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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

WWwWWw.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.

eSYSCO Customer User Guide Version 7.4.5 1



eSYSCO URL Introduction

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 Il11 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.
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Screen Design

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.

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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Screen Design

eSYSCO Overview

Navigation Region Reports 1 |Order8 | lterns | Checkout | Reparts | Lists | Options | Help|

Information Region

Detail Display

Navigation Region

Information Region

Display Detail

Home | Customer Suppaort | Change Password | Log Out

6£20/01

Order Information Edit Order Info

Reference Number: R147-00 | Delivery Date: 5/22/01 Pieces: 25 | Total: $527 64
e 0 === = =

- I Select Category 'l_@@@ﬁ;

Find ltem Within List: | e9
Cluantity Extended §

Supplement Shake Yan Mty Shk 1737774 |1 cs 14.08/CS 14.08

50 & O Diacrys

Dairy Products

2 /17 .5LE Sys Cls  Margarine Liguid (drop ship) 1000132 |1 cs 18.71/CS 1871
47.78/C5

E/ALE Lol LCheese Arner Loaf Yel Xmit 1012806 »|3 [ ID 'l e 7 Ofjeg 19334

1 /424 AW Casasol Cheese Chdr Mild Yel Block 2370179 |2 cs 1.311/b 114.08

24 77 07 SysCls  Chicken Brst Kiev 7400052 |1 (] 37.02/CS 37.02

Canned And Dry

G /.5 GAL Sys Imp Com Baby Whi Dilled 4152192 |1 cs 0~x]ea 518'651{5;2 51.66
) . 21.97/C5

4 /1 GAL Packer  Wine Cooking Burgundy 4915724 |1 Ccs 0>|es £ 49/e 21.97

200 /12 . )

GM Ppi Dressing Ranch Btrmlk Fat Free GO09625 |2 (] 11.84CE 2368

Im,mmﬁ A S fy— — . — 11.590B% . ... =l

Figure 1. Sample eSYSCO Order Screen

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

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.

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.
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eSYSCO Overview

Navigational Tools

Navigational Tools

Navigating Lists

Links

Go To

Sort By

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
qguickly through a list.

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 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 <Prevto 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.

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.

Go To E_LI
3 E‘

4

Figure 2. Go To drop-down option

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

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.)

Ehilgagl Order Added M
|Sysco Cateqon
Order Added

Description Alpha Sort

Figure 3. Sort By drop-down options

Sysco Category List items based on the Sysco 12 categories.
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Navigational Tools

eSYSCO Overview

Select Category

‘Bread crumbs’

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.

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.

Canned And Dryj

Select Category
Seafood

Foultry

Frozen

‘Canned And Dy
Chermical/Jantrl
Supp & Equip

-

Figure 4. Select Category drop-down options

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

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.

Items = Browse > Frozen > Convenience Prd = Pizza

Brand Descri
248 OF Baoboli Crust Pizza Cheese Prbk 3 In
1212 1M Boboli Crust Pizza Cheese Prebaked
A0M2 5T Bichkhe et Dhiooa Blavbhaol-od 173 16

Figure 5. Example of Bread Crumbs in eSYSCO

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 Erozen link. To return to the
screen displaying all methods of selecting items, click on the Items link.
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eSYSCO Overview Navigational Tools

Buttons and lIcons
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.

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.

3 % | |2 &) [ [e]l€

Table 2
Standard Buttons used in eSYSCO

Standard Button Description

| Edit Order Int I Edit Order Information Click to display the Order Information window, which
e D 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
| Rl e Crder I Review Order button may not always display.

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.

eSYSCO Customer User Guide Version 7.4.5 7
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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.

eSYSCO Customer User Guide Version 7.4.5 9



Login Page Getting Started

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.

/3 eSYSCO Login - Microsoft Internet Explorer

Usernarme:
Password:

Maintenance Hours ...... NighDDD between Midnight & 6:00 AM (EST), you may experience degraded performance. Saturday evenings
between 10:00 PM & Midnight (EST), the system will be offline. THIS IS A TESTOF MULTIPLE SUFFIXES

Works best with Microsoft Internet Explorer 5.5 or Netscape Mavigator 4.75 or above and 800600 or higher screen resolution.
Please click here for a complete system requirements description

Copyright @2000-2001 SYSCO, Corp. Al rights reserved.
eSYSCO build 08142001 dev

=
‘@ Dione ’7’7 Local intranet v

Figure 1. eSYSCO Login Page

How to log on to eSYSCO
1 Type your Username.
Your local Sysco Operating Company assigns username and password.
Press the <Tab> key.
Type Password.
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.
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Getting Started Message Page

Message Page

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

Home | Customer Support | Change Password | Log Out |

Jane User Orders | ltems | Checkout | Reparts | Lists | Options [ Help March 13, 2001

System Message

Warning!
Your password will expire in 4 days!
Do you wish to change it now?

| Change Fassword | | Continue

Figure 2. eSYSCO Message Page

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.

Home | Customer Support | Change Password | Log Out

rch Product Guide for: _"!-.

Start Mew Order |

Existing Orders (cllck order for details)

Unsubmitted  R1495-00 5422101 612101 4 §30.34

Unsubmitted — R2294-00 0 6/12/01 B/21/01 59 $1,209.17 Thursday Delivery
Unsubmitted R2436-00 0 641901 B/23/1 B3 $1394.77 Kruger/Smith Wedding
Beceived R2374-02 358792 614101 61501 47 $3625.75 Friday's Seafood Ord
Received R2454-02 38847 520401 62101 45 $1,029.63

I Order History (view only) I

Fending R2444-01 0 6/19/01 B/26/01 141 $4,14263

Complete R326-01 ] 3726/01 B/5/01 11 $167.65

Complete R1036-01 33441 5/14/01 B/5/01 37 $2B36.68 Thursday

Complete R1923-01 33529 6/4/01 B/6/01 28 $1648.28 June B, 2001 deliver =

Figure 3. eSYSCO Orders Page

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:

eSYSCO Customer User Guide

Version 7.4.5
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Orders Page Getting Started

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.

