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myUNFI: Carrier Appointments Module Overview and Benefits 
 
The Carrier Appointments application within myUNFI will provide you with the following 
enhancements to your current appointment management process: 

 
Improved Appointment Visibility – The appointment module will provide the ability to 
view standing, pending, scheduled, and past appointments. Improved visibility will 
provide a better understanding of your business with UNFI. 
 
Automated Appointment Set-up – The appointment module will enable you to submit 
load information through myUNFI and receive an immediate response with available 
appointment times. Selecting one of the options will provide UNFI’s Inbound Logistics 
(IBL) team with an appointment request. If the appointment time is available, the IBL 
team can simply accept the request, generating an automated email confirmation, and 
publish the appointment in the Upcoming tab of your dashboard. 
 
Reschedule a Confirmed Appointment – The appointment module will allow you to 
reschedule a confirmed appointment, add or remove POs, update carrier contact, and 
select an alternative delivery date.  
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myUNFI: Appointment Module for Carriers 
 

Request Access to the myUNFI 
 

Carrier Self Enrollment Form 
 
Carrier Self Enrollment Form is available from the main myUNFI.com login page by clicking here 

under the login button. 
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Carrier Sign-Up 
 

1. Select Carrier user type and click the Start Sign-Up button to begin the myUNFI sign-
up. 
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2. Fill out the User Information section. All fields are required unless labeled as optional. 
 

 
 

3. Fill out the Create Login ID section. 
 

 
 

NOTE: The system will check to verify your requested ID does not exist upon submission. 
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4. Fill out the Carrier Information section. All fields are required unless labeled as optional. 
 

 
 

5. Complete the reCAPTCHA and click the Sign Up for myUNFI button. 
 

 
 

NOTE: If the button remains grey, a required field(s) is incomplete. 
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Check your inbox for a myUNFI Carrier Access Request Confirmation email. 
 
 

Account Creation 
 
Upon submission your request will be routed for approval before you can create your account. 
Once your account has been approved by UNFI, you will receive an email from no-
reply@unfi.com to complete your registration.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:no-reply@unfi.com
mailto:no-reply@unfi.com
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Logging into myUNFI 
 

myUNFI Carrier Dashboard 
 
After logging into myUNFI, you are directed to your main landing page: The Carrier Dashboard. 
This is a customizable page specific to our Carrier Community.  
 

 
 

1. Log Out is located by clicking on your Name in the top right corner. 
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2. Favorites is a central block that allows you to select and display your most used 
applications. Your first login will load with a blank Favorite Tools section. 

 

 
 

3. DC Hours and Information widget displays the selected information for the UNFI 
Distribution Center (DC). 

 

 
 

4. Tools & Resources are combined to incorporate all your needs in one location. 
 

5. Help & Support replaced Customer Care to be more inclusive. 
 

6. Training & Publications is a new and direct connection to the most up-to-date training 
and resources available on Zendesk. 
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Carrier Appointments Module Overview 
 
After navigating to your Carrier Appointments Dashboard, your screen will display available 
load and appointment information.  
 
Your tabs may appear different than the example given depending on your Carrier type. For 
example, your company may not have “standing appointments” at any of the UNFI DCs; 
therefore, your Standing tab will be blank. 
 

1. If you are associated to multiple Carrier Companies, you can switch Carriers in My 

Profile after clicking on See My Carrier button. 
 

After release on 10/26/2024

 
 

After release on 10/26/2024 

 
 

2. Your myUNFI main header remains with your currently selected Carrier shown. 
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3. Load tab displays offered loads available to be scheduled for delivery to a designated 
UNFI DC(s). 

 
After release on 10/26/2024 

 
 

4. Standing tab lists all available reoccurring appointments for specific UNFI DCs.  
 
NOTE: Purchase Orders can be added to Standing Appointments. New Standing Appointments can only be created 
by emailing a Master Scheduler. 

 
After release on 10/26/2024 
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5. Pending tab displays requested appointment information prior to being confirmed by 
the Inbound Logistics (IBL) team. 

 
After release on 10/26/2024 

 
 

6. Upcoming tab displays all confirmed appointments. 
 

After release on 10/26/2024 
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7. Past tab displays previous landed, scheduled, and canceled appointments within the 
past 6 months. 

