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1
Introduction

This section provides general benefits regarding the eSYSCO application.

SYSCO’s Internet ordering, reporting, and tracking system is easy, efficient, and 
accurate. The simple Internet browser interface offers the most accurate pricing 
and warehouse inventory data available.

Simple and Intuitive

Starting with the basics like navigating your order guide, searching for product, 
and tracking orders, eSYSCO makes it easier than ever before to do business with 
Sysco.

Brief Overview

eSYSCO is an integrated suite of applications designed to support the sales pro-
cess of the supply chain. It allows users to perform ordering, reporting, tracking, 
and promotions in a fully secure, real-time system by using the Internet.

Important: The Macintosh operating system and compatible browsers are not 
supported at this time. A work-around to this issue is to have a Mac running an 
IBM-compatible operating system and a MS Windows-based browser.

eSYSCO URL

www.esysco.net

The URL (Uniform Resource Locator) is used to access the eSYSCO Internet site. It 
should be entered in the address bar of the Internet browser. Your local Sysco 
Operating Company provides the user name and password for the system.
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Customer Computer Requirements

The computer requirements are available to help you determine which computer 
system will work best in your environment. They also provide a list of require-
ments that your computer system must have before being able to use eSYSCO.

Optimal System Properties (recommended)

Hardware Pentium III 600 Mhz processor or better
64 MB of RAM
56 kps modem or other high-speed connection
SVGA Monitor (800x600 resolution or better)

Software Microsoft Windows 2000 or Windows XP operating system
Microsoft Internet Explorer 5.5 or better
HTML-capable email software, such as MS Outlook Express
(free from Microsoft)

Hardware Requirements (minimum)

Intel Pentium 100Mhz or equivalent
32 MB RAM
SVGA monitor (capable of an 800x600 resolution)
28.8 Modem and phone line

Software Requirements (minimum)

Microsoft Windows 98 or Windows NT
Microsoft Internet Explorer 5.5+ or Netscape Navigator 6.1 or 6.2
Internet connection, email address, email client

Customer Connection Requirements

Internet Access An Internet Service Provider (ISP) or Local LAN connection to 
the Internet is required.

Email Access An email address is required for order confirmations.

Important: The Macintosh Operating System and compatible browsers are not 
supported by eSYSCO at this time. 
A work-around to this issue is to have a MAC running an IBM-compatible operat-
ing system and a Windows-based browser.



eSYSCO Customer User Guide Version 7.4.5 3

2
eSYSCO Overview

This section provides information on how to “move around” in the eSYSCO 
application.

eSYSCO is an online replenishment management solution for food service opera-
tors. Using eSYSCO, restaurateurs, kitchen managers, and food service operators 
can quickly and easily place their orders with SYSCO. 

They can also track orders that have been placed and generate reports that aid in 
their decision-making process.

This guide is for operators who will be using the eSYSCO commerce services. 

Screen Design

The screens in eSYSCO are made up of three basic frames. These frames are as fol-
lows:

Navigation Region
Information Region
Detail Display

See Figure 1 for an example of the screen design.
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Navigation Region

The  Navigation Region  contains the links needed to access every area within the 
eSYSCO application. From anywhere in the application, you can click on a link, 
select the desired option, and display the information. 

Ordering is done using three main screens:

Orders
Items
Checkout

Application preferences, list management, and reporting functions are accessed 
using the following links:

Reports
Lists
Options
Change Password

Information Region

The Information Region displays the identification number of the order currently 
displayed, the number of pieces, the total cost, and the delivery date. The buttons 
allow you to edit your delivery information or review your order. 

Display Detail

The Display Detail frame displays the details that correspond with the link 
selected. For example, if you select the Items link, the methods available for dis-
playing items displays in this region. 

Figure 1. Sample eSYSCO Order Screen

Navigation Region

Information Region

Detail Display
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Navigational Tools

There are many controls available to access various sections of the eSYSCO appli-
cation. From buttons to links, icons to drop-down boxes, eSYSCO makes it easy 
for you to find what you are seeking. 

A customized list, order guide, or product guide may consist of several display 
pages of items. A display page consists of the # of line items per page specified on 
the Options  page. The following controls are available to help you navigate 
quickly through a list.

Navigating Lists

Navigational links display in the top portion of the application and additional 
links allow you to move you through lists. These links make it easy to view all 
pages of the list.

Links

Links allow you to move back and forth between pages of a list. 

Click |<First  to return to the first page of the list or Last>| to advance to 
the last page.

Click <Prev to go back a single page from the current page or Next> to go 
forward one page.

Note: When first accessing a list with multiple pages, only the Next> and Last>| 
links display. The links do not appear if all items display on one page.

Go To

To go directly to a specific page in the list, click the down arrow to the right of the 
Go To field to display a list of available pages (Figure 2). Highlight a page and 
click once to view the items on this page. 

Note: The number of items displayed per page is controlled by your Display Pref-
erences on the  Options page. 

Sort By

You may change the display of the list based on the sorting criteria. There are 
three options available when using the Sort By field (Figure 3.) 

Sysco Category List items based on the Sysco 12 categories.

Figure 2. Go To drop-down option

Figure 3. Sort By drop-down options
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Order Added List items based on the order to which they were added to 
the order.
Description Alpha Sort List items alphabetically based on their descrip-
tion.

Select Category

Lists may be divided into categories or department types (such as Dairy, Frozen, 
or Poultry). To limit the display, click the down arrow for this control to display a 
list of available categories (Figure 4). Highlight a category and click once to view 
items assigned to the selected category.

Note: You can create your own category headings when creating custom lists. 

‘Bread crumbs’

Like Hansel and Gretel, the bread crumbs (a web-related term) are there to help 
you quickly return to the previous screen. Breadcrumbs are the links at the top of 
the list. 

In this example, the breadcrumbs are as follows:
Items> Browse> Frozen> Convenience Prd> Pizza

In the following example, items categorized as Pizza are displayed. To easily 
return to the top-level list of categories, click on the Frozen link. To return to the 
screen displaying all methods of selecting items, click on the Items link.

Figure 4. Select Category drop-down options

Figure 5. Example of Bread Crumbs in eSYSCO
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Buttons and Icons

Throughout the application there are controls available for printing whatever you 
happen to be viewing – typically a report or a list. In addition, you can clear all 
changed quantities made while reviewing an order.

Customer Support
Within the eSYSCO application, you have the ability to access information to 
guide you in the order process. Provided for you are the following links:

Customer Support Click to display a list of frequently asked questions, 
access to the eSYSCO User Guide, and buttons to download Microsoft 
Internet Explorer, Netscape Navigator, or Adobe Acrobat Reader.

