C3 Reservations Guide for Suppliers
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1 Loggingin

1.1 Before You Begin

Browsers: C3 Reservations can be used from any browser supporting Flash Player 12 and above (e.g. Internet
Explorer 8 or later, Firefox 17 or later, Chrome, Opera 11, Safari 5 or later)

Flash Player: version 12.0 or higher is required (must be installed from each browser used)

e  Use this link to verify which version is installed, if any: http://www.adobe.com/software/flash/about/

1.2 First Time Login

To login for the first time please use the User Name and password provided (sent separately). If you don’t know
your user name you can contact an ALDI C3 Administrator (contact details Section 7 of this document). The
password provided will expire upon the initial login and you will be prompted to enter and confirm a new
password. After this you will be prompted to accept the terms and conditions.

1. Go to: https://www.c3reservations.com/aldiwarehousebooking/ A Forgot your password? Click the Forgot?

2. Enter the User Name and Password you were provided link, enter your username and email
(note that passwords are case-sensitive). address to receive a temporary password
3. Click the Login button. by email.
@ ALDI Stores - Reservations x  +
& C 8@ c3reservations.com/aldiwarehousebooking/
B Apps @ NewTsb A ALDI Academy:Log..

LOGIN

FORGOT?
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1.3 Updating Account Details

Before you create any reservations, please ensure your supplier details are up to date.
E Dashboard Configuration Help

Reservations

Selecting ‘Configuration’ will open the Supplier Details dialog.

Dandenong * | M Mext Weak -

Carrier Details x

, DETAILS Details

Name: c3carrier

M. USERS

External Reference: | c3carrier
h ASSOCIATED SUPPLIERS Ernail: | |

ﬁ L

Address:

ZIP Code:

Country:

Contact Name:

Phene:

1.3.1 Supplier Details
Please Note: updating details on C3 Reservations will not affect the details within ALDI’s central information.
Likewise, changing information centrally with ALDI will not update the C3 Reservations site.

Whenever necessary, information can be modified in this section with the exception of the Supplier Name and
External Reference.

The email field supplied for the supplier (not individual users) is where confirmation emails will be sent. Please
ensure this is a valid, in use email address. It is possible to use multiple email addresses for the notification
message by adding extra addresses in this field, separating the addresses with a semi-colon - ; - . There should be
no spaces in this field.

It is also possible to change this so an email is sent only to the requesting user (and not the central email address),
to do so please contact an ALDI C3 Administrator (contact details Section 7 of this document).
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1.3.2 Supplier Users
Please see Section 5 of this document for more details.

1.3.3 Associated Carriers
If you use a third party for transport, they can be maintained in the ‘Carriers’ section.

Please note: It is strongly recommended that when a carrier is used, the carrier creates the reservation. This is
because a carrier has the ability to (and often does) consolidate your delivery with other suppliers’ deliveries. It
is possible that a reservation which has been created by a supplier but delivered by a carrier could be ‘Rejected’
and added to the actual reservation.

If you only use one carrier you can select ‘Yes’ for ‘Use exclusive carrier?’ and then select the appropriate carrier.
This will allow the carrier to view your open purchase orders and create bookings on your behalf.

Carriers Users Company Divisions

c3carrier - |

Associate to All

Use exclusive carrier?

Exclusive Carrier

If you would not like the carrier to see your open purchase orders or if you use multiple carriers they can still make
the booking on your behalf. Change the setting ‘Use exclusive carrier?’ to ‘No’. Then add the relevant carrier/s
from the list provided. You can provide the carrier with the PO via communication outside of C3 Reservations. They
can manually enter the PO you have provided and make the reservation.

Carriers Users Company Divisions

Associate to All m

Use exclusive carrier?

Filter:

Associated Carriers

cacarrier

If you would like to make the booking and still use a carrier this is possible however not recommended as per
above. Simply make the booking and select the relevant carrier during the 3 step process (see below).
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You can also set the Carriers ‘Associate to All’ to ‘Yes’- this is not recommended, if you do use multiple carriers it is
suggested the ‘Associated Carriers’ option is used and any relevant carriers added.