 
After release on 10/26/2024 
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Create an Appointment for Vendor Ship POs (VSP) 
 

1. On the main Carrier Appointments Dashboard click the New Appointment + button. 
 

After release on 10/26/2024

 
 

2. On the Create Appointment screen, you will select the following: 
o Carrier Contact 
o Destination Distribution Center 
o POs using the Select POs accordion and Selected POs accordion 

o Load Type 

o Appointment Slot “MM/DD/YYYY HH:MM:SS AM/PM” using radio button 
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After release on 1/16/2025 

 
 

3. If needed, click the Reset all option at the top right-hand corner of the Create 

Appointment screen, which will reset the following selections: Carrier Contact, 
Destination Distribution Center, Select POs accordion, Selected POs accordion, 
Select Load Type, Search for Appointments on or Next Available from, 
appointment slots “MM/DD/YYYY HH:MM:SS AM/PM”, and Comments. 

o New Enhancement: Ability to reset selections made on the Create Appointment screen. 

 
4. Choose a Carrier Contact from the dropdown list. 

o New Enhancement: Ability to type to search for a Carrier Contact along with previous 
ability to scroll through list of options. 

 
After release on 10/26/2024 
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5. Choose a UNFI Destination Distribution Center from the dropdown list. This selection 
will load available POs based on the DC chosen. 

o New Enhancement: Ability to type to search for a Destination Distribution Center along 
with previous ability to scroll through list of options. 

 
After release on 10/26/2024 

    
 

6. In the Select POs accordion, select one or more POs to add to your appointment. 
o You can search for multiple POs at a time by entering PO numbers separated by 

commas in the search bar called Search PO #s... (i.e. 48194071, 48194380). 
• New Enhancement: Increased the character limit of search bar called Search 

PO #s... from 30 characters to 200 characters. 

o Selected POs will appear on the table within the Selected POs accordion. You 
can click on the X to remove a PO from your appointment. 
 

After release on 1/16/2025 
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7. Choose a Load Type from the dropdown list. 
 

After release on 11/13/2024 

 
 

8. Select a date option from the Search for Appointments on or Next Available from 
dropdown, which causes multiple appointment slots “MM/DD/YYYY HH:MM:SS 
AM/PM” to appear.  

o New Feature: “Search for Appointments on or Next Available from” field 
o New Feature: Preferred date will appear with “(preferred)” on the right-side of the date 

(MM/DD/YYYY).  
▪ If the preferred date is in the past, then the dropdown options will be dates 

after preferred date. 
▪ If the preferred date is the current date, then there will be dropdown options 

starting with tomorrow’s date. 
▪ If the preferred date is in the near future, then dropdown options will appear in 

this order: dates prior to preferred date, preferred date, and dates after 
preferred date. 
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▪ If the preferred date is in the distant future, then dropdown options will appear 
in this order: preferred date and dates starting with tomorrow’s date. 
 

NOTE: The current date will not be a dropdown option in the “Search for Appointments on or Next 
Available from” field. 

 
After release on 11/13/2024 

Example with Preferred Date in the past 

 
 

Example with Preferred Date in the near future 
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Example with Preferred Date in the future 

 
 

9. View Receiving Hours information populated below Next Available Appointment 
title. 

o New Enhancement: Receiving Hours information included on Create Appointment 
screen, Schedule Load screen, and Reschedule Appointment screen. 

 
NOTE: “N/A” will appear if Receiving Hours information is not available. 

 
After release on 11/13/2024 

Example with Receiving Hours information available 
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Example with Receiving Hours information not available 

 
 

10. Click the radio button next to the appointment slot “MM/DD/YYYY HH:MM:SS AM/PM” 
that you desire the load to be delivered on. 
 

11. Type in any related information into the Comments textbox (optional). 
 
NOTE: If desired date and time is not available as an appointment slot “MM/DD/YYYY HH:MM:SS 
AM/PM”, then kindly type your desired date and time into the Comments textbox (in addition to clicking 
on one of the radio buttons for an appointment slot). 
 

12. Click the Cancel button to exit or the Confirm button to submit. 
o New Enhancement: Confirm button enabled once the following are completed: 1) 

Carrier Contact is selected; 2) Destination Distribution Center is selected; 3) PO(s) is 
selected via “Select POs” accordion and “Selected POs” accordion; 4) Load Type is 
selected; 5) date is selected via “Search for Appointments on or Next Available from” 
field 6) radio button for an appointment slot “MM/DD/YYYY HH:MM:SS AM/PM” is 
selected. 
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After release on 1/16/2025 

 
 

13. If the Cancel button is clicked (after one or more changes have been made on the 
Create Appointment screen), then the Unconfirmed Appointment modal will appear. 

o New Enhancement: Unconfirmed Appointment modal implemented on the Create 
Appointment screen, Schedule Load screen, and Appointment screen accessed via 
Standing tab. 
 

