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1 Introduction

1.1 Overview

The Supplier Payables website allows suppliers to access documents related to the payment of their
invoices. This also includes payment-related deduction backup documentation. The site also allows
Suppliers to request additional information or submit questions to BSCC Accounts Payable Customer
Service Associates.

1.2 Purpose

This guide is intended to be utilized by BSCC Suppliers involved in the Payables process. The main goal
of the document is to provide instruction on how to use the system.

2 System Requirements

The following section describes the requirements of the Supplier Payables site to function as expected.

2.1 Supported Browsers
The following browsers are supported for use with this site.

e Internet Explorer version 6

e Internet Explorer version 7

Other browsers may work with this site, however they have not been tested or certified and will not be
supported by Sysco in the event of an issue.

2.2 Adobe Reader

In order to view documents which are posted to this site a user will need to have Adobe Acrobat Reader
installed.

Adobe Acrobat Reader 7
Adobe Acrobat Reader 8
Adobe Acrobat Reader 9
To download the latest copy of Adobe Acrobat Reader please click on the link below:

http://get.adobe.com/reader/

3 System Access

3.1 Overview
The following section will describe how to access the Supplier Payables site.

3.2 User Account

Sysco will provide all users with a User Name and Password for access to this site. It will be the
responsibility of the supplier to change and monitor this account. In the event you feel that your account
has been compromised please contact Sysco immediately (281-584-1190) to have this issue addressed.
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3.3 Accessing the Site

The Supplier Payables site is accessible directly from the web/internet by utilizing the following URL or
Link:

https://bsccsupplierpayables.sysco.com/

3.4 How to login to the Site

1. Navigate to the following site using this URL: https://bsccsupplierpayables.sysco.com/

o & 861/ [ B

@ -

e o @ ~ B @ = |k Page - -.i’}TgoIs o
Good things

come from BSCC Supplier

\/SCO Payables

Username: |
FPasswaord: .

Message from SYSCO 02/2/2009

The System will be down on Feb 2nd from 2pm to 3pm for repairs

%J Local intranet H100% v

2. From the logon page enter in your user name in the box provided.
e Your user name will be a six digit number
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Username:l \ |

|

Passwnrd:l

3. Enter your password in the password box also located on the logon page.

Login

Isername: i123455? |

Passwnrd:! |

G o~

4. Please click or press the Login button

Username: i123455? |

Password: I------------l |

LOQIN | o

3.5 Message from Sysco

Located on the login page is section called message from Sysco. The goal of this section is to inform
Suppliers of key items relating to the Site itself. Please make sure to read this section prior to logging in.

This will also be a mechanism to let Suppliers know if any outages are expected.
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& BEE
@ﬂ' ] o[ #2] %] | |[2]-

o < '{f_il‘ - B m * |2k Page = {CF Tools - =
G°°‘Lm'§iom o BSCC Supplier
S / Payables

[ R’
Username: | |

_
Fassword: |

Message from SYSCO 02/2/2009

The System will be down on Feb 2nd from 2pm to 3pm for repairs

~——

‘.-j Local intranet H100% v

4  Supplier Dashboard

4.1 Supplier Dashboard Overview

The following section will describe the components of the Supplier Dashboard. This will provide details of
what each component is and how it is intended to be used.

There are four components which can be viewed on the dashboard.
e Navigation — This section is located at the top of the screen.

e Customer Service — This section allows Suppliers to request assistance and view
responses from Sysco Customer Service Associates in regards to their payments.

e Recent Checks — This section show the 20 most recent checks issued to the supplier.

e Daily Pending Payables Report — This section will provide links to reports showing
details in relation to what is pending in terms of payments to the supplier
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Navigation
Isuppweb/ - Windows Internet Explorer |:||E\[g|
A - |§, http: firs241 bscows2: 9080 supprweby V‘ *+ | K | / | L2
% & ) T G- B /é-,-_;}gagev'fjmolsv i
Goodthings _ BSCC Supplier Welcome, 1234567 ~ Dashboard - Search - Logout - Change Password
Customer PSCO Payables
Service —
hhozrd 3l
Customer Service (3)
@ show Responses O Open Requests From Diate I:l To Date | | [ Find ]
Request # Summary Description - Request Date Response Date Is Closed
8017268f vendor comment #1 01/30/2009 02:08:12 AM 01/30/2009 08:07:53 AM No

Anu: This request submitted Jan 27 01/27/2008 11:08:04 AN 01/27/2008 11:08:05 AW Yes
Request # 3 - Should go to tst_ctd25000 01/27/2009 11:04:25 AM 01/27/2008 11:05:18 AN Yes

Recent Checks

Recent Checks

1. Check#: 863644 4. Check#: 863351
2. Check# 568198 5. Check# 863644
3. Check#: 863644 6. Check# 569108

7. Check # 863644
8. Check # 569193
9. Check # BE3644

10. Check#: 863351

Daily Pending Payables Report

1. Pending Payables Report #1 (120200}

& Local intranet o0 v

Daily Pending
Payables

4.2 Navigation

The Navigation section of the Dashboard allows the supplier to move through the application. This section
will explain the function of each item within this component.

