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1. General information



1.1 Personal settings

Pl
£

Teams MeinUnternehmen  Rolen  Flottendbersicht

s B 88 & @

& =

Zeitfe

User profile

5y Change password

&/ Two Factor Authentication (2...

2. “m Language

Motifications

tL) History

/\‘@ myleo /dsc
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For example: dispaly language

Note : In the booking calendar,

certain data fields are only
displayed in English or German. All

other data fields and texts are

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

Bl ® 8 B
displayed in the selected language.
-
EILT,I Language
Language: 3. English v
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1.2 Setting notifications

User profile
P > W Motifications - Slot not booked

5 Change password >

. = E-mail

&/ Two Factor Authentication (2... >

%5 Language 3 b Tracking - Tracking for delivery started
2. | [ Notifications > 59 E-mail

U)  History >

e Orders - order created

& Push launchpad

4 E-mail

W Orders - Subcontracting created
B4 E-mail

w Orders - order updated

L& Push launchpad
EJ E-mail

W Time slot - booking reminder

/% myleo /dsc

Notifications can be activated in
your personal settings.

If, for example, no time slot has yet
been booked for an Advice or a new
order has been created, a
notification is sent to the email
address stored.

04.07.2025



1.3 Navigation-Menu

Under Small Home you will find

e p———r—— a slimmed-down version of the
Home.
[] comapp
tmport Uhersic e e Under Links to apps you will find
Gutenbergstraie 2. the links to MicroApps and the
. messaging app for drivers and
© staff.

= 2]

You can create yYour own menu

Mein Unternehmen Rollen GewerbestraBe . .
items using the wrench at the
e bottom left.
i a8 .
) 3 Note : You can also make menu

Kontguraton tar ConnectiityService items visible only to yourself.
3\ Bearbeiten
*+ Weitere Aktionen Ifh "

~
Wj myleo /dsc 04.07.2025



1.4 Creating variants

Vorlaufiges Lieferdatum 7o Lieferstatus

Lieferant TJ Tabellensinstellungen

Columns Filter Further settings

Available (52) Search
Name

Additional participants
Article type

Attachments unloading slot
Categories (Head)
Category

Cloud site

Colli per quantity
Completion Date
Contact

Created at

Customs tariff number
Dangerous goods
Dangerous goods (Head)
Delivered quantity
Direct advised

Earliest delivery date

External Contract No.

/% myleo /dsc

Settings & filters

Selected (15)
Position Name

1 Delivery Number

External delivery
number

Supplier
Slot

Slot start (Drop off)

Article no.

Article name

3
4
5
6 Order number
7
8
9

Quantity
10 Colli
1 Advised Quantity

Confirmed delivery
date

13 Latest delivery date

Provisional delivery
date

15 Shipping status

Sortable
Yes
Yes

Yes
Yes
No
No
No
No
No
No

No
No
No
Yes

No

9 (concel

Personal variants can be stored in the
various masks and saved as standard.

We recommend them for the order- and
Advicescreen.

To do this, go to the gear wheels.

Select the desired lines and move them
to the selected ones using the arrow
buttons. You can also determine the
order within the selected lines.

We suggest the selection fields as shown
in the screenshot.
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2. Advice-process



2.1 Selecting an order for Advice

Avisierungen

To create Advice and time slot bookings, select
the “Advice” tile on the start page.

eEm e
- o T Advising an order- in the ,orders"-tab
- Marking the order
Click on , advise”
Important: Each order must be advised
individually. However, several
notifications can be combined into one
delivery when booking a time slot.
> 2.

/\‘@ myleo /dsc
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2.2 Advising an order

Advising the order

Select a provisional delivery date and the
guantity you wish to advise of this order. The
date should correspond to the delivery date
confirmed delivery date.

If only a partial quantity is to be advised
in the first step, the open remaining
quantity remains in the “Orders” tab and
can be advised for another time.

2. Click on Advise

Note: Also add a pick-up address if necessary.