Carriers Users Company Divisions

Associate to All Ej
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1.4 Dashboard

The dashboard is the main dialog for viewing booked and unbooked purchase orders. An explanation of the layout
of the Dashboard is shown below.

Dashboard GConfiguration Help 8 Logout

Reservations

Dandenong - |>( | Mext Week -

03/10/2014 05:30 AM 10001451 m

PO#: e3po  Dandenong - Ambient Pallets: 15 D-Pallets:

03/10/2014 05:30 AM AVIIFCEN Dolivery |

PO#: e3po  Dandenong - Ambient Pallets: 15 D-Pallets:

03/10/2014 06:00 AM 10001527 COETRA

PO# 71112 Dandenong - Cold Handling Pallets: 1 D-Pallets: 0

03/10/2014 06:15 AM 10001402 m

PO#: C3-Test-01 [OD Dandenong - Ambient Pallets: 2 D-Pallets: 0

03/10/2014 06:15 AM 10001477 |CEETE

PO#: e3po  Dandenong - Ambient Pallets: 15 D-Pallets:

03/10/2014 06:20 AM ICEIEIEM Dolivery |

Purchase Orders
[ 80001 Dandenong - Ambient EDD: 01/10/2014
e or multiple

cate a 71115m Dandenong - Ambient E EDD: 01/10/2014

=
71113m Dandenong - Ambient EDD: 02/10/2014
n n2m Dandenong - Ambient EDD: 02/10/2014

n3m Dandenong - Ambient EDD: 02/10/2014

1 - Action button to request an appointment 4 - Filters feature

for the selected PO(s). Click the Filter icon (Y) for more criteria (e.g. Date

Range, Scheduled/Approved, etc.)

3 - Search feature 5 - Quick Find Filter
Type in a PO#/reference # to find an appointment  Type in characters to narrow down the list of POs or
(including past and cancelled ones). Appointments (e.g. PO#, Appointment Number, etc.) or
click on the graph bar.
6 - Your Unbooked POs
Select one or multiple PO(s) and click the blue + sign
above the graph to book them.

2 - your active appointments.
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2 Requesting an Appointment

2.1 The Three Step Process

C3 Reservations uses a simple three step process to request an appointment: What, Where, When

® DeliveryaPU

AT
s

WHEN

Warshonses
Brandale * At
5 Ko P, Brenile LD 4500 -
[o— . Gokd Manding
41 Coerana Aoad, Dandanong flouh okt Hareting
Ve 3178
Produse
Barimat . o
50 S D, Dot VG 3030 &
R .
21 Coion Moad, Jandahot WA £184
Manshinbry "
1 Barpwts Ak Minehinbury NSW 2770
© DeliveryaPu
Sadoct Mcussbid Dt & Tina.
Summary o your recraest
TESTORL VecamwDONOTLISE

There are two types of reservations possible; the most common type being ‘Delivery&PU’. There is also a
‘Pickup/No PO Del’ type for whenever you will be picking up stock from an ALDI region or making a delivery
without a purchase order.
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2.2 Delivery&PU

The delivery & pickup option requires a purchase order to proceed.

To request a delivery appointment select one or multiple (CTRL-click) POs in the Purchase Orders list (bottom half

of the screen) and click on button above the Purchase Orders grid.