Welcome, 1234567 Dashboard - Search - Logout - Change Passwaord

4.2.1 Dashboard Link

The Dashboard link, when clicked, will take the user to the BSCC Supplier Payables start page or
Supplier Dashboard. The main purpose of this link is to allow the supplier to move from the search page
or another page within the system back to the dashboard.

Welcome, 123455?/,Dashbnard - Search - Logout - Change Password

Page 7 of 27



SfSCO Supplier Payables — User Guide

4.2.2 Search Link
When a supplier clicks on the Search Link the Search page will be displayed.

Welcome, 1234567 Dashboard - Sgarch - Logout - Change Password

>

4.2.3 Logout Link
When a supplier clicks on the Logout Link the Supplier will be logged out of the system and brought back
to the Login Page.

Welcome, 1234567 Dashboard - Search - Logout - Change Passwaord

-~

+*

4.2.4 Change Password Link
When a supplier clicks on the Change Password Link the Supplier will be prompted with the Change
Password page which will allow the Supplier to change the account password.

Welcome, 1234567 Dashboard - Search - Logout - Change Password

P

4.3 Customer Service Component

The Customer Service Component will allow Suppliers to request additional information from Sysco. This
section will explain the component as displayed on the dashboard. A later section in this guide will explain
how to create and respond to requests.

This component has four key sections.

e New Request Button — The New Request button allows a Supplier to initiate a new request to
Sysco.

e Response Toggle — This allows the Supplier to show Responses or Open Requests in the
display.

e Date Range - This feature allows the Supplier to show items in the display section based on a
specific date range. By entering a date range a Supplier can limit the requests/responses
displayed on in the Display section.

e Display — This section will display the requests based on the selection of the Supplier.
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New Request Button

Date Ranage

Response/Request Toggle

Customer Service (3)

|_©® show Responses O Open Requests || From Date: To Date: Find
Request 7 summary Description - Request Date Response Date TS Closed
80172681 vendor comment #1 01/30/2008 08:08:12 AWM 01/30/200% 08:07:53 AM No
80172688 Anu: Thig request submitted Jan 27 01/27/2009 11:08:04 AN 0102712008 11:08:05 AM ez
80172683 Request # 3 - Should go to tst_ctd25000 01/27/2009 11:04:25 AN 0142712009 11:05:18 AN Yes
Display

4.3.1 Response/Request Toggle
The Response/Request Toggle allows suppliers to change what is shown in the display.

& Show Responses O Open Requests

e Show Responses — When selected this will only show responses to user requests which have
been supplied by Sysco’s Customer Service Team.
e Open Requests — This will display all requests which have been submitted to Sysco.

4.3.2 Date Range

The Date Range option allows a user to select a range of dates to filter either responses or requests
viewable in the display section.

From Date: | | To Date: | [ Find

4.3.3 New Request Button
The New Request button provides users with the ability to create a Customer Service Request. Once
Clicked the Customer Service Request page is displayed.

4.3.4 Display

The Display section of the Customer Service Module shows requests and responses based on the
selections made (Response/Request Toggle and Date Range). The display shows, Request#, Summary
Description, Request Date, Response Date, and Is Closed.

e Request Number — This is a unique number assigned to a request. This is used for tracking
purposes.

Summary Description — This is a summary of the request and is set when a request is generated.
Request Date — This is the date that the request was made
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e Response Date — This is the date in which a response was made. This will be blank for Open
Requests.

e |Is Closed — This is a designation which is made by the responding Sysco Associate. Once a
response has been set to closed, Suppliers will not be able to respond to this request. If
additional information is needed after a request has been set to closed, a new request will need
to be created.

Each column in the Display section is sort-able. To sort by a column, click on the column name as
indicated by the Red Arrow (In the example below, the sorting is completed by Request Date). Sorting
can also be adjusted by Ascending and Descending Order. To change the sorting, click once again on the
column name. A mini-arrow will indicate the sort as indicated by the blue arrow.

