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Introduction

eSYSCO is an integrated suite of applications designed to support the sales process
of the supply chain. It allows you to use the Internet for ordering, reporting, track-
ing, promotions, inventory, and menu analysis in a fully secure, real-time system.
eSYSCO is easy, efficient, and accurate. The simple Internet browser interface offers
the most accurate pricing and warehouse inventory data available.

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. The eSYSCO website address or URL (Uniform Resource Locator) is:

http://www.esysco.net

Program Summary

Features

eSYSCO is an online replenishment management solution for foodservice opera-
tors. Using eSYSCO, restaurateurs, kitchen managers, and foodservice operators
can quickly and easily place their orders with SYSCO. You can also track orders
and generate reports to aid in your decision-making process.

Basic eSYSCO features include:

Import and Export Import and export functionality makes it easy to share infor-
mation with other third-party software vendors. Multiple file format types are
available for both importing and exporting data. See Import/Export File Layouts on
page 77 for detailed information about available format file types.

Multi-Approver and Multi-Buyer Being set up as a Multi-Approver allows cer-
tain accounts to have one primary purchasing agent approve eSYSCO orders
before submission. The purchasing agent monitors incoming products and adjust
the quantities accordingly.

Multi-Buyers can purchase Sysco items for select customer accounts, which makes
it easy for a central purchasing person to submit one order with items for multiple
customer accounts.

Inventory and Menu Analysis Inventory and menu analysis were recently added
to eSYSCO. They bring many features that can reduce the time required to perform
many basic tasks and can help you maximize your profits using the program’s

reporting tools, menu development and analysis, and inventory control functions.

eSYSCO v7.6.2 Customer User Guide
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Program Summary

Introduction

What’'s New in This Version

eSYSCO version 7.6.2 includes the following enhancement:

Self-service password reset.

When you forget your password and have the security questions set, use the
forgot password link on the Login screen to respond to your security questions
and reset your own password. Before this enhancement, eSYSCO required you
to call your Sysco customer support associate and have them reset your pass-

word for you.

With this new feature, you can easily reset your password in three simple steps:

Identify (set up your security questions). See Security Information Setup on

page 60 for more information.

Verify (correctly answer your security questions). See Forgot Password on

page 62 for more information.

Reset (enter your new password). See Reset Password on page 63 for more

information.

System Recommendations

Hardware

Software

This section lists the hardware and software recommended to use eSYSCO.

Important: eSYSCO does not currently support Macintosh operating systems.You
may use eSYSCO if your Mac runs an IBM-compatible operating system and a MS

Windows-based browser (such as Internet Explorer).

The recommended hardware needed to use eSYSCO includes:
¢ Pentium III 600 MHz processor or better; 64 MB of RAM

¢ High-speed Internet connection: DSL, cable modem, or 56.6 Kb modem;
modem speed set to 28.8 bps or higher

The minimum hardware required to use eSYSCO includes:
¢ Pentium II 100 MHz processor or equivalent; 32 MB of RAM
¢ 28.8 Kb modem and phone line

The recommended software needed to use eSYSCO includes:
¢ Microsoft Windows 2000 or XP operating system

* Microsoft Internet Explorer version 6.0 with pop-up blocking allowed for
the eSYSCO website; browser font size set to 12 or medium; JavaScript
enabled (it is required to complete online transactions).

¢ Internet connection, email address, and HTML email client (Outlook
Express)

The minimum software needed to use eSYSCO includes:

¢ Windows 98 or NT operating system
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Introduction Document Conventions

¢ Web browser such as Microsoft Internet Explorer version 6.0, or Netscape
Navigator 6.1 or 6.2

¢ Internet connection, email address, email client

Connection
The following information lists the connection requirements when using eSYSCO.

Internet Access A connection to the Internet using an Internet Service Provider
(ISP) or local LAN (Local Area Network) is required.

Email Access An email address is required for order confirmations.

Pop-Up Blocking

eSYSCO requires the use of pop-ups. Verify your web browser allows pop-ups
from www.esysco.net. See Browser Basics on page 73 for more information.

Document Conventions

Document conventions include visual cues, such as a symbol, text, or font differ-
ences, and flag paragraphs, such as note, important, and warning paragraphs, that
help you quickly understand the system and its procedures.

Screens

The screen examples in this guide may not look exactly like those shown on your
computer. Depending on your settings, certain links may not display as shown on
the figures. For example, if you do not have inventory-access enabled by your local
SYSCO operating company, the Inventory link at the top does not display.

Typographic Cues

Typographic cues provide a visual alert, such as font color, size, symbols, and
terms, that help you understand the content and use this manual effectively. Table 1
lists the typographic cues and their description.

Table 1 Typographic Cues

Cue Description

Links to a cross-reference in the documentation. Click the link to jump to
the section or document it represents.

Note: The page numbers in the table of contents, tables, and figures
Blue Text are links, but not italicized, underlined, or blue. Click them to go directly
to a specific page.

Underlined blue text Links to a website. Click the link to jump to the
web page it represents.

Position the cursor on an on-screen button and press the left mouse but-
Click ton. For example,
Click Save.

Any error/system messages displayed on screen display in Courier type-

Courier Typeface face (not bold). For example,

Record not found. Contact Support Team.

eSYSCO v7.6.2 Customer User Guide 3
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Technical Support Introduction

Table 1 Typographic Cues (continued)

Cue Description

Points to the next step in a menu selection path. For example,
Select Items > Dairy > Cheese

Use a key on the keyboard to perform a specific action. For example,

Greater-than sign (>)

P
ress Press Enter.
Click an item in a drop-down list, pick list item, click-drag across a text
Select or graphic selection, or position the cursor and release the mouse button

(as in a menu), to choose and activate a button, a list option, a graphic,
a text area, or a menu option.

Flags

Flag paragraphs help you understand the system and its procedures by calling
attention to certain information. Table 2 lists the six flag paragraphs in order of
urgency (from least to most) and a description of each.

Table 2 Document Flags

Flag Definition

Note: Calls attention to additional useful information (least urgent).

Remember... Reminds you of a previously mentioned (or commonly known) instruc-

tion or idea.
Important Clarifies information or essential steps.
Caution Prevents errors by asking questions.
Warning! Notifies of potential data loss.

Halt any action, or danger to humans, equipment, or major data loss

1
STOP! occurs (most urgent).

Technical Support

eSYSCO provides a variety of technical support. Contact your Marketing Associate
(MA) or local SYSCO operating company for assistance. Additional information is
available in the eSYSCO application.

Customer Support

Click the Customer Support link for a list of frequently asked questions, and access
to the eSYSCO user guides.

Help

Click the Help link to launch the eSYSCO help file. Use the contents, search, or
index functions to access the desired information.
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Getting Started

Chapter 2 provides information on navigating through eSYSCO, including the
regions and links found throughout the system. Many controls provide access to
the sections of eSYSCO, including tabs, buttons, links, icons, and drop-down boxes.

A customized list, order guide, or product guide may consist of several display
pages of items. A display page consists of the number of line items per page speci-
tied on the Options page. See Display Preferences on page 59 for more information.

Screen Basics

An eSYSCO screen consists of three areas (Figure 1) that display when ordering.
Navigation Bar
Information Area
Details

Note: If displaying a custom list or no order is open, some screens do not display
the information area. Also, custom lists do not display prices.

Home | Customer Support | Change Password | Log Out

Navigation Bar
: L Find e Within List
Information Area . " ””
on UInm &
14480 CT Packer Parsley Curly Bunch Fresh 1008374 1 Cs A270/Cs 4270
1754 Packer Shallot Peeled Frash 1437585 3 cs 16503 3494
158 Labella Pasta Crecchistte 1562412 3 cs 505/CE 7755
THLE  SysNat Tarragon Fresh Herb 204952 T Jes 1730/C3 17.30
1320008
4725LE SysCls Shrimp PAD Raw 21725 T/0n Tor 2202480 15 cs0vea HINEE qamnn0
2ELB  Arezzio Sausage tal Pzz Top Pure 2358785 5 cs 2115/CS 10575
Details [ezE  sysrel Shrirmp Raw lof Pieces Med 2441053 15 cs0ivfen HECE qgnaes
) ' 144 451CS
6/ALE  SysRel Shrimp Raw lof Pieces Lrg 2441061 15 JcaliMea HAYES pyprs
471 GAL  Jade Mt Sauce Soy  (drop ship) 3262400 2 cs 14508 0290
1/10LB Intlimp Grain Spclty Polenta ltal Styl  (drop ship) 3746880 1 cs 18.18/C5 1615
658 SysCls Peanut Butter Grearmy 009189 2 lcsiivfea  STEE g
12/120Z  Sys Sup Oil Sesame Seed Japanese ADER260 1 Jcall Mlea PRACS g
GaoTo R3 Mext > Last = [ Add{Save Items to Order ]

Figure 1 Order Detail screen with the three areas: navigation bar, information area, and details
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Navigation Bar

Getting Started

Navigation Bar

The Navigation bar contains tabs and links that access every area in eSYSCO. From
anywhere in the application, click the underlined link, select the option, and dis-
play the information. Links display different information depending on which link
you click. In some cases, the screen displays a different page. In others, additional
item information displays.

Page Links

Bread Crumbs

Perform ordering using three primary tabs in the navigation bar:

Orders Access the Orders screen that lists the active, pending, and historical
orders and is the starting point for new orders.

Items Access the Items screen, which provides various methods for selecting
items.

Checkout Access the Review Order screen that displays all items and quanti-
ties on the current order and the Submit Order link that sends orders to SYSCO.

Note: If the Inventory tab is enabled, you may also create an order from the Create
an Order (SYSCO) screen.

Access application preferences, list management, order tracking, item inventory,
menu analysis, and reporting functions using the following links:

Reports Access the Reports screen to display ordering details.
Lists Access the Custom List screen to create or modify custom lists.
Tracking Access the Order Tracking screen for scheduled delivery details.

Inventory Access the Inventory module with online tools for inventory and
menu analysis.

Options Access the Options screen to set display preferences, contact informa-
tion, and import/export options (if applicable).

Customer Support Access the Customer Support screen with access to the
eSYSCO user guides, support email address, and frequently asked questions.

Change Password Access the Change Password screen for password security.

Page links move you back and forth between pages of a list.

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

Click <Prev to go back a single page from the current page or Next> to go for-
ward 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.

Bread crumbs help you quickly return to a previously-viewed screen. Bread
crumbs show your path of screens and appear as links at the top of a list (Figure 2).
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Getting Started Information Area

Items > Browse > Frozen > Convenience Prd > Pizza

Bread crumbs display on Description
item list screens 2448 0Z  Bobaoli Crust Pizza Cheese Prbk 8 In
12/12 IN Bobaoli Crust Pizza Cheese Prebaked

Figure 2 Example of bread crumbs on the Item List screen

In Figure 2, the bread crumbs are:
Items> Browse> Frozens> Convenience Prd> Pizza

All items categorized as pizza display. To easily return to the top-level list of cate-
gories, click the Frozen link. To return to the screen displaying all methods of
selecting items, click the Items link.

Search Product Guide

Use the search feature to quickly locate items in the product guide. For example,
search for items using a specific manufacturer, brand keyword, SUPC number, or
by entering a few characters of the item's description.

To search for items in the product guide,
1 Type the desired item in the Search Product Guide for field.

2 Click the magnifying glass icon to start the search process. The items matching
the search display on the Item List Detail screen.

3 Type the desired quantity and click Add/Save Items to Order button.

For more information, see Searching on page 30.

Information Area

The information area displays the order identification number currently displayed,
the number of cases/splits on the order, the total order cost, and the delivery date.

GoTo

To go directly to a specific page in the list, click the drop-down arrow to the right of
the Go To field to display a list of available pages (Figure 3). Highlight a page num-
ber and click once to view the items on that page.

.Items on This Order 2536 of 56

Figure 3 Go To page drop-down option

Note: The number of items displayed per page is controlled by your Display Pref-
erences on the Options page.
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Sort By
Located in the information area, you may change the display of the list based on
three sorting criteria options (Figure 4).
Sysco Category List items based on the SYSCO 12 categories.
Order Added List items in the order in which they are added to the order.

Description Alpha Sort List items alphabetically based on their description.

i roer Added d
Sysca Cateqan
‘Order Added

Description Alpha Sort
Figure 4 Sort By drop-down options

Select Category
Divide lists into categories or department types (such as Dairy, Frozen, or Poultry).
To limit the display, click the down arrow to display a list of available categories
(Figure 5). Highlight a category and click once to view items assigned to the

selected category.

Canned And Drj,.fj

Select Category
Segfood

Foultry

Frozen

iCanned And Dy
Chermical/Jantt]
=supp & Equip
Figure 5 Select Category drop-down options

re

Remember...You can create your own category headings when creating custom
lists. See Lists on page 45 for details.

Details

The details area displays the details that correspond with the selected link. For
example, if you click the Items link, the options available for locating items dis-

plays in this region.

Buttons and Icons

Throughout eSYSCO, buttons and icons are available to print whatever you hap-
pen to be viewing (typically a report or a list). In addition, you may clear all
changed quantities made while reviewing an order. Table 3 defines the standard

icons used in eSYSCO.
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Buttons and Icons

Table 3 eSYSCO Icons

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 or order to a file, which can be viewed in
Microsoft Excel in a comma separated value (.csv) file format.

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

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

Edit Info Edit the custom list options, including custom list ownership, order
guide synch and reset settings, and changing list names.

Delete Remove the custom list from those available.

Replace Change the current custom list with a different imported list.

Drop-down Arrow Displays additional options in a list. Click the drop-
down arrow to show and select options available on multiple eSYSCO screens.

Add Tagged Items Displays the Tag and Add Options screen, which tells
eSYSCO what to do with the tagged item when adding it to a custom list.

Add All Items to Inventory Part of the Inventory module, the Add all
Items to Inventory button selects all order guide/custom list items and
includes them as part of your inventory.

2 =] [ E | x |@ o 9] &) |«

Duplicate Part of the Inventory module, the Duplicate button copies an
existing recipe so you can change items or pricing to create a new recipe.

Table 4 defines buttons available in eSYSCO. Other buttons exist in eSYSCO, but
are not defined here as they are self-explanatory.

Table 4 eSYSCO Buttons

Standard Button

Description

[ Edt OrderInfo_|

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

| Fewieny Order

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

Clear term Status

Clear Item Status Clear the item status label on a list. The item remains
on the list, only the status label is removed.

I Fe-sequence List ]

Re-Sequence List Clicking the re-sequence button to re-load the entire
custom list so items in every category display alphabetically by description.

Z0

Find Item Within List Type the item to be found in the associated field
and Click the GO button to perform the search.

The Find Item Within List option only searches the list shown in the Detail
Display region. Use the Search feature to find an item in the Product Guide.
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Quick Reference

The Quick Reference section provides a brief summary of how to use eSYSCO if
you are new to the application. Use the online help system if questions arise while
online using eSYSCO.

eSYSCO requires a username and password for security purposes. To access eSY-
SCO, you need your username and password. If you do not know this information,
contact your local SYSCO operating company help desk or your marketing associ-
ate for assistance.

Access the eSYSCO Website

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

To access the eSYSCO website:

1 Access the Internet by double-clicking on the Microsoft Internet Explorer desk-
top icon (Figure 6).

If you do not have a desktop icon, see Add a Shortcut to your Computer
Desktop on page 74.

e

A

Inkernet
Explorer

Figure 6 Internet Explorer desktop icon

2 Type the eSYSCO Internet address.
http://www.esysco.net
3 Press Enter or click Go. The eSYSCO Login screen (Figure 7) displays.

Login Screen

The Login screen is the entry point of eSYSCO. The Login screen (Figure 7) dis-
plays when the www.esysco.net web address is entered in your web browser
address bar. You need a username and password to open eSYSCO.

Warning! eSYSCO requires the use of pop-ups to function correctly. Verify your
web browser enables pop-ups from the eSYSCO website. See Browser Basics on
page 73 for more information.

Keep in mind your username and password are case-sensitive.
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Please Login

Goed things
come from

- Username:
\/sco Pasgward forgot password?
Logi
T Forgot password?

Click here to bookmatk this site . .
link displays on the

eSYSCO version number Loain screen
. Maint H Nightly bet Midnight & B:00 &AM (EST), d ded perfi Saturd i
d|sp|ays at the bottom Of aintenance Hours Ig y etWeen 1l mg ( T) yﬁi;ﬂ:}dysfé(rievf\lﬁlﬂgz D;‘-?‘V:E Izl FIE Ormance. aturi ay EVEﬂlﬂg g

the Login screen
i Waorks best with Microsoft Intemet Explorer 6.0, Metscape Navigator 6.1 or 6.2, and 800x600 or higher screen resalution.
Please click here for a complete system requirernents description,
Terms of Use right ©2000-2006 SYSCO, Corp. Al rights reserved. Privacy Policy

&5YSCO build 7.6.2.0 20080520

Figure 7 eSYSCO Login screen

1 Type your username and press Tab. Your local SYSCO operating company
assigns username and password. If you forget your password, click the Forgot
password link. See Forgot Password on page 62 for more information.

2 Type your password.
3 Click Login. The Message screen displays.

Message Screen

The System Message screen displays after a successful eSYSCO sign on. In Figure §,
the Message screen states your password is about to expire.

i 3 E Horne | Custormer Support | Change Password | Log Out |
| =
L}

5
!
£SYS CO Search Product Guide for
Jane User |Orders | lterns ‘ Checkaut | Reports | Lists ‘ Options ‘ Help| March 13, 2001

System Message

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

| Change Password | | Cartinue

Figure 8 System Message screen

If no system messages display, click Continue to access the order entry section of
eSYSCO. A message may alert you to change your password (Figure 8). Certain cri-
teria is required when creating a password.

¢ Password must contain at least six characters and include at least one num-
ber.

* Passwords cannot contain special characters (!, @ # $ & *).

Change your password at any time by clicking the Change Password link, located
in the top right. For instructions, see Working with Passwords on page 61. If you
forget your password, reset it. For more information, see Reset Password on

page 63 for more information.
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Orders Screen

The Orders screen (Figure 9) is the starting point for creating a new order, access-
ing an unsent order, editing a submitted order, or reviewing previous orders.

Home | Custorner Support | Change Passward | Log Out

Search Product Guide for, _"‘.

Start Mew Order

" Staws | Contime | ontrt | Created | Dotery | Pieces | Toals |ty Ovtr ame | Commens |

Unsubmitted ~ R143500 O 5/22101 6/1201 4 $30.34

Unsubmitted ~ R229400 O £/12/11 £/21/01 59 $1,20917 Thursday Delivery

Unsubmitted ~ R243500 D 619101 6723101 B $1,394.77 Kruger/Smith Wedding

Receivad R2374-02 38792 6/14/01 6/15/01 47 §3695.75 Friday's Seafood Ord

Received R2454-02 33847 /2001 6/21/01 48 51,089.63
e |
Pending R2444-01 O 6/12/01 6/26/01 141 54,14263

Complete R326-01 0 3/26/01 B/501 1 §167.85

Complete R1035-01 38441 5714101 B/5101 37 52B36.69 Thursday

Complete R1923-01 38529 B/4401 B/6/01 28 $1,648.28 June B, 2001 deliver =l

Figure 9 Orders screen

New orders are orders that have not been entered yet.

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

Unsubmitted orders are previously entered orders that were not submitted to
SYSCO for fulfillment. Unsubmitted orders delete after 7 days.

Pending orders were sent to SYSCO, but no email confirmation was received.

Received orders are those that were sent to SYSCO for fulfillment, but are con-
sidered still in the system before cut off time. Because order allocation, picking,
and shipping have not occurred yet, you may still change the order. Order
numbers are assigned once SYSCO acknowledges the order.

Note: Only 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. You cannot edit
these orders. They are only for review. Orders in the following statuses are consid-
ered to be Order History and are considered read-only:

Pending orders were sent to SYSCO, but you have not received an email confir-
mation yet. You may view the order but you can not update the quantities until
the order moves into Received status.

Complete orders were delivered on the delivery date shown. Future delivery
date orders may remain in Received status until the selected delivery date
passes and delivery is made. Complete order information deletes from eSYSCO
after 84 days (12 weeks).

12
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Accessing Order Details

To access order details, click the underlined status link of the desired order. Orders
in the Existing Orders section may be changed. Orders considered to be Order His-
tory may not be changed and are read-only.

From the Orders screen, you can check the status of the orders. Orders move
through the following statuses during order entry.

1 Unsubmitted Any order not submitted by clicking the Submit Order link is
considered an unsubmitted order. Changes can be made to the order.

2 Pending Your order was submitted to SYSCO, but the email confirmation was
not received yet. Order details are read-only and changes cannot be made.
Order number is blank.

3 Received Order was submitted to SYSCO and an email confirmation was
received. Order changes may be made providing cutoff time has not passed.
SYSCO assigns the order number.

Complete Order was delivered to the customer location.
Order details are read-only and considered your order history.

Confirmation Number and Order Number

All orders receive a confirmation number when the order is started. These numbers
start with the letter R (reference).

Note: The confirmation number is for reference only.

Order numbers are assigned once the order is received and accepted by SYSCO.
Order numbers appear on the invoice. Email confirmations display the assigned
order number and the confirmation (reference) number.

All confirmation numbers and order numbers have a dash followed by a two-digit
code. The two-digit code displays (Figure 10) information about your order.

Unsubrmitted RAG51-00
Received REE52-01 72204

Figure 10 Sample reference numbers and order numbers assigned by eSYSCO

-00 The order was not submitted to SYSCO. Resubmit this order, if necessary.
-01 The order was submitted to SYSCO.

-02 The order was resubmitted or an updated/modified order was submitted.

Edit Order Information

After selecting an option from the Orders screen, delivery information may be
required. At any time, you may change the delivery information by clicking on the
Edit Order Info button. The Edit Order Info window (Figure 11) allows you to enter
any applicable information about the order. Select the delivery date using the drop-
down arrow.
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dit Order Info - Microsoft Internet Explorer =] 5]

Order Reference Number New Order
Delivery Date m\

Purchase Order |
| | Click the drop-down arrow
to display a list of your valid

Separate Invoice r delivery dates
Driver Instructions d

Wy Order Narme

Click Update when__|

finished entering \ [
order delivery details Update |

Cancel Changes |

Figure 11 Edit Order Information pop-up window

1 Use the drop-down list to select a delivery date.

Only valid delivery dates display in the list of options.
2 Type applicable information in the fields.
3 Click Update.

The Items screen displays the various methods available for ordering items.

Items Screen

After selecting an option from the Orders screen and entering the delivery informa-
tion, you must decide the method of adding items to the order. There are multiple
ways to create an order. Three common methods include:

Selecting a List
Browsing by Category
Using Quick Entry

From the Items screen (Figure 12), select the desired option.

Hore | Custorner Suppont | Change Passwaord | Log Out

-h Product Guide for. _ 5
Mo

Jane Doe | Orders | ltems | Checkout | Reports | Lists | Options | Help Devl AS238C 4/11/03

Order Infoermation Edit Order Infa

Reference Humber: New Order | Delivery Date: 4/14/03 Pieces: 0 | Total: 50.00 Use Seal'Ch
.- e -
feature to

quickly find a

- Custom Lists - Healthcare ... - Quick Entry ifie i
- Drder Guides - Dairy Products .. - Import Qrders SpeCIfIC item
- Recent Orders - Meats ...
- Seafood ...
- Poultry ..
op - Erozen .. OR
- Canned And Dry ...
- Bapar & Disp .., Import Orders
- Chemical/antrl ... R .
- Supp & Equip ... link only displays
- Produce ... . . :
- Dispenser Bevrg ... when importing Is

enabled.