Home | Custormer Support | Change Password | Log Out

Search Product Guide for: _"!-.

Start Mew Order |

™ Status | Confim | Ondort | Crostu | Daivery | Pinces | Totals | My Oriorame | Commants
Unsubmitted — R1495-00 0 5422101 612101 4 §30.34

Unsubmitted — R2294-00 0 6/12/01 B/21/01 59 $1,209.17 Thursday Delivery

Unsubmitted — R2435-00 0 6/19/01 B/23/01 68 $1,394.77 Kruger/Smith Wedding

Beceived R2374-02 38792 BA14/01 EA151 47 $3BY5FE Friday's Seafood Ord

Received R2454-02 38847 520401 62101 45 $1,029.63
e |
Pending R2444-01 ] 51901 G261 141 $4.142.63

Camplete R326-01 0 342601 B/A501 1" $167.65

Complete R1036-01 33441 5414101 G501 37 %2536.69 Thursday

Complete R1923-01 33529 6401 54801 28 %1545.28 June B, 2001 deliver =l

Figure 4. eSYSCO Orders Page

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

Edit Order Information

Unsubmitted Any order you have not selected ‘Submit Order’ is considered an

‘unsubmitted’ order.
Changes may still be made to the order.

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’.

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.

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.

Unsubrnitted RA651-00

Received REG22-01 72204

Figure 5. Sample reference numbers and order numbers assigned by eSYSCO.

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.

eSYSCO Customer User Guide Version 7.4.5 13
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Getting Started

Items Page

14

Note: Only your valid delivery dates display in the list of options.

/} Edit Order Info - Microsoft Internet Explorer : -0l =/
Order Reference Number New Order
Delivery Date IE}23}D1 'l

Purchase Order |

Iy Order Mame |

Separate Invoice r

Driver Instructions d

[

Update | Cancel Changes |

Figure 6. Edit Order Information pop-up window

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

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.

2SYSCO. E H

Jane Doe | Orders | ltems | Checkout | Reports | Lists | Options | Help

Order Information Edit Order Info
Reference Numhber: New Order | Delivery Date: 4/14/03 Pieces: 0 | Total: $0.00
I

Home | Custormer Support | Change Password | Log Out

Dev1ASZ38C 4/11/03

- Custom Lists - Healthcare ... - Quick Entry
- Order Guides - Dairy Products ... - Import Crders
- Recent Orders - Meats ...
- Seafood ...
- Poultry ...
op - Erozen .. oR

- Canned And Dry ...
- Paper & Disp ...

- Chemical/dantr ...
- Supp & Equip ...

- Produce ...

- Dispenser Bewvrg ...

Figure 7. Items Page with the Import option turned on.
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.
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Getting Started Items Page

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.

eSYSCO Customer User Guide Version 7.4.5 15
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Select from Lists

Custom Lists

Order Guides

eSYSCO Customer User

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.

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.

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

Items > Lists > Custom Lists

- Custorn Lists - Basic Wedding List {58 items
- Ordar lﬂ ﬂes - Classic Wedding {74 items}
- Recent Orders - Equipment {7 items)

- Lounge Order (20 items}

- Samples

Figure 1. Example Custom List selection options

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.

Guide Version 7.4.5 17



Entering Quantities

Ordering Items

Recent Orders

Items > Lists = Order Guides
Lists L8 Order Guides
- Custom Lists - eSYSCO Order Guide

- OrderyGuides - BDE549
= Receé EOrders - BD204

Figure 2. Example Order Guide selection option

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.

Items > Lists > Recent Orders

Fl Recent Orders

- Custom Lists - Mo Description (5/23/01)
- Order Guides - Thursday
- Recent Orders - June 6, 2001 deliver

Rl J - Mo Description (5/22/01)
Figure 3. Example of Recent Orders, which can be used to submit a new order.

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

18

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.
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Home | Customer Suppart | Change Passwaord | Log Out

h Product Guide for: _'.!-.

B/22/01

Order Information Edit Orderinfo | Review order |
Reference Number: R2475-00 | Delivery Date: 5/26/01 Pieces: 0 | Total: $0.00

eSYSC0 User | Orders | ltermns | Checkout | Reports | Lists | Options | Help |

Items > Lists = Classic Wedding (74 items) > Detail 2130 of 74

GoTo | =]  |<First < Prev|Mext > Last>| | Select Category 7] Find ltem Within List: | 9

Brand Description SUPC hd Cluantity Unit % Extended §

10/1 LB SysCls Crouton Seasoned Hormestyle 4635124 |1— cs 16.20/C5 16.20
11501 SysCls Egg Shell Large White Usda A 2105823 |1— [3S] 19.10/C5 1810
Ertrees

1/9LE Minh Entree Chicken Szechwan Stkit 2600252 |2_ cS 35.15/CS 70.30
16 /3445 Sys Cls Chicken Cvp Split WWog Fresh 1860576 IT s 0.9904b 50886
4 MOLE SysCls Chicken Cvp Brst Tender Frsh 1803255 |1— cs 86.45/C5 86.45
2 AAZ# Farmind Hamm Brls Premiorm Mat. Jee 7105745 |3— [3S] 259654k 17790
G 10-12# Imp Ang  Beef Brisket Dekl-Off Ch 120 BE19126 |3— [83] 1.325/b 24470
4 GLE  Stoufer  Entree Lasagna Vegetable 1013978 S 53.00/CS 58.00
2 S#AYGE Bhrlimp Ham Buffet Bnls MAl Hekry Hith gE70428 |2— cs IE ea 229%2?,22 107.10
G /1 GAL Arezzio Dil Olive Pomace Italy 5859613 I— Cs |2x]ea 52;%&2 17.44
o0 To I_L, |= First = Prev | Mext = Last =|

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

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.

