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Browsers:

The two latest major versions of the following browsers are supported:
e Chrome
e Edge/Edge (Chromium)
e Firefox
e Safari

For security reasons, C3 recommends staying on the latest version of any browser you use.

*Subject to change.

1. Go to:
2. Enter the Username and Password you were provided (note -
& |jser Name
that passwords are case-sensitive).

3. Click the Login button to access the home page.

ﬂ Password
Forgot your password? _
Click the Forgot? link, enter your username and email address to Forgot your password? | Need help?

receive a temporary password by email.

Once in C3 Hub, you will have the option to personalize your layout and theme:

Reservations PurchaseOrders Q, &
Reservations Purchase Orders Q a R

tm replaceclientname@gmail.com

replaceclientname@gmail.com

ding Appointm

StateExecution (0, 1 (0,

() Dark Theme () Dark Theme »
O wobile Layout $ [ Mobile Layout »
- A

@ Password Change @ Password Change

2] Logout 5] Logout
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Pending Reservations (2) Incoming Reservations (4) QY

Filters:  StateExecution (0/6)  Type (0/6) A/ Filters: StateExecution (0/6)  Type (0/6) v

I SCHEDULED 10063662

1 Delivery 10064780 Delivery
Scheduled Date: 10/26/2020 06:15 AM 392939 OwnFlest  Scheduied Date: 10/27/2020 08:00 AM

SCHEDULED 10065670 Delivery
937282 Scheduled Date: 10ks/2020 0615 A |

828 DHL

Deivery
Xt scheduled Date: 11/12/202006:00./

&
‘Scheduled Date- 10/26/2020 06:15 AM

10065696,

Deivery
251706 ‘Scheduled Dater 10/26/2020 07:15 AM

PSR rescones QL &

On Site Reservations (3) Standing Appointments (2) (o ¢

Filters:  StateExecution (0/6)  Type (0/6) W Filters: StateExecution (0/6)  Type (0/2) v

10062867 g Dalivery Site2 - RSVN - Main Whoo SESISDRRINENN
848935 ‘Scheduled Date: 10/20/2020 09:00 AM
10062990

Delivery
849782 JB.Humt  Scheduied Date: 10/20/2020 07:00 AM

10064806

2 Delivery
660453 Knight Transportation Scheduled Date: 10/20/2020 0(

1. Your active appointments and unconfirmed standing appointments (today and next month).

2. Action buttons to amend or cancel the selected appointment.

3. Filter fields - type in characters to narrow down the list of appointments or POs (e.g. supplier,

Ref#, SITE)

Click the ( T ) icon next to a column name for more criteria (e.g. by date range)
4., Search feature — Type in a PO# to find an appointment (including past and cancelled ones).

Pre-select one or multiple POs from the bottom portion
of the screen and click on Assemble > New Reservation.

Or Click on the New button of the bottom left section
(to start with a blank screen and select POs from there).

Delivry - Site 2. RSVN

st Des
PO Hoader Information Delivery: Site 2-RSVN
et

Reservation Detalls

8. Hur Detas

Other Options

qAddae
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Step 1 - What: whether you had selected POs before entering the screen, you can add them
here.

e Shipment Details: Type in a PO # and click the Add PO button. --- Repeat for all POs on the
same trailer.

e Reservation Details: optionally select a Carrier and add comments. Please ensure to add all
known relevant information e.g. Trailer number. (You can always add information at a later time;
however this information will help the SITE’s in through the receiving process)

e Click on the Next Step arrow button.

Step 2 - Where: No action required — step to confirm SITE name and delivery address based
on selected POs.

e Click on the Next Step arrow button.

Step 3 - When:

e Use the Calendar button to select a date.

o Times available for that date will be listed on the right; each with a status: 'Available’,
'Standing Appointment' or 'Limited Availability'. If the schedule is full for the date you
wish to request, there will be no appointment times showing available.

e Select on a time and click on the Request button.

o Back in the home screen, the appointment.

2.1 Approval Process

Your appointment request will be sent to the scheduling in team for approval
and will appear with a 'Pending Approval' (yellow) status on the list.