/ Request Dal/ Response Date Is Closed

81ed7ai5 Help 02/04/2009 11:39:40 AN 02/04/2008 11:42:10 AM Yes
81ef0dct Randy testing 01/31/2009 04:24:35 PW 01/31/2008 04:25:18 PM Yes

Request # Summary Description -

4.4 Recent Checks Component

The Recent Checks Component on the Dashboard will display the 20 most recent checks which have
been issued to the logged in Supplier. Below is an example of this component.

4.4.1 Accessing a Recent Check
To access a recent check click on one of the Checks listed as indicated by the red arrow. When the check
link is clicked the Check Details Screen is displayed.

Recent Checks

1. Check#: 896237 4. Check# 896234 7. Check# 896231 10. Check#: 896227
2 Check# 896236 5 Check# 896233 8. Check# 896230
3. Check# 896235 6. Check# 896232 9. Check# 396228

4.4.2 Check Details Screen
From the Check Details Screen a Supplier can view the check as well as search and locate documents
related to the check.

The screen is divided into two sections. The first being the Document viewing section as indicated in the

following picture by the red arrow. The second section of the screen is the Locate Documents section as
indicated by the blue arrow.
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{= hitp:ifps24Tecmws01/suppweb/ - Windows Internet Explorer

@:/ - |g, http:ffps247ecmmws01 fsuppwebf v| hedlb | | Al

File Edit View Favorites Tools Help

v o [@http:p’,l’p524?ecmw501p’suppwebf ]71 & - B Qéé ~ |=FPage - ’;I Tools «
Goad things . Welcome, Dashboard - Search - Logout - Change Password =
comefrom BSCC Suppller
Y/SCO Payables
Dashboard | Check Details #:806227 - LZ]

Check Details

Check #: 896227 L me rm =) o *
gneck Be S| ea-Cde | o)t
[ B2 - Ao~ ¥
Locate Documents =
" 02249821M 08007742 01282009 4,783.84 oo 95.68- 4,633.16€ L4
% *TOTAL 4,783 .84 oo 55.68- 4, 633,16 l_\
[] Claims backup 4
[ LastClosed PO
[ Original Supplier Invoice
[0 Check/iACH
[0 Unsecured Backup Documentation
[0 Electronic Billbacks L
.
=
2 0Z-06-2008
£
=
B
\ 2 02-06-09
£
E """ 4,622 DOLLARS 16 CENTE = dhwkdas 4,688.16
£
“ PO BOX
SAN JOSE Ch 35161%
|| w
El rof <) (@]
hd

\ &J L ocal intranet  00% -

Document Viewing Section: (As indicated by the red arrow in the image above) Within this section,
basic Adobe Acrobat Reader functionality. To understand how to use Adobe Reader or to view detailed
instructions of the component please use the link provided below.

Adobe Reader 9 Help: http://help.adobe.com/en_US/Reader/9.0/index.html

Locate Documents Section: From the Check Details screen a Supplier has the ability to locate
additional documents which are related to a specific check. To locate a related document please follow
the steps below.

1. Check the Box next to the document you wish to locate. There are 6 available document types.
More than one document can be selected. (Tip: The more document types selected the longer
the search time may take. Only select the documents needed.)

2. Click on the Locate button to initiate the search. This button is indicated below by the blue arrow.
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Locate Documents

<]

Claims backup

Last Closed PO

Original Supplier Invoice
Check/ACH

Unsecured Backup Documentation

O 0O 0 0O O

Electronic Billbacks

Locate ]

3. Once the Locate is complete the system will display the results screen as seen below. From the
result screen the Supplier can open a single document or download a number of documents.

& http:ffrs241bsccws1:9080/suppwebf - Windows Internet Explorer

@‘\-7 ¥~ \g http:/frs24 Lbscows 1 9080jsuppweb] V‘ (X | ‘ R
T & I@http:tfrsgﬂhsccwsl:gnanp’suppwehf I_I 3 - B - m - [2hPage - G Tools - =
Good things . Welcome, Dashboard - Search - Logout - Change Password

comefom _ BSCC Supplier
Y/SCO' Payables
Dashboard Check Details #:569198 Search Results Check#:569198 w

Search Results (10)

Check# 569198

Select Document Type Vendor Invoice # PO# oc# Voucher# Check/ACH# Payment Date Payment Amount
] Tymetrix Invoice 158765 124599911 08/26/2008 1682.50
] Claims Backu 158785 345345344
IF Claims Backup 158765 345345344
] Electronic Billback 1SETT0
F Backup 158770 P52410