Figure 12 Items screen with the Import option turned on
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Note: To import orders from an outside (third-party) software program, contact
your local SYSCO company.

Select from Lists Select from custom lists, order guides, or recent orders.
Browse by Category Find items based on the 12 SYSCO categories.

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

Each option is explained in further detail starting at Ordering Items on page 17.

Note: Search for a particular item at any time using the Search feature, found in the
upper right corner of the screen.

Options

With eSYSCO, you have various options to customize the look and function of the
application. To select your options, click the Options link. The Options screen con-
sists of three sections. They are,

Display Preferences Customize the look and feel of the application.
Contact Info Update user and company information for email confirmations.

Import/Export Options Determine the format used for importing and export-
ing orders and lists.

Security Information Setup Stores your security questions and answers used
when you forget your password.

For details, see Options on page 58.
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Ordering Items

Chapter 3 provides instructions on selecting items to add to your order. Add items
to your order using order guides, search, browse, quick entry, importing, or inven-
tory. Whatever method you select to build the order, use the following controls:

¢ To add items to your order, type the desired quantity in the Quantity box.
¢ To remove items from the order, delete the number from the Quantity box.

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

Selecting from Lists

Add items to your order by selecting the items from a list. Available options are:
Custom Lists
Order Guides
Recent Orders

Click the appropriate underlined link in the Lists column to display additional
options for that option. Once the additional options display, select the list you want
to use to add items to the order.

Important: This is called drilling down through lists of options.

Custom Lists

A custom list is a list of items you create (Figure 13). It can be named, categorized,
and organized according to your needs. For more information on creating a custom
list, see Lists on page 45.

ltems > Lists » Custom Lists

- Custom Lists - Basic Wedding List (58 items)
- Drder a ﬁes - Classic Wedding (74 iterms)
- Recent Orders - Equipment (7 iterms)

- Lounge Order {20 iterns)

- Samples

Figure 13 Custom List selection options
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Order Guides

An order guide is a compilation of ordering history. Order Guides and bid books
are lists of items that help you in the ordering process (Figure 14). Order Guides
and bid books are determined by your local operating company. Food items not
ordered fall off your order guide after 8 weeks. Non-food items fall off after 52 weeks
of not ordering.

Note: Links starting with BB or BD are bid books.

ltems > Lists > Order Guides

Lists L3 Order Guides
- Custom Lists - eSYSCO Order Guide
- OrderpGuides - BD5449
= Rece§ jOrders - BD204
- BEO48
- BE16AD
- BEE33

Figure 14 Order Guide selection option

Recent Orders

Use recent orders to order products based on what you ordered in the past
(Figure 15). You do not have to search for individual items if you ordered them
recently. Or, if you order the same thing every few weeks, use the recent orders
option.

Items > Lists > Recent Orders

Ell Recent Orders

- Custom Lists - Mo Description (10/25/04)
- Drder Guides - Cookie Dough

- Recent Orders

Figure 15 Lists > Recent Orders order options

Entries made in the My Order Name field of the Edit Order Info window display in
the Recent Orders column.

Note: If no order name is specified, No Description and creation date displays.

18
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Item Information

eSYSCO provides various information about available items. The information
includes the pack/size, abbreviated brand name, item grade, third line descriptions,
item indicators, and item movement.

Item Grade
The GRD column displays the grade of SYSCO brand items. SYSCO uses four item
grades to classify its products. They are:

C Classic

1 Imperial
R Reliance
S Supreme

The item grade classification displays to the left of SYSCO Brand item descriptions

(Figure 16).
Sys Imp 1 Fruit Cocktail Ch Hs
Sys Sup S Fruit Cocktail Ch In Pear Jce
Sys Cls C  Fruit Cocktail Ch In Pear Jce
Sahar B C  Fruit Cocktail Ch In Pear Jce

Figure 16 SYSCO Brand item grade levels

The item grade is especially helpful when purchasing SYSCO brand products
whose names do not include the grade level, such as Sahara Burst, Jade Mountain,
Casa Solana, or Arezzio.

Third Line Descriptions

Before ordering an item, review the product information to assist in the decision-
making process. Product information in eSYSCO is called a third line description.
A third line description contains information such as storage guidelines, nutri-
tional benefits, ordering cutoff times, handling instructions, and serving sugges-
tions.

To display a third line description,
1 Click the underlined description of the item (Figure 17).

bs Imp Tornato 2 Layer Fresh 4x5

ezzio S Qil Qlive Pornace Ital

bs Nat Lettuce Green Leaf Crowns

Figure 17 Underlined product description title accesses the third line description

Note: Some items may not have a third line description. Please contact your
Marketing Associate (MA) for product assistance.

A pop-up window (Figure 18) displays detailed product information.
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Detailed Description
SUPC Pack/Size Brand Grd  Description
5889613 B/1 GAL Arezzio S Qil Olive Pomace ltaly

Qil Olive Pomace Italy Olive Pomace |s The Skin, Pits And Flesh Leftover From
The Pressing Of Olives. Olive Porace Oil Is Processed From Pomace. This Oil Is
Refined And Flavared With A Small Amount Of Extra Virgin Oil. As This Qil Has
Little Olive Flavar, It |s Best Used In Hot Prepartions Like Grilling, Broiling And
Sauteing. Imported From Italy.

Close |

Figure 18 Detailed Description product information pop-up window

2 Click Close to return to the ordering process.

Item Indicators

Some items display delivery or replacement information next to the item descrip-
tion. The item indicators display on item list screens, such as an order guide, bid
book, product guide, custom list, or unsubmitted order. Item indicators include,

¢ Demand status

Drop ship

Pricing agreement

SUPC information

Demand Status

Demand status items are those items ordered by a specific time to guarantee next

day delivery. When you order a demand status item, that product is specifically
tied to your account number.

Caution: If you order a demand status item at 8:30 a.m. and request SYSCO cancel
the order at 11 a.m., the product is already cut/made to order and is delivered to
you. Contact your sales associate if you have any demand status item questions.

(demand status)

Becf Bhg Brskt Ywhi

Figure 19 Demand status item indicator

Drop Ship

Drop ship items come from a location other than your local SYSCO warehouse. The
product may come from a SYSCO Central Warehouse or delivered directly from
the vendor. Allow additional time for delivery.

2" WiPls Hdl
Pan Clr Mo Hnd — (drop =hip)

Pan Clr Slatd — (drop ship)

Figure 20 Drop ship item indicator

20 June 2009



Ordering Items Item Information

Pricing Agreement

Pricing agreements or deals provide SYSCO customers predetermined benefits for
purchasing from SYSCO. Remembering which products are on an agreement can
be tedious. To help locate items on a pricing agreement, a pricing agreement indi-
cator (Figure 21) displays on item list screens.

pd Usda Aa - 5Gm
Fibbon 40 Sli (pricing agreement)

an (Grated

Figure 21 Pricing agreement indicator

SUPC Replacement

Occasionally, SYSCO changes an item number (SUPC). To prepare you for this
change, the SUPC replacement indicators show both the item being replaced the
replacement item. See Figure 22 for an example.

Cheese Parmesan Grated
6/5 LB Sys Imp 1 will soon be replaced by: 2389278 1012723
4/5 LB Stella Cheese Parmesan Grated 1363886
Cheese Parmesan Grated
6/5 LB Arezzio 1 replaces item: 1012723 2389278

Figure 22 SUPC replacement indicators

Displaying Item Movement Information

The product movement statistics display the number of cases-splits purchased in
the past four weeks. To display movement information,

1 Click the blue dot in the M column (Figure 23).

If there is not a blue dot, no movement information exists for that product,
meaning no purchases were made in the past four weeks.

bl d 1113273 ‘2_:1? Cs
bt Cnk Trd 4713673 Cs

Figure 23 Item Movement indicator (blue dot)

2 A pop-up window (Figure 24) displays weekly product movement for the past
four weeks and a four-week total amount.

The number displays case quantity, then split quantity, separated by a dash (-).

SUPC |4 Weeks Ago|3 Weeks Ago (2 Weeks Ago [Last Week |Last 4 Wks Total
1113273 1-2 1-0 20 30 7-2

Close |

Figure 24 Movement information pop-up window

3 Click Close.

The Items screen displays.
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Entering Quantities

When you select a list, all items on the list display on-screen. Figure 25 displays an
example of a custom list.

Home | Customer Support | Change Passward | Log Qut

*roduct Guide for

B/11/08

Order Information Edit Order Info

Review Order

Reference Number: R100035-00 | Delivery Date: 6/16/06 Pieces: 23 | Total: $833.70
GoTo 3 Next > Last = [
d on [ cust# | | Unit§ | Extend=d
14480 CT Packer Parsley Curly Bunch Fresh 1008374 Ccs 42.70/C3
1 /5% Packer Shallot Peeled Fresh 1437565 cs 11.65/C5
4 /5 LB Labella Pasta Orecchiette 1862412 Ccs 26.85/C3
14 LB Sys Nat Tarragon Fresh Herh 2004592 cs 17 30/C5
4725LE  SysCls Shrimg PAD Raw 21125 T/0n Tgr 2292480 csf0¥]ea  2I0CS
33.00/ea
2/ LB Arezzio Sausage ltal Pzz Top Pure 2368785 cs 21.15/C5
120.25/CS
E /3 LB Sys Rel Shrirp Raw lof Pieces Med 2441053 Cs|0 v e 50.04/ea
144 45/C5
/3 LB Sys Rel Shrimp Raw |gf Pieces Lrg 2441061 cS/0 % g 24 (7 /ea
411 GAL  Jade Mt Sauce Soy  (drop ship) 3252400 cS 41.45/C3
1/10LB Intlimp Grain Spclty Polenta Ital Styl  {drop ship) 3746880 cs 15.15/C5
49.80/C5
E /5 LB Sys Cls Peanut Butter Creamy 4009189 Cs|0 v e 8 30/ea
121207 Sys Sup 0l Sesame Seed Japaness ADR2ED [ Jes[o Me. BE20S
GaoTo v Mext = Last = [ Add{Save ltems to Order ]

Figure 25 Enter quantities using a custom list

Once the screen displays, type the desired quantities in the Quantity fields. Con-
tinue adding items until all products are added to the order.

Note: See Navigation Bar on page 6 for information about navigating through lists.

You may order some items individually (splits) as well as by the case. These items
have two Quantity boxes (Figure 26). Use the drop-down arrow to select the
desired number of splits.

43.60/cs
I” CSIE, B3 12 15/eq
|5 3 &7.40/cs
52 104cs
I” CSIE B8 £ 21/eq

Figure 26 Case and split quantity boxes

For items that do not display on the list, use the Browse and Search features.
Browse by clicking on the Items link and selecting the desired category.

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

Pre-filled Quantities on Custom Lists

Pre-fill the quantities when creating a custom list. Then, when accessing the list to
order, you do not have to type the quantities.To change a pre-filled quantity, type
the desired amount over the existing number. To remove a pre-filled quantity,
delete it from the list (see Lists on page 45 for instructions).
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Ordering Large Quantities

eSYSCO includes a warning message that verifies you actually want to order the
quantity amount entered in the quantity fields. This message (Figure 27) displays
when entering any item quantity over 25.

-
Microsoft Internet Explorer.

Figure 27 Large quantity amount verification message

When reviewing your order, the large quantity number displays in red and a large
quantity amount balloon displays. See Red Quantities on page 38 for more infor-
mation.

Prices Display in Red

eSYSCO displays the current product price. This is called live pricing. If the prices
display in red, live pricing is disabled or not available. Verify the live pricing set-
ting using the Options link. Once the Options screen displays, make sure the Use
live prices when available box contains a checkmark.

Caution: When using live pricing, eSYSCO response time may take longer as it ver-
ifies the current price of the item. If pricing is not an issue, do not use live pricing
for a better eSYSCO experience.

Market Price

Certain items do not display a price because they require a market price. Market
prices calculate at the time of invoicing. When ordering market-priced items:

Product guide displays MARKET
Order guide displays $0.00

For an estimated price on market-priced items, contact your sales representative.

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

To use the Browse feature, click the Items link to display the list of categories. Once
the screen displays, select the category matching the item for which you are brows-
ing (Figure 28). Continue to select category matches until the desired item category
displays.

Important: This process is called drilling down through lists of options.
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Ordering Items

Y5O | Home | Customer Support | Change Passward | Log Qut

2SYSCO. H B

devl 12£29/04

Order Information Review Order
Reference Number: R103350-01 | Delivery Date: 1/4/05 i | Total: §2,456.90

- Hithcar/Hosplty .. Eggs ... - Proc Amer Chse ...
- Dairy Products ... Butter ... - Processed Chees ...

Meats ...
Seafood ...

Margarine ... - Crm ChsyReg ...
Cheese ... - Grated § zeese

Poultry - Cheese Spread ...
Erozen ... - Cheese Substitu ...

Canned and Dry ... - Cottage Cheese ...

Paper & Disp ... Dairy Speclties ... - Matural Bulk ...
ChemicalAantrl ... Sample ... - Imitation Chees ...
Supp & Equip ... Equipment Chrgs ... - Cheese Food ...
Produce ... Miscellaneous ... - Chs Cubes/Stick ...
Dispenser Bevrg ... - Crm Chs Red Fat ...

- Crm Chs Ft Free
- Shrd/Diced Chee
- Crm Chse Flyr

- Cheese Misc ...

Figure 28 Browse by Category options

For example, to review different brands of regular cream cheese,

Click Dairy Products > Cheese > Crm Chs Reg. All items categorized
by SYSCO as regular cream cheese (Figure 29) displays.

Home | Custorer Support | Change Password | Log Out

devl G214
oot | wevevoue |
Reference Number: R101642-00 | Delivery Date: 5/404 Pieces: 117 | Total: $4 271.92
/3 L8 Cheese Cream wizses [ cs [0 eadeis
10/3 LB Lal Cheese Cream 1158682 [ Tes f14.85/C5
1/30L8 Sys Imp Cheese Cream 1161181 [ s 55.05/C5
1/30 LB Bbriimp Cheese Cream Cultrd ssazas7 [ cs 43.45/CS
100/1 0ZSys Imp Cheese Cream Cup w2574 [ cs 20.60/C5
100/1 0ZLal Cheese Cream Cup wros04 [ cs 21.50/C5
100/1 0ZBbrlimp Cheese Cream Packets 6330427 [ s 20.65/C5

Figure 29 Browse by Category for regular cream cheese

Order an item by typing the quantity in the Quantity box. To select the next browse
sequence, use the bread crumbs at the top to return to the previous listed categories.
Type the quantity desired. Once finished, click Checkout.

Remember...Use the bread crumbs at the top of the list to quickly return to the pre-
vious categories.
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Quick Entry

Quick Entry

The Quick Entry method for adding items to an order requires you to know the

product’s seven-digit SUPC number (the product number assigned by SYSCO).

Complete the form (Figure 30) by typing the desired product’s SUPC number and
the desired case or split quantity. Enter up to 30 items at one time. Use the Enter or

Tab key to move from field to field.

Horne | Custormer Support | Change Password | Log Out

1 Praduct Guide for: _'!..

Jenny Roberts | Orders | Items | Checkout | Reports | Lists | Tracking | Inventory | Options | Help

devl B/2/104

Order Information Edit Order Infa

Pieces: 0 | Total: $0.00

0000000000000
Quick Entry Form - 30 per page

Reference Number: New Order | Delivery Date: 6/4/04

(supcs _Jcase_Joa ] (SuPch oo | oa
1 [resss3t [2 | 2 [4314583 [ [2 3
4 [5175666 |2 | 5  |sz38064 [10 | g
7 [7715601 [3 | 8 [iesee: [1 E 9
10 [1634747 |5 | 1 2444677 |2 | 12
13 [r1721810 [5 | 14 [1183854 [1 | 15
16 [1025162 [5 | 17 [108043 [4 | 18
19 [7977861 | 1 20 [1145200 |2 | 21
22 [5061643 [10 | 23 [5203807 [3 | 24
= | 1 % | I 7
s | 1 =3 . E:
Adld to Orcer

[supc _Jcase | ea |

[5073405

[1

|5752985

|2

[ro12699

[i

|1258123

|6

[rozogi7

IE

[rozs162

|5

|5229273

[6e87263

|5

Figure 30 Quick Order Entry screen with SUPC numbers and quantities entered

Note: Enter up to 30 items per screen.

After entering the SUPC numbers and quantities, click the Add to Order button to
add these items to the order. eSYSCO processes and verifies the item and quantity

accuracy. Invalid items display in red as errors (Figure 31).
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Ordering Items

Home | Customer Support | Change Password | Log Out

h Product Guide for. _".

Mo
devl B/2/04

Order Information Edt orderinfo | Revieworder |

Reference Number: R101650-00 | Delivery Date: 6/4/04 Pieces: 45 | Total: $937.34

Cannot split item Cambro Pan Food Storage Clr 4 n Op ] EA |2 ea 828/EA [T

o

00 0 Cannot splititem  Dle Ster Container Plas Hng 1Comp B/CIr cs F ea B085CS T

Product Mot Found |3— IU— ea r

Duplicate item r

Product Mot Found |5— IU— ea r

Duplicate item -

[(0z6162 | a6 0 Duplicate item Sys Cls Corn Cob Petite Nw Gr A [~ e [0 e 18380S T
IW Product Mat Found |4— lU— ea [
[l0z5762 | 96 0 Duplicate item Sys Cls Corn Cob Petite hw Gr & [~ es [0 ea 1838CS T
IM 4 1 Splits only Sysco Daily Lace Rnd Wht 5 In IEU— &3 8.96/ea I

Adldl 1o Order

Figure 31 Quick Entry Results (with errors)

Items needing attention display as an error. Examples of possible errors and their
solutions are listed in Table 5 on page 27. Items with errors must be fixed before
continuing the order entry process.

Note: Access the third line description to view the pack/size of the item, which may
help determine the course of action to take when errors arise.

After correcting the items, click Add To Order. eSYSCO validates the items again
and displays a message (in red) similar to the following:

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

Important: If you do not click the Add to Order button before attempting to dis-
play 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 are added and/or corrected,
click the Checkout link and 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.

Correct Quick Entry Errors

Once items entered on the Quick Order Entry screen validate, you may have errors.
Depending on the type of error, different solutions exist. Table 5 provides a list of
possible quick entry errors and solutions.
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Quick Entry

Table 5 Possible Quick Entry Errors and Solutions

Quick Entry Error

Solution

Invalid SUPC
or
Product Not Found

The SUPC entered is mistyped, SUPC number was changed, or the prod-
uct is no longer available. If the SUPC number is correct, 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.

Duplicate Item

The SUPC entered is already ordered. You may have typed the SUPC
twice on the Quick Entry screen.

To order the item Leave one duplicate SUPC item. Delete the others
by clicking the Delete box so the checkmark displays. Use the Review
Order screen to adjust the quantity and order the item.

To delete the item Click the Delete box to display a checkmark on all
items with the duplicate SUPC. Click the Add to Order button to continue.

Cannot Split Item

The SUPC entered is not a splittable item. You may only order entire
cases of product.

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.

Splits Only

The SUPC entered is only available in split quantities. You may only order
split quantities of the product. No case quantities allowed.

To order the item Remove the quantity from the cs quantity box and
retype the quantity in the ea box.

Caution: If you do not remove the number from the cs box, the cases
convert into splits and you may receive more product than expected.

To delete the item Click the Delete box to display a checkmark.

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, con-
tact your local SYSCO operating company to verify proprietary items.

To order the item Your customer account cannot 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 operation. If you feel you have received this message in error, con-
tact 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.
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Ordering from Inventory

If you have access to the Inventory module of eSYSCO, you have the ability to cre-
ate orders based on suggested items, low-inventoried items, or by the physical
count period.

eSYSCO recommends items to order based on your current electronic inventory
levels. For detailed information on ordering using inventory, see the eSYSCO
Inventory Supplement (click Customer Support then click eSYSCO Inventory User
Guide or contact your local SYSCO operating company).

Importing Orders

If using a third-party system that works with eSYSCQO, import orders directly into
eSYSCO from the third-party software or a spreadsheet (.csv) file.

Contact your local SYSCO operating company to have the import/export settings
turned on. Then, click the Options link and select the correct import file format lay-
out.

Important: If you are not sure of which file format you need, click the Help link to
display the available options, the file layouts, and an example of those layouts or
refer to Import/Export File Layouts on page 77.

Once the import/export option is turned on, import orders using the Import Orders
link on the Items page (Figure 32).

Jane Doe | Orders | tems | Checkout | Reports | Lists | Options | Help Devl AS238C 441103

QOrder Information Edit Order Infa

Reference Number: Mew Order | Delivery Date: 4/14/03 Pieces: 0 | Total: $0.00
. 000000«

Items

Select from Lists Browse by Category

- Custom Lists - Healthcare ... - Quick Entry

- Order Guides - Dairy Products ... - Import Orders
- Recent Orders - Meats ..
- Seafood ...
- Boultry ...
oR ~ Frozen ... OR

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

- Chemicaldantrl ...
- Supp & Eguip ...

- Produce ...

- Dispenser Bevrg ...

Figure 32 Items screen with the Import Orders option displayed

1 Click the Import Orders link to display the Import Orders selection screen
(Figure 33).
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i)

2SYSCO.

i
)

Horne | Custorner Suppont | Change Passward | Log Out

E h Product Guide for _"‘_
e More Search Options
Devl ASZ38C 4/10/03

Order Infoermation Edft Order Infa

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

Items > Import Orders
Order Import

Select the file containing the orders

Import File

Figure 33 Import Orders screen

2 Click the Browse button to locate the file to import.
3 Once selected, click the Import File button.
eSYSCO creates an order using the imported item/quantity information.

4 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 reval-
idated before continuing.

To review the imported items,

1 Click the Orders link. The Orders page (Figure 34) displays.
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Eég = Home | Customer Support | Change Password | Log Out
£S . SCOu - - Search Product Guide far _"‘

Start Mew Order

| Existing Orders (click order for details)

Unsubmitted RERS1-00 4/10/03 4114103 1} $0.00
Unsubritted RS671-00 41103 4114103 0 $0.00
Received REB52-01 72204 410103 4/14/03 33 $637.13 Option 2 Import

I Order History {view only)

Option 2 is the import
option for this ofder.

Figure 34 Orders Page with an imported order

2 The imported order displays 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.

3 Click the underlined imported order status to review the imported order.

Searching

Search uses item descriptions to determine which items 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,

1 Type a specific manufacturer, brand keyword, SUPC number, or a description
of the item you are searching for in the Search Product Guide for field.

2 Click the magnifying glass icon to perform the search (Figure 35).

Be sure to use descriptive words when searching.

nime | Customer Support | Change Password | Log Out

Search Product Guide for:

[

Figure 35 Click the magnifying glass to start the selected search

3 Search returns all items meeting the entered criteria (Figure 36).
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Searching

In this example, search
returns all items containing
pepper or an abbreviation

Select a specific category to
limit the search results, |
such as produce items.

of pepper.