Dashboard Configuration Help _ Q Logout

Reservations

[Dandenong  ~ | % [ Gustom.. - | [a0/09/2014 E.] 30/09/2014 E.]

e . PO# C3test Dandenang - Ambient Pallets: 36 D-Pallets: 22

ARRIVED 30/09/2014 08:15 AM  Mor than 30 min late 10000834 |CIETTR

PO#: G3test Dandenong - Ambient Pallets: 3 D-Pallets: 4

DEPARTED 30/09/2014 08:30 AM  More than 30 min late ALV Dolivery |

PO#: C3test  Dandencng - Ambient Pallets: 3 D-Pallets: 4

APPROVED  30/09/2014 08:30 AM ALUEN Delivery |

PO#: G3test Dandenong - Ambient Pallets: 3 D-Pallets: 4

APPROVED  30/09/2014 08:45 AM AL Dolivery |

PO#: C3test Dandencng - Ambient Pallets: 3 D-Pallets: 4

APPROVED  30/09/2014 09:00 AM ALUCTEN Delivery |

PO#: G3test Dandenong - Ambient Pallets: 3 D-Pallets: 4

Purchase Orders

ang-/ﬁmﬁm EDD: 017102014
P T1115m Dandenong - Ambient EDD: 01/10/2014
T T1113m Dandenong - Ambient EDD: 02/10/2014
n n2m Dandenong - Ambient EDD: 02/10/2014
n3m Dandenong - Ambient EDD: 02/10/2014

You will then be guided through the three step process.
Step 1 — What
Fill in the required information

e PO Details:
o Order quantity per product must be confirmed and updated if applicable using the edit icon. It is
also possible to add other POs in this dialog by typing the PO number into the ‘PO#:’ field and
selecting ‘Add PQ’. Please note: this is more easily achieved through selecting multiple POs from the

Dashboard. It is also possible to remove POs from this dialog by using the W option.

D Delivery

Purchase Orders

o |
58008 m Dandenong - Cold Handling 25/09/2014 W
Product Description Prod Code Ordery Order Unit /
Sausages 1056 12 Pallets / W
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4 v

changes. The x will revert any changes you have made. This is particularly relevant for POs which are
going to be delivered on multiple loads. The quantity entered for a particular product on one delivery will
subtract from the total ordered. The next request will show the remaining quantity, if necessary this can also
be amended until the whole ordered quantity is delivered. It is also possible to remove a product from the

Using the will allow the number of ordered quantity to be amended. Then use the to confirm the

booking if it will not be shipped on this delivery by using the w .

ID

Delivery
Purchase Orders
DANS555555m Dandenong - Ambient 2711172014 W
Product Description Prod Gode Order Qty  Order Unit
Hair remover 101725 [: E pallets v X

e Reservation Details:
o Number of Pallets - either this or Number of D-Pallets is required
o Number of D-Pallets - either this or Number of Pallets is required (both can be entered if necessary)
o Trailer Type - this is required and crucial to assigning you the correct dock please ensure this is
entered correctly. If you are aware the entered trailer type has changed after completing this process
please ensure you Amend the reservation (see below).
Carrier - if known please enter, blank if not known or not applicable
PU Needed - Select If a pickup is needed (Yes, No)
Memo#/Prod Code - Please enter the reference number, if unsure contact the relevant department
PU Pallets - Enter number of pallets to pick up (input a zero if there is nothing to pick up)
Contact Info - optional
Comment - optional

O O 0O 0 O O

D

Delivery&PU x

Purchase Orders

Por [ ] =]
C3test2n Dandenong - Ambient 04/25/2016 T
Product Description Prod Code Order Qty  Order Unit

dog food 1 Fa |

~ Reservation Detalls
Pallets:* B D-Pallets:* B
PU Needed:* _x Memo#/Prod Code: | | PuPatets: [2 =
Contact Info: |contact Info |
Gommen{
Gomment:
| were |
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e Click on the Where button

Step 2 - Where: No action required — step used to confirm region name and delivery address based on selected
orders.
e C(Click on the When button.