After release on 1/16/2025 
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Important Notes about Requested Appointments: 

• At this step, the appointment is not confirmed. 

• A member of UNFI’s Inbound Logistics (IBL) team will review the appointment 
request and send a confirmation message from the following email: 
TMSApp@unfi.com.  

• In the event the appointment time is not available, you will receive a second email 
notification with a rescheduled delivery time. 

• If you do not receive an email within (1) one business day, check the Upcoming tab to 
see if the appointment was successfully scheduled. 

• If the appointment is not scheduled, please contact your DC’s Master Scheduler. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:TMSApp@unfi.com
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Accept a Load 

 
1. On the Load tab, search for a load by typing the Load ID# into the search box and 

hitting enter. 
 

After release on 11/13/2024 

 
 

2. Once you have located the load, click the Accept button. 
 

3. In the Accept Load modal, provide any related comments to accepting the load 
(optional).   

 
After release on 10/26/2024 

 
 

4. Click the Cancel button to exit or Confirm button to submit. 
 
NOTE: If there is critical information that you want to relay, reach out to a UNFI Master Scheduler directly. 
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Reject a Load 
 

1. On the Load tab, search for a load by typing the Load ID# into the search box and 
hitting enter. 
 

After release on 11/13/2024 

 
 

2. Once you have located the load, click the Reject button. 
 

3. In the Reject Load modal, select a reason for rejecting the load (required). 
 

After release on 10/26/2024 

    
 

4. Provide any related comments to rejecting the load (optional).   
 

5. Click the Cancel button to exit or Confirm button to submit. 
 

NOTE: If there is critical information that you want to relay, reach out to a UNFI Master Scheduler directly. 
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Create an Appointment for Collect Load 
 

1. On the Load tab, search for a load by typing the Load ID# into the search box and 
hitting enter. 

 
After release on 11/13/2024 

 
 

2. Once you have located the load, click the Schedule Load button to schedule a time 
slot. 
 

3. On the Schedule Load screen, you will select the following: 
o Carrier Contact 

▪ New feature: Ability to type to search for a Carrier Contact along with previous 
ability to scroll through list of options. 

o Load Type 
o Appointment Slot “MM/DD/YYYY HH:MM:SS AM/PM” using radio button 



 

-

 
 

After release on 1/16/2025 

 
 

  
 

4. If needed, click the Reset all option at the top right-hand corner of the Create 

Appointment screen, which will reset the following: Carrier Contact, Load Type, 
Search for Appointments on or Next Available from, appointment slots 
“MM/DD/YYYY HH:MM:SS AM/PM”, and Comments. 

o New Enhancement: Ability to reset selections made on the Schedule Load screen. 
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5. Select a date option from the Search for Appointments on or Next Available from 
dropdown, which causes appointment slots “MM/DD/YYYY HH:MM:SS AM/PM” to 
appear.  

o New Feature: “Search for Appointments on or Next Available from” field 
o New Feature: Preferred date will appear with “(preferred)” on the right-side of the date 

(MM/DD/YYYY).  
▪ If the preferred date is in the past, then the dropdown options will be dates 

after preferred date. 
▪ If the preferred date is the current date, then there will be dropdown options 

starting with tomorrow’s date. 
▪ If the preferred date is in the near future, then dropdown options will appear in 

this order: dates prior to preferred date, preferred date, and dates after 
preferred date. 

▪ If the preferred date is in the distant future, then dropdown options will appear 
in this order: preferred date and dates starting with tomorrow’s date. 
 

NOTE: The current date will not be a dropdown option in the “Search for Appointments on or Next 
Available from” field. 

 
6. Click the radio button next to the appointment slot “MM/DD/YYYY HH:MM:SS AM/PM” 

that you desire the load to be delivered on. 

 
After release on 1/16/2025 
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7. View Receiving Hours information populated below Next Available Appointment 
title. 

o New Enhancement: Receiving Hours information included on Create Appointment 
screen, Schedule Load screen, and Reschedule Appointment screen. 
 

NOTE: “N/A” will appear if Receiving Hours information is not available. 