Help Click on the Help link to display the eSYSCO help file. Use the Con-
tents, Index, and Search functions to access the desired information. 

Table 1 
Standard Icons used in eSYSCO

Standard Icon Description

Print Current Page Prints the page currently displayed in the Display Detail. 
(Only one page displays on the printer icon.)

Print All Pages Prints all available pages in the list. (Notice there is more than 
one page on the printer icon.)

Export Exports the associated list to a file, which can be viewed in Microsoft 
Excel in a comma separated values (.csv) file format. 

Clear All Quantity Changes Clears all quantity changes made while reviewing 
an order. May also be used to clear pre-set quantities in Custom Lists.

Search Type the item to be found in the associated search field and click on this 
icon to perform the search in the Product Guide.

Edit Edit the category headings, arrangement of items, add/ delete items from 
the lists, and assign items to categories of a custom list.

Delete Delete the list from the custom lists available. 

Find Item Within List Type the item to be found in the associated field and 
click the GO icon to perform the search. 
The Find Item Within List option only searches the list shown in the Detail Dis-
play region. Use the Search feature to find an item in the Product Guide.

Table 2 
Standard Buttons used in eSYSCO

Standard Button Description

Edit Order Information Click to display the Order Information window, which 
is used to change the delivery date, purchase order number, and delivery instruc-
tions.

Review Order Click to display all items and quantities on the current order. The 
Review Order button may not always display.
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3
Getting Started

This section instructs how to successfully access the eSYSCO application.

eSYSCO, the SYSCO Online Order Entry system, uses a login and password for 
security purposes. To access the eSYSCO system, you need to know your user-
name and password. 

Note: If you do not know this information, contact your local Sysco Marketing 
Associate for more information. 
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Login Page

The Login page is the entry point of eSYSCO. Access the login page by using the 
www.esysco.net web address (Figure 1). Enter the username and password, 
assigned by your local SYSCO operation. 

How to log on to eSYSCO

1 Type your Username.

Your local Sysco Operating Company assigns username and password.

2 Press the <Tab> key. 

3 Type Password.

4 Click the Login button.

Note: Username and password are case-sensitive. Make sure you do not have 
your <Caps Lock> key pressed.

5 The Message page displays. 

Figure 1. eSYSCO Login Page
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Message Page

The Message page displays after successfully signing on to eSYSCO. In this screen 
example (Figure 2), the password is about to expire. 

If there are no system messages to display, click the Continue button to access the 
order entry portion of the application. 

Orders Page

The Orders page (Figure 3) is the starting point for creating a new order, accessing 
an unsent order, editing a submitted order, or reviewing previous orders.

New orders are orders that have never been entered before.

Existing Orders  are those currently in the system. These orders may be in one of 
the following statuses:

Figure 2. eSYSCO Message Page

Figure 3. eSYSCO Orders Page
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Unsubmitted  orders are previously entered orders that have not been 
submitted to SYSCO for fulfillment. 

Pending orders have been sent to SYSCO, but an email confirmation has 
not been received.

Received orders are those that were sent to SYSCO for fulfillment, but are 
considered still in the system before cut off time. Because order allocation, 
picking, and shipping have not occurred yet, you may still change the 
order. 
An order number is assigned once Sysco acknowledges the order. 

Note: Unsubmitted and Received orders may be changed. Pending orders are 
considered ‘read-only’ and may only be viewed. 

Order History displays the last 12 weeks of orders submitted. These orders can-
not be edited and are for review only. Orders in the following statuses are consid-
ered to be ‘Order History’ and are considered ‘read-only’. 

Pending orders have been sent to SYSCO, but an email confirmation has 
not been received. You may view the order but cannot update the quanti-
ties until the order moves to ‘Received’ status.

Completed orders were delivered to the customer on the entered delivery 
date. Future delivery date orders may remain in ‘Received’ status until the 
selected delivery date passes and delivery is made.

Accessing Order Details

To access the details, click on the underlined link associated with the desired 
order. Orders in the Existing Orders section may be changed. Orders considered 
to be Order History may not be updated and are in ‘Read-only’ mode.

From the Orders page (Figure 4), you can check the status of the orders. Orders 
move through the following statuses during order entry. 

Figure 4. eSYSCO Orders Page
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1 Unsubmitted Any order you have not selected ‘Submit Order’ is considered an 
‘unsubmitted’ order. 
Changes may still be made to the order. 

2 Pending Your order was submitted to Sysco, but you have not received the 
email confirmation yet. 
Order details are in ‘read-only’ mode and changes cannot be made. 
Order number is ‘0’. 

3 Received Order was submitted to Sysco and an email confirmation was 
received. 
Changes may be made to the order as long as cutoff time has not passed. 
Sysco assigns the order number.

4 Complete Order was delivered to the location. 
Order details are in ‘read-only’ mode and are part of your order history. 

Confirmation # vs. Order #

All orders are assigned a confirmation number as soon as the order is started. 
These numbers start with the letter ‘R’ (Reference). The confirmation number is 
for reference only. 

Order numbers are assigned once the order is received and accepted by Sysco. 
Order numbers appear on the invoice. 

Email confirmations display the assigned order number and the confirmation 
(reference) number. 

All confirmation numbers and order numbers have dash followed by a two-digit 
code. The two-digit code displays information about your order. In Figure 5, the 
unsubmitted order displays -00, which means the order was not submitted to 
SYSCO. The received order displays -01, which means the order was submitted to 
SYSCO. 

-00 The order was not submitted to SYSCO. Resubmit this order, if neces-
sary.
-01 The order was submitted to SYSCO. 
-02  The order was resubmitted to SYSCO or an updated/modified order 
was submitted.

Edit Order Information

After you select an option from the Orders page, delivery information may be 
required. You can always change the delivery information by clicking on the Edit 
Order Info button.

The Edit Order Info window (Figure 6) allows you to enter any applicable infor-
mation about the order. Select the delivery date using the drop-down arrow. 

Figure 5. Sample reference numbers and order numbers assigned by eSYSCO.
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Note: Only your valid delivery dates display in the list of options. 

Type the applicable information in the fields and press <Update>. The Items page 
displays.

Items Page

After you select an option from the Orders page and fill out the appropriate deliv-
ery information, you must decide the method of adding items to the order.

There are three ways to build an order: by list, by item, or by quick entry. From 
the Items page (Figure 7), select the desired option. 