48 60/cs
TIEE ) Eryrin
|5 o 57 40ics
52 10/cs
I” CSIE B85 7/ea

Figure 5. Case quantity boxes and split quantity boxes

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.
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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 (¢¥') 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.

12806 o5 oo
2370179 5 cs
2386213 QF o)
4 Weeks 3 Weeks 2 Weeks Last Last 4 Wks
2370179 9 5 ] ]
Close |

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

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.

ufer  Entree Lasagna Vegetable
Cls “egetable Blend)\inter

Cls Crouton Seasuni‘g Homestyle

Detailed Description

Pack/Size Brand Description
3890969 14 & [, Sys Cls “egetable Blend Winter

Vegetable Blend Winter Kosher available; Grade A& colorful vegetable
blend used as a side dish, main entree, an appetizer, or on a salad bar,
Consists of brocooli cuts, cauliflower, and broccali,

Close |

Figure 7. Example items having a third line description and the 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.
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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.

£SYSCO. & ;Eﬂ

Order Information
Confirmation Number: New Order | Delivery Date: 1/1/70

Home | Customer Support | Change Passward | Log Qut

ns > Browse > Products > Cheese

> >
- Healthcare ... - Proc &mer Chse ...
- Dairy Products . = Butter - Processed Chees ...
- Meats ... = Margarine = (Cfin CNSEEE] 0.
- Seafood ... - Cheese ... - Grated @ Eese
= BEMHEE? oon - Milk ... - Cheese Spread ...
= [ERTRER oo = CABEM ano - Cheese Substitu ...
- Canned And Dry ... = YEEMFR ano - Cottage Cheese ...
- Paper & Disp ... - Dairy Speclties ... - Matural Bulk ...
- Chemicaldantr ... - Equipment Chrgs ... - Imitation Chees ...
- Supp & Equip ... - Miscellaneous ... - Cheese Food ...
- Produce ... - Chs Cubes/Stick ...
- Dispenser Bewvrg ... = (Cifin CnS [B=1E] [FER 0.

= O Cng B [FRER a0,
- Shrd/Diced Chse ...
= i CneE ERIRe] on.
- Cheese Misc ...

Figure 8. Example of Browse by Category
For example, you want to price different brands of cream cheese in single serving
portion cups.

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

Horne | Customer Support | Change Password | Log Out

Order Information
Order Number: 0 | Delivery Date:

130 LB Sys Imp Cheese Cream 1161181 ID cs 49 75ics

1043 LB Lol Cheese Cream 1158682 ID cs 57 BSics

52.10/cs
10/3LB  Syslmp  Cheese Cream 1012566 ID cs ID 'l 83 £ 21/ea
1/30 LB Bbrlirmp Cheese Cream Cultrd 3842937 ID cs 44 95/cs
10041 OF Lol Cheese Cream Cup 1070804 ID cs 19.55/cs

100/1 OZ Syslmp  Cheese Cream Cup 1012574 ID cs 18.30/cs
10041 OZ Bbrlimp Cheese Cream Packets 330427 ID cs 18.75/cs

TR

Figure 9. Browse by Category for Cream Cheese in portion cups.

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

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.

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.

Jane Doe | Orders | ltems | Checkout | Reports | Lists | Options | Help Devl AS238C 2/27/03

Order Information Edit Order Info

Reference Number: MNew Order | Delivery Date: 2/28/03 Pieces: 0 | Total: $0.00

supct _lcoss oo SN suocr Tooeo oo NN spci oo oo
|
|
|
|
|
|
|
|
|

-

o

4

7

1 12

16 | 17 18

19 |

22 |

2 |

| |
| |
| |
0| | |
13 | | | 14
| |
| |
| |
| |
| |

|
|
|
|
| 15
|
|
|
|
|

2 |

Add to Order |

Figure 10. Quick Order Entry Screen.

Using the Quick Entry Feature

22

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

Horre | Customer Support | Change Password | Log Out

Search Product Guide for:

Jane Doe | Orders | lterns | Checkout | Reports | Lists | Options | Help Devl ASZ23E8C 2/27/03
Reference Number: New Order | Delivery Date: 3/3/03 Pieces: 0 | Total: $0.00
[supci Jcose | o | [SupcrJouse J oo | [Supci_Joaso | ca |
1 [r12e8E31 |2 2 [a3i4se3 | f2 3 [so7e40s 1 |
4 [5175666 |2 5  |[s23soe4 10 6 |s7seess f2

10 [1634747 |5 1 2444677 |2 12 1269123 |6 |

13 1721810 |5 14 [1183854 |1 15 1020817 |3 |

|
|
7 [771s601 3 | 8 [1zs3123 |1 I3 9 [o1ze83 |1 |
|
|
|

16 [t025162 |5 17 |106043 |4 18 [t025162 |5 |

22 [5061643 |10 23 [se03807 3 24 [6687263 |5

|

|

|
19 [re77861 | f1 20 [1145200  fe | 21 [szeszrs | f2
| | |
% | | | % | | | 7 | |
| | |

2 | | 2 |

Add to Order |

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

c T |

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).

Quick Entry Results

ew order R5172.00 was created. 14 productis) were addel

One or more items from the previous paye need re
nd

Cannot split itern  Cambra

5752985 100 0 Cannot split item  De Ster

7715601 Invalid SUPC

1259123 Duplicate item

Figure 12. Example Quick Entry Results (with errors).
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.
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Quick Entry Results
Mew order R3172 00 was created. 14 product(s) were added to the order.

One or more e items from the previous page need review. Please correct or delete them.