 

8. Type in any related information into the Comments textbox (optional). 
 

NOTE: If desired date and time is not available as an appointment slot “MM/DD/YYYY HH:MM:SS 
AM/PM”, then kindly type your desired date and time into the Comments textbox (in addition to clicking 
on one of the radio buttons for an appointment slot). 

 
9. Click the Cancel button to exit or the Confirm button to submit. 

o New Enhancement: Confirm button enabled once the following are completed: 1) 
Carrier Contact is selected; 2) Load Type is selected; 3) date is selected via “Search for 
Appointments on or Next Available from” field 4) radio button for an appointment slot 
“MM/DD/YYYY HH:MM:SS AM/PM” is selected. 

 
After release on 1/16/2025 
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10. If the Cancel button is clicked (after one or more changes have been made on the 
Create Appointment screen), then the Unconfirmed Appointment modal will appear. 

o New Enhancement: Unconfirmed Appointment modal implemented on the Schedule 
Load screen, Create Appointment screen, and Appointment screen accessed via 
Standing tab. 

After release on 11/13/2024 

 
 

Important Notes about Requested Appointments: 

• At this step, the appointment is not confirmed. 

• A member of UNFI’s Inbound Logistics (IBL) team will review the appointment 
request and send a confirmation message from the following email: 
TMSApp@unfi.com. 

• In the event the appointment time is not available, you will receive a second email 
notification with a rescheduled delivery time. 

• If you do not receive an email within (1) one business day, check the Upcoming tab to 
see if the appointment was successfully scheduled. 

• If the appointment is not scheduled, please contact your DC’s Master Scheduler. 
 
 
 
 
 
 
 

mailto:TMSApp@unfi.com
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View Standing Appointments 
 

1. On the Standing tab, you will see available reoccurring appointments for specific UNFI 
DCs. 

 
After release on 10/26/2024 

 
 

2. You can review the date and time that standing appointment is scheduled for, 
Destination DC, number of pallets, weight, cubes, protection level, and submitted 
comments. 
 

3. Search for a standing appointment within the Standing tab by typing the Appt ID# into 
the search box and hitting enter. 

 
4. Filter standing appointments by clicking on the Refine button, which causes the Refine 

modal to appear:  
a. Search by Start Date 
b. Search by End Date 
c. Search by Distribution Center 

▪ New Enhancement: Ability to type to search for a DC along with previous ability 
to scroll through list of options. 

 
 



 

-

 
 

After release on 10/26/2024 

    

 
 

5. Click on the Apply button on the Refine modal. 
 

6. Click on Clear all to start over. 
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View Standing Appointment: View Appointment Details 
 

NOTE: This process applies to Standing Appointments. 

 
1. Locate the appointment to view the details and click on the Appt ID#. 

 
2. On the Appointment screen, you can view the appointment details, such as: Details 

section, appointment history, and email history. 

 
After release on 1/16/2025 

 
 

3. On the Appointment screen (accessed via the Standing tab), you can select the 
following:  

o Load Type 
o Carrier Contact 
o POs using the Select POs accordion and Selected POs accordion 
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After release on 1/16/2025 

 
 

4. If needed, click on Clear all option located below the Details section on the right-hand 

corner of the Appointment screen (accessed via the Standing tab). 
o New Enhancement: Ability to clear selections made for fields. 

 

5. Click on the + Add POs button, which causes the Select POs accordion and Selected 

POs accordion to appear. 

 
After release on 1/16/2025 
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6. Expand Select POs accordion and Selected POs accordion to manage POs. 

o You can search for multiple POs at a time by entering PO numbers separated by 
commas in the search bar called Search PO #s... (i.e. 48194071, 48194380). 

• New Enhancement: Increased the character limit of search bar called Search 

PO #s... from 30 characters to 200 characters. 

o Selected POs will appear on the table within the Selected POs accordion. You 
can click on the X to remove a PO from your appointment. 

  

7. Type in any related information into the Comments textbox (optional). 
 

8. Expand Appointment History accordion to view action history. 
 

9. Expand Appointment Email History accordion to view emails’ timestamps. 
 

10. Click the Cancel button to exit or the Confirm button to submit. 
o New Enhancement: Confirm button enabled once the following are completed: 1) Load 

Type is selected; 2) Carrier Contact is selected; 3) PO(s) is selected via the “Select POs” 
accordion and “Selected POs” accordion. 
 