Select from Lists Select from custom lists, order guides, or recent orders.

Browse by Category Find items based on the SYSCO Category.

Other Use Quick entry to type the SUPC numbers and quantities to order 
product or import orders from other software systems. 

Figure 6. Edit Order Information pop-up window

Figure 7. Items Page with the Import option turned on.
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Each option is explained in further detail in the Ordering Items chapter.

Note: You may search for a particular item using the Search feature found in the 
upper right corner of the screen at any time. 
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4
Ordering Items

This section instructs how to select items to add to your order.

You may add items to your order using order guides, search, browse, or quick 
entry. Whatever method is selected for building the order, you have the following 
controls:

To add items to your order, enter the desired quantity in the Quantity box.

To remove an item from the order, remove the quantity from the Quantity  
box. 

To view all items added to the order, use the Review Order feature. 

Select from Lists

Click on the appropriate underlined link to display valid options. Once the list of 
options displays, select the list you want to use to add items to the order. 

Important: This is known as ‘drilling down’ through lists of options. 

Custom Lists

A custom list is a list of items you create ( Figure 1). It can be named, categorized, 
and organized according to your needs. 

Order Guides

Order Guides and bid books are lists of items that help you in the ordering pro-
cess (Figure 3). Order Guides and bid books are determined by your local SYSCO 
Operating Company. 

Figure 1. Example Custom List selection options
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Recent Orders

Recent orders allow you to order products based on what you ordered in the past 
(Figure 3). You do not have to search for items if you know you ordered them 
recently. Or, if you order the same thing every few weeks, use the recent orders 
option.

Entries made in the My Order Name field of the Edit Order Info window display 
in the recent orders column. 

Note: If an order name is not specified, ‘No Description’ and the date the order 
was created displays. 

Entering Quantities

When you select a list, all of the items on the list appear on the screen. In the fol-
lowing example ( Figure 4), a custom list was selected.

Figure 2. Example Order Guide selection option

Figure 3. Example of Recent Orders, which can be used to submit a new order.
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Once the screen displays, type the desired quantities in the Quantity  fields. Con-
tinue adding items until all desired items are added. 

Some items may be ordered individually (splits) as well as by the case. These 
items have two Quantity boxes (Figure 5). Use the drop-down arrow to select the 
desired number of splits.

Information about navigating through lists can be found in the Overview section 
titled Navigational Tools. 

If items are needed, yet do not display on the list, use the Browse and Search fea-
tures. 

Browse  is available by clicking on the Items link and selecting the desired 
category. 

Search  is always visible in the top right corner of the screen. 

Using Pre-filled Quantities on Custom Lists

Using custom lists, you may pre-fill the quantities when creating the list. Then, 
when you access the list to order, you do not have to type the quantities.

To remove the quantities of a pre-filled list, use the Clear All Quantities button to 
clear all quantities. To change a pre-filled quantity, type the desired amount over 
the existing number.

Figure 4. Example of how to enter quantities using a Custom List.

Figure 5. Case quantity boxes and split quantity boxes
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Prices Display in Red

If the prices display in red, live pricing is disabled. Check the setting using the 
Options link and then checking (4) the Use live prices when available  box. 

Displaying Item Movement Information

The product movement statistics are the number of cases/ splits you purchased in 
the past four weeks. To display movement information, click on the blue dot in 
the M column (Figure 6). If there is not a blue dot, no movement information 
exists for that product. 

Third Line Descriptions

Before ordering an item, the product information can be reviewed to assist in the 
decision-making process. Product information pages in eSYSCO are called Third 
Line Descriptions. Third Line Descriptions can contain information such as prod-
uct descriptions, nutritional benefits, handling instructions, and serving sugges-
tions. 

To display a Third Line Description, click on the underlined description of the 
item (Figure 7). Items that are not underlined, do not have additional product 
information.

A window displays with the specific information for the selected product. To 
return to the ordering process, click on the <Close> button in the lower portion of 
the window.

Browse by Category

Browse uses product categorizations to display short lists of similar products. 

Figure 6. Example of Item Movement indictor (blue dot) and movement information.

Figure 7. Example items having a third line description and the product information.
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To use the Browse feature, click on the Items link to display the list of categories. 
Once the screen displays, select the category matching the item for which you are 
browsing (Figure 8). Continue to select category matches until the desired item 
category is displayed. 

Important: This is known as ‘drilling down’ through lists of options.

For example, you want to price different brands of cream cheese in single serving 
portion cups.

Select Dairy Products> Cheese> Crm Chs Reg to display all items catego-
rized at SYSCO as ‘regular cream cheese’ (Figure 9).

To order an item from the Browse screen, enter the quantity desired in the Quan-
tity box.

Figure 8. Example of Browse by Category

Figure 9. Browse by Category for Cream Cheese in portion cups.
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To select the next browse sequence, use the underlined options at the top to 
return to the previous listed categories. Enter the quantity desired. Once com-
pleted, access the Checkout link. 

Remember... Use the ‘Bread crumbs’ at the top of the list to quickly return to the 
previous categories. 

Quick Entry

The Quick Entry method for adding items to an order requires you to know the 
product’s seven-digit SUPC number. These are the product numbers assigned by 
SYSCO. 

Up to 30 items may be entered at one time.

Using the Quick Entry Feature

Complete the form by typing the SUPC number and the desired case or split 
quantity. Continue adding items in the Quick Entry screen until all items are 
added (Figure 11). 

Figure 10. Quick Order Entry Screen.
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You determine how many items may be entered on the screen before pressing the 
Add to Order button. Up to 30 items are allowed.

Once the SUPC numbers and quantities are entered, click on the Add to Order 
button to add these items to the order. 

The system processes the information and verifies all information is accurate. 
Items that need attention are listed as an error. Examples of possible errors dis-
play on the following screen. 

Invalid items display in red as errors (Figure 12).

Items with errors must be fixed before continuing the order entry process.

Change the split quantity to case quantity to add the case to the order. Update the 
invalid SUPC number items by typing the correct SUPC in the SUPC  field. Delete 
the erroneous items by checking the Delete box on the right side of the screen.

Note: The pack/size displays to help determine the course of action to take when 
errors arise.

Figure 11. Example of the Quick Order Entry screen with SUPC numbers and quantities entered.

Figure 12. Example Quick Entry Results (with errors).
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Once all items are corrected, click the Add To Order button. The system revali-
dates the items and displays a message similar to the following:

26 product(s) were added to the order. 
All the products on the previous page were valid. 
They have been added to your order.