4314563 1 O Cannot splititem Cambro Pan Food Storage Clr 4 In Dp [ Eafe e 8mEA T
5752985 100 O  Cannotsplititern De Ster ContainerPlasHng1CompB/Clr [0 s 2 ea 505505 T
7715601 Invalid SUPC [~ P e r
1250123 Duplicate item r

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

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.
Al 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

24

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.
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Table 1 (continued)
Possible Quick Entry Errors and Solutions

Quick Entry Error

Solution

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.

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).
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Horme | Custormer Support | Change Password | Log Out

Order Information Edit Order Info

Reference Number: Mew Order | Delivery Date: 4/14/03 Pieces: 0 | Total: $0.00
.- "

Select from Lists Browse by Category
- Custom Lists - Healthcare ... - Quick Entry
- Order Guides - Dairy Products ... - Import Orders
- Recent Orders - Meats ...

- Seafood ...

- Poultry ...

oRr -~ Erozen ... OR

- Canned &nd Dry ...
- Paper & Disp ...

- ChemicalAantr ...
- Supp & Equip ...

- Produce ...

- Dispenser Bevrg ...

Figure 14. Items Screen.

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.

Home | Custormer Support | Change Passward | Log Out
ch Produc de

Order Information Edit Order Info

Reference Numbher: New Order | Delivery Date: 4/14/03 Pieces: 0 | Total: $0.00

Items > Import Orders
Order Import

Select the file containing the arders:

Import File

Figure 15. Import Orders Screen.

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.
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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.

Home | Customer Support | Change Password | Log Out

Search Product Guide for: _"‘..

a bvo

Start Mew Order

Existing Orders (click order for details)

Unsubmitied R&651-00 410103 414103 1} $0.00
Unsubmitted R&G671-00 41103 4/14103 0 $0.00
Received REB52-01 72204 4/10/03 4/14/03 33 $637.13 Option 2 Irpart

I Order History (view only)

Figure 16. Example Orders Page with an imported order.

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.

nime | Customer Support | Change Password | Log Out

Search Product Guide for;

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
guantity desired in the Quantity field.

Haome | Customer Suppart | Change Passwaord | Log Out

fS . SCO s T Search Product Guide for: "

More Search Cptions

eS¥SC0 User | Orders | ltems | Checkout | Reparts | Lists | Options | Help 62701

Order Information Edit Orderinfo | Review Order |

Reference Number: R2494-00 | Delivery Date: 5/28/01 Pieces: 3 | Total: $37.00

Items > Lists > Product Guide > Detail 1-10 of 302 -

GoTo | =l Mext> Last | [Select Category =] Find ltem Within List: | e9

Brand ion SUPC hd Cluantity Unit § Extended §

Graham Cover Mattress B0X36XE Wi Tippr 73IF97 I cs 9.00/Cs

1 /3 GAL Blu Bny lce Creamn Peppermint 1226556 I TE 21.85TB
59.50/C5
LS LB Bhrlcls Cheese Hot Pepper Loaf Wht Prc 238e213 I cs ID 'l ea 991/03
G/5 LB Bhbricls Cheese Cube Swiss/Pepper/Ched 63358453 I cS 52 00/CS
2 /AL Bhbricls Cheese Pepper Jack Hot Stk 63358750 I cS 28 65/C5
2 A LB Bbrlimp Cheese Mantery Jack WWiPepper BE7E7E3 I cs 22 45/C5
. 44 A5/CS
/5 LB Casasol Cheese Pepper Jack 120 Sli 7238512 I cs |0=) ea 11 11/ea
53.85/C5
LS LB Casasol Cheese Queso Fuego W/Ppr Wi 7439631 I cs |0 ea g 9973
hleats
2 M08 G Farmind Pork Roast Grlc Par 1217140 I cs 3.5204h
1/10LE Pazzeli Pepperoni Sliced 160 Ct 1339118 I cs 31.85/C5
Go To | 'l Mext = Last = hd

Figure 18. Search results screen when searching for ‘pepper’.

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’.
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More Search Options

Haome | Customer Suppart | Change Passwaord | Log Out

h Product Guide for: "!-.

I

1+ Cptions

es¥ 300 User | Orders | lterms | Checkout | Reparts | Lists | Cptions | Help |
Order Information

Reference Number: R2494-00 | Delivery Date: 6/25/01

Items > Lists = Product Guide > Detail 277286 of 302

1 /25845 Packer
1/10LB Packer

1 A0# Packer
B /SMALL Packer
1A Packer
1 M08 G Packer
1 /5% Packer
1 /5% Packer

1 26#5V G Packer
1 /148 Packer

GoTo I 'l

Pepper Pablano Fresh
Pepper Jalapena Fresh
Pepper Grn Bell Fresh
Pepper Ancho Dried

Pepper Jalapena Fresh
Pepper Red Bell Fresh
Pepper Serrano Fresh
Pepper Grn Bell Large Fresh
Pepper Jalapeno Fresh

= First = Prev | Mext = Last =

1393727
1406259
1420330
1453653

[ e
[ s
[ s

Edit Order Info I Review Order I

Unit §

30.85/CS
27.85/FC
12.85/FC
B.75/C8
17 B5/FC
34.78/FC
13.60/FC
10.60/FC
32.35/CS
1.80/CS

Pieces: 3 | Total: $37.00

Find ltem Within List: | &9

Cluantity

Extended §

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

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.

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).

MAustin Caormpany Product Guide

Search By

|

: ia

I ]
1 IElrand v”Equals '” IAnd 'l

z |-

=l

|

Figure 20. More Search Options Screen
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Search In

Search By

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).

LI R A LPEMHOF STEAKHALUS OrderGuide;l
[P =isco Company Product Guide
ORDER GUIDES -

A PENHOE 5T EARFALS And ¥
2 [- BD543 g —
BO204
BE040
BE16AD
BEE33

CUSTOMLISTS

BasicWedding List (58 iterns)
ClagsicWedding (74 iterns) -

Figure 21. Selecting the list in which to search for products.

