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Creating a New Third Party Username 
1. Open an Internet browser and type in the following address: 

https://apps.leanlogistics.com The LeanLogistics User Log-In page will appear.   
 

2. Click on the ‘Third Party Registration” link in the bottom right-hand corner of the page. 
The Third Party User Information page will appear. 
 

 
 
3. Fill in all required fields marked by an asterisk. 

a. User Information section 
b. Select your Company Type (Carrier, Supplier, or Customer). If user selects 

“Carrier” an additional box will appear for the SCAC (Standard Carrier Alpha 
Code.) 

c. Fill in the City, State, Postal Code, and Country. 
d. Type the characters displayed in the multicolored box in the Word Verification 

field, which is case sensitive. 
e. Check the “I’m not a robot” checkbox 
f. Review Terms of Service and click on the “I accept the Terms of Service” box. 
g. Click on the “Save” button and you will receive notification that your 3rd party 

account was created. You will also receive login and password information in an 
email that will be sent to the email address that you provided above. 

 

https://apps.leanlogistics.com/
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4. Go back to the Login screen and enter the Username and Password provided to you in 

the email and click on “Login”.  
 

 
 

5. A message will appear stating that your login is “Not associated with any shipper”; click 
on “Request Access” in the upper-right corner of the screen in the Actions menu. 

 

 
 

6. Choose the Company from the drop down menu and click on the “Search” button. 
 

7. Fill in the text boxes (required questions), then click “Request Access” 
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8. You should receive a green confirmation message stating “Access request submitted.” 
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9. The selected company will review and approve/deny your access request. Upon 
approval/denial, you will receive an email notification stating that your access request 
has been approved or denied. 

a. Until the selected company approves the request, the user cannot proceed to 
schedule appointments.  
 

10. Once approved, you will have the ability to schedule appointments. Return to the Login 
screen, logout, and log back in. 
 

11. The selected company’s Appointment Scheduling screen will appear. 
a. If user is associated with other shippers and/or has multiple access profiles, the 

user will have to select the corresponding Appointment Scheduling profile to use 
prior to seeing this screen. 
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Enabling Third Party Access (For Existing Users) 

1. Open an Internet browser and type in the following address: 
https://apps.leanlogistics.com. The LeanLogistics User Log-In page will appear; click on 
the “Login” button. 

 

 
 

2. Click on the username link in the upper-right corner of the screen (next to the user 
icon.) 

 

 
 

3. Click on the “Enable Third Party Access” link under the User Information column. 
 

 
 
4. A message will appear stating that your login is “Not associated with any shipper”; click 

on “Request Access” in the upper-right corner of the screen in the Actions menu. 
 

https://apps.leanlogistics.com/
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5. Choose the Company from the drop down menu and click on the “Search” button. 
 
6. Fill in the text boxes (required questions), then click “Request Access” 
 

 
 
7. You should receive a green confirmation message stating “Access request submitted.” 
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8. The selected company will review and approve/deny your access request. Upon 

approval/denial, you will receive an email notification stating that your access request 
has been approved or denied. 

a. Until the selected company approves the request, the user cannot proceed to 
schedule appointments.  

 
9. Now that you have created a third party association with your existing username by 

enabling third party access, log out then log back in.  
 
10. Click the now available “3rd Party” link, to become the third party user to schedule 

appointments. 
a. As previously stated, if you have not been approved you will continue to see the 

message “Not associated with any shipper. Click the Request Access link in the 
upper right.” This simply means that you have not been approved; you do not 
need to submit another request.   

b. If user is associated with other shippers and/or has multiple access profiles, the 
user will have to select the corresponding Appointment Scheduling profile to use 
prior to seeing this screen. 
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Creating Third Party Advisors 

1. When first using the third party appointment scheduling functionality, it is important to 
setup Advisors (notifications) so the user can receive important information regarding 
appointments. To manage Advisors, click “Advisor Management” under the Actions 
menu. 

 

 
 
2. A new pop-up will appear; click “Create New”. 
 

 
 
3. Enter in a description and click on the check boxes for the events which you would like 

to trigger notifications; then click “Save”. 
 

 
 
4. A “Save Successful” message will appear; click “Cancel” (this simply closes the pop-up 

box). 
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5. Now the newly created Advisor Profile will appear; close the pop-up box and return 
back to the main screen. 
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Scheduling Appointments 

1. Select the Appointment Stop Type, “Pickup” or “Delivery” by clicking on the radio 
button next to the appropriate stop type. 
 