Step 3 - When:
e Use the Calendar to select a date.
e  Booking times available for that date will be listed on the right
e  Ablue time slot is a standing appointment - dedicated for you to book into (it is recommended
this slot is used if it is available)

ID

Delivery x

Select Requested Date & Time

Ii 8
9 10offEl 12 13
16 17 18 19 20
23 24 25 26 27
20 31

Summary of your request
Dandenong - Cold Handling Carrier Pallets: § D-Pallets:

e Select a date and time and click on the Request button.
e Backin the home screen, the booking request appears in the list at the top.
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2.3 Pickup or Delivery without a Purchase Order Number

To create a pickup the Memo No/s or Product Code/s you are picking up should be known. If you are performing a
delivery and you do not have a purchase order number, you will need to enter any relevant details.
If your delivery has a Purchase Order you do not use this option.

Selecting the in the Reservations area (top half of the screen) will open the following dialog, select
Pickup/No PO Del.

New Reservation %

Pick Available Type

e ey | [J] DetverssPU Deiveniaru I
E=1

o I prekup/Ne PO pickupiNg PO Del

You will then be guided through the three step process.
Step 1 -
Fill in the required information

e Memot#/Prod Code:
o Please enter the reference for the pickup - this will usually be a memo number/s or a product code or
a description of the delivery.
e Number of Pallets
o If you are unsure please contact the ALDI section who requested the pickup
e Trailer Type - required
e  Carrier - optional
e  Contact Info - optional
e Comment - optional
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w Reservation Details

Contact Info: ‘ |

Comment

e Click on the Where button

Step 2 - Where:

o Select the region and warehouse applicable for pickup. If you are unsure please contact the ALDI
section who requested the pickup

Warehouses

Dandenong 0 Ambient

41 Colemans Read, Dandenong South Ambient

VIC 3175 %
Cold Handling

2 Gold Handiing
Produce
Produce

e Click on the When button.

Step 3 - When:
e Use the Calendar to select a date.
e Booking times available for that date will be listed on the right

D! peliveryaPu

Select Requested Date & Time

‘SHOW EARLIER TIME

25 27 28 29 30

‘SHOW LATER TIME

Summary of your request

Dandenong - Ambient Carrier Pallets: 1 D-Pallets: 0

e Select a date and time and click on the Request button.
e  Back in the home screen, the booking request appears in the list at the top.
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2.4 Approval Process

e  Your booking request will be sent to the booking team and automatically approved.
o  Your booking will turn green.
o You will receive an email confirmation.
The system generates a unique reservation number.
The reservation number will appear on your email confirmations and can be used to search for a reservation.

2.5 Email Notifications

Email notifications will be sent to the main supplier email address maintained in the Supplier Details in the
Configuration menu.

Notifications will automatically be triggered when;

A request (delivery or pickup) is approved

e Avreservation (delivery or pickup) has one of the following states applied;
o No show

o Cancelled

o Rejected

e A status update is requested
e Anunplanned arrival occurs - no reservation prior to arrival
e Anamendment was performed on an already booked reservation

Below is an example of an email generated for an approved booking.
Subject: ALDI - Reservation Approved Notification: 10001234 on 05/11/2015 08:49 AM for Regency Park - Cold Handling

/2

ALDI
® Reservations

Hi ALDI Stores,

Appointment Details:
Appeintment time:  05/11/2015 08:49 AM

This is to confirm the appeintment you have requested for the Regency Park - Cold Handling has been approved. HHNH”
10001234

Site: Regency Park

Warehouse: Cold Handling

Delivery Address: 84 Gallipoli Dr, Regency Park SA 5101
Carrier: Leo Catas Transport

supplier: NIKA USV

POZ: bsutnaf

Pallets 3,955

D-Pallets: 7,230

Trailer Type: B-Double Dropdeck

Appointment #: 10001234
Contact Info:
Comment; jsj pquj

Drivers should arrive 15 mins prior to the start of the reservation and no later than 10 mins after the start of the reservation.

Wehicles must be unloaded and removed from the deck door by the close of the delivery slot.

Drivers must observe Heavy Vehicle Fatigue regulations. Driver work diaries may be inspected by ALDI employees.

Parking is not available within ALDI premises for vehicles prior to their reservation.