04.07.2025
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2.3 Advising under- and over deliveries

Team:

K2 Einkauf

Type:
Booking

Start:

3/25/25, 2:00 PM

End:
3/25i25, 3:00 PM

Reference:*

Comment:

We will deliver 95 instead of 100 Efj
YVAASASAY WA R

/3?—?) myleo /dsc

[

[

In the event of a short delivery that
is not followed by a subsequent
delivery, for example due to an
agreed 10% regulation, the
complete quantity ordered by K2
must still be advised. If a remaining
quantity delivery is planned, advice
must be given via the partial Advice
(see 2.2).

In the event of an overdelivery, the
actual delivery quantity will be
advised.

In the time slot booking, reference
Mmust then be made to the under-
or overdeliveries under remarks.

04.07.2025
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3. Time slot booking process



3.1 Booking a time slot for Advice

Avisierungen

o
&
(@ =
G Liefernummer: Bestellnummer Erstellt am: Artikelne: Hersteller Artikelnummer
© ) Auswahten © Il © m S
z:ierungenu] Standard ~ ¢ seite1 > + v # T  LcDiDoozs ® Q< b o= ] 3
.
2 Liefernummer 7. Lokation Uieferant s Zeitfenster T. Bestellnummer Frohestes L Spatestes L iges Liefer.. =  Artikelnr. Avisierte Menge Lieferstatus
Weil der Stadt, ef-
v ¥ LCDIDO0280 e der Stad o= - 10.10.2024, 02:00:00 18.10.2024, 02:00:00 14.10.2024
Beyerle-Straie 5
Weil der Stadt, Josef-
- 7 .
M Beyerle-Strafie 5 6631
] 10.10.2024, 02:00:00 18.10.2024, 02:00:00 - 2004258 [ soo/soo TR
—0

@\? myleo /dsc

Open the “Advice” tile on the start page
(see 2.1)

Select the “Advice” tab

Select the Advices that you want to
deliver in one time slot. Only one
time slot can be reserved per
booking

If you want to deliver several
orders together, select all the
relevant Advices to deliver
them in one time slot

Select the calendar icon to jump to
the booking calendar

Note: The delivery number (AOOxxxXx) is
mandatory for the check-in. The driver
must have this number ready for every
delivery! Please note this number on
every delivery bill.

04.07.2025



3.2 Adapting an existing time window

Select the Advice(s) for which you

want to change the time slot:

. |Avisierungen (1) | Bitte auswahlen... »/

Select the “Advice” tab

-~ ES

v Liefernu... 7L  Externe.. T, Zeitfens... T, Frihestes L... Lieferstatus Vorlaufig... T,

v |V K20000000036 V4 27.09.2024, i 04.10.2024 Select the Advice that is to be

02:00:00
. B changed

. _ 2700202, _ Select the calendar icon to jump
2. o to the booking calendar

The date can now be adjusted

+ ~ f E Suchen Q |i| o

.oo‘i”

% O Note: The time slot can only be
booked or adjusted up to 24 hours
before the planned date

Start: (depending on the provisional
04.10.24, 08:00 Kc delivery date in MyLeo). If changes
are still required, please contact
your buyer.

Colli Avisierte M... Gelieferten ... Lieferdatu... Lieferant T,

Ende:
04.10.24, 09:00 e
Give your drivers the delivery

Bemerkung: . .
’ number for registration at K2!

/“@ myleo /dsc 04.07.2025



3.3 Excursus: Sending a one-time link

Avisierungen

. __ Select the Advice(s) that you want to deliver

o © s o e Ao = 1N atime slot.
7 —e P+ x PRI Select the “Advice” tab
N R Select the Advice(s) that you want to
- deliver in a time slot.
Select the link icon to create a one-time
link
Einmallink anlegen
= Select the team and resources that can
4 — - be booked to
e Click on “Create” and send the link to any
— person.
Further explanations can be found under 4.4
aQ -]
@ myleo /dsc S 04.07.2025




3.4 Excursus: Selecting resources

Slot Management

You can display various resources
simultaneously in the booking
calendar (tile on the start page).