Important: If you do not click on the Add to Order button before attempting to 
display a different page, you receive a pop-up window asking if you want to add 
the entered items to the order.

Continue with your ordering process. 

Once all items have been added and/or corrected, click on the Checkout link to 
submit the order. 

Note: Any quantities over 25 display a pop-up window verifying you want to 
order that many cases. Click OK to accept the entered quantity.

How to correct Quick Entry errors

Once you validate the items entered on the Quick Order Entry screen, you may 
have errors. Depending on the type of error, different solutions exist. 

Table 1 
Possible Quick Entry Errors and Solutions

Quick Entry Error Solution

Cannot Split Item

The SUPC entered is not a splittable item. You may only order entire cases of prod-
uct.
To order the item Remove the quantity from the ea quantity box and retype 
the quantity in the cs box.
To delete the item Click the Delete box so the checkmark displays. Click the 
Add to Order button to continue.

Figure 13. Quick Order Entry items requiring attention before order can be submitted.
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Importing Orders

If you are using a third-party system that has the ability to work with eSYSCO, 
you may have the option to import orders into eSYSCO from the third-party soft-
ware (FoodTrak, Computrition, CBORD, Momentum).

If you have a compatible software program that can interface with eSYSCO, con-
tact your local SYSCO Operating Company to have the settings turned on. Then, 
click on the Options link at the top of your eSYSCO screen and determine the cor-
rect import file format layout for your needs. 

Important: If you are not sure of which file format you need, click on the Help 
link to display the available options, the file layouts, and an example of those lay-
outs.

Once turned on, you may import orders using the Import Orders option on the 
Items page (Figure 14). 

Invalid SUPC

The SUPC entered is mistyped, SUPC has been changed, or the product is no 
longer available. If the SUPC number is correct, you may need to perform a search 
or browse to find the updated SUPC number for that product. 
To order the item Verify the seven-digit SUPC was entered correctly. Type the 
correct SUPC in the SUPC field. 
To delete the item Click the Delete box so the checkmark displays. Click the 
Add to Order button to continue.

Proprietary Item

The SUPC entered is a proprietary product that is unavailable to order for your 
operation. If you feel you have received this message in error, contact your local 
SYSCO Operating Company to verify proprietary items. 
To order the item You are unable to order the entered item. It must be deleted 
from the order.
To delete the item Click the Delete box so the checkmark displays. Click the 
Add to Order button to continue.

Restricted Item

The SUPC entered is a restricted product and is unavailable to order for your oper-
ation. If you feel you have received this message in error, contact your local 
SYSCO Operating Company to verify restricted items.
To order the item You are unable to order the entered item. It must be deleted 
from the order. 
To delete the item Click the Delete box so the checkmark displays. Click the 
Add to Order button to continue.

Table 1  (continued)
Possible Quick Entry Errors and Solutions

Quick Entry Error Solution
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Click on the Import Orders link to display the Import Orders selection screen 
(Figure 15), which is used to browse your computer system to find the file to be 
imported. 

Click the Browse button to locate the file to be imported. Once selected, click the 
Import File button. The system creates an order with the imported item/quantity 
information. 

Figure 14. Items Screen.

Figure 15. Import Orders Screen.
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After the import is complete, the Order Import Results screen displays. The new 
order number and any invalid item information displays.

If any item details come through with errors, they must be corrected and revali-
dated before continuing. 

To review the imported items, click on the Orders link. The imported order dis-
plays Option n Import (where n is the selected import option number) in the My 
Order Name column to help you distinguish which orders were imported. In this 
example (Figure 16), Option 2 is the selected import option.

Using Search

Search uses descriptions to select items to display. Search retrieves items from the 
product list matching the entry in the Search Product Guide for field, located in 
the upper right corner of the screen. To use the Search feature, type the item you 
are searching for in the Search Product Guide for box. 

Search Product Guide for:

Click on the magnifying glass icon to perform the search (). Use descriptive words 
when searching. 

Figure 16. Example Orders Page with an imported order.

Figure 17. Click on the magnifying glass to start the selected search.
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In this example, Search returns all items with ‘Pepper’ (or an abbreviation of pep-
per) in the description (Figure 18). Once the items are displayed, enter the items 
quantity desired in the Quantity field. 

Use the navigational tools to display all items matching the search. See the Navi-
gational Tools section for more information.

In this example, the desired item was actually a produce item. Use the ‘Select Cat-
egory’ drop-down box to select ‘Produce’ (Figure 19). The screen displays all 
items matching the search criteria categorized as ‘produce’.

Figure 18. Search results screen when searching for ‘pepper’. 
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Note: Notice how the ‘bread crumbs’ display the number of items returned in the 
search. In this example, 302 items matched the search criteria. 

To order an item from the Search page, enter the quantity desired in the Quantity 
field. 

More Search Options

Advanced search offers the ability to specify search parameters using limiting 
phrases and options. To access the advanced search options, click on the More 
Search Options link (Figure 20).

Figure 19. Limit the Search results to display only the produce items.

Figure 20. More Search Options Screen
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Search In

On the advanced search screen, you determine the specifics for your search. Select 
the list to be searched by pressing the drop-down arrow button to the right of the 
Search in field (Figure 21). 

Search By

There are three options when determining what to search for in the selected list. 
They are as follows:

Brand  The brand name associated with the desired item
Description A brief description of the item
SUPC The seven-digit product number

Use the drop-down arrow to select the desired option.

Determining the Condition

The next decision is to select how the system determines if the item matches the 
criteria. This option is called the Condition. There are three conditions available. 
They are as follows:

Equals Search criteria must match the Search By  selection (Brand, 
Description, SUPC) exactly.
Contains  Valid items must contain the search criteria in some form, 
including abbreviations.
Begins With Valid items must start with the search criteria entered.

Conditions are directly associated with the Search By  field. Depending on the 
option selected in the Search By field (Brand, Description, or SUPC), valid items 
must equal, begin with, or contain the search criteria entered. 

Note: If ‘SUPC’ is selected in the Search By field, the condition must be Equals or 
an error message displays. 

Search Criteria

The search criteria is the box in which you type the information for which you are 
searching. Be descriptive when entering the criteria information. 

In this example (Figure 22), all items that have a description beginning with the 
word “Pepper” are considered valid items and will display on the Search Results 
page.

Figure 21. Selecting the list in which to search for products.
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Note: The entry in the Search Criteria field is not case-sensitive.

Once the search criteria information is entered, press Search to execute.