158765
B Vendor Invoice 158785
F Last Confirmed PO 158765 94809C23 EV627T7T
158770
O Vendor Invoice 1za7es
IF Last Confirmed PO 158765 YVEIES
] Claims Backup 158785 345345344
[ Select All ] [ Download Selected Documents ]

To Open a Single Document: Click on the document link as noted by the red arrow on Image 1 listed
below. Once the document link is clicked the Document Details Screen will be displayed.
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Image 1 - Results

Select Document Type Vendor Invoice # PO# oc# Voucher# Check/ACH# Payment Date Payment Amount
O Tymetrix Invoice 158765 124699910 09/26/2008 1692.50
O Clgims Backuj 158765 345345344
F laims Backup 158765 345345344

Image 2 — Document Details

] http:/irs241 bsccws1:9080/suppweb/ - Windows Internet Explorer

@. ~ ) = B http:/frsza1bscows1:9080 suppweby V| 42| X \ ‘ 2~
T — 5 3 »
w *{h\a’ |@http:ﬂfr524lbsccwsl:QDBUﬂsuppwebf I | {i,i = CJ i - [ Page - 3 Tools -
Good things Welcome, Dashboard - Search - Logout - Change Password

comefrom BSCC Supplier
S Payables

Dashboard Check Details #:569198 Search Results Check#:568198 Document Details £:569198 w

Document Details

Ln B | o ‘ == R o v @ M3.|F M oy~
Attributes =5 AN | | & [ [l CHEEE ) s
Aow- YR
Document Type |cla\m57hackup | =
. »
Document Name |C\a|ms Backup | Fd =
=1 £
Z
Vendor Name | Vegetables | a
Capture Date [0172012009 | - 3
X Baugh Supply Chain Coaperative
Vendor Invoice # | 158765 | 1390 Enclave Parkway - Mail Stop A1108
Houston, TX 77077
Voucher# |345345344 |
Claims Department
Vendor Billback / Payment Invoice
Date Processad: 1/30/200%
4 vendor Name: Vegetables
i Vendor Number:
Invoice Numbers 158765
2 Deduction Amount: $€00.00
4 Cost Cantar:
5 Account Number:
g Claim Type/Subbype: Shertage/Overags: Weight
% Claim Tracking Number: FR1502545219
£ Processor Name:
a Cffice Number:
Fax Numbar:
E-Mail Address: 000-ECM-Testusers-DL@corp.sysco.com
Comments: F
Request Info —

is [ p bl © H[=]HH

il

i€

To Download Documents: The system allows Supplier to download to their local PC a document or
documents. This section will discuss how this is done.

1. Select the documents to be downloaded. This can be completed by checking the boxes next to a
document or documents listed (as indicated by the red arrow). If needed, pressing the “Select All”
button (as indicated by the blue arrow) will select all documents listed in the search results (not
just those displayed on the page).

2. Once the documents have been selected click on the “Download Selected Documents” button as
indicated by the green arrow. (Note: At least one document must be selected before clicking this
button)
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& http:/frs241bsccws1:9080/suppwebf - Windows Internet Explorer [ Elg‘
@\— y~ \g kg frs24 Lbscows 1 9080jsuppwet| "‘ 2 ([ X | ‘ P
T:? '{ﬁ? I@http:ﬂfrsZﬂbsccwsl:QUBUp’suppwebf lil & - B g;q - .;]‘EEDE - Q- Tools + =
Good things - Welcome, Dashboard - Search - Logout - Change Password
comefom  BSCC Supplier
)/SCO Payables
Dashboard Check Details #:569198 | Search Results Check#:569198 w

Search Results (10)

Check #: 568198

Select Document Type Vendor Invoice # PO# oc# Voucher# Check/ACH# Payment Date Payment Amount
IF] Tymetrix Invoice 158765 124899914 09/26/2008 1692.50
Claims Backup 158765 345345344
] Claims Backup 158785 345345344
F Electronic Billback 158770
O Backup 158770 P52410
158765
F Vendor Invoice 158765
O Last Confirmed PO 158765 94809C23 EVB277
158770
] Vendor Invoice 158765
] Last Confirmed PO 158785 YVB939
F Claims Backup 158765 345345344

Select All ] [ Download Selected Documents ]

’ N\

3. After clicking the “Download Selected Documents” the “File” Download box will appear. All
documents will be provided in the .ZIP file format.

e To Save the files to you desktop or other location click on the “Save” button as
indicated by the red arrow.

e To Open and view the files immediately click on the “Open” button as indicated by the
blue arrow.

e To end the download without taking action click on the “Cancel” button as indicated
by the green arrow.
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File Download X

Do you want to open or save this file?