Home | Customer Support | Change Password | Log Out

h Product Guide for:

devl B/2/04

Edit Orderinfo | Review order |
Pieces: 9 | Total: $31.96

Find ltem Within List | GO

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

Ln Extended §

Hithcar Hosplty
1/EA Graham
Dairy Products

9.00/Cs

737217

Cover Mattress B0X36X6 WeZippr (drop ship)

3/ LB Bbilcs Cheese Cube Swiss/Pepper/Ched 5338453 I CS A2.00/CE
! = 59.50/C5

6 /A5 LE  Bbrlcls Cheese Hot Pepper Loaf Wht Prc 2388213 I csl0 83 41 35/0a
2/ LB Bhbrlimp Cheese Montery Jack WiPepper B37E783 I CS 22 45/CE
2/ LB  Bbrlcls Cheese Pepper Jack Hat Stk 6338750 I Cs 28.65/CS
o . - 44 45/CS

4 /5 1B  Casasol Cheese Pepper Jack 120 Sli F23B512 I cz|0 83 41 11/ea
. = 53.95/C5

5/ LE  Casasol Cheese Queso Fuego W/Ppr Wi 7439631 I cs|0 ea G o%/ea
1/3 GAL Blu Bny lce Cream Peppermint 1225556 I TE 21.85T8

53 /3 0 Travis Beef Pepper Patty 1645555 I cs 25.70/C5
1A0LE Arezzio S Pepperoni Sliced 14 Ct 2644831 I CsS 22 B5/C3

GoTa I hd

Blext = Last =

Figure 36 Search results screen for entered criteria (pepper)

4 Once items display, type the number of cases/splits desired in the Quantity

field.

Note: Use the navigational tools to display all items matching the search. See
Navigation Bar on page 6 for more information.

5 Use the Select Category drop-down list to limit the display to a specific cate-
gory, such as Produce (Figure 37). The screen redisplays all resulting items cat-
egorized as produce.

Home | Customer Support | Change Password | Log Out

h Product Guide for _'!.

devl 67204

Edit Orderinfo | Review order [
Pieces: 9 | Total: $31.96

ltems > Lisis > Product Guide > Detail 277-286 of 302

GoTa = 1= First < Prev| Mest > Last 5 Select Category = Find lter Within List: | GO|
B E C b ity

Pk o Gr 1 Unit § Extended §

Produce
1/0LE  Packer Pepper Anaheim Frsh B7595243 25,90/B%
1 /o Packer Pepper Ancho Dried 1191667 FC 17.65/FC
1/ LB Packer Fepper Chile Guajillo Oried Canned And Dry 2429926 cs 24 35/C3

Paper & Disp
1/45LE Packer Pepper Faj Red |Supis & Ecuip | 228092 Ccs 18.35/C5
1/2518 Packer Pepper Green Bell Chopper L Ere 2 R 1910231 cs 20B5/C3
1 2588 G Packer Pepper ell Mediurm Fres 1000357 cs 30.85/CS
o I_ = 34.B0/CS
4 /5 LB = Pepper Green Diced 3/8 6519649 csl0 ea & B5/ea
) 34 B0/CS
4 /5 LB Sys lmp Pepper Green Sl BoEE702 CcE|0 7| ea 8 65/ea
Eilt ASMALL Packer Pepper Grn Bell Fresh 1075252 cs 9.85/C5
1 /2582 G Packer Pepper Gen Bell Large Fresh 1420330 cs 32.35/C5
GoTo s < First = Prev | Mext > Last »

Figure 37 Limit the Search results to display only the produce items
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To order an item from the Search page,
1 Type the number of cases or splits in the in the Quantity field.
2 Click the Add/Save Items to Order button.
3 The quantity and items add to the order.

More Search Options

The More Search Options link offers advanced search features with the ability to

specify search parameters using limiting phrases and options. To access the
advanced search options screen,

1 Click the More Search Options link (located under the Search field).

2 The More Search Options screen (Figure 38) displays.
MAustin Company Product Guide ;l

1 IElrand v”Equals '” IAnd 'l

z|- =l =

Figure 38 More Search Options screen

Search In
On the advanced search screen, determine the specifics for the search. Select the list
to be searched by pressing the drop-down arrow to the right of the Search in field
(Figure 39).
PP AL PENHOF STEAKHAUS Order Guide |
IAnd 'l
BD204
A
BB16AD
BBE33
CUSTOMLISTS
BasicWedding List (58 items)
ClassicWedding (74 items) -
Figure 39 Selecting the list in which to search for products
Search By

Three limiting options exist when using search. They are:
Brand Brand name associated with the desired item
Description Brief description of the item
SUPC Seven-digit product number

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

Select how eSYSCO determines if an item matches the criteria. This option is called
the Condition. Three conditions are available.

Equals Items must exactly match the Search By entry (Brand, Description,
SUPC).

Contains Items must contain the search criteria in some form, including
abbreviations.

Begins With 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 information you typed in the Search By field.

Note: When selecting SUPC, the condition must be Equals or an error message
displays.

Search Criteria

The search criteria is the box in which you type the information for which you are
searching. Be descriptive when entering the criteria information. In Figure 40, all
items with a description beginning with the word pepper are considered valid items
and display on the Search Results page.

ALPEMHOF STEAKHALS Order Guide =
ria

1 IDescriptiDn v”Begins With '“Pepper IAnd 'l

2] =i =
Search !

Figure 40 Advanced Search Criteria Example

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

After entering the search criteria, click Search to execute. The Search Results page
(Figure 41) displays all items meeting the entered criteria.

ltems > Lists > Product Guide > Detail 1-12 of 149

l_;l Mext = Last =| Select Calegory ¥ Find Item Within List l— EI
" Brand  Grd Cust # : Quantity Unit § Extended § M
1A0LE  Arezzio Pepperoni Sliced 14 Ct 2544831 [ Tes 228505 [u]
2712508 Arezzio Pepperoni Sliced 14-16 Ct 23RETES [ Tles 55.65/C5 -
1A0LE  Pazzeli Pepperoni Sliced 160 Ct 1339118 [ Tes 318505 |
24258  Arezzio Pepperoni Spicy Sliced 144160t 2510881 [ Tles 55.20/C5 |
I
12206 SysCls Pepper Green Diced 1B7E0BS [ Tes 25 G0/CS [u]
3418 Casasol Pepper Jal Frsh Stid W/Chd Chs 256509 [ Tles 14.15/C5 (|
3MLB  Casasol Pepper Jal Frsh Stid W/Crm Chs 2558517 [ Tes 4415/C5 |
5 /2 LB Sys Imp Pepper Jalapeno Chd Chz Qvenbl 7055502 l— cs 52.15/C5 (m)
2/45L8  Syslmp Pepper Jalapeno Chkn/Chipotle 3947439 [ Tes 52.15/C5 ]
1/8L8 Leons Pepper Jalapeno Stfd W/Chdr Ch 1251610 l— cs 28.25/C8 r
27358 Leons Pepper Jalapeno Strip Brd 2526169 [ Tes 24 65/C5 |
141B  Sysimp Pepper Mini Cheddar Cheese 2204675 [ lesliz]es 508 r

l% Mext = Last »| ﬁ Add/Save ltems to Order

Figure 41 Advanced Search Results
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Using Operators

Operators further limit the search by providing an and/or situation. There are two
operators available. They are,

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 Company Product Guide LI_
\2 IDescription leontains jlred
Search !

Figure 42 Using operators to further define an advanced search

In Figure 42, the operators request all item descriptions beginning with the word
pepper and the description contains the word red. Items meeting this criteria display
on the Search Results page (Figure 43).

ltems > Lists > Product Guide » Detail 112 of 28

GoTo | =] pest>last:l Select Category = Find kem Within List || G0]
on Cust # C M Q W Unit § Extended § [ ]
Sys lmp Pepper Wild Chile Red W/Crm Ch 2691220 70.90/C3 ]
. Canned And Dry

28 Items 128 OZ Pepwrld Jelly Pepper Red Hot (drop ship) 3763430 l— cs 58.45/C3 r
matched the EASLE  Momson Mix Gravy Peppered 4950849 [ lcs 15.85/CS r
advanced search FASLE  Syslmp Mix Grawy Peppered 5076290 [ lecs 18.55/CS |
criteria. F/5LE  SysRel Mix Gravy Peppered SF71381 [ s 14.45/05 r
121202 Labella Pasta Rotelle Grlc Red/Grm Por 6271506 [ lecs 31.80/C3 r
11 LB Intlimp Pepper Chili Habanera Dired (drop ship) 3616505 l— cs 32.75/C3 r
P2KO  Arezzio Pepper Red & Yel Grd ktal (drap ship) 7880925 [ lecs 59.00/C3 r
F#0 Syslmp Pepper Red Diced Fey 4030912 [ leslides 08 m
b4 #8900 Sys Imp Pepper Red Diced Fc BEYIE42 [ lecs 337003 r
F /13 0L Cartgna Pepper Red In “gr (drop ship) 2616065 l— cs 53.65/C3 r
12 /5607 Cargna Pepper Red In Ygr (drop ship) 4437414 [ lecs 53.40/C3 r

%n Mext = Last 2| ﬁ Add{Save ltems ta Order

Figure 43 Advanced Search using operators search results

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 (Figure 44) and click Search.

ALPEMHOF STEAKHAUS Order Guide ~
Searc _ h Criteria -
t[Bend  Sl[Equals  Sffyson  [And]
2 IDescriptiDnleontains jlboneless
Search |

Figure 44 Advanced Search Example 1

The search results (Figure 45) show 3 products match the search criteria:
Brand equals Tyson AND Description contains boneless.
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ltems » Lists > Order Guides > Detail 13 of 3
Selact Category = Find hem Within List:| | GO
Cust # C Mo Quantity Unit § TR |
24 /5 OF Tyson Chicken Brst Bnls Skls 1074046 cs 15.20/CS |
48 /4 OF Tyson Chicken Brst Bnls Skls 1074061 cs 24.45/C5 -
24 /5 OF Tyson Chicken Brst Bnls Skls 1132620 cs 18.10/CS |
Go T
l_DLID —k? Add/Save terms to Order

Figure 45 Advanced Search Example 1 Results

I know the Imp Ang brand carries Black Angus products, but I want to see
anything considered Angus...

To search for all Imp Ang brands or items considered Angus, select the search
criteria (Figure 46) and click Search.

MAustin CompanyProduct Guide Ll
1 |Brand - IEquaIS v“imp ang IOr Vl

Z IDescription leDntains jlangus
Search[!

Figure 46 Advanced Search Example 2

The search results (Figure 47) list 12 products matching the search criteria:
Brand equals Imp Ang OR Description contains Angus.

tems > Lists > Product Guide > Detail 1.12 of 12 (=]

W Find Itern Wyithin List l— EI
Brand Grd Jescription Cust # SUPC M Quantity Unit § Extended 5 W
6 /10-12#  Imp Ang Eeef Brisket Ockl-Off Ch 120 BE19128 l_ cs 1.3301b [m|
40402 Imp Ang Bieef Ground Pty Chuck Chkd PubS 7757966 [ Tes 35.45/CS r
40402 Imp Ang Bieef Ground Pty 80/20 Ss Thick 7625338 [ Tes 21.45/CS r
30 /4£.30Z  Ilmp Ang Beef Ground Pty 80/20 Ss Wide 7B25460 l_ cs 21.00/CS r
204807 Imp Ang Bieef Ground Pty 80/20 Ss Wide 7E25632 [ Tes 21.45/CS r
204807 Imp Ang Bieef Ground Pty 80/20 Wide Fz 3995958 [ Tes 22.10/CS r
3/22UP  Imp Ang Bieef Rib Ch 109 550917 [ Tes 515018 r
5 /13540  Imp Ang Bieef Ribeye Lipon Ch 1124 B550941 l_ cs 5.200/1b m|
3 18P Imp Ang Bieef Round Ins Top Ch 163 550974 [ Tes 1.760/b r
5 A3RP  Imp Ang Bieef Strip Loin 1%1 Ch 1304 550952 [ Tes 431006 r
12 /58P Imp Ang Bieef Tndr Defat Psmo Ch 551048 [ Tes 10.1404b r
1 /0L Farmind Frank Beef Blk Angus 4x1 8357229 [ Tes 23.10/CS r
GDVTD ﬁ Add/Save ltems to Order

Figure 47 Advanced Search Example 2 Results

I know the brand name starts with A, but I don’t know the exact spelling.

To search for an item with the brand name starting with a specific letter, select
the search criteria(Figure 48) and click Search.

Note: When selecting Brand as the Search By, the Brand Name drop-down win-
dow displays on the right of the Search Criteria field.
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Austin Product Guide -
h By

1 IDescription 'l IContains 'l Iravioli IAnd 'l

2 |Brand | |Begins with 7| |

Ardrnore

Argitni

Figure 48 Advanced Search Example 3

Search results (Figure 49 ) list 6 products matching the search criteria:
Description contains ravioli AND Brand begins with Arezzio.

ltems > Lists > Product Guide > Detail 16 of6

GoTo l_;[ Select Categony | *
Brand Grd Description Cust# SUPC M

1/10LB Arezzio Bavioli Beef 250 Ct .64 Oz 2305862
200 /B5 O Arezzio Ravioli Cheese 2467637
1/00CT  Arezzio Ravioli Chicken Rsermary Jmbo 7050032
120 /1.2507 Arezzio Ravioli Jumbo Cheese Sqr Prckd 2467645
100 /1.2507 Arezzio Ravioli Jumbo heat Precacked 2467652
2/3LB Arezzio Ravioli Mushraom Parcini Preck 6860415
GoTa

= =

Find ltem Within List GO
Cluantity Unit § Extended § [ ]
cs 25.40/C3 m}
s 22.20/C3 r
cs 35.15/C3 m}
s 26.45/C3 r
cs 27.00/C3 m}
s 26.75/C3 r
Add/Save tems to Order

Figure 49 Advanced Search Example 3 Results
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Checking Out

Chapter 4 provides information about reviewing and submitting your order to
SYSCO. After adding all items to your order, you may review the order for accu-
racy. Use the Review Order button (Figure 50) to display order details.

storner Support | Change Password | Log Out

irch Product Guide for; _-"!-.

Display order and double-check

/ items and quantities

Edit Crder Info | Re\riewOrder/[
Pieces: 171 | Total: $10,062 55

Figure 50 Review Order button displays in the Information area

The Review Order button only displays when an order is active. When editing a
custom list without starting an order, the Review Order button does not display.

Review Order

The Review Order button displays the Order Detail screen. Use the Order Detail
screen to verify an order is correct before submitting.

Note: Click the Checkout link when finished entering items to not review the order
before submitting.

To review an order,
1 Click the Review Order button.
The Order Details screen (Figure 51) displays.

eSYSCO v7.6.2 Customer User Guide 37



Red Quantities Checking Out

Home | Customer Support | Change Passward | Log Qut

roduct Guide for. ||| G

Dev 4/19/06

Edit Order Infa
Pieces: 100 | Total: 55,170 60

Brand Grd

Glove Latex Exarm Sl Monsterl
will soon be replaced by: 4080149 5167796 ;ng?égs

o 115.95/C8
ESLS Sysimp Cheese Pammesan Grated 1012723 [ fcal3¥ea jgmmmg- 578
15218 SysCk Eug Whi Lig Frsh WiCitric 2366607 cs JVENCE 11879
bO0/s GM - Promise Margarine Spread Cup 1448950 cs 1550005 6200
/3488 Sys lmp Bacon Canadn Sty Nat Jee 1005883 cs 4125/ 59.97
BV lbp Beef Brisket Dekk-Off Ch 120 1002336 s 1.220b 229081
41 GAL  SysCls Dressing Salad 37% 4002485 [ Jcg2 v]ea BIVES  qapy
©% B.52/ea
B0 Sys Sup Fruit Cocktail Ch In Pear Jee 4m2522 F Jes J975CE 11925
122401 SysCks Gelatin Lime 4010419 cs 193505 3870
B5.95/C5
121%# TN Old Bay Seasoning Seafood 0528729 b Jealo ~leaTons 0.00
/541 Sysco Handle Mop Fibgls Guick Change  (drop ship) B7E0EZ3 s 22,8005 2250
11320 Sysco Scoop Plas Polycarbonate Clr 7715634 cs B.40/CS 1920
GaoTo Submit Order Delete Order
v

Figure 51 Review Order screen with the Submit Order link at the top and bottom of the page

2 Update the quantities by typing the correct number (including zero) in the
Quantity fields and refreshing the screen.

Three common screen refresh methods include,
— Click the navigation links (|<First, <Prev, Next>, Last>1)
— Click the Review Order button
— Click the Checkout link

Remember...The pieces ordered amount (shown in the Information area)
updates after the screen refreshes.

Red Quantities

Quantity amounts over 25 display in red. Move the mouse over the Quantity
tield containing the large quantity amount to display the warning balloon

(Figure 52).
522 3 39.74
\—I ts I Moving the mouse cursor over the large quantity
413 C3 132 amount displays the large quantity warning balloon

403 5 13.38

Warning: Large
QJuantity

523
534

Figure 52 Large Quantity Warning balloon

Note: Large quantity amounts only display in red on the Checkout or Review
Order screens.
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Submit Order

After selecting all items, submit the order. To submit an order,
1 Scroll down to the bottom of the page so the Submit Order link displays.
2 Click Submit Order.
A pop-up window may display.
3 Click OK to transmit the order.

The Order Submitted screen (Figure 53) displays. Keep the order reference
number for your records.

Home | Customer Support | Change Password | Log Out

Search Product Guide for: _"-

o h Options

0
Checkout Complete - Order Submif

Reference Number: R103348-01  Delivery Date: 12/4/05 Pieces: 55  Total: $3,292.40

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

mrder's reference number is R103348-01.
order messages / Please write down this number for future reference

dlsplay on the Thanks for ordering with SYSCQ.
CheCkOUt CompIEte *Your order is now being processed. Once your order has been verified, you will receive a confirmation by email
screen
- Click on Orders to start a new order or to work on a different existing order,
- Click on Logout to end this session
Figure 53 Order Submitted screen displays the reference number and order information
Remember...Remote stock items ship separately from the rest of the order. See
Tracking Orders on page 67 for more information on tracking remote stock items.
Substitutions

Substitutions occur if an ordered item is not available for delivery. If items require

substitutions, the Substitution page displays before the Order Submitted screen.

The Substitution screen (Figure 54) only displays when order exceptions exist.
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Delete Order Checking Out

Home | Customer Suppart | Change Password | Log Out

Product Guide for: _"

e5YSC0 User | Orders | ltems | Checkout | Reports | Lists | Options | Help June 4, 2001

Order Information Edi Orderinia | Review Order |
1

Pieces: 31 | Total: $1837 74

Bl

t have a substitute selected.

PF SIA 2 EsCriptio SUPC teq Clty ock ity
Original 12 Meddiet  Cake Mix Choc Sugfree [ ow Sod 1852777 3 10 0 ce
Replasement 12 Meddiet  Cake Mix Lon Sugfree Low Sod 1552769 0 KIS 4

SuhmiiOrder Back to Order Details

Figure 54 Substitution screen may display after submitting an order

To accept the suggested substitute,
1 Type the desired quantity in the Quantity field of the item to substitute.
2 Click Submit Order.

Substitution options are:

PF (Partial Fill) Ship a partial quantity (as many as possible) if the requested
quantity is not available.

SIA (Ship if Available) Ship the quantity ordered if the product becomes
available after the order is submitted. For example, if a shipment of product
arrives at SYSCO before the order is loaded on the delivery truck, then send the
originally ordered item and not the substitute item.

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

Delete Order
The Delete Order function deletes an entire order with one click of the mouse.

To delete an order,
1 Click Review Order.
The order details (Figure 55) display.
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Home | Customer Support | Change Passwaord | Log Out

> o
fSYSCO [ﬂ : : l 1 Product Guide
|

Order Information Edit Order Info
Reference Number: R104952-00 | Delivery Date: 4/25/06 Pieces: 116 | Total: §2,996.56

ltems on This Order 112 of 65 ERTA Sysco Category b

3 [lext > Last »
Brand Grd

Select Category

Submit Order Delete Order Find Iltem Within List

Quantity Unit §

Glove Latex Exam Sml Nonsterl 70.85/08
Sysco will soon be replaced by: 4080149 5167796 1 csl0 v 937 (R/aa 70.85

55 LB Sys lmp Cheese Parmesan Grated 1012723 Ui

€32 Mleaygzpjes 356
15/2 LB Sys Cls Egg Whi Lig Frsh W/Citric 236ER07 1 cs 39.60/C5 3960
1/3 GL Blu Bny Ice Cream Ban Split B457 261 1 [0l 24 .00/C5 2400
48/4 OF Colclsy Ice Cream Choc Cup 6427249 3 cs 14.00/C5 4z.00
4B/407 Colclsy Ice Cream Stwhry Cups 7702160 3 (8] 13.35/C5 40.05
48/4 OF Colclsy Ice Cream Yan Cup 6427272 B cs 14.00/C5 84.00
Use the Delete Order link FO0VE G Promiss WMargarine Spraad Cup 1448950 2 otz 15 EVCE I
to remove an order from 4B/407 Colclsy Sherbet Orange Cups 7702103 2 cs 11.60/CS 2320
eSYSCO 27348 Sys Imp Bacon Canadn Sty Mat Jce 1005883 2 cs 4.125/1h 5947
— Farmind Ham Pit Bnls Hickory Smkd 1333482 1 cs 2.370/b 472
1410 LB Arezzio i 4Ct 2544831 2 (8] 22.8B5/C5 4570
GoTo ~ Mext = Last =| Submit Order Delete Order

Figure 55 Use the Review Order screen to delete an order

2 Click the Delete Order link (displayed at the top or bottom of the screen).
A delete verification pop-up window displays.

3 Click OK.
The order deletes and eSYSCO returns to the Orders screen.

Email Confirmations

Once SYSCO receives the order and the warehouse confirms it, you receive an
order confirmation by email. Email confirmations are sent to all email addresses
entered on the Options page. See Contact Info on page 60 for more information.

Email confirmations (Figure 56) display the pack/size, brand, item description,
SUPC, ordered quantity, allocated quantity (quantity to be delivered), per unit
price, and the extended (total) price.
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Email Confirmations

Checking Out

Exceptions

Review your confirmation [3¥=c0o
for special messages

Subrmitted: Mon Apr 10 @ 3:11

eSYSCO Order Confirmation

Customer: 215376 HUDSON'S GRILL, Order: 312, Total: $3,271.48
Information: Your reference Humber is R-00001048435-01 P.0. Number.