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

Search Criteria

30

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.

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.
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Using Operators

ALPENHOF STEAKHAUS Order Guide »

1 IDescriptmn v”Begins With v”Pepper IAnd Yl

2 - =l [ |
Search !

Figure 22. Advanced Search Criteria Example

Note: The entry in the Search Criteria field is not case-sensitive.

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

Items = Lists > Product Guide > Detail 1-10 of 149

| o Mexts Last= |58|8d Category = Find ltem Within List: | e9

Brand Description SUPC Quantity Unit % Extended §

1 A0LE Pazzeli Pepperoni Sliced 160 Ct 1339118 I cs 31.85/C5
2 125l Arezzio Pepperoni Sliced 14-16 Ct 2368769 I cs 55.B5/CS
2 N2.5#  Arezzio Pepperoni Spicy Sliced 14/16Ct 2510881 I s 55.20/CS
1 /10LE Arezzio Pepperoni Sliced 14 Ct 2544831 I cs 22.85/C5
148 LB Leans Pepper Jalapeno Stfd WChdr Ch 1251610 I cs 29 25/CS
12/2LE SysCls Pepper Green Diced 18760R3 I cs 26 B0/CS

) ) 70.B5/CS
4 /4 LB Sys Imp Pepper Wild Chile W/Chdr Chs 2204667 I cs |07 ea 17 B6lea

. a7 45/CS
[4 /4 LB Sys Imp Pepper Mini Cheddar Cheese 2204675 I cs |0 "] ea 14 F6/ea

) ) T - 70.B5/CS
[4 /4 LB Sys Imp Pepper Wild Chile ¥W/Crrn Chs 2204683 I s |0 ea 17 BE/ea
[2 /35 LB Leons Pepper Jalapeno Strip Brd 2328169 I Cs 24 BEFCE
GoTo I 'l Mext = Last =

Figure 23. Advanced Search Results

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.

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.

MAustin Cormpany Product Guide ;l_
1 IDescription v”CDntains '”pepper IAnd 'l

2 |Descripti0n leontains jlred
Search !

Figure 24. Using Operators to further define an advanced 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).
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Items > Lists > Product Guide > Detail 1-10 of 11

Mext = Last = |SE|E':t Category = Find Item Within List: | ¢9

Description SUPC L ) i Exte

Sys Imp Pepper Wild Chile Red WW/Crm Ch 2581220 I cs 70.80/CS

And Dy

12 /28 O Arezzio Pepper Red Rstd Whi lmp 1630631 I— cs 36.15/CS
b /13 0Z Cangn]—a Pepper Red In Wor 2616068 I— cs 53.65/CS
1/1 LB Intlimp Pepper Chili Habanero Dired 3616505 I— cs 32.75/C5
b /#0  Sysimp  Pepper Red Diced Foy w2 [ s fodles MRS
12 /5.6 OZ Cargna Pepper Red In Yir 4437414 I— s 53.40/C5
[24 #8300 SysImp  Pepper Red Diced Fcy BEI3E42 I— cs 33.70/CS
[2 /2 KILO  Arezzio Pepper Red & Yel Grd Ital 7880925 I— cs £9.00/CS
1 /ad Packer Pepper Red Bell Fresh 1393727 I_ FC 13 B0/FC
1/ LB Packer Pepper Faj Red 6228092 I_ cs 18.35/C5
GoTo I_L, Mext = Last =|

Figure 25. Advanced Search using operators search results.

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>.

ALPENHOF STEAKHAUS Order Guide

Se Criteria

f[Brand  ~[Equals  =JfTyeon  |Andc]
Z IDescriptiDn leontains jlboneless
Search |

Figure 26. Advanced Search Example 1

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

Items > Lists = Product Guide > Detail 13 of 3

GaTo | =] [Select Category =] Find ltem Within List: | ed

Brand Description SUPC Cluantity Unit % Extended §
24 /5 07 Tyson Chicken Brst Bnls, Skls 1074046 I cs 15.20/C5
45 /4 02 Tyson Chicken Brst Bnlsgkls 1074061 I cs 24 45/CS
[24 /6 07  Tyson Chicken Brst Bnls Skls 1132620 I cs 18.10/C5
GoTo I 'l

Figure 27. Advanced Search Example 1 Results

I know the ‘Imp Ang’ brand carries Black Angus products, but | 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>.
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m Austin CompanyProduct Guide

1 IElrand v”Equals v”imp ang

2 |Descripti0n leontains jlangus

Search[!

Figure 28. Advanced Search Example 2

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

Items > Lists » Product Guide > Detail 1-12 of 12

GoTo [ =] [Select Category 7] Find ltem Within List: | e9

P Brand ation ; h ty Unit % Extended §

Imp Ang  Beef Ground Pty 80520 Wide Fz

3 22UF  Imp Ang  BeefRib Ch 109 G550917 l— (] 5.1454b
b /1358 Imp Ang  Beef Ribeye Lipon Ch 1124 G550941 I— (] 5.1954b
3 A18#UF Imp Ang  Beef Round Ins Top Ch 168 G550974 l— (] 1.775/b
E A13#UP  Imp Ang  Beef Strip Loin 131 Ch 1804 G550952 l— (] 4.3104b
12 AP Imp Ang Beef Tndr Defat Psmo Ch B551048 I— Cs 1014041k
£ /10-12# Imp Ang  Beef Brisket Dekl-Off Ch 120 BE19126 l— (] 1.325/b

Imp Ang  Beef Ground Pty 80720 55 Thick
Imp Ang  Beef Ground Pty 80/20 Ss Wide
Imp Ang  Beef Ground Pty 80420 Ss Wide

40 /4 O Imp Any  Beef Ground Pty Chuck Ckd Pub5 7757966 I cs 35.45/CS
1 /10LE  Farmind Frank Beef Blk Angus 41 8857229 I cs 23.10/CS

Go Tao I_L,

Figure 29. Advanced Search Example 2 Results

I only have the seven-digit SUPC humber. 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>.