After release on 1/16/2025 
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11. If the Cancel button is clicked (after one or more changes have been made on the 
Appointment screen (accessed via the Standing tab), then the Unconfirmed 

Appointment modal will appear. 
o New Enhancement: Unconfirmed Appointment modal implemented on the 

Appointment screen accessed via Standing tab, Create Appointment screen, and 
Schedule Load screen. 

 
After release on 11/13/2024 
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View Pending Appointments 

 
NOTE: Appointments seen in the Pending tab are not confirmed. 

 
1. On the Pending tab, you will see requested appointments that have not been 

confirmed yet. 
 

After release on 10/26/2024 

 
 

2. You can review the date and time for the pending appointment, Destination DC, number 
of pallets, weight, cubes, protection level, submitted comments, date and time pending 
appointment was submitted. 
 

3. Search for a pending appointment within the Pending tab by typing the Appt ID# into 
the search box and hitting enter. 
 

4. Filter pending appointments by clicking on the Refine button, which causes the Refine 
modal to appear. 

a. Search by Start Date 
b. Search by End Date 
c. Search by Distribution Center 

▪ New Enhancement: Ability to type to search for a DC along with previous ability 
to scroll through list of options. 
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After release on 10/26/2024 

    

 
 

5. Click on the Apply button on the Refine modal. 
 

6. Click on Clear all to start over. 
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View Confirmed Appointments 

 
NOTE: Appointments will not be visible in the Upcoming tab until UNFI has accepted or rescheduled the 
appointment. 

 
1. On the Upcoming tab, you will see confirmed appointments. 

 
After release on 10/26/2024 

 
 

2. You can review the date and time of the confirmed appointment, Destination DC, 
number of pallets, weight, cubs, protection level, and submitted comments. 
 

3. Search for a confirmed appointment within the Upcoming tab by typing the Appt ID# 

into the search box and hitting enter. 
 

4. Filter confirmed appointments by clicking on the Refine button, which causes the 
Refine modal to appear. 

a. Search by Start Date 
b. Search by End Date 
c. Search by Distribution Center 

▪ New Enhancement: Ability to type to search for a DC along with previous ability 
to scroll through list of options. 

 
 



 

-

 
 

 
After release on 10/26/2024 

     
 

5. Click on the Apply button on the Refine modal. 
 

6. Click on Clear all to start over. 
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Reschedule an Appointment 
 

1. On the Upcoming tab, search for your confirmed appointment. 
 

2. Once you have located the appointment, click the Reschedule button. 
 
NOTE: Reschedules are no longer limited to one instance. Users can request unlimited reschedules.  

 
3. On the Reschedule Appointment screen, you can change the following: 

a. Carrier Contact 
b. POs using the Select POs accordion and Selected POs accordion 
c. Load Type 
d. Appointment Slot “MM/DD/YYYY HH:MM:SS AM/PM” using radio button 

 
NOTE: The Select POs accordion appears along with Selected POs accordion (with the ability to remove 

 POs) when a Load ID# does not exist. The Selected POs accordion appears alone (without the ability to 

 remove POs) when a Load ID# does exist. 

 

After release on 1/16/2025 
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4. If needed, click on Reset all option located on the top right-hand corner of the 
Reschedule Appointment screen. 

o New Enhancement: Ability to clear selections made for fields. 

 
NOTE: If changes are made to pre-populated “Carrier Contact” field and pre-populated “Selected POs” 

 accordion and the Reset all option is clicked, then the Reschedule Appointment screen will reload with 

 original values for both. 

 
5. Ability to select a different Carrier Contact from the dropdown list. 

o New Enhancement: Ability to type to search for a Carrier Contact along with previous 
ability to scroll through list of options. 
 

6. In the Select POs accordion, select one or more POs to add to your appointment. 
a. You can search for multiple POs at a time by entering PO numbers separated by 

commas in the search bar called Search PO #s... (i.e. 48194071, 48194380). 
• New Enhancement: Increased the character limit of search bar called Search 

PO #s... from 30 characters to 200 characters. 

b. Selected POs will appear on the table within the Selected POs accordion. You 
can click on the X to remove a PO from your appointment. 
 

7. View information in Details section, such as: ID, Status, Appointment Date, Load Type, 
Load Number, Distribution Center, Dock, and Receiving Hours.  
 

