
Carrier guide for scheduling dock 
times with distributors
D O C K    T I M E    C A L E N D A R
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1. You should have been sent an email similar to the example below 
to get access to the distributor’s site.

2. When logging in for the first time, you will be prompted to set 
your password. 

3. Otherwise, enter your email/username and password.

How to log on to Encompass

4. After successfully logging in, you will see the Dock Time 
Calendar.  

See the next page for instructions to view and schedule 
appointments.
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View or Scheduling Shipments

Select the destination 
location for the load.

Don’t see your shipment or PO 
number?  Add a shipment.  This 
button may not be visible 
depending on your permissions.

Scheduled Shipments.  Click 
on the shipment to view the 
content of the load.  Also, with 
the necessary permission, you 
can edit the delivery time or 
unshedule shipments

Unavailable 
dock times 
will be in 

gray.

Unscheduled 
shipments. 

Schedule 
shipments by 
dragging & 

dropping onto 
the calendar.

User the calendar to select 
the day of delivery

Search for 
your shipment 
using any of 
the criteria

Dock service 
times

Available 
dock times 
will be in 
White.
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