Suppliers or carriers must notify ALDI if the delivery is delayed so a new reservation can booked rather than trying to reach the Distribution Centre for the original reservation.
Please ensure all Chiller and Freezer deliveries are made in rear loading trucks only.

If necessary, amendments can be made to reservations prior to the day of the booking.

Please ensure two copies of the delivery docket with the ALDI purchase order number is previded upon delivery as well as two copies of the pallet transfer docket.
Drivers must be inducted before entering an ALDI Distribution Centre and then comply with all site safety requirements; including hi-vis and steel cap boots.

This decket can be presented upon arrival to faciliatate entry to the site.

Please note a deck number will be assigned upon arrival at the gatehouse.

https://www.c3reservations.com/aldiwarehousebeoking

Best regards,
ALDI Stores
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3.1 Desired time slot unavailable

Delivery must be made on the specified date as per the purchase order. For products that have a delivery window
(ie specials products) delivery must be made during the delivery window.

In the event C3 Reservations shows no available time slots for the specified day of delivery please use the ‘Request

date only’ functionality within C3 Reservations.
To use the option ‘Request date only’ - select the specified day of delivery on the When step and select request.

D! pelivery&Pu

Select Requested Date & Time

‘SHOW EARLIER TIME

WHAT

WHERE

© APRIL 2016

Bz v »»x

‘SHOW LATER TIME

Summary of your request
Dandenong - Ambient Carier

The dialog box below will open and the reason ‘No available slots” must be selected as well as a desired delivery
time (this will be used as a guide only). This will send a task through to ALDI to process. Once processed an email

confirmation will be sent.

P Request Date Only

e Reason Code: v | X
mation
e Req Date: 28/11/2014 :E

Comment:
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In the event you require further assistance please call the C3 administrator (8.30am-5pm weekdays) in the relevant

region;
C3 Admin: Office Hours 8:30am-5pm

NSW MIN 02 96759125

PRE (6:30am-5pm) 02 8783 3411
VIC DAN 039904 3134

DER 03 8369 3117
QLD BRE 07 34817420

STP 07 3451 3410
SA RGY 08 8249 8000
WA JKT 08 6174 6230
3.2 Amending an Appointment

1. Select the appointment in the list.

2. Click onthe button (: ': ).
e Toamend PO or Appointment information, click on ‘What’ and perform the required
modifications
e Toamend the Appointment Date / Time, click on ‘When’ and select the required date/time.
3. Enter areason code when required.

Please note: Adding a comment only, does not create an amendment. The Comments field is a text field
to explain the reason for the amendment. Step 3.2.2 must be used in conjunction with a comment.
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AM Amendment

Purchase Orders

C—

C3testn

Product Description Prod Code

Tissues test

~+ Reservation Details

Pallets: |1 E
Trailer Type: ** Rear Unload v X

Dandenong - Ambient

Order Qty ~ Order Unit
2

D-Pallets E
G [aromenc. <

Contact Info: |

Comment:

04/25/2016
o

' |

@ Back in the home screen, the appointment now appears in green.

@ The scheduling team will have visibility on your request.

@ You will receive an email notification indicating the amendment details.

It is possible that when an amendment has been requested that the original reservation time is no longer
available. This is due to the fact the length of the reservation and/or the assigned dock type needs to change

and an available slot can found for the new modifications.

3.3 Cancelling an Appointment

Select the appointment in the list.

Eall S

Click on the Cancel Reservation button ( CONCEL RESSTIATION ).

Select a Reason Code and enter a comment to justify your cancelation.
Click on the Cancel Reservation button to confirm your action.

& An email confirmation will be sent to you and the scheduling team and the appointment will no

longer be listed on your home screen.

C3 Reservations Guide for Suppliers
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4 Rules and best practice

To better understand the logic and processes of C3 Reservations please note following points;

When requesting a booking C3 Reservations will automatically assign a dock number and duration of booking for
the request. These will be based on rules for types of docks and the expected duration will take into account the
number of pallets and POs on the booking. Available time slots this will be shown on the When step. Once a time
slot is selected this request will be approved and confirmed by an email.