8. Scroll down to see Request Another Time Slot (optional) accordion and choose a 
Load Type from the dropdown list. 

o New Enhancement: Request Another Time Slot (optional) accordion will be open with 
“Select Load Type” field visible. 

 
After release on 1/16/2025 
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9. Select a date option from the Search for Appointments on or Next Available from 
dropdown, which causes multiple appointment slots “MM/DD/YYYY HH:MM:SS 
AM/PM” to appear.  

o New Feature: “Search for Appointments on or Next Available from” field 
o New Feature: Preferred date will appear with “(preferred)” on the right-side of the date 

(MM/DD/YYYY).  
▪ If the preferred date is in the past, then the dropdown options will be dates 

after preferred date. 
▪ If the preferred date is the current date, then there will be dropdown options 

starting with tomorrow’s date. 
▪ If the preferred date is in the near future, then dropdown options will appear in 

this order: dates prior to preferred date, preferred date, and dates after 
preferred date. 

▪ If the preferred date is in the distant future, then dropdown options will appear 
in this order: preferred date and dates starting with tomorrow’s date. 

 
NOTE: The current date will not be a dropdown option in the “Search for Appointments on or Next 
Available from” field. 
 

After release on 1/16/2025 
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10. View Receiving Hours information populated below Next Available Appointment 
title. 

o New Enhancement: Receiving Hours information included on Create Appointment 
screen, Schedule Load screen, and Reschedule Appointment screen. 
 

NOTE: “N/A” will appear if Receiving Hours information is not available. 

 
After release on 1/16/2025 

 
 

11. Click the radio button next to the appointment slot “MM/DD/YYYY HH:MM:SS AM/PM” 
that you desire for your rescheduled appointment (if necessary). 
 
NOTE: Selecting a date under “Search for Appointments on or Next Available from” field and clicking on a 

 radio button for an appointment slot “MM/DD/YYYY HH:MM:SS AM/PM” are not required on the 
Reschedule Appointments screen as changes to an appointment may not be related to requesting another 

 time slot. 

 
12. Type in any related information into the Comments textbox (conditional). 

 
NOTE: Comments textbox is required when appointment slot “MM/DD/YYYY HH:MM:SS AM/PM” is 
selected. Also, if desired date and time is not available as an appointment slot “MM/DD/YYYY HH:MM:SS 
AM/PM”, then kindly type your desired date and time into the Comments textbox (in addition to clicking 
on one of the radio buttons for an appointment slot). 
 
 
 



 

-

 
 

13. Click the Cancel button to exit or the Confirm button to submit. 
a. New Enhancement: Confirm button will be disabled until a Carrier Contact is selected (if 

missing) and Load Type is selected.  
 

NOTE: Selecting a date under “Search for Appointments on or Next Available from” field and clicking on a 
 radio button for an appointment slot “MM/DD/YYYY HH:MM:SS AM/PM” are not required on the  
 Reschedule Appointments screen as changes to an appointment may not be related to requesting another 
 time slot. 

 

14. If the Cancel button is clicked (after one or more changes have been made on the 
Reschedule Appointment screen), then the Unconfirmed Changes modal will 
appear. 

a. New Enhancement: Unconfirmed Changes modal implemented on the Reschedule 
Appointment screen. 
 

After release on 11/13/2024 

 
 

 
Important Notes about Requested Appointments: 

• At this step, the appointment is not confirmed. 

• A member of UNFI’s Inbound Logistics (IBL) team will review the appointment 
request and send a confirmation message from the following email: 
TMSApp@unfi.com.  

• In the event the appointment time is not available, you will receive a second email 
notification with a rescheduled delivery time. 

• If you do not receive an email within (1) one business day, check the Upcoming tab to 
see if the appointment was successfully scheduled. 

• If the appointment is not scheduled, please contact your DC’s Master Scheduler. 

mailto:TMSApp@unfi.com
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View Past Appointments 
 

1. On the Past tab, you will see landed, scheduled, and cancelled past appointments. 
 

After release on 10/26/2024 

 
 

2. You can review Appt ID, Load number, date and time, Destination DC, number of pallets, 
weight, cubes, and protection level. 
 

3. Search for a past appointment within the Past tab by using the dropdown.  
a. Search by Appointment ID # 
b. Search by PO # 

 
4. Filter past appointments by clicking on the Refine button, which causes the Refine 

modal to appear: 
a. Search by Start Date 
b. Search by End Date 
c. Search by Distribution Center 

▪ New Enhancement: Ability to type to search for a DC along with previous ability 
to scroll through list of options. 