Once it is approved:

Subject: Reservation Approval: on for
Company’

e Your appointment will turn green. © Reservations

Hi,

e You will receive an email confirmation.
This is to confirm the appaintment you have requested for the site has been approved.

e The system generates a unique 'Reference #' for

Appointment Details: E E.I E
. Date: L]
each appointment. Site: P =
. . . . Dl Address: 1751 Richardson, QC, H3K 1G6
It will appear on your email confirmations and e [=]
N Supplier:
can be used as a search filter. Appointment :
Pallets:
Cases:
. . . Units:
° If your request is rejected by the scheduling Comment:
team, you will receive an email with instructions. g smtest casoiutons.com/aaiderma
e If your request is approved for a different -
est regaras,
date/time than what you had requested, the compaty

email confirmation will clearly indicate the new
proposed time.
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Standing Appointments (2)
ype (0/6) Lv3 Filters: StateExecution (0/6) Type (0/2)

Delivery NOT BOOKED Site 2 - RSVN - Main Whse | SEREIREEONEE
Scheduled Date: 10/20/2020 09:00 AM Campbell-3707

Campbell-3715

o % I NOT BOOKED Site 2 - RSVN - Main Whse [ SERGINEADSORTSIE

1.  Select the standing appointment (from the standing appointment list) and click on the Book
button.
2. Fill out the PO and appointment details as described in the section above.
3. When done, click on the Request button.
Back in the home screen, the appointment will show as Requested (yellow) with a reference #
and will be reviewed by the scheduling team.
a. You will receive an email notification indicating whether it was accepted or rejected.
b. You can also cancel a standing appointment by selecting the Cancel button.

i te 2- RS Delivery
e Select the appointment in the list. : e

e Click on the Amend button.

From the What step: adjust the list of POs and pallet counts.
From the When step:

e Slide the Select Requested Date & Time button from No to Yes.
e Select the new date and time for the delivery appointment.
o As for the new appointment process, times will be listed with an availability status.

e When done making all your changes, click on the Amend button (bottom right).
e Select a reason code and enter a comment to justify your change request.
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e Click on the Amend button to save your request.

e Back in the home screen, the appointment now appears with an orange status bar.

e The scheduling team will have visibility on your change request.

You will receive an email notification indicating whether it was accepted or rejected.

4. CoLor CoDES

10065670
PO # 937282 Carrier

APPROVED 10065696 .

Approved Appointment
PP PP PO #: 251706 Carrier

PEMDING APPROVAL 10065712 :

A A i
mended Appointment PO # 1453094 Carrier DHL

Campbell-3707

Approved Standing BOOKED
Appointment Campbell-3707
Completed Appointment ARRIVED 10064806
(Arrived) PO #: 660453 Carrier

UMLOADED 10064806
PO #: 660453 Carrier: b

AT DOOR 10064806
PO #: 660453 Carrier

At-Door Appointment

C3 Reservations User Guide for Carriers and Suppliers

Yellow status bar
Appointment waiting for the scheduling
team’s approval.

Green status bar (and reference #)
Approved appointment

Pale Orange status bar
Change requested for approved
appointment (pending approval).

Blue status bar
Standing appointment that still needs to
be confirmed or cancelled.

Green status bar (with blue line)
Standing appointment that has been
confirmed.

Dark Blue status bar

Appointment that has been flagged as
Arrived

(by the SITE)

Light purple status bar

Appointment that has been flagged as
Late

(by the SYSTEM)

Light teal status bar

Appointment that has been flagged as At
Door
(by the SITE)
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q Grey status bar
Completed Appointment COMPLETED 10062930 Appointment that has been flagged as

(Received) PO #: 849782 Carrier: J.B Received (by the SITE)

Red status bar
3 2 .
I(;anc.ellted ort No Show CANCELLED 1 Canctillidhby gendofrl/sé;hzdullr':lg t::m or
ppointmen e one that has been flagged as No Show.
PO #: 848935 Double-click appointment for details.

1. Click on the ( Q ) icon to open the search bar.

2. Select a search mode: ( E ) to search for El
the PO itself or ( @ ) to search for an
appointment. 0054780 g
3. Type in a reference/PO# and hit ENTER to ® = . & kA
initiate the search. (You can use * as a wild
card if you only have the beginning/ending of APPROVED 10064780 10/27/2020 08:00 AM PEHETE
your number i.e: *3030 OR 10* to find the Campbell FO # 392939 Carrier: Own Fleet

below reservation).

The matching POs or appointment(s) will be listed.

Double-click on a PO/Appointment (or select it and click on the ( i ) icon) to view its details.

1. From the Purchase Order view.

ReservationhPumhase Orders Reports Q -

2. Select the Not Booked filter from the criteria on the left. And
hit Search from the bottom left of the page.

Warehouse -
Not Booked v X
EDD
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3. Once you've selected one or many POs you can create

your reservation by clicking on Assemble and then New

Reservation from the bottom right of the page.

7. LogGING OuT

To log out of the application, open the side
click on v and then Logout:
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Assemble Mew Reservation
[t
C ]
Reservations Purchase Orders Q - menu,

. -

Supplier 3
replaceclientname@gmail.com

iding Appointm

f Preferences

StateExecution (0,

Q) Dark Theme
ORE | D Mobile Layout
mpbell-3707
T BOOKED s
mpbell-3715 @ Password Change
E Logout
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