Description Ord Alc
Ql'v Ql'v

6/3 LB Sys Imp Butter Ball Sclpd Usda Aa .25 7236425 $61.95/C5 $123.90
3/5 LB Bbrlcls  Cheese Cube Swiss/Pepper/Ched 6338453 CcS $52.00/CS $260.00
2388213 EA $11.38/E4 $45.52
1921039 (@S] $21.158/C5 $105.75
2022465 Ccs $36.45/C5 $145.80
1494186 (@S] $24.40/C5 $73.20
2368735 Ccs $21.18/C5 $42.30

Delivery: Tue Apr 11

6/5 LB Bbrlcls  Cheese Hot Pepper Loaf Wht Prc
1/3 GaL  Colclsy  Ice Cream Yan Classic

2/10 LB Sfs Beef Ground Bulk 90/10 Fresh
1/11 LB Eckrich Sausage Bf/Pk Smkd Rope

2/5 LB Arezzio Sausage Ital Pzz Top Pure

5

4

5

4

g

2
6/5 LB Sys Imp Crab Imit Sal Sty 3451176 1 EA $16.77/E& $16.77
4/2,51B Sys Cls Shrimp P&D Raw 21/25 T/On Tor 2292480 £ Cs $132.00/CS $660.00
4/2,51B Sys Cls Shrimp P&D Raw 21/25 T/On Tgr 2292480 1 EA $34.03/E4 $34.03
6/3 LB Sys Rel  Shrimp Raw Igf Pieces Lrg 2441061 3 EA $30.58/EA $01.74
6/3 LB Sys Rel Shrimp Raw Igf Pieces Med 2441053 6 CS $120.25/CS $721.50
1/12 LB Tyson  Chicken Wing Brd W/Tabascao 2467892 2 CS $35.35/CS $70.70
8/12 CT  Sys Cls Bun Hot Dog 1.7 Oz 2544054 1Cs $16.75/CS $16.75
3/24 CT  Sys Cls  Burrito BféBn Rd Chili 4 Oz 2103729 1Cs $26.45/C5 $26.45
6/.8 GAL  Sys Imp Cherry Mara Stem Lg 4110045 1 EA $10.83/EA $10.83
12/6.5 OZ Empress Crabmeat Lump 8101087 3 CS $39.00/CS $117.00
1/50 LB Sys Cls  Flour H&R All Purpose 4014577 1 BG $8.65/BG $8.65
24410 OZ Tropcna Juice Orange Crnbry Twister 5000914 5 Cs $14.70/CS $73.50

Figure 56 Email Confirmation in HTML format

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 exception.
Contact your Marketing Associate or SYSCO customer service representative with
any exception questions. The confirmation contains exceptions that may occur at
the warehouse, such as out of stock, substitutions, or remote stock items. If any
exceptions exist, they appear on the email confirmation (Figure 57).

Handle Mop Fibgls Quick Change

Thiz iz a remote stoc item. It may not arrive with the
other locally stored items. Please allow 2-8 weeks for
deliveny.

Figure 57 Special messages display on email confirmations

Important: Review your confirmation. A note may appear at the top stating an
item is a remote stock item or to contact your local customer service department.

Multiple Email Confirmations for One Order

You may receive multiple email confirmations for one order. Each time the order is
reviewed or changed by SYSCO customer service personnel, another email confir-
mation is sent to ensure you are informed of all order changes or updates.

Orders placed with a delivery date in the future (not a next day delivery) do not
allocate until the day before the requested delivery date. Once allocation occurs,
you receive a second email confirmation with allocated quantities.

Each email confirmation contains the entire order as it exists at SYSCO. Keep the
latest copy for your records. To stop receiving multiple email confirmations, con-
tact your local SYSCO representative.

Change Email Address

To change the email address that receives order confirmations, use the Options
link. See Contact Info on page 60 for more information.
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Using eSYSCO Tools

eSYSCO provides multiple tools for your convenience. The links at the top of the
screen access the following tools:

Reports Display pie or bar charts based on order history. See page 43.
Lists Create custom lists or maintain and export existing lists. See page 45.
Options Customize eSYSCO to meet your personal requirements. See page 58.

Working with Passwords Change your password for tighter security. See
page 61.

Online Help Access help to assist your ordering experience. See page 65.

Reports

With eSYSCOs reporting features, generate summary reports for an overview of
your order history. Using detail reports, compare estimated costs with actual costs.
Sales history is based on all sales, not just those items purchased through eSYSCO.
The reports eSYSCO provides include any products purchased from SYSCO.
Invoice history deletes after 366 days.

Display sales information using multiple options. Select the time frame, chart type
(pie or bar chart), and select the method to group the information:

Week

Month

Category

Brand and the number of top brands to display/print

After selecting criteria, click Display Chart or Print Chart. The sales history report
displays on-screen or ready to print the entered criteria.

eSYSCO v7.6.2 Customer User Guide 43



Reports

Using eSYSCO Tools

Display Chart button

Print Chart button

Home | Customer Support | Change Password | Log Out

Search Product Guide for. ||| GG

Dev 2/22/06

Jenny Roberts - Exec Chef | Orders | tems | Checkout | Reports | Lists | Tracking | Options | Help

Purehases frow 0110112006 to 0200112006
Grouped by Calegory

1-1-2006
2-1-2008

Type Chart

Canned And Dry
1%

Paper & Disp
11%

Weats
O Week i
O Manth
@ Category
O Brand

Top Erands
Display Chart 9%
-
Print Chart
1%

Seafood

v
Frozen

3
Supp & Eruip

\

6%
Dispenser Bevrg

1%
Dairy Products

'roduce
.. Click the pie wedge
to drill-down to
order detail

Figure 58 Pie Chart Report

The selected criteria for the report shown in Figure 58 is order history dates 01-
01-2006 to 02-02-2006, pie chart, and listed by category. Use the Print Report
button to print the bar or pie chart.

Remember.. If selecting brand, type the number of top brands to display.

Click the section (pie wedge or bar) to display report details. Figure 59 displays
the category details for dispenser beverage (pie wedge from Figure 58).

Home | Customer Support | Change Password | Log Out

Search Product Guide for. ||| GG

Dev 2/22/05
Items on This Order 3140 of 44
GoTo |« First < Prev | Mext = Last =| @7@
]
Trdr Lf Tea Bag Ioed Premium Fit Pak 5130579 1 ¢s p 23 é;;: 2527
145 GAL Cocacol Syrup Coke Diet 5.5%1 Bib X 4273646 2 cs 0 sp 53 SS;Z: 107 52
1/5 GAL Cocacol Syrup Coke Classic 5%1 Bib 4090593 2 cs 0 sp 5; ;S;Z: 107 .52
2/2LTR  Egber Coffee Lig Calambian SEOESE3 1 os 0 sp 12; gg;;: 124 48
272LTR Egbert Coffee Lig Decaf Col 100% SREEST 1 1 cs 0s 13; SS;Z: 13176
Trdr Lf Tea Bag Ioed Premium Fit Pak 5130579 1 cs 0 osp 23 é;;: 2527
(sgibor |
145 GAL Cocacol Syrup Coke Classic 5X1 Bib 40908593 1 cs 0 sp 53 SS;Z: 8376
1/5GAL  DrPepr  Syrup Dr Pepper Bib 4273553 1 s 0 sp ’1; gg;;: 4703
145 GAL Cocacol Syrup Coke Diet 5.5%1 Bib X 4273546 1 cs 0 sp 53 SS;Z: 8376
1/5 GAL Cocacol Syrup Coke Classic 5¥1 Bib 4090593 1 cs 0 sp 5; ;S;Z: 53.76

GoTo < First < Prev | Next > Last 5

Back to Chart

|~
[

Figure 59 Report detail available by clicking on the category pie wedge or bar
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Using eSYSCO Tools Lists

Lists
Customize your lists directly for your operation. eSYSCO provides the tools to sort
the order guide in the same order as your pantry. Prices display only when order-
ing (on order guide, product guide, or recent orders). Prices do not display when cre-
ating custom lists.
To create and maintain custom lists,
1. Click the Lists link. The Lists screen (Figure 60) displays.
Important: An active order is not required to perform list management.
Home | Customer Support | Change Passwaord | Log Out
S Product Guide for _"'
Bronze Package B/8/04 w * & %3
HUDSON GRILL Order Guide 94 1171504 h x @ P
Import list k' 1221004 ® x & 2
Manthly Order &0 1171504 h x @ P
; ; Sample List 59 144704 ® x & 2
(_:Ilck the underlined = 2 T M . e 5
list name to change Standard List 51 a13m4 h ) x & &
list details. Surmmer Bieach Party £ E/3/04 h ] x @ Z

Figure 60 Lists screen showing example custom lists

Create New Custom Lists

Using the List Creation Method drop-down field, the Lists screen allows three
methods of creating lists. They are,

Create List based on an existing list Copy an existing list, such as an order

guide, bid book, recent order, or another custom list and rearrange it to meet
your needs. Use the Create List Based on drop-down list to determine which
list to copy. All items and quantities on that list are copied to the new list. See
Copy a List on page 46.

Create List Manually Create a customized list using SUPC numbers and case/
split quantities. Starting with an empty list, type the SUPC numbers and quan-
tities to create a list from scratch. You must type a list name in the New Name
field. List names cannot be the same as an existing list. See Create a List
Manually on page 46.

Import to New List Create a list in a spreadsheet (.csv format) and import it
into eSYSCO. To use this option, you must have import/export functionality
enabled for your customer account and import option 6 selected on the Options
screen. See Import/Export Options on page 60 and Import/Export File

Layouts on page 77 for more information.
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Copy a List

To create a new list by copying another list as a template,

1.
2.

3.
4,
5.

Click the Lists link.

Click the drop-down arrow to the right of the Create List Based on field to dis-
play all available lists and highlight the list being used as the base list.

Options include, order guides, bid books, custom lists, and recent orders.
Type the name of your new custom list in the New Name field.
Select Copy to New List from the List Creation Method drop-down list.

Click the GO button to save the copied list as a new custom list.

To add or change items on the newly created list, you must edit the list. See Edit
List Information on page 47.

Create a List Manually

Creating a list manually means you create a custom list from scratch (do not use an
order guide, order, or other list as a base list). By creating a list manually, add spe-
cific items to a custom list by typing the SUPC number. To create a new list manu-
ally,

1.
2.
3.

10.

Click the Lists link.
Type the name of the new list in the New Name field.

Select Create New List Manually from the List Creation Method drop-
down list.

Click Go and the Quick Entry Form displays.
Type the SUPC numbers of the items being added to the custom list.

Important: 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 (if applicable).

Although the case/split quantity is not required when adding items to a custom
list, the amount entered automatically defaults in the item list when creating an
order. Some customers use this feature to enter their par values.

Repeat step 5 and step 6. (if applicable) for all items being added to the list.
Click the Add to List button.
Correct any errors that may occur.

Common errors include invalid SUPC number, unable to split item, and propri-
etary item. See Correct Quick Entry Errors on page 26 for more information.

Click the Add to List button again to save the items on the custom list.

Import to New List

To create a new list by importing a spreadsheet, you must have import/export func-
tionality enabled for your customer account and option 6 selected on the Options
screen. To import items to a new list,

46
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Lists

The new custom list

name and customer infor-
mation displays at the top

Manage Lists

Eal A

Click the Lists link.
Type the name of the new imported list in the New Name field.

Select Import to New List from the List Creation Method drop-down list.

Click Go and the Custom List Entry screen (Figure 61) displays.

Custom List Import

Impaorting a new custom list named: "winter custom list" for customer 215376 - HUDSON'S GRILL

Select the file containing the custorm list:

|C:\eSy5cD arder-lists\winter_custom_list.csv Browse...
Import Custarm List

Figure 61 Custom List Import screen displays when importing a new list
Click Browse to locate the spreadsheet file (.csv) to import.
Once selected, click the Import Custom List button.

eSYSCO creates the custom list and displays a message stating the list was
imported and successfully saved to the database. The new custom list displays
with the existing custom lists.

After creating a custom list, sequence lists according to the layout of your stock
room, your inventory list sequence, or personal preference. List maintenance
options include,

Editing basic list information

Changing list details (items, quantities, and categories)
Deleting a list from the system

Exporting a list to a spreadsheet

Replacing an existing list with an alternate list

Edit List Information

After creating a list, you must edit the list to rename, add items, add categories, and
rearrange the items into categories. To change item information on an existing list,
click the underlined custom list names from the Modify an Existing Custom List
region. Change list details by clicking on the Edit Info icon of that list.

Remember...Edit lists offline using the import/export feature. Use the exported
spreadsheet to create categories, rearrange items, and change quantity amounts.
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Rename a List
To rename a custom list,

1. On the Lists screen, find the list and press the Edit Info icon. The Custom List
Options screen displays.

2. Type the new name over the current name (displayed in the Custom List Name
section). List names must be unique. The list of existing names displays all list
names already in use.

3. Click Save Changes.

4. Click OK twice to return to the Lists screen.

Transfer Custom List Ownership

Since more than one person at your location may access a single eSYSCO account,
you can transfer ownership of a custom list from user to user. Only one person can
own and make changes to a custom list.

Important: Transferring list ownership to another person makes the list editable
for them but removes your ability to change the list.

To transfer custom list ownership,

1. Click the Lists link.

2. Locate the list to transfer from those displayed and press the Edit Info icon. The
Custom List Options screen displays.

3. Click the drop-down arrow and highlight the user to own the list. A pop-up
window displays verifying you want to transfer list ownership.

4. Click OK to acknowledge the transfer.
5. Click Save Changes, then OK to transfer list ownership.

Synchronization with Order Guide

Most customers use both Order Guide Synchronization and Order Guide Reset;
Reset to get started, then Synch to keep the list up to date.

The Last Modified Date (shown on the Lists screen) is the last time you changed the
list, not the last time the order guide synchronized or reset with the custom list.

If you perform an order guide synchronization or reset,
Sync displays in the OG Sync column until the nightly processing occurs.

Requested displays in the OG Reset column until the guide resets.

Order Guide Synchronization

eSYSCO can keep a custom list and order guide in synch, meaning all products on
your order guide transfer to the custom list. By checking option, the custom list
updates from your order guide every night.

Any items on your order guide add to the custom list during the eSYSCO nightly
processing. Any item removed from your order guide are marked as removed
(with X) on the custom list, but are not removed from the custom list. This feature
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Lists

allows you to keep seasonal items on a custom list even if they fall off your order
guide. This includes phased out or replacement items.

Note: Generally, items not ordered in eight weeks fall off your order guide. This
time limit may vary based on your SYSCO operating company. For a definite time
frame, contact your Marketing Associate.

Order Guide Reset

The Order Guide Reset option updates your custom list with all the same items
currently on your order guide. By checking this option, eSYSCO immediately adds
those order guide items not currently on the custom list.

You may perform an order guide reset at any time.

eSYSCO marks custom list items for deletion if they are not on the order guide.
Although, items manually added to the custom list (by tagging or quick entry) are
not marked for deletion if they are not on the order guide.

Important: eSYSCO does not delete any items from your custom list. It marks
items deleted from the order guide with X. You determine if the item should be
removed from the list.

Change List Details

Changing list details maintains a custom list. List details include adding items,
deleting items, and changing pre-filled quantity amounts.

Add Items to a List

Manually add items to a list using two methods,
Quick Entry Add items using the seven-digit SUPC number.
Tag and Add Add items using other lists, browse, or search functions.

If accessible, you may also add item information using the import feature. See
Import to New List on page 46 for more information.

Add Items using Quick Entry

To add items to a list using Quick Entry,
1. From the Lists screen, click the underlined list name.
2. Scroll to the bottom of the screen so the buttons display.
3. Click the Add Items-Quick Entry button. The Custom List Quick Entry Form
displays.
4. Type the SUPC number in the SUPC# field and press Enter. 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 automatically default into the quantity boxes when ordering by
this list. The quantities may be used as par values.

5. Click the Add to List button. eSYSCO verifies the SUPC numbers are valid.

Valid items display OK. Items needing attention display a red error message.
(See Correct Quick Entry Errors on page 26.)
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6. Correct any errors and press the Add to List button.
7. Click Save. A verification pop-up window displays.
8. Click OK and the items add to the list.

Add Items using Tag and Add

The tag column must be displayed before using the Tag and Add feature. See Dis-
play Preferences on page 59.

To add items to a list using Tag and Add,
1. From the Lists screen, click the underlined list name.
2. Scroll to the bottom of the screen to display the buttons.
3. Click Tag and Add Items and the Items screen displays (Figure 62).

Horne | Customer Support | Change Password | Log Out

Search Product Guide for: _'!-.
Jenny Roberts | Orders | ltems | Checkout | Reports | Lists | Tracking | Inventory | Options | Help devl 1/7/05

Order Information

Reference Number: Mo Order In Session | Delivery Date: Pieces: 0 | Total: $0.00

Select from Lists Browse by Category

- Custorn Lists - Hlithcar/Hosplty ... - Quick Entry
- Drder Guides - Dairy Products ... - Import Orders
- Recent Orders - Meats ...
- Seafood ... .
- Poultry ... Do NOT use Quick Entry
OR - 7Frozend--- | OR to tag and add items to a
- Canned and Dry ... iotl .
o ——T Ilst_. Use the Add Ite_ms
- Chemical/antrl ... Quick Entry button instead.
- Supp & Equip ...
- Produce ...

- Dispenser Bevrg ...

Figure 62 List screen provides options when tagging and adding items
4. Select the method to tag available items. Methods include,

Selecting items from lists Tag items from other custom lists, your order
guide, or recent orders

Browse by category Tag items by browsing product guide categories

Search product guide Use the search function to display specific products,
then tag and add them

Caution: Do not use Quick Entry to tag and add items to a custom list. To add
items using the SUPC numbers, use the Add Items-Quick Entry button instead.
If you use the Quick Entry link to try to tag and add items to a list, you create
an order instead.

5. When the item list displays, click the tag item checkbox to add (Figure 63).

To tag all items on the page, click the tag column checkbox in the header bar.
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120/2 OZ  Pillsby Biscuit Bkd Southern Style 2559128 2 l_ Check the tag Column
90/2.850Z Pillsby Biscuit Btrmlk Goldn E-Z Split 6600845 (] cs
96/2.250Z Pillsby Biscuit Btrmlk Goldn E-Z Split 6673468 r l_ Ccs FheCkbOX tO tag a”
60/2.5 0Z Sys Imp Biscuit Btrmlk Rnd 2484640 e l_ cs items on the page
72/20Z  SysImp Biscuit Btrmlk Bnd 2484857 o[ es 11.40/CS
100,/2.250ZBrdgfrd Biscuit Btrmlk Rnd 3" 1040120 (] l_ cs 17.75/CS
60/20Z  SysCls Biscuit Btrmlk 3" 1000887 o[ es 11.75/C8
Add Tagged Items
- 100,/2.850ZBrdgfrd Biscuit Buttermilk Bake-Off 8296907 (] l_ cs 22.95/C5
bUtton adds Items to a\ 96/2.25Z  Pillsby Biscuit Buttermilk Gldn Bkd 6600555 l_l_ Ccs 19.10/C5
custom list | =5 Merico Dough Biscuit Brmlk 757 8268633 Il l_ cs 8.85/C5
12/10CT  Meri Dough Biscuit Btrmlk 1.2 Oz 1165174 | l_ Ccs 9.40/C5
12/10CT  Merico b Biscuit Butter Flvr 1.27 1210988 [m} l_ cs B8.85/CS l—
Next> Lastz| =% AddfSave llems o Order |

rowse > Frozen >

Bakery Product > Bis:
D

Unit §

Figure 63 Items screen with items tagged to add to custom list
6. Click the Add Tagged Item button to add selected items to the custom list.

7. Navigate to the next page to refresh the screen. See page 38 for refresh method
information.

8. A verification pop-up window displays.

9. Click OK and the Tag and Add Options screen displays.

10. Determine the tagged item settings. See Tag and Add Options on page 57.
11. Click the Add to List button and the tagged items add to the custom list.

Items added to the list by tagging display t to the left of the item description.
See Item Status Labels on page 52 for more information.

Delete Items from a List
There is a difference between deleting an item from a list and deleting an entire list.
¢ Deleting an item from a list removes a single item from a custom list.

* Deleting a list deletes all items and the list itself. See Delete Lists on page 55
for more information on removing the entire list from the system.

Unlike during order entry, typing a zero quantity on a list does not remove the item
from the list. The item remains on your list without a pre-filled quantity amount.

To remove items from a custom list,
1. From the Lists screen, click the underlined list name.
2. Locate the item being deleted in the list.

3. Click to display a checkmark in the Delete column checkbox (located on the
right side) for the item.

4. Scroll down to display the buttons at the bottom of the list.
5. Click the Save button and a pop-up window displays.
6. Click OK and the item is removed from the list.

Change Quantities on a List

If using pre-filled quantities for a custom list, you can change the quantity entered.
Entering a zero quantity on a list does not remove the item from the list as it does
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during order entry. The item remains on your list without a pre-filled quantity
amount.

To change the pre-filled quantities on a list,
1. From the Lists screen, click the underlined list name to display list details.
2. Locate the product needing a quantity change.

3. Type the new quantity over the current number. Typing 0 (zero) in the quantity
box removes the pre-filled quantity amount. The item remains on the list with-
out a pre-filled quantity amount.

4. Scroll to the bottom of the screen and click the Save button. A pop-up window
displays.
5. Click OK to save the changes.

Item Status Labels

The item status label displays information about a specific item. By clicking the

Clear Item Status button, you remove all labels from the list. The item remains on
the list, you only reset the list labels. The next time you make list changes using tag
and add, order guide reset, or order guide synchronization, the new labels appear.

The item status label displays the method used to add the item to the custom list.
Label options include,

A Item adds to list by synchronizing with your order guide.
t Item adds to custom list by using the tag and add feature.
X  Item no longer on your order guide (fell off).

Determine what to do with items marked with X (no longer on your order guide).
These items may be seasonal items, special purchases, or no longer used in your
operation. The item continues to display on the custom list until you decide to
remove it. To remove items from the custom list, see Delete Items from a List on
page 51.

Add & Sort Categories

Use the Add & Sort Categories screen to create your own custom list categories.
This feature sorts items using your cataloging system. Categories may be based on
your storage facilities (such as dry, cooler, freezer, off-site, or basement). Create
your own category labels (such as bakery, dairy and eggs, cleaning supplies, or
paper goods).

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

Arrange Categories

Add Categories
1. From the Lists screen, click the underlined list name.

2. Click the Add & Sort Categories link in the Information area.
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3. Type the category name in the New Category Name field and click the Add
button. The new category displays in the list of categories.

4. Repeat process until adding all desired categories.
5. Click Save when complete. A pop-up window displays.
6. Click OK to save the changes.

Delete a Category

You may need to remove a category from a custom list. All items should be recate-
gorized before removing the category from the list as all items still assigned to that
category are also removed.

Warning! When deleting a category, all items in that category are also deleted!
To delete a category,

1. From the Add & Sort Categories screen, click to highlight the category name in
the List of Categories field.

2. Click the Delete button and a pop-up window displays.

STOP! Do not delete the Uncategorized category!

All items are considered uncategorized until assigned to a specific category. If you
remove the uncategorized category before moving the items to a different category,
all items are removed.

3. Click OK to verify the category and all associated products should be deleted.
4. Click OK to remove the category and all items in that category.

Arrange Categories in your Custom List

The List of Categories box on the Add & Sort Categories screen displays the
sequence of your custom categories. To adjust the category sequence to match your
operation, use the up/down arrows to move categories into the desired positions.

1. On the Add & Sort Categories screen, highlight the category to move.

2. Click the up or down arrow to arrange the categories. Press the arrow multiple
times to move the category to its new position.

3. Click the Save button. A pop-up window displays.
4. Click OK to save the changes.

5. Click OK to return to the Browse Custom Lists screen.

Rename a List Category Heading
To rename a category heading,

1. From the Add & Sort Categories screen, highlight the category name in the List
of Categories box.

2. Click the Rename button. A prompt window displays asking for a new name.

3. Type the new category name and click OK. The screen refreshes and the new
category name displays in the List of Categories box.
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Assign Items to Categories

After adding categories to your custom list, assign products to those categories. To
assign items to a category,

1. Click the Assign Items to Categories link in the Information area. The Assign
Items to Categories screen displays.

2. Click the Select a Category drop-down arrow in the Assign from Category col-
umn (on the left) and highlight a category. eSYSCO automatically refreshes and
loads all items in the Items window.

