the clock icon, see arrow “A”.  

 

• You can check for more available delivery appointments, in addition to what was displayed, by clicking on the 
button shown by arrow “C”.  This will display the next group of appointment options, if there are any available. 

 

• If no delivery appointment candidates are not available for the requested date/time, the display will not show any 
appointments.  Step 7, will explain what to do in that case. 
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Appointment Scheduling (continued) 
 

7. If delivery appointments are not available, the display will not show any Reservation Candidates. A message stating 
“No data found” will show, see arrow “1”.  You will need to submit a request for a delivery appointment by clicking on 
the “Request Appointment” button, see arrow “2”. Note: If appointments are available for the target date and one 
of those is not chosen, by submitting a manual request using the “Request Appointment” button a $100.00 
fee will be charged per the Albertsons Vendor Compliance Program. 

 

                   
 

8. When you click on the Request Appointment button, a pop-up display will appear.  Most of the information needed will 
be auto-populated for you.  Check it to make sure it is correct.  The date and time for the delivery appointment can be 
changed by using the calendar and clock icons.  Enter your phone number in the Phone Number field.  Enter your 
email address in the Notification field.  A “request submitted” email will go this email address.  The comment field 
requires an entry, you may type anything in this field you would like for the appointment scheduler to know.  Nothing 
specific goes in this field, a simple “Thank you” will work.  Click on the “Create” button and a new pop-up “Success” 
will show stating a request has been sent.  Click “OK” to complete.  
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Appointment Scheduling (continued) 
 

9. After clicking “OK” on the successful request for a delivery appointment, an indicator will appear under the 
flag column on your shipment summary.  If you hover the cursor over it, it will show that an appointment 
request has been sent.  Only one appointment request can be sent per shipment, or movement/load. 

 
 

                                          
10. The appointment request will show under History.  Click on the “H” under the column heading Links.  You 

will see a record of the request as “Appointment Request Created” under the Action Name heading.  See 
the examples below. 
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Appointment Scheduling (continued) 
 
 

11. An email notification will be sent by the DC scheduler once the delivery appointment is scheduled with 
your confirmation detail.  Please see the example email notification below. 

 
                         

 
 
 
 
 
 
 
 

END 