The Search Results page displays all items having a description beginning with 
the word “pepper” ( Figure 23). 

Note: Notice how the bread crumbs display the number of items returned in the 
search. In this example, 149 items matched the search criteria.

Using Operators

Operators allow you to further limit your search determining if the item matches 
the criteria. This option is called the Operator. There are two operators available. 
They are as follows:

And Select only those items matching the criteria entered in rows 1 and 
2. 
Or Select items matching any criteria entered in either line of the search.

In this example (Figure 24), all items that have a description beginning with the 
word “pepper” and the description contains the word “red” are considered valid 
items and displays on the Search Results page (Figure 25). 

Figure 22. Advanced Search Criteria Example

Figure 23. Advanced Search Results

Figure 24. Using Operators to further define an advanced search.
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Note: Notice how the bread crumbs display the number of items returned in the 
search. In this example, 11 items matched the search criteria.

Advanced Search Examples

I want to search my order guide for Tyson boneless products…. To search for all 
boneless Tyson products in your order guide, select the search criteria shown 
below (Figure 26) and click on <Search>. 

The search results show there are three products matching the search criteria: 
Brand = Tyson AND Description contains boneless (Figure 27).

I know the ‘Imp Ang’ brand carries Black Angus products, but I want to see anything 
considered ‘Angus’…. To search for all ‘Imp Ang’ brands or items considered 
‘Angus’, select the search criteria shown below (Figure 28)and click on <Search>. 

Figure 25. Advanced Search using operators search results.

Figure 26. Advanced Search Example 1

Figure 27. Advanced Search Example 1 Results
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The search results shown below (Figure 29) list 12 products matching the search 
criteria: Brand = Imp Ang OR Description contains Angus.

I only have the seven-digit SUPC number.  The normal search doesn’t work.  What 
should I do?  To search for an SUPC number, select the search criteria shown 
below (Figure 30) and click on <Search>. 

The search results display the product matching the SUPC entered (Figure 31).

Note: If ‘SUPC’ is selected in the Search By field, the condition must be Equals or 
an error message displays. 

Figure 28. Advanced Search Example 2

Figure 29. Advanced Search Example 2 Results

Figure 30. Advanced Search Example 3

Figure 31. Advanced Search Example 3 Results
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I tried searching for ‘chili sauce’ but had no items returned. I know Sysco carries ‘chili 
sauce’…. Use the Advanced Search options to search the product guide for ‘Chili 
Sauce’.  Use the search criteria shown below (Figure 32) and click on <Search>.  

The search results show there are six products matching the search criteria: 
Description contains ‘chili’ AND Description contains ‘sauce’ (Figure 33).

Figure 32. Advanced Search Example 4

Figure 33. Advanced Search Example 4 Results
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5
Checking Out

This section provides information about reviewing and submitting your order to 
Sysco.

After all items are added to your order, you may want to review the order for 
accuracy. In the Information Region, use the Review Order button to display your 
order (Figure 1). 

The Review Order button may not always display. For example, if the Lists screen 
is displayed, the button displays next to the Edit Order Info button notifying that 
an order is active.

Order Detail

The Order Detail displays after the Review Order button is selected. The Order 
Detail provides the opportunity to verify an order is correct before submitting 
(Figure 2). If you do not want to review the order, simply click on the Checkout 
link when finished entering items.

Figure 1. Information region, which displays the Review Order button.
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Once the order details display, update the quantities by typing the correct num-
ber (including zero) in the Quantity fields and refreshing the page. 

Various methods may be used to refresh the page. Three of the more common 
methods are as follows:

Click on the navigation links (|<First, <Prev, Next>, Last>|)

Click on the Review Order button

Click the Checkout link

Note: The number of pieces ordered found in the Information Region is updated 
as soon as the screen is refreshed using one of the methods mentioned above.

Figure 2. Review Order screen, which displays the Submit Order link.
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Submitting the Order

Once all items are selected and you are ready to submit the order, scroll down to 
the bottom of the page until the Submit Order link displays (Figure 3).

A window may display (Figure 4). Click <OK> and the order is submitted to 
Sysco.

Once the order is sent, the Order Submitted page (Figure 5) displays information 
about the order. You should keep the reference number assigned to the order for 
your records.

Figure 3. The bottom of the Review Order screen displays the Submit Order link.

Figure 4. The Submit verification pop-up window may display before submitting an order.
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Note: In this screen example, the order contains a remote stock item, which is 
shipped separately from the rest of the items.

If substitutions are required, the Substitution page (Figure 6) displays before the 
Order Submitted screen (Figure 5). 

Substitution Options

Substitution rules are as follows:

PF (Partial Fill) Ship the partial quantity if the requested quantity is not 
available.

SIA (Ship if Available) Ship the ordered item quantity if it becomes 
available after the order is submitted.

AS (Automatic Substitution) Automatically ship the substitute items if 
requested quantity is not available.

Required Substitutions – Exceptions

When you are finished ordering and select the Checkout link, the required substi-
tutions (exceptions) may display (Figure 6).

Figure 5. The Order Submitted screen displays the reference number and information about the order.
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This screen only displays when exceptions exist on your order. If the substitute is 
acceptable, enter the desired quantity in the Quantity field. 

Delete Order

The Delete Order function allows you to delete an entire order with the click of 
the mouse. To delete an order, display the order detail using the Review Order 
button (Figure 7). Scroll to the bottom of the order page until the Delete Order 
link displays. Click on the Delete Order link.

Figure 6. The Substitution screen may display after the order is submitted.
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A window displays (Figure 8). Click <OK> and the order is deleted. The system 
returns to the Orders screen.

Email Confirmations

Once the order is received and confirmed at the warehouse, you receive an email 
confirmation of the order (Figure 9). The confirmation contains any exceptions 
that may occur at the warehouse. If any exist, you will see the Sysco exceptions on 
the email confirmation.

Figure 7. Scroll to the bottom of the Review Order screen to display the Delete Order link.

Figure 8. The deletion verification window displays to confirm you want to delete the order.
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It is very important to look over the confirmation. A note may appear at the top 
stating the item is a remote stock item and to contact the Customer Service 
department of your local Sysco operation. 

The number in the Ord Qty (ordered quantity) column should be the same as the 
number in the Alc Qty (allocated quantity) column. Any difference is an excep-
tion. 

Please contact your local Marketing Associate with any questions regarding the 
exceptions.

Note: Orders placed with a delivery date in the future (not a next day delivery) 
are not allocated until the day before the requested delivery date. 
A second email confirmation with allocated quantities is sent once allocation 
occurs.