Remember...Unassigned items are in the Uncategorized category.

3. Highlight the item to assign. To highlight multiple items, hold the Ctrl key and
click the items.

4. Click the Select a Category drop-down arrow in the Assign to Category column
(on the right) and highlight the category.

5. Click the Move Items button. The items transfer to the assigned to category and
no longer display in the Items window.

6. When finished assigning items, press Save and pop-up window displays.

7. Click the OK button to save the changes.

Sort and Remove Items

After assigning items to custom categories, you may arrange those products within
the categories. This feature sorts items based on your cataloging system. For exam-
ple, base a custom list on your storage facilities (pantry, freezer, basement, or bar).

Arrange Items in a Category

1. Click the Sort & Remove Items link in the Information area. The Sort & Remove
Items screen displays.

2. Click the Select a Category drop-down arrow and highlight a category. eSYSCO
refreshes and loads that category’s items in the Items box.

. Click to highlight the item to move.

3

4. Use the up or down arrows to arrange the item in the list.
5. After arranging all category items, click the Save button.
6

. Click OK to save the changes.

Re-sequence List

The Re-sequence List button sorts items alphabetically in the custom categories,
without having to manually re-sequence each item using the up/down arrows. To
re-sequence the list alphabetically,

1. Click the Sort & Remove Items link in the Information area. The Sort & Remove
Items screen displays.

2. Click the Re-Sequence List button.

3. Click OK in the pop-up window to re-sequence the entire list alphabetically by
description.
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Remember...The items remain in their assigned category, yet display in alpha-
betical order (by description).

4. Click the Save button to save the re-sequenced list.

Remove Items
Deleting an item removes it from the custom list, not just the selected category.

1. Click the Sort & Remove Items link in the Information area. The Sort & Remove
Items screen displays.

2. Click the Select a Category drop-down arrow and highlight a category. eSYSCO
refreshes and loads all category items in the Items box.

3. Highlight the item being removed and click the Delete Item button. A pop-up
window displays.

Remember...The item is removed from the list, not just the category. To remove
an item from a category, reassign it to a different category. See Assign Items to
Categories on page 54.

4. Click OK to remove the item.

5. Click Save and the item is removed from the list.

Delete Lists
To delete a list and all assigned items,
1. Click the Lists link.
2. Click the Delete icon of the list being deleted. A pop-up window displays.
3. Click OK to confirm deletion. The list deletes and the Lists screen redisplays.

Export Lists

Export a list to work offline using spreadsheet software. When exporting custom
lists, the exported file does not include pricing information.

To export a list to a spreadsheet (.csv) file,
1. Click the Lists link.

2. Click the Export icon of the list being exported. The List Preparation Options
screen (Figure 64) displays.

Home | Customer Support | Change Password | Log Out

Search Product Guide for: _"‘-

More Search Options

0

List Preparation Options
Instead of waiting on line for your list to be priced, eSYSCO will prepare the list in the background. The system will begin working on your list as soon as you click on the
"Prepare List" button. If you have a valid email address, you can have eSYSCO send you an email when the list is ready. You can print or export your list from the "Lists" tab.
List Information

& L

Exporting: "CCH order Guide" for Custorner 375376 at OpCo 020 - Austin

List Preferences

Pricing:

Pricing Effective Date:

Email Motification? Send To: bert. jenny@ sysco.com

- _________________________________|
Prepare List Cancel

Figure 64 List Preparation Options screen
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Prepared Lists display

at the bottom of the
Lists screen

10.
11.
12.

In the Pricing field, remove the checkmark.
In the Email Notification field, remove the checkmark.
Click Prepare List. The list prepares immediately without current pricing.

To export a list with current pricing, see Prepare Lists for Offline Pricing on
page 56.

Click the Lists link again. The selected list displays in the Prepared Lists section
(Figure 65).

Home | Customer Support | Change Passwaord | Loy O

Modify an Existing Custom List

List Name Bms ed nfo teplace

new spices w > & %3

winter custom list 30 17105 © * & &

Bronzs Packags i 1410405 14605 © % @ P

Custarist 2 synch with OG 94 Sync 36 3506 w x & 3

CCH nrder Guide a3 3H5/06 © % @ P

Grill Category Qrder a Sync 310/06 315106 Q * &

HUDSOM GRILL Order Guids a7 Syne 10U Elln) w % @ P

Import list 39 1242104 W % @ P

Maonthly Order 60 Sync 1410/05 2M0/06 © x & 2, .

Sarnple List 59 ’ 1710005 105 » % Click Export link to
Spices & 112/04 h ] o eXpOrt the list
Standard List 51 /1304 W *

Summer Beach Party a8 [Tt ] % @ &
Prepared Lists

] Pricing Prepared

List Name ams | Status Date On Audit Print | Ex

HUDS0M GRILL Order Guids 9% Ready 0E/2007 107 71558 PM “Wiewlog ~ Print  Expot  Delsts]

Bronze Package 56 Waiting 10/0472007 10/4/07 7:08:22 PM Wiew Log

< >

Figure 65 List screen with Prepared Lists available

Click the Export link in the Prepared Lists section. A file download window
displays. A message stating the file may harm your computer may also display
on the file download window.

Click Save or select the Save this file to disk option and click OK. The Save As
window displays.

. Select where to save this file on your computer.You may need to browse your

system to find the folder you want.
Type the name of the file in the File Name field.
Click Save.

Click Close to return to the Lists screen.

Prepare Lists for Offline Pricing

Printing or exporting a custom list that includes prices may cause frustration and
time-out issues. Since eSYSCO provides current item pricing, printing or exporting
a list with many items may cause the system to time out.

To help alleviate these concerns, prepare the custom list for offline pricing. This
means you select the list for export and eSYSCO creates a request for the list. The
request then goes to the host computer, which prices the items without making you
wait. After the host computer prices the items, you may have eSYSCO send you an
email stating the list is ready for exporting or printing.
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Remember...Exporting a list does not include pricing.

To prepare a custom list for offline printing;:

1.

Replace Lists

From the Lists screen, determine which list to price offline from those displayed
and click Export. The List Preparation Options screen (Figure 64 on page 55)
displays.

Select the Pricing checkbox to include pricing.

Select the date on which to price the items from the Pricing Effective Date
drop-down list.

Select the Email Notification checkbox to receive an email stating the list is
ready for export/printing.

Click Prepare List. The following message displays and the requested list dis-
plays in the Prepared Lists section of the Lists screen:

List preparation scheduled successfully. See Lists page.

Use the Replace icon to update a list with an imported list. This allows you to main-
tain your list offline in a spreadsheet and replace the online list in eSYSCO without
having to add a new list, rename a list, or delete a list.

Imported lists must be a comma-separated value (.csv) file.

To replace an existing list with an imported list:

1.
2.

5.
6.

Click the Lists link.

Click the Replace icon of the custom list being replaced. The Custom List
Import screen displays.

Click the Browse button to find the location of the file being imported.

When the Choose File window displays, select the file on your computer. You
may need to browse your system to find the folder the file is in. Files must be in
.csv format.

Click Open and the import file name and system path defaults to the screen.

Click the Import Custom List button. The Lists screen redisplays.

Tag and Add Options

The Tag and Add Options screen displays after pressing the Add Tagged Item but-
ton or when adding tagged items to a custom list. Determine tag and add settings
using Tag and Add Options screen (Figure 66).
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Click in the circle field to

determine if tagged
items add to an existing
list or a new custom list

Options

£SYSCO. H B

Jenny Roberts | Orders | tems | Checkout | Reports | Lists | Tracking | Inventary | Options | Help

Home | Customer Support | Change Passward | Log Qut

Product Guide for

devl 1/6/05

Order Information
Reference Number: Mo Order In Session | Delivery Date:

Tag And Add Options
You have tagged 0 product(s) to be added to a custom list.

Add ltems to New or Existing

@ Add items to an existing list

Select an existing custom list
Standard List j

Category options
© Put items in "SYSCO 12" categories

© Select a categary from the custam list: |Uncategonized =

@ Put all items in |Tagged Items

€ Create a new custom list

Pieces: 0 | Total: §0.00

Enter a name for the new custom list
[Tagged tems

Category options:

& Put items in "SYSCO 12" categories.
© Put all items in "Uncategorized".

© Put all items in ITE‘BBEd lems

¥ Copy any entered guantities ta the custom list
Navigation Options:

@ Continue to selected page ¥ Use same options during my session. Don't show this page again

€ Forward ta custam list editing: [0t List Page =
Aglel to List Cancel

Figure 66 Tag and Add Options screen displays when adding items to a list

Determine whether to save the tagged items to an existing list or a new custom list.
Then select how to categorize the items in that list. Category options include,

SYSCO 12 Categories Move tagged items to their respective SYSCO category.
If the category isn't currently on the list, create the SYSCO category.

Custom List Categories Move the tagged items to one of your categories on
the custom list. Use the drop-down list to highlight the customized category.

All in new category Move all tagged items to a new category. Type the new
category name in the field. Default is Tagged Items.

The Copy Options field states whether all item quantities (cases/splits) entered
should copy to the custom list. If unchecked, the custom list item fields are blank.

The Navigation Options settings determine how eSYSCO responds when you tag
and add items. Select if you want to continue to the selected page (such as the next
page of items or the checkout screen) or directly access one of the Custom List
maintenance screens. You may also opt to use the same tag and add options for all
items until you sign off the system.

Customize the look and feel of eSYSCO using the Options link. The Options screen
(Figure 67) consists of four sections. They are:

Display Preferences Customize the look and feel of eSYSCO.
Contact Info Update user and company information for email confirmations.

Import/Export Options Determine the format used for importing and export-
ing orders and lists.

Security Information Setup Stores your security questions and answers used
when you forget your password.
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Options

2SYSCO. & B

Jenny Roberts | Orders | ltems | Checkout | Reports | Lists | Tracking | Inventory | Options | Help

Home | Customer Support | Change Passward | Log Qut

Search Product Guide for._ [ R

devl 11/3/04

| Options

Display Preferences

Show as columns in lists: © Manufacturer item number

© None

Show tag column in lists € Show tag column on left
© Show tag column next ta quantity
@ Show tag column on right
© Do not show a tag column

@ Customer item number (available in Order Templates only)

Sort Product Guide by: Description =
#of line items per page 12
# of Gty columns for print 2

[¥ Use live prices when available

[¥ Display driver instruction

E-mail address: esysco.user@corp.sysco.com
E-mail type & HTML (better formatting; easier to read)
© Text (downloads quicker; supparted by all e-mail programs)
Import ! Export Options
Import Option: Option & x
Export Option: Option b .

[¥ Display prompt before adding items to order or tagging items to custom list.

(Contactiolo |

Figure 67 Options screen

Display Preferences

Using the Display Preferences, control the look and feel of your workstation. Con-
trol the appearance of custom lists, determine where the tag and add column dis-
plays on the screen, set up order details columns, and select the desired content.

Display Preferences also determine live pricing status.

List Columns

The list columns options specify which columns display on the item screens. Col-
umn options including manufacturer’s item number (MFG #), customer item num-
ber (only for custom lists), and on-screen location of item tag checkbox column.

Display Options

Customize the on-screen display or printing options using the Display Options.

Sort Items Set how eSYSCO sorts items on the product guide. The drop-down
field sets if the product guide sorts by description, SUPC, or brand name.

Item Lines Set the number of item lines to display on one computer screen.
The higher the number, the longer it takes to load the item pages.

Print Quantity Fields When printing orders or lists, type the number of quan-
tity fields to print per item. The Inventory module does not use this entry to
determine the number of fields to print. Inventory lists always print three fields.

Driver Instructions

Specify if the driver instructions field displays when creating a new order. If
checked, the Edit Order Information window (Figure 68) displays the Driver
Instructions field in which you may type specific instructions to the SYSCO deliv-

ery associate.
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Contact Info

Order Reference Number New Order

Delivery Date 06/04/04 Friday  x
Furchase Order |
My Order Name | Edit Order Information window with the
Separate Invoice r Driver Instructions option selected.
Driver Instructions =
-
Update | Cancel Changes |

Order Reference Number New Order

Delivery Date IW
Purchase Order [ Edit Order Information window without the
My Order Narne [ Driver Instructions option selected.
Separate Invoice r
Update | Cancel Changes |

Figure 68 Edit Order Information window with and without the Driver Instructions option

Contact Information controls the email address receiving order confirmations and
the email-type preferences. Email confirmations may be sent to more than one
email address. Use a comma (, ) or a semi-colon (;) to separate multiple addresses.

Import/Export Options

If using a third-party software program to import/export orders to/from eSYSCO,
Import/Export Options must be set. Contact your local SYSCO operating company
to have import/export functionality enabled.

Important: If problems arise with an order import, please send a copy of the file
being imported to your local SYSCO representative.

For import/export file layouts, click the Help link and search for import options or
see Import/Export File Layouts on page 77.

Security Information Setup

To use the reset password feature, eSYSCO requires answers to three security ques-
tions. You determine the security questions and enter the correct answer upon ini-
tial setup. If you forget the answer or need to change a security question, do so on
the Options screen. Scroll down to the Security Information Setup section (Figure 69)
to review your security details.
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Home | Customer Support | Change Password | Log Out

Search Product Guide for: _"‘-

OMAP-Integration 6309

Sysco Customer | Orders | ltems | Checkout | Reports | Lists | Tracking | Inventory | Options | Help

() Show tag column on right
® Da not show a tag column

Contact Info
E-mail address: SyscoCustomer@email com
E-mail type: @ HTML (better formatting; easier to read)

(O Text (downloads quicker, supported by all e-mail programs)
Import / Export Options

Irport Option
eSYSCO uses your

Expnn Option:

answers exactly as
Security Details Whatis the name of your elementany/primary school? v Central
entered

|Wh|ch street did you live an in the third grade? V‘ |F|ﬂh street

Ir which city or town was your first job? v Houston

Submit Changes

Figure 69 Options screen showing security information

eSYSCO provides eight questions from which you select three as your security
questions. When resetting your password, eSYSCO requires you to enter your
answers exactly as shown on the Options screen. For example, in Figure 69, the
answer is Fifth street (with a lower case s), which means you need to type Fifth
street when answering your security question.

Important: Be sure to use the same words, including capitalization, special charac-
ters, and spelling, when typing the answer to your security question during a pass-
word reset.

Working with Passwords

Your local SYSCO operating company initially assigns passwords. For security pur-
poses, passwords automatically expire after 365 days. The System Message screen

displays a notification that your password will expire soon when you sign onto
eSYSCO.

You can reset your password if you forget it once the security questions and
answers are set up. You can also change your password at any time.

Change Password

To change your password:

1. Click the Change Password link. The Change Password screen (Figure 70) dis-
plays .
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Home | Customer Support | Change Password | Log Out

83YSCO0 User |Orders | ltems | Checkout | Reports | Lists ‘ Options ‘ Help| 710401

Chanye Password

Current password
MNew password:
Re-grter new password:

Change Password | Reset |

Figure 70 Change Password screen displays when clicking the Change Password link

2. Type current password in the Current Password field. Built-in security changes
the letters/numbers to dots while typing (Figure 71).

Current password: [IIITITITET)
Mew passward sssasses
Re-enter new password:

Figure 71 Password security changes typed characters to dots
3. Type new password in the New Password field.
Specific rules apply when changing your password:
— 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
4. Repeat the new password in the Re-enter new password field.

5. Click Change Password to save the new password.

Forgot Password

When you forget your password, use the link on the Login screen to display and
respond to your security questions. When clicking forgot password, eSYSCO gives
you the option to select a security question that you must answer correctly. eSYSCO
stays secure by asking security questions that only you know the correct answer to.

To ensure your information stays secure, you have six chances to correctly answer
your security question before you are locked out of eSYSCO. Not only does this
feature maintain security, it helps prevent someone from accessing your account
without your knowledge.

To display the security challenge question:
1. Access the eSYSCO Login screen (Figure 72).
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2.

N o g b~ w

Reset Password

Please Login

Good things Forgot password?

come from

\ sco“ Yeermame / link displays on the
/ Pasgword forgot password? Login screen

Click hers to bookmark this site.

Maintenance Hours Mightly between Midnight & 6:00 AM (EST), you may experience degraded pedformance. Saturday evenings between 10:00 PM & Midnight (EST),
the system will be off-line.

Works best with Microsoft Internet Explorer 6.0, Metscape Mavigator 5.1 or 5.2, and 800x600 or higher screen resalution
Please click here for a complete system requirements description

Terms of Use Copyright ®2000-2006 SYSCO, Corp. All rights reserved Privacy Policy
£SYECO build 7.6.2.0. 20000520

Figure 72 Login screen

Click the forgot password? link. The Security Question Challenge screen
(Figure 73) displays.

BSYSCO Eﬁ E .E Security Question Challenge

To reset your password:

Step 1: Enter your Username (if not already shown) and
press the tab key.

Step 2: Select a Security Question, and press the tab key.

Step 3: Enter the correct Answer and press the Submit
button.

Usernarme Sysco Custamer

S 5 Flease selecta guestion 3
Guestion :
Security _

ubrmit
Answer Enteryour answer here

If you continue to have problems, please contact your local Operating Company for additional support

Nightly betwsen Midnight & 6:00 AN (EST), you A
way experience degraded performance. Saturday
evenings between 10:00 PH & Midnight (EST), the

Return to eSYSCO

Works best with Microsoft Intermet Explorer B.0, Netscape Mavigator 5.1 or 6.2, and 800x800 or higher screen resolution
Copyright ®2000-2006 SYSCO, Corp. All rights reserved

AN cnbent fnnliided an thin aitn ninb oo tewt avanbice losen btban nane imcmon aedic cling cnd cofisn in the awead of OWERO Camawctiog o o aoetand

Figure 73 Security Question Challenge screen

In the Username field, type your eSYSCO username.

Press Tab. The Security Question drop-down list activates.

From the drop-down list, select a security question.

In the Security Answer field, type the answer to the selected security question.

Click Submit. eSYSCO checks to see if your response is correct and displays the
Reset Password screen.

After correctly responding to your security questions (Figure 73 on page 63), eSY-
SCO displays a screen where you can reset your own password.
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To reset your own password:

1. On the Reset Password screen (Figure 74), in both fields, type a new password.
For your convenience, eSYSCO password guidelines display on the screen.

£ SYSCO Eﬂ ‘E E Reset Password

" " I
Validation Successful! eSYSCO Password Guidelines

Type your new Please enter new password in both fields and click "submit ¥ Must contain at least & characters
password |n both — *  Must contain both letters and numbers
- — * Passwords are case sensitive
fields

Return to eSYSCO

Warks best with Microsoft Internet Explorer 6.0, Netscape Mavigator 6.1 or 6.2, and 800:600 or higher screen resolution,
Copyright ©2000-2006 SYSCO, Corp. Al rights reserved.

All content included on this site, such as text graphics,logos button icons images,audio clips and software is the property of S¥YSCO Corporation or its content
suppliers and protected by U.S. and international copyright laws.
Copyright ©2000-2006 SYSCO, Corp. Al rights reserved.

Figure 74 Reset Password screen

2. Click Submit. The Login screen (Figure 72 on page 63) displays. Log into eSY-
SCO using your new password.

Disabled Password

eSYSCO automatically disables your user name if you incorrectly enter your pass-
word 5 times in one session. When answering your security questions during a
password reset, you have 6 attempts to correctly respond before eSYSCO automat-
ically disables your user name. When eSYSCO disables a username, eSYSCO sends
an email to the email address that receives order confirmations.

This email lists the name and phone number of the eSYSCO support person who
can reset your password. The support person also receives an email and sends you
another email when the password resets.

Note: If you set up your security questions and answers, you can reset your own
password. For more information, see Security Information Setup on page 60.

Do Not Automatically Remember Password

Do not set eSYSCO to remember your username and password. eSYSCO requires a
password change every 365 days. If the computer remembers the password, your
account could accidentally disable.
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Online Help

Online Help

eSYSCO provides access to an online help file. Access the help file to obtain
detailed information about eSYSCO. The help file contains a table of contents, an
index, and a search function.

To access the help file:
1. Click the Help link. The Help file displays (Figure 75).

4} eSYSCO User Reference - Microsoft Internet Explorer 1Ol x|

Contents | Index | Search | I—

+|| Changing Your Password

@ izicome to e5YECO
&= Betore vou Blegin Although user names and passwords are
Process Overview initially assigned by your local SYSCO
Logging Into e3¥SCO operation, you can change your password as
B seiect order Page often as necessary. Follow these steps:
Screen Elements . .
W 1. Click the Change Password link located
| Displaying § at the top right of the screen.
E Creating Lists for COrder
Changing Your Passwe 2. In the Current Password field, type
Prirting Lists and Repar your current password,
System Requirements
@Placing Orders 3. In the New Password field, enter a new
@ Selecting tems password.
@Reviewing Orders L.
MNote: Passwords are case-sensitive.
@ Checking out

Passwords must be at least 6 alpha-

& ) L X >
& @ Using e5Y5C0 Tooks numeric characters. Special characters are
= @ customizing eSYSCO | not permitted.

4 »

|

Figure 75 The Online Help system provides information when you are using eSYSCO

2. Depending on the screen displayed when you click help, the information on the

help file corresponds to that specific screen. This is called context-sensitive
help.

3. Use the Contents, Index, or Search tabs in the left pane to assist in your eSYSCO

experience.
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Tracking Orders

Chapter 6 describes the features and procedures to track an order. The Tracking
option provides you with the ability to check the delivery dates and times for any
outstanding orders. With your convenience in mind, the application is accessed
directly from within the eSYSCO application.

Features

The Tracking application provides many features, which provide you with guide-
lines and time frames to work with when expecting your order.

Track an Order

24-Hour Access Delivery information is available to customers via the Inter-
net, providing around-the-clock access.

User Friendly Easy navigation is quickly evident. The screen lists the delivery
information. If drop shipments direct from the vendor or the Central Ware-
house exist, the screen displays the UPS Tracking Number. Click the UPS Track-
ing Number to track the package using the UPS tracking feature.

Easy to Read Delivery dates and times are clearly indicated.

All scheduled SYSCO deliveries display in the first section when tracking orders.
Drop ship orders list separately in the second section. Delivery times shown are
estimates and are subject to change.

To track an order,

1 In the Navigation bar, click the Tracking link.

The Order Tracking screen (Figure 76) displays. In Figure 76, order numbers
76247,77823,78973, and 792289 are scheduled for delivery on December 5, 2003
at 12:20 p.m. Order number 65085 is a drop ship order and is shipping through
UPS. The UPS tracking number is provided.
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Tracking Orders

£SYSCO. H B

- g 0 o o

Order Tracking

Operating Company: 067 Houston

Order Number
G5085S

Home | Customer Support | Change Password | Log Out

Search Product Guide far _"-

Customer: 402529 SYSCO CORP TEST KITCHEN
1390 ENCLAVE PRWY.
HOUSTON Tx

Delivery Date Invoice # Purchase Order
76247 Friday 12/06/2003 12:02PM 312050430
77823 Friday 12/06/2003 12:02PM 312050430
78973 Friday 12/06/2003 12:02PM 312050430
79289 Friday 12/06/2003 12:02PM 312050430

* Please note delivery times and future delivery dates are estimates and subject to change

UPS Tracking Number
1Z53636E0345162031

Figure 76 Tracking screen with multiple SYSCO orders and a drop ship order

2 Click the UPS Tracking number to display the drop ship order details.

3 The UPS Internet website displays detailed information about the order.

4 To view more details on this order, click the Detail button.

A full history on the shipment is available. Details include:

— Date and time the shipment was delivered.