Type: IZarc ZIP Archive
From: rsz41bscows]

M Mame: ...coFinacialDocuments_262009 1233959951967, 2ip
i2)

Open ] [ Save ] [ Cancel

|--"“~| YWhile files fram the [ntermet can be uzeful, zome files can patentially
@ harm your computer. If you do nat trust the zource, do nat open or
= save this file. What's the rigk?

4.5 Daily Pending Payables Report

The Daily Pending Payables Report also known as the Daily Trial Balance Report provides Suppliers with
details on pending payments. This report is generated daily and only the most recent version of this report
will be displayed. In the event a supplier has multiple vendor numbers with Sysco each vendor number
will have a separate report listed.

Daily Pending Payables Report

1. Pending Payables Report #1 (120200}

4.5.1 Opening the Pending Payables Report
This section will explain how to view a Pending Payables Report.

1. Click on the desired Pending Payables Report listed on the screen. This is indicated in the
following image by the red arrow.

Daily Pending Payables Report
1. Pending PayablegReport #1 (120200)

2. Once clicked the Daily Trial Balance screen or Pending Payables Report Screen is displayed as
seen in the following image.
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ez http:/rs241bscows1: 90B0/suppweb/ - Windows Internet Explorer

b lhed a3 5 P

@ > 1 é http_:f!irsz‘}lbsccwsl:QUE_Dfsup_Pwabﬂ N

T B, — . N »
W ‘,’éhttp:h‘rszﬂbsccwslJQDSDp’suppwebI | | - B o= v |isf Page ~ 40K Tools ~

Good things . Welcome, Dashboard - Search - Logout - Change Password
come from BSCC Supplier
SYSCO ' rayables
Dashboard = Check Details #:569198 Daily Trial Balance: LZJ
Daily Trial Balance
Blswveacoy (= 55 @ P search \‘_‘5'|I> seiect g | @ | j} o @ |- @ D3 m - s xim

DATE: 01/27/0% ACCOUNT DAYABLE LY PACE. 1
TIME: 22:42:10 CHACE CORP ACH BANE 7 TEIAL EALANCE BY VENDOR PROG: ATOSED-1D7
DUE DATE  VOUCHER VENDOR VENDJE HPME B/0 B0 IR FO INVOICE NO INV DATE LNV AMOUFT ~ DISCOUNT — NET FMCUNT
2008-01-22 07193001E 120 @ 1200 2008-12-15 4,207.13 .0 4,287.13
VENDOR TOTRL ===> 4,207.13 .00 4,207.13 **

[ Pages .|
=

@
£
T
g
£
5
£
ES

[ Comments

5.1 Overview
This section will provide details on how to perform certain functions with the Supplier Payables System.

5.2 How to Create a Customer Service Request
This section will describe how to create a customer service request.

1. From the Dashboard Click on the “New Request” button. This is indicated in the image below by
the red arrow. This will open the Customer Request Screen.

Page 16 of 27



Good things
come from

‘/SCO Supplier Payables — User Guide

= hitp:ff fsuppweb/ - Windows Internet Explorer,

S1S M |§, http:firsz41bscowsz; 9060/ suppweb/ V| || K | | 2|~
* bl ) o gﬁ - B @ o r_;}’Eage - ’-; Toals + »
Good things - Welcome, 1234567 Dashboard - Search - Logout - Change Password

Scomefrom . BSCC Supplier
Dashboard Ltj
MNew Request
Customer Service (3)
® Show Responses O Open Requests From Date: |:| To Date: | =] Find |
Request # Summary Description - Request Date Response Date Is Closed
8017263f vendor comment #1 01/30/2009 08:08:12 AM 01/30/2009 08:07:53 AM Ne
80172688 Anu: This request submitted Jan 27 01/27/2009 11.08:04 AWM 0142712000 11:08:05 AN Yes
8017268a Request # 3 - Should go to tst_ctd25000 01/27/2009 11:04:25 AM 01/27/2009 11:05:18 AM Yes

Recent Checks

1. Check # 863644 4 Check# 863351 7. Check# 863644 10. Check# 863351
2. Check# 569198 5 Check# 863644 8. Check# 569198
3. Check # 863644 6 Check# 569198 0. Check# 863644

Daily Pending Payables Report
1. Pending Payables Report#1 (120200)