When arriving on site the driver must have a copy (hard copy or soft copy) of their appointment details. These
details can be retrieved via the email notification. Drivers must continue to bring the usual delivery and pallet
dockets as per current goods in process.

Deliveries will be given the status ‘Arrived’ when an ALDI operator checks in the appointment number provided by
the driver. The ‘Departed’ status will be applied when the driver leaves the site.

5 Creating additional users

If your organisation requires additional user accounts for creating reservations, these can be created in the
configuration menu.

After opening the configuration menu and accessing the user menu, you will see a list of existing users with the
fields; User Name, First Name, Last Name, Email and Roles. Individual user accounts can be created and managed
in this section.

Supplier Details x

#  SUPPLIER DETAILS Supplier Users
Users can be configured to allow a supplier company to log in to the external portal and manage their appointments.

s vocnrnae __[FR Juer e e |

G3testsupplier2user  Test  User test@test.com

-a ASSOCIATED CARRIERS

EES e

To add a new user select the ‘+ New’ icon and you will see the following dialog. The fields highlighted in red are
required fields. The email address for the user is used for sending a password reset if required, it is not the address
email notifications are sent to. User Name and Password are required for login and should be supplied to the user.
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There are also two password options; firstly you can force the user to change the password when they logon next.

User Details

USER DETAILS

ROLES

LOCATIONS

Details

Company: | c3carrier

User Name:

\
Password: ‘
Gonfirm: |

D Password expires

D User must change password at next logon

Email:

First Name:

Last Name:

\
\
Dsscription: ‘
Job: ‘

At least one rols is mandatory

Secondly, it is possible to make the password expire if desired. The user will be forced to change the password

after a set period of time.

Each user must have at least one role assigned to them. This can be done via the ‘Roles’ tab and selecting a role
from the Available Roles list and moving to the Selected Roles list by using the arrow. A ‘Supplier User’ will be able
to see the menu option Dashboard when they login and a ‘Supplier Admin’ will be able to see both Dashboard and
Configuration. Likewise, each user must have a site (an ALDI region) assigned to them. Under the tab ‘Sites’ the
desired sites can be added for each user. Once this is saved the user can login to the C3 Reservations site.

User Details

# USERDETALS

the application. They will determine which actions can be

Carriar Admin

C3 Reservations Guide for Suppliers

User Details

#  USERDETAILS Logations

Please select how site access should be controlled for this ussr

The list below shows sites
associated to the current user

8 RoLES

gl LocaTions

lis
available in the system

Dandenong
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6 Reservation Colour Coding

The following examples show the colour coding for the different statuses available in C3 Reservations.

03/10/2014 06:00 AM
PO#: T1112  Dandenong - Cold Handling

03/10/2014 05:30 AM
PO#: ed3poe  Dandenong - Ambient

AMEMDED 06/10/2014 07:30 AM
PO#: C3-Test-01 LOD Dandencng - Ambient

REJECTED 03/10/2014 05:30 AM
PO#: CG3-Test-01 Dandenong - Ambient

CANCELLED 25/09/2014 10:30 AM

I N S e

PCO#: 26153 cdcarrer Dandenong - Ambient
ARRIVED [ﬂ

PO# pol cdcamer Dandenong - Cold Handling
DEPARTED [ﬂ

PO#: 123  Dandenong - Ambient

7 Support

A dedicated contact exists in each region to administer the C3 Reservations system. Please contact the C3

Administrator (8.30am-5pm weekdays) in the relevant region if you require assistance;

C3 Admin: Office Hours 8:30am-5pm

NSW MIN 02 9675 9125
PRE (6:30am-5pm) 02 8783 3411
VIC DAN 03 9904 3134
DER 03 8369 3117
QLD BRE 07 3481 7420
STP 07 3451 3410
SA RGY 08 8249 8000
WA IKT 08 6174 6230
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