— Who signed for the shipment.

— Location, City, State, Country, date of shipment, and so on.
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Inventory and Menu Analysis

Chapter 7 provides a basic overview into the inventory and menu analysis module
of eSYSCO. The Inventory module provides the ability to input inventory, menu
and recipe information, and non-SYSCO supplier information, which can then be
used to order, analyze, and take a physical inventory.

For detailed information about the Inventory program, refer to the eSYSCO Inven-
tory Supplement (click the Customer Support link, then the eSYSCO Inventory
User Guide link) or contact your local SYSCO operating company.

The Inventory link only displays if you have the Inventory and Menu Analysis
module enabled. To request access to the Inventory module (Figure 77), contact
your local SYSCO operating company.

Horne | Custorner Suppont | Change Passwaord | Log Out

hlore Ses Cptions

devl 1/30/04

Jennifer Roberts | Orders | ltems | Checkout | Repaorts | Lists | Tracking | Inventary | Options | Help

| My Inventory Daily Work Reports 8 Analysis
- Inventary List - Take a Physical Count - Food Cost analysis
- Menu & Recipe - Update Menu Items Sold - Ending Yalustion Summary
- Utilities OR - Create an Order (SYSCO OR - cantribution to Profit

- Receive an Order (SYSCQ
- Create an Order (Non-S¥SCO)
- Receive an Order (Non-SYVSCO0)

First time inventory user,

Figure 77 Inventory main menu screen listing all options in the Inventory module

My Inventory Options

The My Inventory options establish how eSYSCO tracks the inventory, ingredients,
and menu costing. The Utilities section must be set up first before any of the other
features are available.
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Daily Work

Inventory and Menu Analysis

Inventory List

The Inventory List screen customizes the items to be counted in the physical inven-
tory counts and controls the portioning levels in recipes.

Menu & Recipe

Utilities

Daily Work

The Menu & Recipe piece allows you to create recipes and menu items using prod-
ucts in the inventory. After creating recipes and menu items, decrease inventory
levels accordingly by typing the number of units sold.

When creating a recipe, you may create What if scenarios. This allows you to
change the recipe items and/or pricing information to determine the best gross
profit margins for that menu item.

The Utilities section establishes the settings and information used when setting up
the inventory, recipes, and menu analysis features. The Utilities section must be set
up before attempting to use the Inventory features.

The Daily Work section uses the information entered using the Inventory List,
Menu & Recipe, and Utilities sections. The Daily Work features provide the ability
to print inventory sheets based on your operation, use your Point-of-Sale (POS)
computer system printouts to manually enter the number of products sold, which
in turn decrease the inventory levels (based on the menu/recipe created).

You also have the ability to create or receive an order (both from SYSCO or a non-
Sysco supplier) directly through eSYSCO.

Take a Physical Count

Update Menu

You determine how often a physical count of your inventory takes place. The Take
a Physical Count feature provides a printout of your computerized inventory,
which can either be sorted by how the items are inventoried or how they are
ordered. Since you set up the storage location for each item in your operation, you
can print the physical inventory count sheets based on those locations.

You can also determine what an acceptable variance percentage between what is
considered in inventory based on the computer and what is actually in your inven-
tory (based on what is on your shelves).

Items Sold

The Update Menu Items Sold option allows you to use the items sold printout from
your POS computer system to determine the amounts to decrease the menu items/
recipes in the eSYSCO Inventory program.
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Inventory and Menu Analysis Inventory Reports & Analysis

Ordering using Inventory Information

Not only can eSYSCO Inventory manage your current inventory, it can also recom-
mend when to order items AND submit that order to SYSCO directly from the
Inventory module. It is not necessary to use the standard eSYSCO tools to order.
eSYSCO uses your current eSYSCO information to help create the order.

The Inventory module can recommend orders for both SYSCO and non-SYSCO
suppliers. Display these item lists by:

¢ Allitems on Inventory List.
¢ Suggested Items (based on inventory list entries).
¢ Low-inventoried Items (based on par-levels entries).

¢ Physical count date entries (can display multiple options depending on the
product information).

Inventory Reports & Analysis

The eSYSCO Inventory module provides reports to maximize the performance of
your operation. Three inventory reports are available:

Food Cost Analysis Displays the cost of food consumed between two dates.
(Consumed items include food served, wasted, and stolen.)

Ending Valuation Summary Displays a cost summary of the number of cases
currently on hand.

Contribution to Profit Displays the gross profit amounts for each menu item
and recipe entered in the Inventory system.
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Browser Basics

Appendix A provides the basic information to assist you in your Internet experi-
ence. The information and instructions are written for Microsoft Internet Explorer
6.0 web browser users. Netscape users, refer to the Netscape help file for basic
browser information.

Remember...eSYSCO no longer supports use of Internet Explorer version 5.5 or
previous versions.

What is a Browser?

A browser is an application program that provides a way to look at and interact
with all the information on the World Wide Web or Internet. Technically, a web
browser is a client program that uses Hypertext Transfer Protocol (HTTP) to make
requests of web servers throughout the Internet on your behalf.

Browser Version

To locate your browser version, open your browser and click the Help > About
menu option at the top. The window that displays indicates the browser and the
version you are using (Figure 78).

- About Internet Explorer x|
i o; In this sample, the Internet Explorer
Explorer | version is 6.0.2800

Version: 6.0.2800.1106.xpsp2,030422-16331C
Cipher Strength: 128-bit
Product ID:55736-523-1650002-04838
Update Wersions:; SP1; Q818529; 3283; QB28750;
(B24145; QE32894; QR37009; QA31167; (E30994;
This is & customized wersion of Internet Explorer,
Eased on MCSA Mosaic, NCSA Mosaic{TM); was il
dewveloped at the Mational Center for Supercomputing
Applications at the University of Ilinois at Urbana-
Charmpaign, ;I

4 " . Copyright @1995-2001 Microsoft Corp.

gy

Acknowledgements

Figure 78 About Internet Explorer window displays the browser version

Important: eSYSCO v7 does not support any of the browsers provided by AOL
(America Online). If you are an AOL subscriber, you may still use eSYSCO by min-
imizing the AOL browser and opening one of the supported browsers. See
Software on page 2 for the supported browsers.
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Allow Pop-ups

eSYSCO requires the use of pop-up windows to function correctly. To enable pop-
up windows from the eSYSCO website, use the following procedure.

These instructions describe how to enable pop-up windows for eSYSCO for
Microsoft Internet Explorer 6.0+.

1 Open Internet Explorer and use the following menu path,
Tools > Pop-up Blocker > Pop-up Blocker Settings
2 Type www.esysco.net in the Address of website to allow... field.

3 Click Add, then Close.

Shortcuts and Bookmarks

Add a shortcut (or bookmark) to your system to display a web page you frequently
access, such as eSYSCO. The shortcut accesses the web page without having to type
a long Internet address every time you want 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 5.5 web browser.

If you do not have an acceptable browser, eSYSCO displays a message requesting
you update your browser.

Adding a Shortcut
There are two methods to create a shortcut to a web page:
1 Add a shortcut to your computer desktop to access a frequent web page.

2 Add the website to your list of Internet favorites.

Add a Shortcut to your Computer Desktop
To add a shortcut to your computer desktop,
1 Right-click your computer desktop to display the menu.
2 Highlight the New option then Shortcut (Figure 79).

Active Deskiop ¥

Arrange Icons  k
Line Up Icons
Refresh

Paste
Paste Shorbout

WEW d 1 Folder
Propertes I REL T
L g
@ Briefcase

%’ Eitmap Image
B Micrasnft Werd Pinciment

Figure 79 Right-click to display the New option

3 The Shortcut window displays (Figure 80).
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Shortcuts and Bookmarks

Create Shortcut =l
This wizard helps you ko create shortcuts to local or
network programs, files, folders, computers, or Internet
addresses.

Tvpe the location of the item:

http: e, esysco,net Browse, .. |

Click Mezxt ko continue.

= Back I Mext = I Cancel

Figure 80 Create Shortcut window

Type the following as the location of the item:

http://www.esysco.net
Click Next.
Type a name for your new shortcut.

Figure 81 uses eSYSCO website.

Select a Title for the Program x|

Twpe a name for this shortcut:
e5YSC0 website

Click Finish ko create the sharkout,

< Back I Fimish I Cancel

Figure 81 Enter the new shortcut name

Click Finish and a new shortcut displays on your computer desktop

(Figure 82).

Figure 82 New shortcut displays on your computer desktop

Since the shortcut name entered earlier is eSYSCO website, the name of the
shortcut on your computer desktop also displays eSYSCO website.
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Shortcuts and Bookmarks Browser Basics

Add a Website to your List of Favorites
To add a website to your list of favorites,
1 Enter the desired Internet address in the Address field (Figure 83).

If the address bar does not display, access Tools > Toolbars > Address Bar. Click
Address Bar. A checkmark displays when the Address Bar is active.

5 Sysco Corporation - Microsoft Internet Explorer

J File Edit ‘Wiew Faworites Tools  Help

|Gk -a - QDA 5| G

Jngldress I hkbpe: fwin esysco.net

Figure 83 eSYSCO Internet Address

2 Press Enter to display the website entered.

3 Access the Favorites menu, scroll down and highlight Add to Favorites
(Figure 84).

Favarites

Add to Favarites...

Organi ze Favarites...

Manane Sibcerintion

Figure 84 Add to Favorites option highlighted

4 Click Add to Favorites 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
favorites is selected.

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

6 Click OK.

The website is saved and part of your Favorites list!

Opening a Website on your Favorites list

To open a website saved to your favorites list, access the Favorites menu option,
scroll down, and click the desired page to open.
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Import/Export File Layouts

eSYSCO uses five import options and six export options. Use the option best suited
for your operation. Some formats were designed for use with specific third-party
software, but can be used by other systems with compatible file formats.

To enter import/ export information, click Options. Select the appropriate option
using the drop-down window and click the Submit Changes button to accept the
changes. See Options on page 58 for more information.

Note: The option to Define Display Preferences and Contact Information is also
available on the Options page.

Compatible Systems

Certain third-party software systems are compatible with the file layouts used in
eSYSCO. These applications include, but are not limited to the following;:

Abacus

CBORD

Compeat

Computrition

CostGuard

FoodCo (created by Cost Control Systems)
FoodTrak

Ingenium MAX

ISI (Incredibly Simple Inventory)

Momentum (for health care accounts, see also Ingenium MAX)
NutriNet

RHR (Hotel and Restaurant Management Software)
SOLO (Sysco Offline Ordering)

Refer to Import Options on page 78 and Export Options on page 86 for the file lay-
out formats compatible with the various systems.
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Import Options

If you have problems with an order import, please send a copy of the file you are
attempting to import to your local SYSCO representative so they can include it
when sending the issue to the SYSCO corporate support team.

Remember...Some formats were designed for use with specific third-party soft-
ware, but can be used by other systems as long as the file formats are compatible.

Import options include,
Option1 For Computrition users
Option 2 For FoodTrak, RHR, FoodCo, Abacus, Compeat and CostGuard users
Option 3 For CBORD and NutriNet users
Option 4 For Ingenium MAX, ISI, and Momentum users
Option 6 Import file from spreadsheet in .csv format

Note: Option 5 is not available for importing (only exporting).

Import Option 1 File Layout

Designed specifically for Computrition users, import option 1 can be used by other
systems if the file layouts are compatible. Option 1 uses the following criteria:

¢ The first three characters in the import file must correlate with the three-
character code (such as XHD, XHE, or XDT).

¢ The Instruction Line provides a place for you to input driver instructions
(for example, Deliver to back door). Up to five lines of the information line.

¢ Items being ordered as a split display S before the quantity amount.
¢ Quantity amount may have up to four digits.

See Figure 85 for an example of the import option 1 file.

& Option1_example.txt - Notepad o ] (4
Flle Edit Format Help

HHDOOOOL01550021123 ;I
®HEDriver Instruction Line one

HXDTLO059335002

*DT1000454 001
XDT1007509 001
*DTLO0B1E8 001
#DT1008481 001
#DT10086458 003
HDTS54163675001

Items ordered as a W ool
017250 001

split display S before _—fepT1033836 001
the quantity amount. ~DT1038686 001

XDT1040781 0ol
XDT1043793 001
XDTLO044486 001

K0l H

Figure 85 Example import option 1 file layout

Import option 1 format includes three sections:
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Header Header information displays on the line starting with XHD.
Instructions Instruction information displays on the line starting with XHE.
Item Details Item details display on lines starting with XDT.

See Table 6 for import file layouts.

Table 6 Import Option 1 File Layout

Row Name ‘ Length
Header
XHD 3
Customer Number 10
Delivery Date YYMMDD 6
Total Length 19
Instructions
XHE
Filler
Driver Instruction line 30
Total Length 36
Item Details
XDT 3
SUPC 7
Split indicator 1
Quantity 4
Total Length 15

Import Option 2 File Layout

Designed specifically for FoodTrak, RHR, FoodCo, Abacus, Compeat and Cost-
Guard users, import option 2 may be used by other systems with compatible file
layouts. (Option 4 (Momentum) uses the same import file layout as option 2.) To
determine which file layout works with your system, keep the following in mind:

¢ If the customer number is 123456, name the import file £0000123.456

¢ eSysco is expecting a DOS text ASCII file containing one header record, one
delivery instruction record, and one or more detail records

¢ Items being ordered as a split have S before the quantity amount
¢ The quantity amount may contain up to three digits

Important: SYSCO Food Services of Austin, TX is the only company to use the
Food Show Order field in the Header Information. It is not related to FoodTrak or
CostGuard.

See Figure 86 for an example of the import option 2 file.
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4% f0000101.550 - Notepad o ]
File Edit Format Help

HOQOO0101550 11222002 wxmxx .:J
HEDriwer Instruction Line one

DT1O058535002

DT1000454 001
DT1007509 001
DT1008168 001
DT1008481 001
DT1008648 003
DT54163675001
DT100S9372 001
DT101L7250 001
DT1033836 001
DT1038686 001
DT1040781 001
DT1043793 001
DT1044486 001

4] AW

Figure 86 Example import option 2 file layout

Import option 2 format includes three sections:

Header Header information displays on the line starting with HD.
Instructions Instruction information displays on the line starting with HE.
Item Details Item details display on lines starting with DT.

See Table 7 for import file layouts.

Table 7 Import Option 2 File Layout

Row Name ‘ Length Description
Heading
HD 2 Always HD
Customer Number 10 Right-justified, zero-filled
blank space regular order
Food Show Order 1 F Food Show order
* only used at SYSCO Austin, TX
Unused filler 11 spaces only
Delivery date 8 MMDDYYYY
Version 5 Version for this import table
Total Length 37
Instructions
HE 2 Always HE
Delivery instructions 30 May contain purchase order numbers
Total Length 32
Item Details
DT 2 Always DT
Item Number 7 SUPC number
Split indicator flag ! [Sblair:ekan iist:nj?;itnot a split
Quantity 3
Total Length 13
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Import Option 3 File Layout

Designed specifically for CBORD users, import option 3 can be used by other sys-
tems if the file layouts are compatible. To determine which file layout works with
your system, keep the following in mind:

¢ File must be named IMSTRANO.PRN
¢ Terminate each line by a carriage return/linefeed sequence
¢ File generates orders for each customer number in the file

Use Table 8 as a guide for import option 3 file layout information.

Table 8 Import Option 3 File Layout

Field Name Length Description
Customer number 15 Alphanumeric, left-justified, zero-filled
Purchase Order number 12 Alphanumeric (not used)
Ship date 6 MMDDYY format
Item code 8 Alphanumeric, left-justified, zero-filled
Filler 1 Blank, no null characters
Quantity 3
Split indicator 1 1 ftemisa split. .

_ (underscore) item is a case

Filler 2 Blank, no null characters
Total Length 48

Import Option 4 File Layout

Option 4 works with Ingenium MAX, ISI, and Momentum and uses the same file
layout as option 2. See Import Option 2 File Layout on page 79 for details.

Import Option 6 File Layout

Import option 6 imports information from a spreadsheet into eSYSCO, which
reduces keypunching errors. Option 6 allows eSYSCO to import an order or a cus-
tom list maintained using a spreadsheet rather that updating the details directly
online in eSYSCO. SOLO (Sysco Offline Ordering) and RIO (SYSCO Receiving,
Inventory, and Ordering) use option 6.

The comma separated value (.csv) format spreadsheet can be imported as an order
or a custom list and then exported for maintenance. For exporting information, see
Option 6 Export File Layout on page 95. When importing a file using option 6, the
file layout contains all information about the order or list, including header, cate-
gory, and item information. Spreadsheet fields differ depending on if you import
an order or a custom list.
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Record Identifiers

Each spreadsheet contains four types of record identifier rows:

H  Header

F Field name
C  Category

P Product

Orders

Import option 6 for orders uses the first column of the spreadsheet to display the
record identifier of that row. See Figure 87 for an example.

Ed Microsoft Excel - 020_215376_v1.csv
Edit  Wiew Insert Format Tools Data RoboPDF  Window  Help  Acrobat
Yerdana -0 - B I U E=E=E % %, %% W kg iEE _'&'é'v E'E
DEESE SRY BRI v-o- @ = -8 & @@ -2, Gsnagt | wind
Draw= [ | Autoshapes= ™ \DOA[Q: &'ivA'E_ER-v

K32 - 1

Al B | ¢ [ D | E | F s | H | I
| 1 |H C0oa01 20 215376 Order Name goes here  6/14/2004 40020614 Driver Instructions go here
2P 1012103 2
| 3P 1259126 2
|4 P 1012855 5 2
|5 P 1012566 5]
| B |P 1070804 2
7P 2548717 5
| g |P 2393049 1
| ap 2388213 2 2
1o P 1044056 1
11 P 2022455 2
12 |P 1046770 1
= 5535687 1 2
|14 |P 5587930 2
|15 |P 5882717 1
|16 |P 5011101 15
17 P 4032785 5
18 |P 4145130 5
e 4029732 1 1
2p 3149994 2

Figure 87 Example import option 6 order file layout

Use Table 9 as a guide for import option 6 order file layout information.

Table 9 Import Option 6 Order File Layout

Field Name

‘ Length ‘ Description

Header Row

Record identifier

Required. Displays H (header)

Version

Required. Use O0601 (current version for
order export/import, where O signifies an
order).

Operating company

Number associated with the SYSCO house from
which the order is delivered. If left blank, eSY-

SCO uses the operating company number asso-
ciated with the eSYSCO customer number used
to sign on to the eSYSCO session.
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Import Options

Table 9 Import Option 6 Order File Layout (continued)

Field Name Length

Description

Customer account number 14

Number associated with the customer receiving
the order. If not listed during import, eSYSCO
uses the customer account currently signed on
eSYSCO. This information is important for multi-
buyer accounts.

Order name 20

Descriptive name of the order. If left blank, the
name defaults as Option 6 Import.

Delivery date 10

Order delivery date in MM/DD/YYYY format.
eSYSCO may change the delivery date to match
your normal delivery date cycle. If a future
delivery date is required, change it using the
Edit Order Information window after importing
the order.

Separate invoice indicator 1

Y (yes) if imported order requires a separate
invoice. Default is N (no) if field is blank.

Customer purchase order 20

Purchase order number, if any.

Driver instructions 120

Information for the driver.

Field

No field rows are used during order import

Category

No category rows are used during order import

Product

Record identifier 1

Required. P (product)

Product code 7

Required. Seven-digit SUPC code used by
SYSCO to identify its products. This number
must exactly match an existing item in the

product guide or an error message displays.

Case quantity 3

Required. Number of cases ordered, if any.
Entry may be zero or blank if the product is
ordered as a split.

Split quantity 3

Number of splits ordered, if any. Some product
cases can be ordered by the individual unit
(split). Some SYSCO companies have items they
sell only as a split.
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Custom Lists

Use LO601 when
importing a custom
list/order guide

The import option 6 custom list file layout contains more information than the
import order file layout. Figure 88 displays an example custom list file layout.

Ed Microsoft Excel - 020_215376_CL_Bronze_Package v1.csv

File Edit VMiew Insert Format  Tools  Data Window  Help  Acrobat
DEeEan gLV §BR- | v-o- @ =2 5 4w -0,
H54 - 1
~aA | B | ¢ [ D | [ F [ &6 [ H | |
| 1 |H LOB01 200 215376 Custom List
| 2 |F
| 3 |C Entrees
| 4 |F 5491667 3 0
| 5 |F 2368785 5 0
| 6 |F 1562412 3 0
| 7 |F 4002189 2 0
| & |F 4086260 1 0
ENE 5872346 1 0
| 10 |FP 5794284 2 0
| 11 |F 3252400 2 0
| 12 |F 2441061 15 0
| 13 |F 2441053 15 0
| 14 |F 2292480 15 0
| 15 |F 4862958 7 0
| 16 |FP 5176763 4 0
| 17 |F 6113427 3 0
| 18 |C Salad
RENS 1910231 3 0
| 20 |F 084777 1 0
| 21 |F 1008643 3 0
| 22 |F 5889613 3 0
| 23 |F BE40562 2 0
| 24 |F 1121169 53 0
| 25 |C Uncategarized
| 26 |FP 1393727 3 0
27 P 58532741 3 0

Figure 88 Example import option 6 custom /st file layout

Rows starting with C (Category) are optional when importing a custom list. eSY-
SCO assumes all product details belong to the initial category until the imported
category row changes. Import at least one P (product) row per list.

Use Table 10 as a guide for import option 6 custom list file layout information.

Table 10 Import Option 6 Custom List File Layout

Field Name ‘ Length ‘ Description
Header
Record identifier 1 Required. Displays H (header)
. Required. Use LO601 (current version for the

Version 5 .
export/import).
Number associated with the SYSCO house from
which the order is delivered. If left blank, eSY-

Operating company 5 SCO uses the operating company number asso-
ciated with the eSYSCO customer number used
to sign on to the eSYSCO session.
Number associated with the customer receiving
the order. If not listed during import, eSYSCO

Customer account number 14 uses the customer account currently signed on
eSYSCO. This information is important for multi-
buyer accounts.

Name 50 Ignored during custom list import.

Identifier 10 Ignored during custom list import.
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Table 10 Import Option 6 Custom List File Layout (continued)

Field Name Length Description

List type 20 For example, Custom List or Order Guide.

Field

No field rows are used during custom list import

Category

Record identifier 1 Required. C (category)

Category name 30 Category description

Category identifier 10 Ignored during import

Product

Record identifier 1 Required. P (product)
Required. Seven-digit SUPC code used by

Product code - SYSCO to identify its prod_uc_ts. ThIS n_umber
must exactly match an existing item in the
product guide or an error message displays.

. Default number of cases ordered when using a

Case quantity 3 . :
custom list for ordering.

Split quantity 3 Default r_1umber of spllts ordered when using a
custom list for ordering.