1. Clickon theicon to view the
available resources

2Vu'1ug£:ur Ausgewshlt (4/10)

Ressourcen (10)

Standort

DHL Bremen, Senator Nolting

2. Select resources. Alternatively,

DHL Renningen,
IndustriestraBe 28 K2 systems GmbH

7S Deizisau WE /Inbound LTS Deizisau, Olgastrasse 121 K2 Systems GmbH yo u C a n a | SO Se a rC h fo r t h e

T i Am Eiche h
Ls Eislingen, Am Eichenbacl K2 Systems GmbH

WE / Inbound

PHL Rennin gen WE / Inbound

LTS Eislingen WE / Inbound

V| [Malmsheim WA / Outbound  Malmsheim, Haldenstrasse 1 K2 Systems GmbH reSO u rC e u S i n g t h e Se a rC h b a r .

v! fMalmsheim WE / Inbound Malmsheim, Haldenstrasse 1 K2 Systems GmbH

Renningen, IndustriestraBe
1

Renningen WA / Outbound K2 Systems GmbH

5. Click on ,select”

18

Weil der Stadt, Josef-Beyerle-
StraBie 5

Sy IS Note: As soon as more than one
' resource has been selected, only
the daily view is available.

Renningen WE / Inbound
v WDS WA / Outbound K2 Systems GmbH

VDS WE / Inbound

@ myleo /dsc 04.07.2025



3.5 Excursus: Parcel deliveries

For simple parcel deliveries (without a pallet),

. o a time slot must be booked for the delivery

T:‘:“‘“g "J_: o location “Parcel deliveries” after notification.
Bocking R — This only applies to goods orders, but not to
. 6 S sample deliveries, for example.

i 500 s | Select a time slot in the “Parcel delivery”
Reference:* 3. :;:96 calendar

Error message:

Select date and time as described in 3.1

Only the approximate delivery date
should be selected here, as parcel
services cannot deliver on the exact
day and time

Fill in the time slot and confirm the type
of delivery with “Parcel” in the drop-down
menu

Important: The parcel deliveries resource
only applies to parcel consignments

S~
‘7'\99 myleo /dsc 04.07.2025



(épvq myleo /dsc
N—

4. Team maintenance



4.1 Add employee to the team

How do | add an employee to a team?

Add team user

jot, Software,
omputersymbol enthalt.

Beschreibung

External employee

No team permissions, slot permissions, advise permissions

External employee (limited)

No team permissions, slot permissions (limited), advise permissions

Deputy

No team permissions, all slot & advise permissions

Team administrator

All team and slot permissions

Manually

Assign permissions manually

Cancel

@ myleo /dsc

Click on the detailed view of the
team.

1. Click on the Team members tab.
2. click here on the +

5. To add a user to the team, enter
the e-mail address in the field
provided and save.

Note: Always leave the default
settings at “manual”

04.07.2025



4.2 Assign roles

amo |l

)

What are the supplier and supplier forwarder roles and what are they for?

(-\,' Selbstabholer

Externe Referenzen: -
Kategorie: Logistik-Versand
Relevante Unternehmen: -

Stammdaten Team-Mitglieder Team-Rollen

Team-Mitglieder (1)

E-Mail 1 . Berechtigungen

Rollen

Detailansicht

< Seitel >

Hinzugefigt von Aktualisiert von

finn kern+k2test 0

0

finn.kern+k2 finn.kern+k2

Verfigbar  Ausgewahlt (0)

Team-Rollen (8)
Name

Lieferant

Lieferantenspediteur

4.| |Anbre:hen

@; myleo /dsc

v

Click on the detailed view of the team.
1. Click on the user you have created
2. Inthe Team roles tab, click on the +

5. Select the role(s) you want to assign
to users from this team

4. Then click on select

Explanation of the roles

- Roles assignh defined authorizations

Supplier: Authorizations for notifications
and time slot bookings.

Supplier forwarding agent:
Authorizations for time slot bookings
only. Should be assigned to carriers who
regularly transport for you. In the case of
changing carriers, the time slot bookings
should be processed via the one-time
link (see 3.3)

04.07.2025
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