Figure 9. Example Email Confirmation in HTML format.
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6
Using the eSYSCO Tools

This section provides information about the additional tools in the eSYSCO appli-
cation.

In eSYSCO, you have multiple tools available for your convenience. From the 
links at the top of the screen, you have access to the following tools:

Reports Display reports based on your order history.
Lists Create new custom lists and edit, delete, rename, or export your 
existing lists.
Options Customize eSYSCO to meet your personal requirements.
Change Password Change your password periodically for tighter secu-
rity.
Help Access the online Help file to assist your online ordering experi-
ence.
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Reports

With eSYSCO’s reporting features, you can generate summary reports to get an 
overview of your order history. With detail reports, you can compare estimated 
costs with your actual costs (Figure 1).

Lists

You have the capability to customize your lists specifically for your operation. If 
you prefer to have your order guide in the same order as your pantry, you have 
the tools to create and maintain customized lists. To access the list management 
options, select the Lists  link (Figure 2).

Note: You do not have to have an active order to perform list management. Sim-
ply click on the Lists  link to access the page.

Figure 1. Example Pie Chart Report 
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There are two options available when performing list management. They are as 
follows:

Create List based on an existing list  Rearrange an existing list, such as 
an order guide, or bid book to your format.

Create List Manually Create a customized list using SUPC numbers and 
case/split quantities.

You may also edit, rename, delete, and export custom lists from the Lists page.

Managing Lists

You can sequence lists according to the layout of the stock room, the order of your 
inventory list, or just a personal preference. Select the Lists link and select to cre-
ate a new list or work with an existing one ( Figure 3). 

Three options exist for maintaining existing lists. Those options are as follows:

Edit a list
Delete a list
Export a list

To manually create a customized list, access the Lists link. There are two options 
to creating a custom list. 

Create a new list from scratch.
Create a new list based on an existing list or order.

Determine the method you would like to use, type a new name in the appropriate 
field and press the <Go> button.

Figure 2. Lists Screen
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Once the new list is added to the display, click on the Edit button. Adding items 
to a custom list is similar to using the Quick Entry feature.

Note: You need to know the seven-digit SUPC numbers and the case/split status 
of the products to be added to a customized list.

Once all items and categories have been added, click on the <Save> button. The 
list is now available for use when ordering.

Copying a List

To create a new list by copying another list as a template, use the following steps:

1 Click on the Lists  link.

2 Click the down arrow to the right of the Create List Based on field to display all 
available lists. 
Select the list to be used as the base for the new list. 

3 Type the name of your new custom list in the New Name field.

4 Click the GO button to continue. 
The new list displays now as an available option. 

To add or change items on the newly created list, you must Edit the List. 

Create a List Manually

Creating a list manually means you will not be using an order guide, order, or 
other list as the basis for which items are included. Creating a list manually pro-
vides you the opportunity to add specific items to a custom list based on the 
SUPC number. 

To create a new list by entering each item manually, follow these steps:

1 Select the Lists link from the Navigation links. 

Figure 3. Using the Lists screen to manage various lists.
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2 Type the name of the new list in the New Name field. 

3 Click the Create List Manually button. 
The screen displays the Quick Entry Form (30). 

4 Type the SUPC number of the item to be added to the custom list. 

Note: Use the <Enter> key to move between fields. 
Netscape users must use the <Tab> key to move between fields.

5 Type the desired quantity (case/split) in the appropriate field. 

Note: You are not required to put case/split quantities when adding items to a 
custom list.  

6 Repeat step 4 and step 5 (if applicable) until all items are added to the list.
If you add quantities when creating the list, those amounts automatically display 
in the order when starting a new order using the custom list. Some customers use 
this feature to enter their par values.

7 Press the Add to Order button. 

8 Correct any errors that may occur. 
Common errors are invalid SUPC numbers, unable to split item, proprietary item, 
etc. You may need to delete the items. Use the checkbox on the right to delete 
items. 

9 Press the Add to Order button. 

10 Validate the List against the main product catalog and save it by entering a name.

Editing Lists

eSYSCO allows you to create custom lists. Once the list is created, you must edit 
the list to add items, add categories, and re-arrange the items into categories. 

To edit an existing list, select the list from the Existing Lists options and click on 
the corresponding Edit button. 

Renaming a List

To rename a customized list, use the following directions:

1 Select the list to be renamed from those displayed on the Lists screen and press 
the Edit button. 

2 Type the new name over the name currently displayed in the List Name field. 

3 Press Save. The list name has now been changed. 

4 Press OK to return to the Lists screen. 

Adding Items to a List

A custom list must be created before items may be added to it. See Managing Lists 
for more information. Items are added to a list using the Quick Entry method. 

Note: You must have the seven-digit SUPC numbers of the items to be added to 
the custom list. 

To add items to a new list or an existing list, use the following process:
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1 Select the list to have items added from those displayed on the Lists screen and 
press the Edit button. 

2 If the list contains items already, scroll to the bottom of the item list. 

3 Press the Add Items button. The Quick Entry Form displays. 

4 Type the SUPC number in the SUPC# field. Use the <Enter> key to move from 
field to field. 
Netscape users must use the <Tab> key to move between fields.

Important: Although quantities are not required when adding items to a list, 
those entered will automatically fill the quantity boxes when using the list for 
ordering. The quantities entered may be used as your ‘par’ values when ordering. 

5 Press the Validate button when all items are entered. 
eSYSCO verifies the SUPC numbers are valid items. 

6 If all items are correct, OK displays in green. 
If items need attention, the error message displays in red.

7 Correct any errors and press the Add to Order button. 
If the items pass validation, all items display OK. 
See Options for more information. 

8 Press Save and the items are added to your list.

Delete Items from a List

At times, you may need to remove an item from a customized list. It is a very easy 
process. 

Note: Entering a zero quantity on a list does not remove the item from the list as it 
does in order entry. 
The item remains on your list, but it does not have any pre-filled quantity 
amount. 

Important: You are unable to manually remove items from an order guide. After 
8 weeks without ordering the item, it automatically ‘falls off’ the order guide. 

To remove items from a custom list, use the following procedure:

1 Select the list to have items removed from those displayed on the Lists screen and 
press the Edit button. 

2 Click in the Delete box on the far right side of the item to be removed so a check-
mark displays. 

3 Once all items to be removed have a checkmark in the Delete box, scroll to the 
bottom of the list of items. 

4 Click the Delete Selected Items button. 

5 Click OK in the verification pop-up window to remove the items from the list. 

6 The List details re-display and the selected items are removed. 
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Change Quantities on a List

If you are using pre-filled quantities on a custom list, you may need to change the 
number entered. Doing so is similar to changing the number of items ordered 
during order entry. 