Customer’s product code 14 Custom product code assigned to this product.
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Export Options

Some export formats were designed for use with specific third-party software, but
can be used by other systems as long as the file formats are compatible. Export
options include,

Option 1
Option 2
Option 3
Option 4

For Computrition users

For FoodTrak, RHR, FoodCo, Abacus, Compeat and CostGuard users
For CBORD and NutriNet users

For Ingenium MAX, 1S1, and Momentum users

Option 5
Option 6

Export basic information to a spreadsheet (.csv format), SOLO users

Export detail information to a spreadsheet (.csv format)

Option 1 Export File Layout

Designed specifically for Computrition users, export option 1 can be used by other
systems if the file layouts are compatible. The export option 1 has two possible
options:

Suggested orders
Bid files

Suggested Orders

Only those orders originally imported from the Computrition program are available
for export. Computrition uses these orders as confirmations only. Suggested orders

have several lines of header information before a detail line exports. See Figure 89

for an example suggested order file format.

Line 1 .’JEHported Order.PRT ;|g|5|
Line 2 File Edit Format Help
. [[SYSC0O ORDER CONFIRMATION =]
Line 3—_7r
d [TORDER NO: 1970
and so on... CUSTOMER NO: 100156

CONFIRMATION HO: 0
DELIVERY DATE: 02-13-03
INSTRUCTION LINE 1
INSTRUCTION LINE 2
COMPORDR1963
ITEM WO QTY PACK SIZE BRANDS DESCRIPTION ORD - COMMENTS
4912192 000 1000EA POLAR  FORK PLAS TAN HVY WT 001 -
1007467 000 122# PACKER GRAPES WHT THMPSN SDLS FRSH 00z -
1039619 000  2401.5 OZ ERDGFRD ROLL DOUGH RANCH STY WHITE 001 -
1062215 000 276 OF SYS IMP PORK CHOPS CC 1412 00z -
1119817 000 404 OF SYS CLS EEEF GRND PATTY RND 5.5 IN & 001 —
1254440 000 140% PACKER EAHANA GEN FRESH 001 -
1383090 000  25#8 CT PACKER HONEYDEW MELONS FRESH 003 -
2259984 000 4040Z AV SYS REL STEAK EEEF EROILER 001 -
2050108 000 810LE SYS REL BEEF GRD FRESH 8-104# 001 -
1004001 000 1601 OF ZARTIC EEEF FINGERS ERD PRCKD 001 -
1907781 000  1281.5 OZ SYS CLS SAUSAGE PATTY WeH 1.5 OZ 001 -
10614725000 45 1B SYS CLS CHEESE AMER YEL 160 SLI 00z -
4] ol

Figure 89 Example export option 1 suggested order file layout
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Use Table 11 as a guide to understanding the export option 1 suggested order
header format.

Table 11 Export Option 1 Suggested Order File Layout

Clallzzn Field Name Length Description
1 SYSCO ORDER CONFIRMATION Used as a title
Blank Line
ORDER NO: 10 Heading; one space after colon (:)
3 Order number 4 eSYSCO order number
4 CONFIRMATION NO: 17 Heading; one space after colon (:)
Host Confirmation number 4 eSYSCO confirmation number
DELIVERY DATE: 15 Heading; one space after colon (:)
> Delivery date - MM/DD/YY 8 Delivery date selected when ordering
6 Blank Line
7-12 Instruction lines 30/line | Enter up to five lines of instructions
13 Blank line
14 ITEM NO QTY PACK SIZE BRANDS Used as column headings. See IFem
DESCRIPTION ORD-COMMENTS Detail Columns below for details
15 80 String of dashes across the screen
Item Detail Columns
Item No SUPC 7 Displays the SYSCO product number
Split 1 Ziiﬂxssiﬂ item is a split; blank if item
Qv Quantity allocated 3 !\lumt_)er of cases being delivered. Right-
justified, zero-filled
Pack Pack Number of items in a pack
Size Size Size of item’s pack
Brands Abbreviated brand name 25
Description | Item description 30
Ord Quantity ordered 3
- delimiter - (single dash)
Displays the next ship date (if found) or
Comments | Next ship date 8 PG ERROR if item’s not in the product
guide.

eSYSCO v7.6.2 Customer User Guide
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Bid Files

The Bid file format allows you to export your order guide, bid list, or custom list to
an ASCII text file. The file name is BID.000. The file consists of an initial header
record, multiple detail records of actual data, and a closing (end-of-data) record.

Header Record File Edt Format Help
— ]

NCPOD1RA999 =]
1000397000008 . 8000023 . 350

1007467H000016 . 2500022 . 00N
1039619N000016. 7600022 . 75N
1062215H000039. 1500008 . 75N
i 1119817H000015 . 4200010 . 20N

Item Detail Records—_ | {132 303000013 s400040 oo
1383090N000019. 8200025 . 00N
1453190N000016. 0700008 . 95N
2259984N000003 . 2100010 . 007
4144899N000099. 2100053 . 55N
; 44448995000016. 3900053 . 55N
Closing Record ~ L—[[8050108N000000 5800003 00Y

~CcPonnno12

-

Eil AW
Figure 90 Example export option 1 bid file layout

Use Table 12 as a guide to understanding export option 1 bid file formatting.

Table 12 Export Option 1 Bid File Layout

Field Name Length Description
Record displays CPOO1RAXxxx, where xxx
Header Record 10 is the three-digit SYSCO operating company
number.

Item Detail Record
Item Number 7 SUPC.
Split indicator 1 S if item is a split item and N if not

Zero-filled, decimal place included, two-

Price 9 :
decimal places
Weight 8 Zerg#Med,decunaIMacelnduded,UNo-
decimal places
Catchweight item indicator 1 Y if catchweight item; N if not
Record displays ~CP plus the number of
Closing Record 10 records exported in a seven-position, zero-

filled field. When counting records, do not
include the Header and Closing records.

Option 2 Export File Layout

Designed specifically for FoodTrak or CostGuard users, export option 2 can be
used by other systems with compatible file layouts.

The export option 2 has two possible options:
Suggested orders
Bid files

Remember...Option 4 (Momentum, Ingenium MAX, and ISI) uses the same sug-
gested order export file layout as Option 2.

88 June 2009



Import/Export File Layouts Export Options

Suggested Orders

eSYSCO uses the suggested orders format when exporting orders. Orders export to
an ASCII fixed record length file. The file name starts with C, four zeros, then the
six-digit customer number. The output file contains one header record, one deliv-
ery instruction record, and one or more detail records. Each line record terminates
with a carriage return and line feed. Figure 91 displays an example of the sug-
gested order export file.

o
File Edit Format Help

HDOOO0100156 1972 002152003 0EO201 ‘:J
HEINSTRUCTION LINE 1 INSTRUCTION LIWE 2
DT4912192 1 00

DT1007467 2 00

DT1039619 1 00

DT1062215 2 00

DT1119817 1 00

DT1254440 1 00

DT1383090 3 oan

DT1453190 4 00

DT2259984 1 00

DTa050108 1 00

DTi004001 1 00

DT1907781 1 00

DT10614725 2 00

1] | 3

Figure 91 Example export option 2 suggested order file layout

Export option 2 suggested order format includes three sections:

Header Header information displays on the line starting with HD.

Instructions Instruction information displays on the line starting with HE. Enter up to five
instruction lines per suggested order. Instruction lines may contain purchase order
information or driver instructions.

Item Details Item details display on lines starting with DT.

Use Table 13 as a guide for export option 2 suggested order file layout formats.

Table 13 Export Option 2 Suggested Order File Layout

Field Name ‘ Length ‘ Description
Header Line
Record Identifier 2 Always HD
Customer number 10 Six—digit customer number, right-justified,
zero-filled
Order number 7 Right-justified
Host reference number 5 Right-justified, zero if none
Delivery date 8 MMDDYYYY format
Number of errors 2 ]l‘\ilg(;rjt;(;rr(;)_fﬁn:gder exceptions; right-justi-
Version 5 Version for this export
Total Length 39
Instruction Line
Record Identifier 2 Always HE
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Table 13 Export Option 2 Suggested Order File Layout (continued)

Field Name Length Description
Line 1 30
Line 2 30 . _
G| T ey ol purchese et -
Line 4 30
Line 5 30
Total Length 152
Item Detail Lines
Record Identifier 2 Always DT
Item number 7 SUPC number
Split flag 1 S if item is a split; blank if not
Quantity ordered 3 Right-justified, zero-filled
Quantity allocated 3 Right-justified, zero-filled
Transmit errors 5 fl\il:gjt;gcﬂ”clis;ail exceptions. Right-justi-
Total Length 18

Bid Books, Order Guides, and Custom Lists

The bid file, order guide, and custom list format exports your bid book, order
guide, or custom list to an ASCII text file. The exported file name starts with G,
four zeros, then the six-digit customer number. See Figure 92 for an example
exported file.

& GonoD100.156 _ Ol x|
File Edit Format Help

HGEG201021420030837 ﬂ
DG491219208FORE PLAS TAN HVY WT POLAR CS51000EA 75153P0L 0o00001000NDO0000 00035000 12 55005172001
Di100746711GRAPES WHT THMPSH SDLS FRSH PACKER FC 1224 000000000HCO0000 104802400016250 22005172001
DG103961906R0LL DOUGH REANCH STY WHITE BREDGFEDCS 2401.5 O0Z&150 000000240HFO0000 00016760 22.75005172001
DG106221503PORE CHOPS CC 1412 S5YS IMPCS 276 OZ 000000027HFO0000 00039150 8.75005172001
[i5111981703BEEF GRHD PATTY RWD 5.5 IN ESTS CISCS 404 OF 000000040HFO0000 00015420 10.2005172001
Diz125444011BANANA GRH FRESH PACKER FC 1408 000000000 00000 00013540 40005172001
D138309011HONEYDEY MELONS FRESH PACKER FC 25#8 CT 0o0000oo0o0NCoo000 1007400000138820 25005172001
DG145319002HARGARINE WHIF CUP CLASSIC ELDLOL C5 8005 GM  9705-707 000000900NFO0000 00016070 8. 95005172001
Diz2259984035TEAK EEEF BROILER STS RELCS 40402 AV 000000040HCO0000 o) 00003600 10105172001
DGBO0S010803BEEF GRD FEESH 3104 SYS RELCS 810LB 0o00000000NCO0001 00000ns76e 9105172001
DG100400103BEEF FINGERS BRD PRCED ZARTIC C5 1601 OZ 000000160NFO0000 00017500 10005172001
Di31907781035SAUSAGE PATTY WsH 1.5 OZ ST5 CISCS 1281.5 0Z 000000128HF00000 00034500 12005172001
DiG106147202CHEESE AMER YEL 160 SLI SY5 CLSCS 45 1B 001000640YF00000 101285500012330 20.55005172001

Kl P

Figure 92 Example export option 2 bid file, order guide, and custom list file layout

Export option 2 bid book, order guide, and custom list format includes two sec-
tions:

Header Header information displays on the line starting with HG.
Item Details Item details display on lines starting with DG.

Use Table 14 as a guide for export option 2 bid file, order guide, and custom list file
layout information.

Table 14 Export Option 2 Bid Book, Order Guide, and Custom List

Field Name ‘ Length ‘ Description

Header Line
Record Identifier ‘2 ‘Always HG
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Table 14 Export Option 2 Bid Book, Order Guide, and Custom List (continued)

Field Name Length Description
Version Version for this export
Date MMDDYYYY format
Time hhmm format
Total Length 19
Item Detail Information
Record Identifier Always DG
Item number SUPC number, right-justified, zero-filled
Category 2 Category from local category for the prod-
uct
Description 30 Product description
Brand 7 Brand name of product
. Package abbreviation, such as CS (case),
Container 2 BG (bag) or EA (each)
Pack Number of units in each container
Size Size of a unit within the container
Manufacturer ID 14 Manufacturer’s product 1D code
Minimum solit 3 Minimum number of splits that can be
P ordered; right-justified, zero-filled
Portions per case 6 Right-justified, zero-filled
Y if item sells as a split
Split indicator 1 N if item does not sell as a split
C if item sells only as a split
C (cooler)
Warehouse location 1 D (dry storage)
F (freezer)
0 (not taxable item)
Taxable L 1 (taxable item)
Number of extra days needed for delivery
Product lead time 2 of this item. Zero (0) if none; right-justi-
fied, zero-filled
. . 0 (active item)
Discontinued ! 1 (discontinued/inactive item)
. 0 (not market-priced item)
Market item ! 1 (market-priced item)
Date of next shipment 8 MMDDYYYY format; not available in eSY-
SCO v7
[blank] (item is in stock)
Stock indicator 1 L (low stock)
O (out of stock)
Substitute SUPC 7 Blank if no substitute
. Dollars per case or dollars per pound; up to
Case price 8 three decimal places (implied)
Net weight 6 Weight of product, including decimal place
. 0 (not a catchweight item; price by $/cs)
Catchweight flag L 1 (catchweight item; price by $/Ib)
Effective price date 8 MMDDYYYY format; delivery date of order
Total Length 129
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Option 3 Export File Layout

Export option 3 file format supports CBORD and NutriNet. Catchweight item
prices round to two decimals as CBORD only supports two decimal places. When
using option 3 to export prices, eSYSCO creates a file called PRICE.OUT. The
CBORD system imports the PRICE.OUT file to update its pricing catalog. See
Figure 93 for a PRICE.OUT file layout example.

=
File Edit Format Help

SYSCO 4912192 oos3so00 ;I
SYSCO 1007467 001625

SYSCO 1039619 001676

SYSCO 1062215 on3915

SYSCO 1119817 ools4z

SYSCO 1254440 001354

SYSCO 1383090 ool9gz

SYSCO 1453190 aolen?

SYSCO 2259984 ooo3en

SYSCO 8050108 goonsa

SYSCO 1004001 ao17s0

SYSCO 1907781 a03450

SYSCO 1061472 on1z233

< A7

Figure 93 Example export option 3 PRICE.OUT file layout

Use Table 15 as a guide for export option 3 PRICE.OUT file layout.

Table 15 Export Option 3 PRICE.OUT File Information

Field Name Length Description
Vendor 6 SYSCO
Item number 7 Vendor item number, left-justified
Filler 10 Blank, no null characters
Price 6 Nu'meric_, implied_ ftwo dec_imal (no deci_mal
point), right-justified, optionally zero-filled
Total Length 29

Option 4 Export File Layout

Designed specifically for Momentum, Ingenium MAX, and ISI users, export option
4 can be used by other systems with compatible file layouts. The export option 4
has two possible layout options:

Suggested orders

Order guide format

Suggested Orders

Export Option 4 uses the same suggested order export file layout as Option 2. Refer
to Option 2 Export File Layout on page 88 for details.
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Order Guide Format

Option 4 order guide export is similar to export option 2 except option 4 has eight
additional characters at the end of each detail line for the split cost of that item. If
no split price exists, the additional characters default to zero.

The export option 4 order guide format provides a method to export eSYSCO v7
order guides to Ingenium MAX. Ingenium MAX is a dietary management software
package developed by Momentum for SYSCO. Incredibly Simple Inventory (ISI)
also uses this export format for order guides.

The default order guide file name is MOMENTUM.DAT. See Figure 94 for an
example MOMENTUM.DAT file layout.

&%) MOMENTUM.DAT ] 5
File Edit Format Help

HGEGZ201021420030847 ;l
DG491219208F0RK PLAS TaN HVY UT POLAR  CS1000EA 75153P0L 000001000KDOOOOO 00035000 12.5500517200100000000
DG100746711GRAPES WHT THMPSN SDIS FRSH  PACKER FC 122 000000000NCO0000 104802400016250 2200517200100000000
DG103961906ROLL DOUGH EANCH STY WHITE BRODGFRDCS 2401.5 QZ6150 000000240RFO0000 00016760 22.7500517200100000000
DGl06221503PORK CHOPS CC 1412 S¥S IMPCS 276 OZ 000000027HFO0000 00039150 &.7500517200100000000
DG111981703BEEF GRHND PATTY RND 5.5 IN  55YS CLSCS 404 OF 000000040HFO0000 00015420 10.200517200100000000
DG125444011BANANA GEN FRESH PACEKER FC 1404 000000000H 00000 00013540 4000517200100000000
D5138309011HONEYDEY MELONS FRESH PACKER FC 25#8 CT 00o0oo00oRCon00n 100740000019820 2500517200100000000
DG145319002HARGARINE WHIP CUP CLASSIC BLDLOL CS 9005 GH  9705-707 000000900HFO0000 00016070 8.9500517200100000000
DG2259984035TEAK BEEF BROILER SY¥S RELCS 4040Z AV 000000040HCO0000 a 00003600 1010517200100000000
DGE05010803EEEF GRD FRESH &-104 SY¥5 RELCS 810LE 000000000RCO000L 00000576 910517200100000000
DG100400103BEEF FINGERS BRD PRCKD ZARTIC CS 1601 0Z 000000160HFO0000 00017500 1000517200100000000
DG19077810354USAGE PATTY W-H 1.5 OF S¥S CLSCS 1281.5 OZ 0000001 28HFO0000 00034500 1200517200100000000
DG106147202CHEESE AMER VYEL 160 SLI SY¥5 CLSCS 45 LB 001000640FFOO000 101285500038610 20.5500517200100012330

15 o 4

Figure 94 Example export option 4 order guide format file layout (MOMENTUM.DAT)

Export option 2 bid book, order guide, and custom list format includes two sec-
tions:

Header Header information displays on the line starting with HG.
Item Details Item details display on lines starting with DG.

Use Table 16 as a guide for export option 4 order guide file layout information.

Table 16 Export Option 4 Order Guide File Layout Information

Field Name ‘ Length ‘ Description
Header Information
Record Identifier 2 Always HG
Version 5 Version for this export
Date 8 MMDDYYYY format
Time 4 hhmm format
Total Length 19
Item Detail Information
Record Identifier 2 Always DG
Item number 7 SUPC number
Category 5 '([Jhaetesrc()):jyugrmber from local category for
Description 30 Product description
Brand 7 Brand name abbreviation
Container 2 Ezclzgg;)agrb;vi(zt;%% such as CS (case),
Pack 4 Number of units in each container
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Table 16 Export Option 4 Order Guide File Layout Information (continued)

Field Name Length Description
Size 6 Size of a unit within the container
Manufacturer ID 14 Manufacturer’s product 1D code
Minimum split 3 Minimum number of splits that can be
P ordered; right-justified, zero-filled
Portions per case 6 Right-justified, zero-filled
Y if item sells as a split
Split indicator 1 N if item does not sell as a split
C if item sells only as a split
C (cooler)
Warehouse location 1 D (dry storage)
F (freezer)
0 (not taxable item)
Taxable L 1 (taxable item)
Number of extra days needed for delivery
Product lead time 2 of this item. Zero (O) if none; right-justi-
fied, zero-filled
. . 0 (active item)
Discontinued ! 1 (discontinued/inactive item)
. 0 (not market-priced item)
Market item ! 1 (market-priced item)
Date of next shipment 8 MMDDYYYY format; not available in eSY-
SCO v7
[blank] (item is in stock)
Stock indicator 1 L (low stock)
O (out of stock)
Substitute SUPC 7 Blank if no substitute
. Dollars per case or dollars per pound; up to
Case price 8 three decimal places (implied)
Net weight 6 Weight of product, including decimal place
. 0 (not a catchweight item; price by $/cs)
Catchweight flag L 1 (catchweight item; price by $/Ib)
Effective price date 8 MMDDYYYY format; delivery date of order
o Added for Ingenium MAX Split price if
Split price 8 split item; otherwise zero-filled
Total Length 129

Option 5 Export File Layout

Option 5 export format is the standard eSYSCO export. It exports orders, order
guides, and custom lists to a .csv (comma separated values) file, which can then be
opened using MS Excel or other spreadsheet program. SOLO (SYSCO Offline
Ordering) may use option 5 for exporting. The file includes any category headings
on the item list, including customized category headings. See Figure 95 for an

example.
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E3 Microsoft Excel - export.csvy =ol x|
J File Edit ¥ew Insert Format Tools Data Window Help Acrobat ;Iilil
IDEa SRy (iR o o @z s gl -BD.)o-su==E ?
JmE“Dﬁawv 3 & | Auroshapes - . w O O & 4l | d-F-A-S=ECR m-|
Al =] =| Pack/Size
A | B c | b [ E | F | & | H [ 1 A N~

1 F’a:kaizg!Brand Descriptior Mfr # SUPC Case Gty Split Gty Case § | Split § =
| 2 |Dairy Products
| 3 | 301 LB Sys Cls  Margarine 1000454 1 0 11.6 /Mo Split
| 4 | 12/8 OF Dannon  Yogurt Che  21DAYE 1009372 1 0 9.85 Mo Split
| 5§ |Meats
| B | 1273 LB ‘Wright Bacon Enc WRTE 10055933 2 3582 4.28
| 7 | BM13.50MPacker  Beef Ribey 2637 1033836 1 0 5.4 Mo Split
| 8 |Paultry
| 9 | 2455 0Z Sys Cls  Chicken B S¥310{ 1044466 1 0 20.2 Mo Split
| 10| 96/23 0iSys Cls  Chicken, — 3317-E 1017250 1 0 20.85 Mo Split
| 11 |Frozen
| 12| 4/51 07 Sys Cls  Cake Lyr [ AGESS/S 1040781 1 0 37.25 Mo Split
| 13 | 38441 O Sys Cls  Dough Coc RDBS0 1043793 1 0 34.9 Mo Split
| 14| 1238 Sys Cls  Spinach C 1038686 1038666 1 0 2468 26
| 15 |Produce
| 16 | 1/40 CT Packer  Grapefruit 1007509 1 0 11.85 Mo Split
| 17| 112 CT Packer  Leek Bunc P1008 1008168 1 0 30.75 Mo Split
| 18| 50120 CSys Irp  Potato Bal 1008481 1008481 1 0 10.5 Mo Split
| 19| 1/40 CT SysImp  Tomato 2 1 1008548 3 0 19.75 Mo Split
| 20 |Dispenser Bevrg
| 21| 21725 OiContntl | Coffee G 70481 8416367 1Mo Case MARKET

22
|23 |
5] ’
25 -
4[4[ W export / [4] i
Reay 1 | ] o v o

Figure 95 Example export option 5 format file layout

Table 17 lists the export option 5 column headings available in eSYSCO. Category
headings also display, including customized category titles.

Table 17 Export Option 5 Column Headings

Column Name Column Name Column Name
Pack/Size Mfr # or Cust # Split Qty
Brand SUPC Case $
Description Case Qty Split $

Option 6 Export File Layout

Option 6 exports orders and custom lists that can be maintained offline using a
spreadsheet rather that making changes within eSYSCO. The comma separated
value (.csv) file can be exported, changed, and then imported back into eSYSCO.
The first column of the spreadsheet displays the record identifier of that row. Four
types of record identifier rows exists:

H
E
C

P

Header

Field name

Category

Product

When exporting a file using option 6, the file layout contains all information about
the order or list, including header, category, and item information.

eSYSCO v7.6.2 Customer User Guide
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Orders

When exporting an order, the naming convention for the file is your SYSCO operat-
ing company number, the customer number, and the order name (if any). For
example, 020_123456_Friday Order.csv. See Figure 96 for an example of an order
export without an order name.