2. Enter one or more of the available reference numbers in the appropriate field. 
 

 
 

3. Once the search criteria has been entered click the “Search” button. 
 
4. If the search criteria has been entered correctly, results will appear at the bottom of the 

page. Select the shipment(s) that needs to be appointed by clicking on the “Select” 
check box next to the appropriate shipment(s). Then click on the “Appoint Selected as 
Live/drop” button and the “Schedule Appointment” screen will appear. 
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5. The “Schedule Appointment” Screen will display the available appointment times for the 

date selected. The page will display the requested date on the order by default, but can 
be changed by entering a different date or by clicking on the “Previous Day” or “Next 
Day” links.  

a. Choose either Live or Drop trailer 
b. If requesting a date other than the Plan Date, either type in the date or click the 

“Previous Day” or “Next Day” links; click “Show open Appointments” 
c. Choose one of the available times by clicking a radio button 
d. Enter in any comments necessary and input a valid SCAC (Standard Carrier Alpha 

Code) 
e. Click “Submit Request” when finished 
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6. The system will return a confirmation screen of the request.  
a. Some appointments may be automatically confirmed upon submission. If this 

occurs, no further messages will be sent. The confirmation screen will display 
“Appointment confirmed” instead of “Appointment requested”. The user will 
receive a confirmation/cancellation email once the request has been approved 
or denied.  

 

 
 
7. To re-schedule an appointment, simply repeat the steps but choosing the option of 

“Manage Appointment” instead of “Appoint Selected” and select the new date and 
time. 

 
8. Multiple orders can be searched for and scheduled at the same time by simply entering 

in the additional reference numbers in the appropriate fields. Additional reference 
numbers need to be separated by a space or a comma. Once the results appear, click 
the “Select All” link, then “Consolidate Live/Drop Appointments” from the drop down 
menu. 
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Sending a Request for Assistance 

NOTE: Request for Assistance should be used for scheduling issues. 
 

1. If there are problems in searching for a specific order number or if there are general 
appointment-related questions that require a live person, the user can click on the 
Assistance Contact link to send an email to the appropriate Kellogg Scheduler (see image 
above). This icon appears on multiple pages and provides the same functionality 
regardless of where it is accessed. 

 

 
 

2. To send a message to the appropriate contact, enter your email address and message, 
then click the “Send” button. This will send your message to the responsible scheduler. 
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Customer Support 

NOTE: Customer Support should be used for technical issues. 
 

1. If the user has a technical issue, click the “Customer Care” link 
 

 
 
2. A new pop-up will appear, showing the Customer Care Home Page 
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TO SEARCH THE LEAN LIBRARY 

1. From the Customer Support Home Page, click on the “Lean Library” tab. 

 
 
2. Enter keywords related to your question or problem and click “Search” to receive a list 

of Lean Library answers. In the results list, find an answer and click on the text (the 
name is a link to the article). 

 

 
 
3. Below is an example of a Lean Library answer. From the answer page you can click 

“Print”, “Email this page”, or “Notify Me” to print, email, or receive an email if the 
answer has been changed or updated, respectively.  
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TO SUBMIT A REQUEST FOR HELP 

1. From the Customer Care Home Page, click on the “Request Help” tab. 
 
2. A new page should display; fill in the following fields, then click “Continue”: 
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 Item Description 

Summary Provide a brief (one sentence) summary of the question or problem. 

Problem Details 
Describe the issue with as much detail as possible (i.e. details of how to 
reproduce the issue, technical information, etc.) 

Load/Reference #s List any Load or Reference numbers related to the issue. 

Attachments 
Click on the “Browse” button to add any necessary screenshots, excel files, 
documents, or other files that would be necessary to document the issue. 

 
3. You will see a new screen confirming that your request has been submitted. In the 

confirmation message, you will find your issue ticket number (this will also be emailed 
to you.) 
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TO REVIEW MY REQUESTS 

1. From the Customer Support Home Page, click on the “Review My Requests” link. 
 
2. Click on the incident you would like to review or update in the list. This view will also 

show the date the issue was created, the ticket number, and the status (Submitted, In 
Progress, Waiting, or Resolved.) 
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3. After clicking the Incident to be updated, you will be brought to a new page, where you 
can update the issue with new results, examples, or additional information. From this 
page you can also close the incident by clicking the “I no longer need and answer to this 
question” in the Do you want a response drop down. After updating the issue, click the 
“Submit” button. 

 

 
 
 


