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SCHEDULING

Scheduling in LMP
1. Check the Days of Service sheet to determine which days are available. 

a. Determine the customer’s market and then choose the tab for that market at the bottom of the Days of 
Service sheet

b. Press Ctrl + F

c. Search by the customer’s zip code

Always schedule at least 2 days in the future.  Never offer same day or next day appointments.

Note: If the “Number of Weeks out of 4 Weeks” column is showing a number less than four, call the Market 
Manager and ask for clarification.

2. Click on Edit

3. Requested by – Choose the appropriate party

a. TSP (North American Logistics Group, LLC) – When the date change is driven by NAL

b. Client – When IKEA requests a date change

c. Customer – When the customer requested a date change

4. Offer the customer next available Day of Service. 

 Always scheduled at least 48 hours in the future.   
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5. Click on the desired date. Note: Clicking on date changes the date in the system. 

6. Document the call in the Notes tab

a. Note Code: UI (Update Info)

b. Type notes in Note field

c. Click Save.
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General Scheduling Guidelines
 Future dates, customer chooses the date, but customer gets call the day prior with the arrival window.  

o Customer receives notice to call NAL when product is available.  Order will not import into LMP until there
is a delivery date.

 We schedule for the date and inform the customer they will receive a call the evening before the appointment 
providing a 4-hour arrival window.

o Router sets the arrival window and an automated call is sent to advise customer of the arrival window.
o If the customer has a requested arrival time, advise that we will notate the request on the order, 

but the routes are set geographically.
 ND Deliveries – Orders that come from the store only, customer is requesting ASAP and customer can choose 

own time frame. ND orders will have “ND” in the order number and will be scheduled by IKEA.
o Customer chooses the arrival window.
o Store will schedule the customer.

 Same day deliveries are scheduled 5-9p local time.  Will be marked as SD in the system.
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