1o
S Ek | gt wew Insert Fomat Tools Data RoboPDF  window Help  Adobe POF Type s questionforhelp = _ & X
NEHR SIS AT & L@~ T8 we ~@ B Werdana -0 - B I ﬁl
2P A | {2} &) Favorites~ | Go~ | 5 | CriDocuments and Settingshisjar000iDesktop|Current Projiesysco - -}
034 - A
A T B [ ¢ T o [ ET F T 6 [ ®w [T [ J T K [ L M [ N [
1 |H 00601 20 215376 null 1/4/2005 N R103348-01 0 3292.4 55 Pending il
F SUPC Case Qty Split Qty Cust #  Pack/Size Brand DescripticPer Lb Case ¢ Split &
& Dairy Products
uanr 7226425 =] o 6/3 LB Sys Imp Butter BaN 61.95
|5 |C Meats
|6 P 236ETEE L a 2/5 LB Arezzio  Sausage N 21.15
| 7 |C Seafood
g P 2202480 2 4/2.5 LB Sys Cls  Shrimp PEN 132 34.02
|9 |p 2441061 3 6/3 B Sys Rel Shrimp ReN 144,45 30,58
[10/p 2441053 15 o 6/3 LB Sys Rel  Shrimp R:N 120.25 25.46
[11]C Canned And Dry
) . [12|p E401667 <l o 1/50 LB Sys Imp Bean BlacN 24.45
The first column displays EEIE 5176763 4 0 12/51 DZ Sy= Cl=  Clam Doan 9.4
14 P 3746880 1 a 1/10 LB Intlimp  Grain SpcN 15.15
the type of row. EE 1562412 3 il 4/5 B Labella Pasta OreN 25.85
|16 P 4912132 2 o 2/10 LB Labella Pasta RacN 19.15
[ 17 |P 4009189 2 i] 6/5LB  Sys Cls  Peanut BiN 49.8 1028
|18 P EEEB242 <l o 24/6 OZ Hse Rec Sauce HoM 19.6
[ 19 P 5229398 1 i] 6/14 0z Imp/Mcc Spice PepN 36.1 7.91
(20 |C Produce
[21|p 1008374 1 o 1/60 CT Packer Parsley CN 42.7
|22 |p 1437565 <l o 1/5# Packer  Shallot PeN 11.65 |
123 |p 2004992 1 a 1/1 LB Sys Mat  Tarragon N 17.3
24
o -
M 4 ¥ H[\020_215376 [« | L[j_‘
Ready UM |

Figure 96 Example export option 6 order from company 20, customer number 215376

Each spreadsheet contains four types of record identifier rows:

H

P

Header. The header row contains information specific to the order being
exported, such as customer number, order number, and so on.

Field. Displays the column headings associated with the product rows.
Category. Products on exported orders break down into SYSCO categories. The
C rows separate the products. Specific products assigned to each SYSCO category
follow the C row. Each C row contains only the category title (no product infor-
mation).

Product (item detail information).

Use Table 18 as a guide for export option 6 order file layout information.

Table 18 Export Option 6 Order Layout Information

Field Name ‘ Length | Description

Header

Record Identifier 2 H (header)

Version

Version for this export, such as 00601 (O for Order).

Operating company number |5

Number associated with the SYSCO company from which
the order is delivered.

Number associated with the customer receiving the order.

Customer Account number 14 If not entered during import, the customer number cur-
rently signed on to eSYSCO is used.

Order Name 20 Descriptive name of the order (displays null if blank).

Delivery Dates 10 Order delivery date in MM/DD/YYYY format.
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Import/Export File Layouts

Export Options

Table 18 Export Option 6 Order Layout Information (continued)

Field Name

Length

Description

States if the Separate Invoice option was selected on the

Separate Invoice Indicator 1 Edit Order Information window. Y (yes) if checked; N (no)
if not.
Customer Purchase Order 20 Order purchase order number, if any.
Driver instructions 120 If not present during import, field is blank.
eSYSCO order number (such as R123456-01). See Con-
Internal order number 12 firmation Number and Order Number on
page 13 for format information.
Operating Company Order The order reference nqmber at. your SYSF:O operating
5 company. Only orders in submitted, received, or complete

Number

status have an entry.

Total Dollars

Total order amount with two decimal places.

Number of pieces in order

Order piece count.

Order Status

Current order status, including,

U (unsubmitted)

P (pending)

A (acknowledged)

S (submitted-received)

C (complete)

X (cancelled before sending to SYSCO)
Y (cancelled after sending to SYSCO)

Field Row

Displays the column headings associated with the product rows.

Category Row

Record Identifier 1 C (category)

Category Name 30 Description of the SYSCO category.

Total Length 31

Product Rows

Record identifier P (product)

Product code 7 Seven-digit SUPC code that identifies SYSCO products.
Number of cases ordered (if any) when using a custom list

Case quantity 3 for ordering. Entry may be zero or blank if the ordered
product is a split.

I L

Customer# 14 Not used when exporting orders.

Pack/Size 11 ll:lrl:irtr.]ber of individual units in the case and size of each

Brand 7 Abbreviated brand name of the product.

Description 30 Brief description of the product.

Mir # 14 Enzzs;i;nd)i/:pulgiettings, the manufacturer number field

Per Lb 1 Specifies if the product is a catchweight item.

Case $ Product price per case.

Split $ Product price per split.

eSYSCO v7.6.2 Customer User Guide
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Export Options

Import/Export File Layouts

Custom Lists

Custom list exports are similar to exported orders except exported custom lists do
not include pricing information. When exporting a custom list, the file naming con-
vention is your SYSCO operating company number, your customer number, and
the list name. For example, 020_123456_CL_Summer_Beach_Party.csv, where CL
stands for custom list and the list name is Summer Beach Party. You may change
the .csv file name before saving. See Figure 97 for an example of the export custom
list spreadsheet.

Note: You may need to scroll to see all columns and all information when export-
ing a custom list as there is too much information to display on only one screen.

T
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25 - A
Al B T ¢c o [E [ F [ & [ H [T T T T W« T "L "["M T N T
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17 P | 1094807 E ] s0# JUMBO FC Sys Imp PDC2818 Onion W 11002019002 311 on
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126 P 1008374 1 0 1] J K] L \M\N\O\P\Q\RlSlTlU\\/\W\Xg
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Figure 97 Scroll to see all information on the export option 6 customn /list spreadsheet

Each spreadsheet contains four types of record identifier rows:

H

Header. The header row contains information specific to the order being
exported, such as customer number, order number, and so on.

Field. Displays the column headings associated with the product rows.

Category. Products on exported lists break down into categories. The C rows
separate the products. Specific products assigned to each SYSCO category follow
the C row. Each C row contains only the category label (no product information).

Product (item detail information).
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Import/Export File Layouts

Export Options

Use Table 19 as a guide for export option 6 custom list file layout information.

Table 19 Export Option 6 Custom List File Layout Information

Field Name ‘ Length | Description
Header
Record identifier 1 H (header).
Version 5 Version f_or the export. For example, L0601 (L signifies a
custom list).
. Number associated with the SYSCO company that delivers
Operating company 5
your orders.
Customer account number |14 Number associated with the customer receiving the order.
Name 50 Descriptive name of the list.
Identifier 10 Custom list identifier; blank if not a custom list.
List type 20 For example, Custom List or Order Guide.
Category
Record identifier 1 C (category)
Category name 30 SYSCO Category description
Category identifier 10 Repeats the name of the category
Product Details
Record identifier 1 P (product)
Product code Y Seven-digit SUPC code used by SYSCO to identify its prod-
ucts.
Case gty 3 Defaglt number o_f cases (if any) ordered when using a cus-
tom list for ordering.
Split quantity 3 Default n_umber of splits ordered when using a custom list
for ordering.
Code 14 product code assigned by the customer.
Pack 4 Number of individual units in the case.
Size 5 Size of each unit in the case.
Unit 2 Type of container used to package product.
Brand 7 Abbreviated brand name of the product.
Mir # 14 Based on your settings, the manufacturer number field
may not display.
Desc 30 Brief description of the product.
Cat SYSCO category of the product.
Case $ Not used when exporting lists.
Split $ Not used when exporting lists.
Per Lb 1 Specifies if product is a catchweight item.
Y (yes) item is market-priced.
Market ! N (no) item is not market-priced.
Y (yes) item may be ordered as a split.
Splitable 1 N (no) item can not be ordered as a split.
C (only) item may only be ordered as a split.
. Number of splits available in one case. Displays O (zero) if
Splits 4 . - .
item is not splitable.
Min Split 3 Minimum number of splits that must be ordered.
Net Wt 3 Ave.rage wglght of a shipping unit of product, including a
decimal point.
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Export Options

Import/Export File Layouts

Table 19 Export Option 6 Custom List File Layout Information (continued)

Field Name Length Description

Lead Time 3 Number of extra days required to deliver product; zero if
none.
S (in stock)
L (low stock)

Stock 1 O (out of stock)
N (non-stocked)
R (remote stock)

Substitute 7 Substitute SUPC for the product; blank if none.
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Symbols

; (semi-colon) for email addresses, 60

, (comma) for email addresses, 60

Numbers

12-week order history, 12
365-day password, 61

A, item label, 52
accessing

email, 3

eSYSCO, 10

Internet, 3

order details, 13

website, 74
adding

all items to inventory, 9

categories in list, 52

category to list, 52

items to lists, 49

items to order, 14

list, 46

shortcuts, 74

tagged items button, 9

website to favorites, 76
agreements, 21
allocated quantity, 42
allowing pop-ups, 3
alphabetical sort, 8
America Online, see AOL
AQOL, 73
arranging

categories, 53

items in a category, 54
arrow, drop-down, 9
AS, see automatic substitution
assigning items to categories, 54
automatic substitution, 40

B

bar chart, printing, 44
basics
browser, 73
eSYSCO, 5
begins with, 33
blocking pop-ups, 3
blue dot, 21
brand search, 32
bread crumbs, 6

browser
AOL, 73
basics, 73

definition, 73
font size, 2
Microsoft Internet Explorer, 73
Netscape, 73
requirements, 3
version, 73
browsing
entering quantity, 24
items by category, 15,23
button, 8
add all items to inventory, 9
add tagged items, 9
clear all quantities, 9
clear item status, 9
delete, 9
drop-down arrow, 9
duplicate, 9
edit order info, 9
export, 9
go, 9
print all pages, 9
print current page, 9
replace, 9
review order, 9
search, 9

C

C in GRD column, 19
cannot split item error, 27
case-sensitive password, 62
category

adding, 52

arranging

custom list, 53
items, 54

assign items, 54

browsing, 15, 23

deleting from custom list, 53

rename, 53

select, 8

sorting, 8,52
Central Warehouse, 20
changing

category name, 53

delivery date, 9, 13

email address, 42

list name, 48

lists, 47

password, 61

Index
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password criteria, 11
quantity on list, 51
checking out, 37
classify items, 19
clear all quantities button, 9
clear item status, 52
clear item status button, 9
comma, 60
comma separated value (.csv), 95
compatible systems, 77
complete order, 12-13
condition, 33
confirmation
email, 41
multiple, 42
order number, 13
connection, 3
contact information, 15, 58, 60
contains, 33
contribution to profit, 71
controls, 5
cooking instructions, 19
copying
lists, 46
recipe, 9
correcting quick entry errors, 26
creating
list, 46
by copying, 46
from existing list, 45
from imported file, 45
manually, 45
password, 11, 62
criteria, 33
password, 11
search, 34
sort, 8
.csv file, 28,95
cues, typographic, 3
custom lists, 17, 45
adding items, 49
quick entry, 49
tag and add, 50
changing quantities, 51
editing, 47
pre-filled quantity, 22
renaming, 48
customer support, 4
cutoff time, 19

daily work, 70
order by inventory, 71
take physical count, 70
update menu items sold, 70
delete button, 9

deleting
category from list, 53
item from list, 51
items from list, 55
lists, 55
orders, 40
delivered order, 12
delivery
direct from the vendor, 20
instructions, 59
demand status, 20
description
alphabetical, 8
product, 19
search, 32
detail display, 8
details, 8
dietary system, 93
disabled password, 64
display
alphabetical, 8
columns to print, 59
less items per page, 7
more items per page, 7
number of items per page, 59
order
added, 8
details, 37
information, 9
preferences, 15, 58
number of items, 7
options, 59
sort product guide by, 59
report details, 44
sort by, 8
document
conventions, 3
improving, 4
drilling down
category, 23
lists, 17
reports, 44
driver instructions, 59
drop ship items, 20
drop-down arrow button, 9
duplicate button, 9
duplicate item error, 27

Edit, 9
edit button, 9
edit order info button, 9
edit order information, 13
editing

lists, 47

order information, 13
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email
access, 3
address, 42, 60
confirmations, 41, 60
exceptions, 42
feedback, 4
multiple addresses, 60
multiple confirmations, 42
support, 4
type, 60
ending valuation summary, 71
equals, 33
errors
cannot split item, 27
duplicate item, 27
invalid SUPC, 27
messages, 49
product not found, 27
proprietary item, 27
quick entry, 26
restricted item, 27
solutions, 26
splits only, 27
eSYSCO
accessing, 10
sales history, 43
exceptions
email, 42
substitutions, 39
existing orders, 12
expire password, 61
exporting
.csv file, 9
button, 9
lists, 55
options, 15,58, 60
systems, 77

favorite websites, 76
features
new, 2
system, 1
tracking, 67
feedback, 4
fields, print quantity, 59
file, PRICE.OUT, 92
find item in list, 9
font size, 2
food cost, 71
forget password, 62
format
export, 15, 58
import, 15, 58

getting started, 5

go button, 9

goto, 7

grade of SYSCO items, 19
GRD column, 19

hardware, 2
healthcare, 93
help
feedback link, 4
index, 65
link, 65
online, 65
search, 65
table of contents, 65
history
12-weeks, 12
order, 12
sales, 43

Iin GRD column, 19
icon, 8
add tagged items, 9
clear all quantities, 9
delete, 9
edit, 9
export, 9
print all pages, 9
print current page, 9
replace, 9
search, 9
importing
item review, 29
list, 45
options, 15, 58, 60
orders, 28
.csv file, 28
link, 28
spreadsheet, 28
systems, 77
incorrect password, 64
index help, 65
indicator
agreement, 21
replacement, 21
information
area, 7
contact, 60
delivery, 59
edit order, 13
region, 7, 37
Ingenium MAX, 93

eSYSCO v7.6.2 Customer User Guide

103



J L
instructions X, 52
delivery, 59 line, 59
driver, 59 ordering, 17
ordering, 17 browse by category, 23
Internet quick entry, 25
access, 3 select from lists, 17
web browser, 74 other methods, 15
Internet Explorer, 73 quantities, 22
introduction, 1 quantity, 51
invalid quick entry, 15
password, 64 remote stock, 20
SUPC, 27 removing from list, 55
inventory, 69 replacement, 21
analysis, 71 replacing, 21
daily work, 70 screen, 14
ending value, 71 search, 30
food cost, 71 and operator, 34
how ordered, 70 begins with, 33
item list, 70 brand, 32
menu, 70 contains, 33
options, 69 dependencies, 33
inventory list, 70 description, 32
menu & recipe, 70 equals, 33
utilities, 70 or operator, 34
ordering, 28,71 SUPC, 32
orders, 28 seasonal, 52
physical count, 70 select from list, 15
POS, 70 sorting, 59
profit contribution, 71 substitution, 40
recipe, 70 SUPC, 32
reports, 71 uncategorized on list, 53
request access, 69
setup, 70
update menu items sold, 70 )
user guide, 69 JavaScript, 2
utilities, 70
items
add.mg labels
list, 49 .
order, 14 item, 52
arrangir:g 54 last modified date, 48
brand search, 32 i-engt.h of password, 62
imiting search results, 34
browse by category, 15 . .
lines, item, 59
clear status, 52 )
deleting, 51 finks
& bread crumbs, 6
demand status, 20
. feedback, 4
description, 19 .
first, 6
search, 32
. . help, 4, 65
displays on custom list, 52 . d
d hio. 20 import orders, 28
rop stup, last, 6
fall off order guide, 49, 52 lists, 45
grade (GRD), 19 !
. . next, 6
how inventoried, 70 .
. options, 15, 58
import, 15
prev, 6
labels
A 50 reports, 43
t 52 send feedback, 4
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submit order, 39
tools, 43
lists, 45
adding
category, 52
items, 49
quick entry items, 49
adding tagged items, 50
arrange category, 53
assign items to a category, 54
category, 8
adding, 52
sort, 52
change quantity, 51
changing, 47
copy, 46
creating, 46
from imported file, 45
list based on existing list, 45
manually, 45
custom, 17
deleting, 55
category, 53
item, 51
editing, 47
export, 55
exporting, 57
items
remove, 54
select, 17
sort, 54
managing, 45,47
offline pricing, 56
pre-filled quantity, 51
preparation scheduled, 57
prepare offline pricing, 57
removing, 55
removing items, 54-55
renaming, 48, 53
select items, 15,17
sort
category, 52
items, 54
uncategorized items, 53
live pricing, 23, 59

M

M column, 21
Macintosh, 2
managing lists, 47
menu
analysis, 69
items sold, 70
recipe, 70
message
error, 49

quick entry errors, 26
system, 11
Microsoft Internet Explorer, 73
modem speed, 2
more search options, 32
condition, 33
operators, 34
search by, 32
search criteria, 33
search in, 32
move around, 5
movement, 21
multiple email addresses, 60

N

navigation
bar, 6
region, 6
Netscape, 73
new
features, 2
orders, 12
no description, 18
number
confirmation, 13
in password, 62
order, 13

offline pricing, 56
oG
reset, 48
sync, 48
online
help, 65
support, 65
opening
eSYSCO, 10
favorite website, 76
website, 10
operators, 34
options
contact information, 15, 58, 60
display preferences, 7, 15, 58-59
export, 15, 58, 60
import, 15, 58, 60
search, 32
condition, 33
criteria, 33
operators, 34
search by, 32
search in, 32
setup, 15, 58
tag and add, 57
order detail screen, 37
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order guides, 18
items fall off, 49
reset, 49
synchronization, 48

ordering
by custom list, 17
by import, 28
by recent order, 18
by SUPC, 25
from inventory, 28
from order guide, 18
instructions, 17
items, 17
quick entry, 25
splits, 22
through inventory, 71

orders
adding items, 14
browse by category, 23
complete, 12-13
confirmation, 41
deleting, 40
delivered, 12
details, 13
existing, 12
history, 12
import link, 28
information, 13
inventory, 28
new, 12
no description, 18
number, 13
pending, 12-13
quick entry, 25
received, 12-13
review imported items, 29
screen, 12
select items, 18
status, 13
submitting, 39
tracking, 67
unsubmitted, 12-13
view recent, 18
overview
eSYSCO, 5
inventory, 69

partial fill, 40

password, 10
attempts when forgot, 62
automatic remember, 64
case-sensitive, 62
change, 61
changing, 61
characters not allowed, 62

contain number, 62

creating, 11

criteria, 11

disabled, 64

expire, 61

forgot, 62

incorrect, 64

invalid, 11

length, 62

no special characters, 62

overview, 61

reset, 63

rules, 62

security challenge, 62
pending

order history, 12

orders, 12-13
PF, see partial fill
physical count, 70
pie chart, printing, 44
point of sale, 70
pop-up blocking, 3
POS, 70
pre-filled quantity, 51
preparing list for offline pricing, 56
price is red, 23
PRICE.OUT file, 92
pricing

agreement, 21

display in red, 23

live, 23,59

offline, 56
printing

all pages, 9

bar chart, 44

current page, 9

pie chart, 44

print button, 9

quantity fields, 59
product

description, 19

details, 19

guide, 23

movement, 21

not found, 27

search, 30
program summary, 1
proprietary item error, 27
purchase history, 21

quantity
change on list, 51
displays in red, 23
drop-down, 22
enter, 22
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R S
fields, 22 reset password, 63
order by browsing, 24 restricted item error, 27
pre-filled, 22,51 restrictions for password, 62
print fields, 59 review order button, 9
red, 38 reviewing
zero, 51 imported items, 29
quick entry, 25 order shows red quantities, 38
adding items to list, 49 reviewing recent orders, 18
errors, 26 rules for passwords, 62
ordering, 25
quick reference, 10 S
R Sin GRD column, 19
sales history, 21, 43
R in GRD column, 19 scheduled
received orders, 12-13 list preparation, 57
recent orders, 18 screen
view, 18 conventions, 3
recipe, 70 edit order information, 13
copy, 9 examples, 3
red items, 14
error messages, 49 login, 10
prices, 23 message page, 11
pricing, 23 order detail, 37
quantity amount, 23, 38 orders, 12
reference number, 13 substitution, 39
region tag and add options, 57
detail, 8 search
information, 7, 37 brand, 32
navigation, 6 button, 9
remote stock, 20 description, 32
removing in item list, 32
item from list, 51, 55 in list, 9
lists, 55 SUPC, 32
renaming searching
categories, 53 advanced, 34
lists, 48 condition, 33
replace button, 9 criteria, 33
replacing items, 21 operators, 34
reports search by, 32
display details, 44 search in, 32
include all purchases, 43 condition
inventory, 71 begins with, 33
links, 43 contains, 33
print chart, 44 equals, 33
sales history, 43 search by, 33
standard, 43 criteria, 33-34
requested, 48 dependencies, 33
required examples, 34
Internet connection, 10 help, 65
substitutions, 39 item, 30
requirements brand name, 32
connection, 3 description, 32
hardware, 2 SUPC, 32
software, 2 limit results, 34
system, 2 match criteria, 33
reset order guide, 49 more options, 32
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operator synchronization, order guide, 48
and, 34 SYSCO brand item grade, 19
or, 34 system
product guide, 30 features, 1
seasonal item, 52 message, 11
security, 61 recommendations, 2
security challenge, password, 62
Security Information Setup, 58, 60 T
security questions, 60
select t, item label, 52
category, 8 tag
items adding items to list, 50
from list, 15, 17 items, 50
from order guide, 18 options screen, 57
recent orders, 18 technical support, 4
semi-colon, 60 third line description, 19
sending third-party software, 28
feedback, 4 time, cutoff, 19
order to SYSCO, 39 tool.s, 43
serving suggestions, 19 hsts., 45
set up inventory, 70 options, 15, 58
ship if available, 40 reports, 43
shortcuts, 74 tracking
SIA, see ship if available 24-hour access, 67
software, 2 estimates, 67
minimum, 2 features, 67
recommended, 2 orders, 67
third-party, 28 ups, 67
sorting, 8 typographic cues, 3
categories in list, 52
category, 8 U
description, 8 .
items. 59 unc.ategorlzed, 53
or der,a dded. 8 Uniform Resource Locator, see URL
remove item,s in list, 54 unsubmitted order, 12-13
special characters in password, 62 UPS .
splits, 22 trackl-ng number, 67
splits only error, 27 URV{eblslte, 68
start eSYSCO, 10 userrllame 10
starting point, 12 usin !
status, order, 13 sega rch. 30
submitting an order, 39 shor tc1’1 ts. 74
substitution, 40 tools 43’
automatic, 40 utilities, 70
partial fill, 40 !
required, 39
ship if available, 40 \Y
summary, 1 verify order before sending, 37
SUPC, 21
SUPC search, 32
support W
customer, 4 web
feedback, 4 access, 74
help, 4, 65 address, 1
Macintosh, 2 browser, 73
technical, 4 website, 74
sync, 48 address, 1
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favorites, 76 X
opening favorites, 76 X i
UPS, 68 , item label, 52
www.esysco.net, 1

what if scenarios, 70 Z

what’s new, 2

zero quantity, 51
www.esysco.net, 1
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