Note: Entering a zero quantity on a list does not remove the item from the list as it 
does during order entry. 
The item remains on your list, but it does not have any pre-filled quantity 
amounts. 

To change the pre-filled quantities on a list, use the following procedure:

1 Select the list to have quantities changed from those displayed on the Lists screen 
and press the Edit button. 

2 Locate the product needing a quantity change. Type the new quantity over the 
number currently shown. 

Note: Type 0 in a quantity box to remove the pre-filled quantity amount. This 
ensures the item remains on the list, but does not have a quantity entered auto-
matically. 

3 Once all quantities needing update have been changed, scroll to the bottom of the 
list of items. 

4 Click the Save button. 

5 Click OK in the verification pop-up window to save the changes. 

6 Click OK to return to the Browse Custom Lists screen or 
Click Cancel to continue editing the selected list. 

Add & Sort Categories in a List

eSYSCO allows you to create your own categories when using custom lists. This 
feature may be used to categorize your items based on your own cataloging sys-
tem. This system may be based on your storage facility – dry, cooler, freezer, off-
site, etc. 

The Add & Sort Categories screen allows you to perform multiple tasks:

Add Categories
Delete Categories
Rename Categories
Arrange Categories

Adding Categories to a Custom List

1 Click on the Lists link.

2 Select the custom list to be categorized and click the Edit button. 

3 Click the Add & Sort Categories link located immediately below the list name 
field. 

4 Type the name of your new category in the New Category Name field. 

5 Click the Add button. 
The new category displays in the list of categories on the right. 
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6 Repeat previous steps until all desired categories are added. 

7 Click Save when complete. 

Deleting a Category

Warning! When you delete a category, all items assigned to that category are also 
deleted!

1 To remove a category, highlight the category name to be removed in the List of 
Categories window and click the Delete button. 

2 A window displays asking if you want to remove the category and all associated 
products. 

3 Click OK to remove the category and all items assigned to that category. 

STOP!!  Do not remove the ‘Uncategorized’ category! 
When adding items to a custom list, all items are considered ‘uncategorized’ until 
they are assigned to a specific category. 

Arranging Categories in your Custom List

The List of Categories window is used to determine the sequence of your custom 
categories. Use the up/down arrows to move categories to the desired position. 

1 Highlight the category to be moved. 

2 Click the up or down arrow depending on your needs. The button may be 
pressed multiple times to move the category to its desired location. 

3 When all categories are arranged, click the Save button. 

Renaming a Category in your List

1 To rename a category, highlight the category name to be changed in the List of 
Categories window and click the Rename button. 

2 A window displays asking for a new name. 

3 Type the new category name and click OK. 

Assigning Items to Categories

Once you have added categories to your custom list, you may assign products to 
those categories. 

Remember... Once items are assigned to a category, deleting that category 
removes the assigned items as well. 

Assigning Items to a Category

1 Select the list to have items assigned to categories from those displayed on the 
Lists screen and press the Edit button.

2 Click the Assign Items to Categories link located under the List Name field. 
The Assign Items to Categories screen displays. 

3 Click on the drop-down arrow on the Select a Category field in the Assign from 
Category column (located on the left) and select a category. 
The system automatically refreshes and loads all items in the Items window. 
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Note: If no items have been assigned yet, the items are listed in the ‘Uncatego-
rized’ option.    

4 Highlight the items to be moved. 
To move multiple items at a time, press the <Ctrl> key on the keyboard and click 
to highlight items. 

5 Click the drop-down arrow on the Select a Category field in the Assign to Cate-
gory column (located on the right) and select a category. 

6 Click the Move Items button. The items are moved to the selected category and no 
longer display in the Items window. 

7 When finished assigning items, press the Save button. A window displays to ver-
ify the save request. Click the OK button to save. 

8 Click OK to return to the List Detail screen or 
Click Cancel to continue assigning items to categories. 

Sorting & Removing Items within a List

Once you have added items to your custom categories, you may arrange those 
products within those categories. This feature may be used to categorize your 
items based on your cataloging system. For example, your list may be based on 
your storage facility – dry, cooler, freezer, off-site, etc. 

Arranging Items in a Category

1 Click on the Lists link. 

2 Select the custom list with items to be categorized and click the Edit button.

3 Click the Sort & Remove Items link located below the List Name field. 
The Sort & Remove Items screen displays. 

4 Click on the drop-down arrow on the Select a Category field (located on the left) 
and select a category. The system automatically refreshes and loads all items in 
the Items window. 

5 Highlight the item to be moved. 

6 Press the up or down arrow depending on your needs. The button may be 
pressed multiple times to move the item to its desired location. 

7 When all items in this category have been arranged, click the Save button. 

8 A window displays. Click OK to save the changes. 

9 If you are finished arranging items, click OK to return to the List Detail screen or 
Click Cancel to continue arranging items within the categories. 

Removing an Item from a Custom List

Warning! When you delete an item, it is completely removed from your custom 
list, not just the selected category!

1 Click on the Lists link. 

2 Select the custom list with items to be removed and click the Edit button.

3 Click the Sort & Remove Items link located below the List Name field. 
The Sort & Remove Items screen displays. 
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4 Click on the drop-down arrow on the Select a Category field (located on the left) 
and select a category. The system automatically refreshes and loads all items in 
the Items window. 

5 Highlight the item to be removed in the Items window and click the Delete Item 
button. 

6 A window displays asking if you want to remove the selected item. Click OK to 
remove the item. 

7 When all items in this category have been arranged, click the Save button. A win-
dow displays. Click OK to save the changes. 

8 If you are finished removing items from the list, click OK to return to the List 
Detail screen or 
Click Cancel to continue arranging items within the categories. 

Deleting Lists

To delete a list and all items assigned to that list, use the following instructions:

1 Click on the Lists  link and determine which list is to be deleted from the Custom 
Lists display. 

2 Click the corresponding Delete button.

3 Click OK to confirm the correct list is to be deleted or 
Click Cancel to return to the Custom Lists display. 

4 The list is deleted and the Lists screen re-displays. 

Exporting Lists

To export a list to a separate file, follow these steps:

1 Click on the Lists  link and determine which list is to be exported. 

2 Click the corresponding Export button.
A file download window displays. 

3 Verify the Save this file to disk option is selected and Click OK.
A Save As window displays. 

4 Select the location on your computer where you would like the file to be saved. 

Note: You may need to browse your system to access the appropriate folder in 
which the file is to be saved. 

