
Supplier Delivery Scheduling 
Process



Purpose

The purpose of this document is to provide step-by-step instructions 
for suppliers to schedule deliveries in MIPS.



1. Log in to MIPS with a username and password.



2. In the Transportation Category, click on "Add Vendor Deliveries."
3. Then select the appropriate vendor name for the vendor making the delivery from 
the list in the "Vendor(s) for Delivery" field.
• If making a delivery with multiple vendors, click on the first vendor and hold the "Ctrl" key to select 

the other vendors.

4. Click next. 



5. In the dropdown list, select the carrier that will be making the delivery.
• If the carrier is not provided in the drop down list, please contact Bryan Vaughan at 804-213-4525 or 

Demond Middleton at 804-213-4534 to have them set up the vendor in MIPS.

• The "Load Type" will always be Pallet.
• External Order Id – optional external PO number (vendor)

• External Comments – optional comment regarding delivery 



6. Locate the product code for the items scheduled to be delivered.

7. For each product enter the number of cases that are to be delivered in the 
"Cases" field.
• The "Bottles" field will remain blank.

8. Hit Submit when all products are entered. 



9. In the "Link Navigation" box on the right portion of the screen, 
click on "Schedule Delivery."



10. First, choose an available appointment date on the calendar. All vendors and carriers will have access 
to appointments up to two weeks in the future.
11. Blue dates = available appointments

12. Gray dates = no available appointments on this date 



When a date is selected from the calendar, open delivery 
appointments will appear in the "Available Times for" box located 
to the right of the calendar.

12. Select one of the delivery times and click submit.



The delivery will now be in "Pending" status.
The Virginia ABC Logistics Division will review the appointment request 
and will approve deliveries. Any inventory concerns will be communicated 
to the vendor, prior to approval of delivery.
Following approval, vendors will receive a confirmation number in an email 
to the Scheduler Contact.



If a vendor wants to view, edit, reschedule or cancel their current order, 
head back to the main menu. 

1. In the Transportation Category, click on "Search Vendor Deliveries."



2. Enter the appropriate information in the search criteria to find a
delivery.



3. Use the appropriate "Action" button to edit/change/reschedule the delivery.
• View

• Update

• Cancel

• Reschedule 