% J Local intranet | 100% v

2. On the Customer Service Request screen complete the necessary fields and upload any
supporting documentation. All fields marked with a red asterisk are a required field as the request
cannot be submitted without it.

e Email — Enter your email address. This will be the email address the system will use to notify
you when a response has been provided. A valid email must be entered. (Tip: in some cases
due to spam filters these system messages may be tracked as junk mail. Please consult your
IT Department to address this issue. Sysco is unable to provide assistance with this). This
section is indicated below by the red box.

e Request Info — Provide Sysco with the details of your request. Please provide as much detail
as possible. This section is indicated below by the blue box.

e Attachments — Documents can be attached to this request by clicking on the browse button
and locating a file. (Note: There are limitations on what file types and size of files can be
provided.) This section is indicated below by the green box.

e Related Details — This section provides more details regarding the request. Please provide
any information in this section which you feel will help Sysco Associates fulfill the request.
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& http:#frs241bsccws1:9080/suppweb/ - Windows Internet Explorer

@; - |E httpeffrs24 1hscows] 12080/ suppweb) v| % | | A
w & [@http:I,fr5241bsccwsl:QDSDIsuppweb,l’ l_l h B = v [k Page v {0) Tools v =
Good things . Welcome, Dashboard - Search - Logout - Change Password

BSCC Supplier

S\7§mcmo Payables

Dashboard | Request | EJ
New Request
Date: |02/06/2009 E-mail:* | |
_mail:*
Request Info * Confirm E-mail: ‘ |
Submit Request . ) Il\ease p_row_de tht_a following additional request-related
S _ |[ Browse... ] Max. 30mb. - Allowed formats: doc, nformation, if available:
xls, pdf jpg, jpeg, tif, gif bmp, png, txt, htm, htm!
PO# | |
oc#: | |
Invoice #: | |
Invoice Date: | =
Payment #: | |
PaymentDate: | |
Payment Amount: | |
‘-:;Local inkranet Ho100% v

3. To submit the request click on the “Submit Request” button. Once the request is accepted the
message box below is displayed.

Windows Internet Explorer, [E|

' ':, Request submitted successully.
P )
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5.3 How to Track a Customer Service Request

Use the Customer Service Component on the Dashboard to track the status of a request. Click here for
more details

5.4 How to Review a Response to Customer Service Request

1. Locate the Customer Service Component on the Dashboard. Click here for more details
2. Select the Open Requests toggle

® Show Responses O Open Requests

3. Locate the request and click on the Request# link. This will open the Response Screen

Request # Summary Description Request Date Response Date Is Closed

v
81ed7af5 Help 02/04/2009 11:35:40 AN 02/04/2009 11:42:10 AM Yes
81e60dct Randy testing 01/31/2009 04:24:35 PW 01/31/2008 04:25:18 PM es

4. From the Response Screen a Supplier can view the response from Sysco. In the event Sysco
needs more information a Supplier may be asked to reply to the response. This is completed by
entering information in the Reply section of the screen and clicking on the “Submit” button.
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Iz http:/fps24 Tecmws01/suppweb/ - Windows Internet Explorer

@.\-:_) - |g, http:ffps247ecmws01/suppweb) V| *2 | X |
— — . »
e I@http:,f,fp524?ecmw501fsuppweb,f l l o B e - |k Page = L Todls -
Good things . Welcorne, 144901 Dashboard - Search - Logouf - Change Password
S\7§m . BSCC Supplier
Dashboard | Response #:81e60db8 w
Response Details
Request#: 81e60db3 Responder: oo raps
Request Date: 01/31/2009 . PO#: Invoiced#: Invoice Date:
. oc#:
04:30:37 PM Paymenti#: Payment Date: Payment Amount:
Summary
Test
Request History
s
01/31/2009 03:57:00 PM - Vendor - Test T
01/31/2009 04:21:59 PM - Processor - Test request was received successfully
041/31/2009 04:30:37 PM - Vendor - check reply queue s
Attachments:
Reply
v
~-;-JLocaI inkranet F100% v

5.5 How to View the Most Recent Check

Use the Recent Check Component on the Dashboard to view the most recent checks. Click here for more
details

5.6 How to Search for Documents

The Supplier Payables site provides Suppliers with the ability to search for and locate documents which
relate to business conducted with Sysco.