Sysco Company Product Guide

h By eria

1 ISUPC v”Equals Y”11??559 IAnd Yl

2|- = =
Search[!

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

Figure 30. Advanced Search Example 3

Items > Lists » Product Guide > Detail 1-1 of 1

GoTo | =] [Select Category ¥ Find ltem Within List: | 9

P Brand Description SUPC h Quantity Unit % Extended §
D uct=

12/ 07  Packer Cheese Boursin Herb French 1177559 I cs A3 10/CE

Go To I_L,

Figure 31. Advanced Search Example 3 Results

Note: If ‘SUPC’ is selected in the Search By field, the condition must be Equals or
an error message displays.
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I tried searching for ‘chili sauce’ but had no items returned. | 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>.

Swsco Company Product Guide ;I
ch By Search Criteria

z IDescription leontains jlsauce
s

r

1 |Descriptio

Figure 32. Advanced Search Example 4

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

Items > Lists = Product Guide > Detail 16 of6

[Select Category 7] Find e Within List: | e
C Quantity Unit % Extended §

4 140 0F Gehl Sauce Chili 1665169 I s 44 40/C5
F A#10 Syslmp  Sauce Chili Foy Cal 4006037 |1 s 2510/C5 2610
F A0 Heinz Sauce Chili Foy 4006045 I s 28.95/C5

- : 10B0/CS
/5 LB Lee kum Sauce Chili Garlic 48599365 I cs ID 'l ea 18 43/ea
12 M7 507 Lee Kum Sauce Hot Chili Sriracha AA366E1 I cs 4335/C5
A0 Gebhart Sauce Chili Hot Diog AE21825 I Ccs I ER/CE
Go To I 'l

Figure 33. Advanced Search Example 4 Results
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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).

ustomer Support | Change Password | Log Out

arch Product Guide for: _'-"!-.

711001

Edit Qrder Info I Review Order I
Pieces: 27 | Total: $1,463.43

Figure 1. Information region, which displays the Review Order button.

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 Detalil

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.
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36

Home | Customer Support | Change Password | Log Out

Search Product Guide for; _"!-.

eSYSCO User |Orders | ltems | Checkout | Reparts | Lists | Options | Help | 71001
Order Information

Reference Number: R2475-00 | Delivery Da Pieces: 27 | Total: 1 463.43

hd I Select Category 'l_@@@ﬁ

Find ltern Within List: I 'Eé
Quantity Extended §

36 /1 LB Sys Imp Butter Solid Unslt Usda Aa 1012103 |3 cs 64 .60/CS 193.79
54 B5/CE

4 /5 LB  Syslmp Cheese Blue Crumble Small 1012327 I Ccs 2 x| ea 13 BE/aa 2732
58.60/C5

10/3LE SysImp Cheese Cream 1012566 |2 cs 0= ea 5 B6/ea 117.20

35 /1 LB Lal Butter Solid Unslt Usda Aa 1143093 |1 (] 86.60/CS 8560
55.80/C5

G /A LE  Bbrcls Cheese Hot Pepper Loaf YWht Prc 2388213 I cs |1 'I ea 9.91/ea 9.91

G /10-124 Imp Ang Beef Brisket Dckl-Off Ch 120 B619125 IB [t 1.325/b 439.40

240 /1 OZ Sys Imp Dough Cookie White Choc Macada 1566421 IB cs 54 20/CS 43360

36 /3 OF Sys Imp Croissant Butter Crvd Sli 1568385 |4 cs 26.40/C5 106,60

GoTo I_;, Submit Order Delete Order

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

Home | Customer Suppart | Change Password | Log Out

h Product Guide for: _"!-.

eSYSCO User |Orders | ltermns | Checkout | Reports | Lists | Options | Help|

Order Information Edit Grder Info

Reference Number: R191-00 | Delivery Date: 5/29/01 Pieces: 52 | Total: $1 b53.25
. e = == =
Items on This Order 18 of 15 Bl ='sco Category A ISeIect Category 'l_ @ g @’ ﬁ;

Find ltem Within List: | e9
ity Extended §

44 10/CS
4/5 LB Syslmp Cheese Mozzarella Shrd Lt P/S 1012699 |1 Ccs 0 ea 11 02¥ea 4410
26.20/CS
12 /32 OZ Sys Imp Crearmer Half & Half 10.5% Uht 2444577 |2 cs ID 'l ea 3 18/eg 2290
I Seafood
172 LB Packer Orange Roughy Filet 5-8 Oz 1060433 |4 cs 142.50/CS &70.00
) 44 BO/CS
42518 SysCls Shrimp PAD Clkd 250/350 Ct 7977861 I cs |1 'l 2a 11 15/ag 1115
24 /8 07 SysCls Chicken Brst Brls Skis Wh 1145200 |2 cs 2585/CS 51.490
G /47 07 Sys Imp Pie Blueberry Old Fshn Rth 10" 1020817 |3 cs 42.50/CS 12750
4 /5 LB Lonestr Hushpuppy White .5 Oz 1183854 |1 cs % 21.20/CS 21.20
00 M1 .750ZFrmando  Enchilada Chicken 1721810 |5 s 19.60/CE 9300

GoTo I 'l Mext = Last = Submit Order Delete Order by

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

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

Microsoft Internet Explorer X|

@ ‘fou are about ko submit this arder, Do you wish to continue?

Cancel |

Figure 4. The Submit verification pop-up window may display before submitting an order.

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.
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Checking Out

Substitution Options

Home | Customer Support | Change Password | Log Out

ch Product Guide for: _'!-.
FLEL) Mo

Checkout Complete - Order Submitted

Reference Number: R1923-01  Delivery Date: 5/5/01  Pieces: 28  Total: 1 648.29

NOTE: This order contains remote stock item(s) which will be shipped separately.