5 Type the name of the file in the File Name field. 
Make sure to name it something meaningful to you, such as the list name.

6 Click OK to confirm you want to export the selected list or 
Click Cancel to return to the Custom Lists display. 

7 The list is downloaded and the Download Complete window displays. 

8 Click on Close to return to the Custom Lists screen. 
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Options

With eSYSCO, you have various options to customize the look and function of the 
application. To select your options, click the Options link. The Options page is 
divided into two sections. They are as follows:

Display Preferences Customize the look and feel of the application to 
meet your needs.

Contact Info Update your user and company information for email con-
firmations.

Display Preferences

Using the Display Preferences feature, you control the look and feel of eSYSCO at 
your workstation. 

You can control the appearance of your lists, set up order details columns accord-
ing to your needs, and select the desired content. Display Preferences also deter-
mine your ‘Live Pricing’ status. 

You determine if you have the ability to update the driver instructions when cre-
ating a new order. If checked, the Edit Order Information window displays a field 
in which you may type specific instructions to the SYSCO delivery associate. If 
unchecked, the entry box does not display on the Edit Order Information win-
dow.

Contact Info

Contact Information controls the email address used to receive order confirma-
tions and the email type preferences. 

Email confirmations may be sent to more than one email address. Use a comma to 
separate the email addresses. 

Figure 4. Options Screen
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Import/Export Options

If using a third party software program to import/export orders to/from eSYSCO, 
the Import/Export Options entries must be set. To see a list of valid file layouts for 
each option type, click on Help to display the online help file, which contains the 
updated file layouts for each available option. 

Change Password

Initial passwords are assigned by your local Sysco operation when you receive 
the username for eSYSCO. For security purposes, your password expires after a 
certain length of time.

The password can be changed at any time using the Change Password  link (Fig-
ure 5).

The system requires you change your password periodically for security pur-
poses. You may be asked to change your password when logging in to eSYSCO. 

Note: Passwords are case-sensitive. Passwords must be at least 6 characters in 
length and contain at least 1 number. Special characters (such as &, *, or #) are not 
allowed.

Figure 5. The Change Password screen displays after the Change Password link is selected.
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Online Help

eSYSCO provides access to the online Help file whenever you are using the appli-
cation (Figure 6). To access the file, click on Help.

Depending on the screen displayed when you click on help, the information dis-
played on the help file should correspond to that screen. 

The help file contains a table of contents, an index, and a search function. Access 
the desired method to obtain information about eSYSCO. 

Figure 6. The Online Help system provides information when you are using eSYSCO.
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7
Browser Basics

This chapter provides you with basic information to assist you in your Internet 
experience. The information and instructions are written for Microsoft Internet 
Explorer 5.0 web browser users. Netscape users, please refer to the help file 
within Netscape for basic browser information.

Using shortcuts/ bookmarks to a frequently accessed web site 

A shortcut (or bookmark) can be added to your system to display a web page you 
frequently access, such as eSYSCO. The shortcut allows the web page to be 
accessed without having to enter a long Internet address every time you wish to 
visit the site or go through multiple pages just to find the one you need. 

The instructions in this section describe how to use shortcuts/ bookmarks for the 
Microsoft Internet Explorer 5.0 web browser.

Note: Sysco highly recommends using MS Internet Explorer 5.0+ for the optimal 
eSYSCO experience. 

Methods for adding a shortcut

There are two different methods used to create a shortcut to a web page. 

Add a shortcut to your computer desktop to directly access the desired 
web page.

Add the web page to your Internet list of favorites.

How to add a shortcut to your computer desktop

1 Right-click on your computer desktop. A menu displays. 



Methods for adding a shortcut Browser Basics

58 Version 7.4.5 eSYSCO Customer User Guide

2 Highlight the New option (Figure 1). 

3 Select the Shortcut option. The Shortcut window displays (Figure 2).

4 Type the following as the location of the item:

http://www.esysco.net

5 Click the <Next> button. The following window displays.

6 Type a name for your new shortcut. 

In Figure 3, ‘eSYSCO website’ was used. 

Figure 1. Right-click to display the New option.

Figure 2. Shortcut window

Figure 3. Enter the new shortcut name.
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7 Click the <Finish> button. 
A new shortcut displays on your computer desktop. Since the shortcut name 
entered in step 6 (Figure 3) was ‘eSYSCO website’, the name of the shortcut on 
your computer desktop also displays ‘eSYSCO website’ (Figure 4).

How to add a web site to your list of favorites

This procedure assumes you are using Microsoft Internet Explorer as your web 
browser.

1 Enter the desired Internet address in the Address field (Figure 5). 

If the address bar does not display, access Tools>Toolbars>Address Bar. Click on 
Address Bar. A checkmark ( 4) displays when the Address Bar option is turned 
on.

2 Press <Enter>. 

The desired web site displays.

3 Access the Favorites pull-down menu and scroll down until Add to Favorites is 
highlighted (Figure 6).

4 Click or press <Enter> to start the process of adding the current web page to the 
Favorites list.

5 The Add Favorite window displays. Verify “No, just add the page to my favor-
ites” is selected. 

You can type a new name for the web site in the NAME field or add it to an exist-
ing folder by clicking on the Create In>> button.

6 Click on <OK>. 

7 The desired web site is now part of your Favorites list! 

Opening a web site on your Favorites list

Access the Favorites pull-down menu option, scroll down, and click on the 
desired page to open. 

Figure 4. The new shortcut displayed on your computer desktop.

Figure 5. eSYSCO Internet Address

Figure 6. Add to Favorites option displayed.
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How to access the eSYSCO website

A connection to the internet is required. 
You are responsible for providing your own Internet Service Provider (ISP).

1 Access the Internet by double-clicking on the Microsoft Internet Explorer desktop 
icon (Figure 7).

2 Type the eSYSCO Internet address (Figure 8).

3 Press the <Enter> key or the Go button.  

The eSYSCO Login page displays.

4 Type your Username.

Your local Sysco assigns usernames and passwords.

5 Press the <Tab> key. 

6 Type your password.

7 Click the Login button.

Note: Username and password are case-sensitive. Make sure you don’t have your 
<Caps Lock> key pressed.

You are now logged in to eSYSCO!

Figure 7. Internet Explorer desktop icon.

Figure 8. eSYSCO Internet address