1. Click on the “Search” link located on the Dashboard. This will open the search screen.
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Isuppweb/f - Windows Internet Explorer

=S

(SAS M |§, http: ffrs241bscowsz2: 9050 suppweb) V‘ 41| X | | R
& SN0 8 @ - e - Greck -
Good things . Welcome, 1234567 DasnbMearcn - Logout - Chanae Password
comefrom _ BSCC Supplier
Payables
| Dashboard | @
Mew Request
Customer Service (3)
@ show Responses O Open Requests From Date: l:l To Dae: | =] Find |
Request # Summary Description - Request Date Response Date Is Closed
B017268f vendor comment #1 0173002009 08:08:12 AM 01/3042009 08:07:53 AM No
80172688 Anu: This request submitted Jan 27 01/27/2009 11:08:04 AWM 01/27/2009 11:08:05 AM Yes
8017268a Request# 3 - Should go to tst_ctd85000 01/27/2009 11:04:25 AM 01/27/2009 11:05:18 AM Yes
Recent Checks
1. Check # 863644 4. Check# 863351 7. Check# 863644 10. Check# 863351
2. Check# 569198 5. Check# 863644 8. Check# 569198
3. Check# 863644 6. Check# 569198 0. Check# BG63644
Daily Pending Payables Report
1. Pending Payables Report #1 (120200)
©J Local intranet L 100% v

2. From the Search Screen enter in the criteria to search by. You must include at include at least
one key field and select one document type.
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~ http:/irs241bsccws1:90B0/suppweb/ - Windows Internet Explorer

@'C} - |g, hktp:firs24 1 bscows 119080/ suppweb)

T:f 4% [@http:f;’rsZ‘Ilbsccwsl:QDBDjsuppwebj lil

Good things

comEom i BSCC Supplier Welcome, 120200 Dashboard - £
S\ Payables

{ - Logout - Change Password

Dashboard | Search |

&

Check #: [ | Document Types:
Invoice #: l:l [] Claims backup
Order Control #: l:l

Last Closed PO

Original Supplier Invoice

Unsecured Backup Documentation

O
O
[] Check/ACH
O
1

Electronic Billbacks

%) Lacal intranet H100% v

3. Once the necessary fields are filled and at least one document type selected, click the “Search”
button.

4. The results screen will be displayed and the options to view a single document or download the
documents to your PC will be present:
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& http:ffrs241bsccws1:9080/suppwebf - Windows Internet Explorer

@\‘ ¥~ \g hitp:/irs241bscows 1 9080jsuppweb) V\ (X |
T e I@http:ifrszﬂhs((wsl:DDBDﬁ’suppwEhI l_l 3 - B - & - [2hPage - G Tools + =
Good things . Welcome, Dashboard - Search - Logout - Chanae Password
comefom _ BSCC Supplier
YSEO Payable:
Dashboard Check Details #:5569198 | Search Results Check#:569198 | w

Search Results (10)

Check # 569198

Select Document Type Vendor Invoice # PO# oc# Voucher# Check/ACH# Payment Date Payment Amount
IF] Tymetrix Invoice 158765 124699311 08/26/2008 1682.50
] Claims Backup 158785 345345344
IF Claims Backup 158765 345345344
[ Electronic Billback 158770
F] Backup 158770 P52410

158765
[ Wendor Invoice 158785
F Last Confirmed PO 158765 94809C23 EV627T
158770
B Vendor Invoice 158785
IF Last Confirmed PO 158765 YVE929
[ Claims Backup 158765 345345344
[ Select All ] [ Download Selected Documents ]

To Open a Single Document: Click on the document link as noted by the red arrow on Image 1 listed
below. Once the document link is clicked the Document Details Screen will be displayed.

Image 1 - Results

Select Document Type Vendor Invoice # PO# oc# Voucher# Check/ACH# Payment Date Payment Amount
O Tymetrix Invoice 158765 124699910 09/26/2008 1692.50
O Clgims Backuj 158765 345345344
F laims Backup 158765 345345344

Image 2 — Document Details
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] http:/irs241 bsccws1:9080/suppweb/ - Windows Internet Explorer