Your order's reference number is R1923-01.
Please write down this number for future reference.

Thanks for shopping with SYSCO.
Your order is now being processed. Once your order has been verified, you will receive a confirmation by email.

- Click on Orders to start a new order or to work on a different existing order.

- Click on Logout to end this session.

Figure 5. The Order Submitted screen displays the reference number and information about the ord

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 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

38

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

Delete Order

Hare | Custorer Support | Change Password | Log Out

tch Produc

June 4, 2001

Edit Order Info I Review Order I
| Total: §1,837.74

Pieces: 31

[Automatic substitution is availahle. Host substitution will take place for the items that do not have a substitute selected.
Substitution Rules - I Fi bl H itut

Meddiet  Cake Mix Choc Sugfree Low Sod 1562777 3
Replacement 12 Meddiet  Cake Mix Lrnn Sugfree Low Sod 1562769 0 |3 cs =

Suhmia Order Back to Order Details

[ |

Figure 6. The Substitution screen may display after the order is submitted.

This screen only displays when exceptions exist on your order. If the substitute is
acceptable, enter the desired quantity in the Quantity field.

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.
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Checking Out

Haome | Customer Suppart | Change Passwaord | Log Out

eSYSCO User | Orders | lterns | Checkout | Reports | Lists | Options | Help |

Order Information
Pieces: 52 | Total: $1 663.25

- I Select Category 'l_@@@ﬁ;

Find ltem Within List: | e9

Dairy Pre
44 10/CS
4/5LE  Syslmp Cheese Mozzarella Shrd Lt P/S 1012699 |1 cs 0>|ea 11 02aa 4410
26.20/CS
12 /32 OF Sys Imp Crearner Half & Half 10.5% Uht 2444577 |2 Cs ID 'l ea 5 18/ag 0240
!E:E ood
1/22LB Packer Orange Roughy Filet 5-8 Oz 1060433 |4 Cs 142.50/CS 570.00
) 44 BO/CS
42518 SysCls Shrimp PAD Clkd 2507350 Ct 7977861 I s |1 'l ea 11 15/ea 11.15
24 /8 07 Sys Cls Chicken Brst Brls Skls Wh 1145200 |2 Cs 2595/C5 5180
G /47 0 SysImp Pie Blueberry Old Fshn Rth 10" 1020817 |3 s 42.80/C5 12780
4/ LB Lonestr Hushpuppy White .5 Oz 1183854 |1 Cs % 21.20/CS 21.20
90 /1.750ZFrmando  Enchilada Chicken 1721810 |5 Cs 19.60/CS 98.00
Go To I_Ll Mext = Last = Submit Order Delete Order :l

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

A window displays (Figure 8). Click <OK> and the order is deleted. The system
returns to the Orders screen.

Microsoft Internet Explorer =l

@ ‘fou are about ko delete this order, are you sure you want to continue?

Cancel |

Figure 8. The deletion verification window displays to confirm you want to delete the order.

Email Confirmations

40

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.
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Email Confirmations

& eSYSCO Order Confirmation ==}
Customer: 150755, Order: 37728, Total: $824.68 AR e

Information: Your reference Number is R-0000000147-01

Brand|Description SUPC |Ord Alg] Unit$
Qty| |Qty

Intlimp  Escargot Helix French 36 Ct 4141685 S4.647ES 513,92
This iz 3 remate stock item. It may nat arive with the ather lacally stared items. Pleaze
allow 2- e eks for deliveny.

Lol Cheese Amer Loaf Yel Xmilt 1012806 3 Cs 547 7B/CS $143.34
Packer Cabbage Red shrd Frsh 1277417 1 E& 54.68/E4 54,68
Diacrys  Supplement Shake Wan sty Shic 1737774 1 Cs $14.08/CS 314,08
Oneida  Fork Oyster Arbor Rose 5-5 5040456 2 BX 576.60/CS  $153.20
Oneida  Fork Salad Arbor Rose 5-5 5040464 5 BX SBE.10/CS $440.50
Packer Onion Red whale Pld 6225387 4 CS S17.22/CS 568,88

Order Total (Tax not included): 19 $824.68

Customer Delivery Comments: Please deliver forks to Mark Rogers - Banguet Coordinator.

Figure 9. Example Email Confirmation in HTML format.

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.
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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).
Home | Customer Suppaort | Change Password | Log Out
Reports Purchases from 011012001 to 053142001 =
Grouped by Category
Cfag}:'nedAndDry
[5-31-2001
Frozen
Type Chart e
Dispenser Bevrg
Group by T
 Week
 Manth
9 Categey Dairy Prodhucts
 Brand 2%
Top |1U Brands QPIaI}fr&Djsp
Seafood,
A ggﬁm‘mamﬂ il.}zap & Equip
=l
Figure 1. Example Pie Chart Report
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.
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Lists

Managing Lists

Hore | Custorner Support | Change Password | Switch Cust. | Log Out

([ Jane Doe [ Orders [ems | Checkout | Reparts [ Lists | optians [ Help Custamer: D.P. TEST CUSTOMER v 11/20/02

I Create a New List

Create List Based on: | ORDER GUIDES =] Mew Marne: | GOl

Create List Manually |
|

List Marme Bms Last Modified ¥

Bronze Package 10 B30z ©w * &
Ellis Wedding 10 5/30/02 w x &
Gold Package 13 1171402 ©w * &
Pewter Package 0 11/14/02 © x &
Platinum Package 20 B/5/02 ©w * &
Silver Package 10 /302 ©w * &

Figure 2. Lists Screen
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.