 
 
 
 



 

-
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5. Click on the Apply button on the Refine modal. 
 

6. Click on Clear All to start over. 
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View Appointment Details 
 

NOTE: This process applies to Pending, Upcoming and Past appointments. 

 
1. Locate the appointment to view the details and click on the Appt ID#. 

 
2. On the Appointment screen, you can view the appointment details (ID, Status, Carrier 

Name, Dock, Load Number, etc.), selected Purchase Orders, appointment history, and 
email history.  

 
After release on 1/16/2025 
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3. Expand Selected POs accordion to view POs chosen for the appointment. 
 
NOTE: The Selected POs accordion will be expanded when the Appointment screen loads. 

 
After release on 1/16/2025 

 
 

4. Expand Appointment History accordion to view action history. 
 

After release on 1/16/2025 
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5. Expand Appointment Email History accordion to view emails timestamps. 
 

After release on 1/16/2025 

 
 

6. Click Close button to return to the Appointment Dashboard. 
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Appointment Module Glossary 
 

TERM DESCRIPTION 

Load ID # 
(Load ID Number) 

A unique UNFI-designated number assigned to a specific load 

Appt ID # 
(Appointment ID Number) 

A unique number assigned to a specific appointment 

Destination Distribution Center 
(Destination DC) 

The DC where the load is scheduled to be delivered to 

Pallets The number of pallets included in a specific load 

Weight The weight of the load 

Cubes A calculated number proving the total amount of space taken up by 
the cases in a load 

Protection Level The type of truck required based on the items being delivered in that 
load. For example: D-Dry, C-Chilled, F-Frozen. 

Standing Appointment A reoccurring appointment 

Upcoming Appointment An appointment that has been confirmed by the UNFI Master 
Scheduler 

Past Appointment Appointments that fall within the past 6 months 

Truck Load Type Designation of either Floor Load or Pallet Load 

Dock Provides the dock number where the load will be delivered 

Needed This is a data that you will find in appointment details.  A calculated 
value that changes on the PO indicating the urgency of that PO to be 
delivered to UNFI 
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Frequently Asked Questions (FAQs) 
 

Question  Answer 

How do I get access to the appointment 
module of the UNFI MyUNFI? 

Access www.myunfi.com 
 
 

What is the link to the UNFI MyUNFI 
appointment module? 

Once you have been granted access to myUNFI, you can 
access the appointment module by using this link: 
www.myunfi.com/carrier-appointments. 
 
If you do not have access to the Portal, follow the instructions 
directly above. 

Whom do I contact if I have questions 
about this appointment module? 

Click Help on the MyUNFI. 
 
Here you will find FAQs, a glossary of terms, and myUNFI 
guides, such as this one. 
 
Additional questions can be directed to your Master 
Scheduler or sent to myunfiportalsetup@unfi.com. 

Should I use a specific internet browser 
when I am working in the appointment 
module? 

Yes, we recommend Google Chrome or Internet Explorer 
version 11 or higher. 

Is my appointment confirmed when I 
complete the Request an Appointment 
Process? 

No. After you select one of the appointment slots 
“MM/DD/YYYY HH:MM:SS AM/PM” provided to you, a 
request is sent to the UNFI Inbound Logistics (IBL) team. The 
requested appointment will then be available to view in the 
Pending tab. 
 
A member of UNFI’s Inbound Logistics (IBL) team will review 
the appointment request. If the appointment is accepted, you 
will receive an email confirmation.   
 
In the event the appointment time is not available, for 
whatever reason, you will receive a second email notification 
with a rescheduled delivery time. 

http://www.myunfi.com/
http://www.myunfi.com/carrier-appointments
mailto:myunfiportalsetup@unfi.com
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I have accepted a load with an  
EDI 990.  Do I need to accept this load in the 
portal to schedule an appointment? 

No. When you accept a load with an EDI 990, there is no need 
to accept the load within the portal.   
 
Under the Load tab, loads will appear with a Schedule Load 

button on the right-hand side, and you can follow the Create 
an Appointment for Collect Load process. 

What do I do if I receive an error message 
within the portal? 

If you receive an error message that indicates there is a 
system error, it means the server is temporarily down.   
 
If you require immediate appointment scheduling support, 
reach out to your Master Scheduler directly. 

 
 