@. ~ ) = B http:/frsza1bscows1:9080 suppweby V| 42| X \ ‘ 2~
N — = 5 »
w *‘1'};’ |@http:ﬂfr524lbsccwsl:QDBUﬂsuppwebf I | {i’i > CJ g=n v |ichPage ~ G Tools ~
Good things o Welcome, Dashboard - Search - Logout - Change Password
‘7“efmm . BSCC Supplier
Dashboard Check Details #:569198 Search Results Check#:562128 | Document Details #:569198 w
Document Details
: 5 BB T == = TR 31 I N
Attributes : =5 e |¥‘ D& [ ] @ [ |- ® D) [
H stgn b e ]
Document Type |cla\m57hackup | =
»
Document Name |C\aims Backup | Fd =
=1 .
Vendor Name | Vegetables | &
Capture Date [0172012009 | - 5
X Baugh Supply Chain Coaperative
Vendor Invoice # |159755 | 1390 Enclave Parkway - Mail Stop A1108
Houston, TX 77077
Vouchers |345345344 |
Claims Department
Vendor Billback / Payment Invoice
Date Processad: 1/30/200%
4 vendor Name: Vegetables
Vendor Number:
Invoice Numbers 158765
2 Deduction Amount: $€00.00
4 Cost Cantar:
5 Account Number:
g Claim Type/Subbype: Shertage/Overags: Weight
% Claim Tracking Number: FR1502545219
£ Processor Name:
a Cffice Number:
Fax Numbar:
E-Mail Address: 000-ECM-Testusers-DL@corp.sysco.com
Comments: F
Request Info =i —
= s [ b bl © O [=]#H o -
o

To Download Documents: The system allows Supplier to download to their local PC a document or
documents. This section will discuss how this is done.

1. Select the documents to be downloaded. This can be completed by checking the boxes next to a
document or documents listed (as indicated by the red arrow). If needed, pressing the “Select All”
button (as indicated by the blue arrow) will select all documents listed in the search results (not
just those displayed on the page).

2. Once the documents have been selected click on the “Download Selected Documents” button as
indicated by the green arrow. (Note: At least one document must be selected before clicking this
button)
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& http:/frs241bsccws1:9080/suppwebf - Windows Internet Explorer [ Elg‘
@\— y~ \g kg frs24 Lbscows 1 9080jsuppwet| "‘ 2 ([ X | ‘ P
T:? '{ﬁ? I@http:ﬂfrsZﬂbsccwsl:QUBUp’suppwebf lil & - B g;q - .;]‘EEDE - Q- Tools + =
Good things - Welcome, Dashboard - Search - Logout - Change Password
comefom  BSCC Supplier
)/SCO Payables
Dashboard Check Details #:569198 | Search Results Check#:569198 w

Search Results (10)

Check #: 568198

Select Document Type Vendor Invoice # PO# oc# Voucher# Check/ACH# Payment Date Payment Amount
IF] Tymetrix Invoice 158765 124899914 09/26/2008 1692.50
Claims Backup 158765 345345344
] Claims Backup 158785 345345344
F Electronic Billback 158770
O Backup 158770 P52410
158765
F Vendor Invoice 158765
O Last Confirmed PO 158765 94809C23 EVB277
158770
] Vendor Invoice 158765
] Last Confirmed PO 158785 YVB939
F Claims Backup 158765 345345344

Select All ] [ Download Selected Documents ]

’ N\

3. After clicking the “Download Selected Documents” the “File” Download box will appear. All
documents will be provided in the .ZIP file format.

e To Save the files to you desktop or other location click on the “Save” button as
indicated by the red arrow.

e To Open and view the files immediately click on the “Open” button as indicated by the
blue arrow.

e To end the download without taking action click on the “Cancel” button as indicated
by the green arrow.
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File Download

3

Do you want to open or save this file?

M Mame: ...coFinacialDocuments_262009 1233959951967, 2ip
L2 Tope: IZArc ZIF Archive

From: rsz41bscows]

Open ] [ Save ] [ Cancel

l@ YWhile files fram the [ntermet can be uzeful, zome files can patentially
L
k..

harm your computer. If you do nat trust the zource, do nat open or
B zave this file. What's the nsk?

5.7 How to Change Your Password
To change your password, please follow these steps.

1. Locate and click the “Change Password” link from the Dashboard. Click here for more details
2. The Change Password screen will be displayed.

e http:firs 241 bsccws1: 9080/suppweb/ - Windows Internet Explorer

@:/ - ‘g, http:frs24 1bscews1: 9080/suppweb) "l )| % | ‘ A
w o I@http:mszmsccwg:auso/suppwew ]7} B v 6 @ - e - G- ”
Good things . Welcome, 120200 Back to Dashboard

comeéfrom _ BSCC Suppller
/S Payables

Change Password

Current Password: I:l
Mew Password: I:l
Re-enter New Password l:l

NOTE: After

y changing your pi , you will be logged off.

S Local intranet 100w
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3. Complete the fields listed on the screen. It is important that you remember the password entered
as Sysco does not have access to this information.

4. Click on the “Change Password” button located on the screen. This will change the password for
this account.
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