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.
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Copying a List

Home | Customer Suppart | Change Password | Log Out

fSYS CO E‘E : E Search Product Guids for _-

701

I e5YSCO User |Orders | ltems | Checkout | Reparts | Lists | Ciptiohs | Help|

I Create a New List
Create List Based on: I ORDER GUIDES =] New Name:l

Create List anually |

Custom Lists

=

List Mame Last Modified Export
Basic Wedding (43 iterns) 43 B/28/01 w© * @
Classic Wedding (74 items) 74 5/23/01 ® x &
Equiprment 7 52901 » x &
Lounge Order {20 iterms) 20 5723101 © x &
Produce 12 7001 ®© x &

Figure 3. Using the Lists screen to manage various lists.
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.

To create a new list by copying another list as a template, use the following steps:
Click on the Lists link.

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.

Create a List Manually

46

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.

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.
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Lists

2 Type the name of the new list in the New Name field.

3 Click the Create List Manually button.

10

Editing Lists

Renaming a List

The screen displays the Quick Entry Form (30).
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.

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.

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.

Press the Add to Order button.

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.

Press the Add to Order button.

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

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.

To rename a customized list, use the following directions:

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

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

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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Delete Items from a List

48

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

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.

8

Type the SUPC number in the SUPCH# 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.

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

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

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

Press Save and the items are added to your 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:

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

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

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

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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Lists

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:

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

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

Note: Type O 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.

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.

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
2
3

Click on the Lists link.
Select the custom list to be categorized and click the Edit button.

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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Deleting Lists

Exporting Lists
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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.

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

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

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

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.

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

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.

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

To export a list to a separate file, follow these steps:
Click on the Lists link and determine which list is to be exported.

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

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

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.

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.

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

Options

Display Preferences

Contact Info

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.

Home | Customer Support | Change Password | Log Out

£SYSCO. & B T

Display Preferences
Show as columns in lists: © Manufacturer item number

" Customner item number (available in customized lists only)
@ Mone

Sort Product Guide by: IDescripliDn 'I

#of line iterms per page IZD
# of Oty colurnns for print |3

[ Display prompt before adding items to order
¥ Use live prices when available

v Display driver instruction

|| Contact Info

E-mail address: IESYSCO user@sysco.com
E-mail type: @ HTML (better farmatting; easier to read)

" Text (downloads quicker, supported by all e-mail programs)
| [Import / Export Options
Irnport Option: IOption z2-

Export Option: IOptiUn 2=
Submit Changes |

Figure 4. Options Screen

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 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.

eSYSCO Customer User Guide Version 7.4.5 53



Change Password

Using the eSYSCO Tools

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

54

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).

Haome | Customer Suppart | Change Passwaord | Log Out

f SYS CO E’g . E . E' Search Product Guide for. _-

| eSYSC0 User | Orders | ltermns | Checkout | Reports | Lists | Options | Help| 711001

Change Password

Current password: I
New passward: I
Re-enter new password: I

Change Password | Feset |

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

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.
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Online Help

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.

/3 eSYSCO User Reference - Microsoft Internet Explorer - 101 x|

|»

Contents I Index I Search I

~|| Changing Your Password

Qiisicome 1o e5v500
= W Betore vou Biegin although user names and passwaords are
5] process overview initially assigned by your local S¥SCO

operation, you can change your password as

E Logging Into eSYSC0
often as necessary. Follow these steps:

E Select Order Page

5 Element . )
%-eglﬁ 1. Click the Change Password link located
- Displaying ¥ at the top right of the screen.
Creating Lists for Order
Changing Your Passiwe 2. In the Current Password field, type
Printing Lists and Repor your current password,
E System Recuirements b
= @ Placing Orders 3. In the New Password field, enter a new
@ Selecting kems password,
@ Reviewing Orders

@ Crecting out MWote: Passwords are case-sensitive,
a Passwords must be at least 6 alpha-
5 @ Using 5800 Tooks  — numeric characters. Special characters are
= @ customizing e5Y5CO -] nat permitted.
3

4

|

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

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.
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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.
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2 Highlight the New option (Figure 1).

Active Desktop ¥

Arrange Icons  k
Line Up Icons
Refresh

Faste
Paste Shorkcut

£ foer ‘

Properties

%’ Bitmap Image:
B Micrmsnft Weed Dacment

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

&3
& Eriefcase ‘

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

Create Shortcut =l
This wizard helps vou ko create shortcuts to local or
network pragrams, Files, folders, computers, or Internet
addresses.

Tvpe the location of the item:

htkp: i, esysco,net Browse, .. |

Click Mext ko continue.

= Back I Mext = I Cancel

Figure 2. Shortcut window

4 Type the following as the location of the item:
http://www.esysco.net
5 Click the <Next> button. The following window displays.

Select a Title for the Program =l

Twpe a name For this shorbcut:
e5YSC0 website

Click Finish ko create the shortout,

< Back I Finish I Cancel

Figure 3. Enter the new shortcut name.

6 Type a name for your new shortcut.

In Figure 3, ‘eSYSCO website’ was used.
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Figure 4. The new shortcut displayed on your computer desktop.

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 (') displays when the Address Bar option is turned
on.

3 Sysco Corporation - Microsoft Internet Explorer

J File Edit Wew Favorites Tools Help

| weeek - - @[3 A DR

J.ﬁ.gldress I hitkp: v, esysco.net

Figure 5. eSYSCO Internet Address

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).

Favaorites

Add to Favorites...

Organize Favarites...

Manang Snbserintion
Figure 6. Add to Favorites option displayed.
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.

eSYSCO Customer User Guide Version 7.4.5 59



How to access the eSYSCO website Browser Basics

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

Figure 7. Internet Explorer desktop icon.

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

Type the eSYSCO Internet address (Figure 8).

3 Sysco Corporation - Microsoft Internet Explorer

J File Edit ‘fiew Favorites Tools Help

| wek - & - @[3 /) | S | G

Jngldress I htkp: vy, esyacn . net

Figure 8. eSYSCO Internet address

Press the <Enter> key or the Go button.
The eSYSCO Login page displays.
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!
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