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Accessing Sysco SPIRIT S\/ SCO

At the heart of
Sysco SPIRIT User Manual food and service

This document provides systematic instructions to access Sysco’s Supplier Payment, Invoice, Reporting, and
Inquiry Tool (Sysco SPIRIT), navigate the site, download specific payables related documentation, and create an
inquiry. Suppliers can search proprietary information by Check Number, Invoice Number, or PO Number.

Sysco SPIRIT Log in

1. Inyour internet browser address field, type: syscoapflow.my.site.com and press Enter.

@ Tip! It is recommended to use Google Chrome over other browsers for optimum resuits.
2. Inthe Supplier User ID and Password fields, type your user ID and password.

3. Click the Log in button. The Sysco SPIRIT homepage displays.
In case you do not have access please refer to this link and request access:
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https://syscoapflow.my.salesforce-sites.com/SPIRITAccess/
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Change Password

1. Click the User © icon.
2. Select My Settings from the drop down menu.
3. Click the Change Password hyperlink.
4. Enter Current Password.
5. Enter New Password, using the following the password requirements:
* Password must be at least 8 characters long.
* Password must include a minimum of one letter and one number.
6. Enter new password again to verify password.
7. Click Save button.

Change My Password

You must adhere to the following password rules:

*Your password must be at least & characters long.

*Your password must have a mix of letters and numbers

* Current Password

* New Password

* Verify New Password

Cancel Save
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Change Location & Language Settings

Click the User © icon.

Select My Settings from the drop down menu.

Select the Language from the Language drop down menu.
Select the Language Locale from the Locale drop down menu.

Select the Time Zone from the Time Zone drop down menu.

2 L o

Click Save button to save changes.

Sysco

At the heart of
food and service

Home Invoice Purchase Order Payment Vendor Inquiry o

My Settings

ACCOUNT DETAILS

Account

Username Email Address *

Location
Language Locale

English - English (Unied States) -

Time Zone

(GMT-04:00) Eastern Daylight Time (America/New_York) -

Profile Visibility

javascriptvoid(@);
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Supplier Dashboards

The Sysco SPIRIT Dashboard provides Suppliers a high level overview of the activity for each category listed
below:

* Inquiry Status

* Received Invoices in Process

* Purchase Orders Awaiting Invoice

* Status of Invoices Received in Last 90 Days
* Repayments in Last 90 Days

* Rejected Invoices in Last 90 Days

Suppliers have the ability to get a more in-depth view of the activity by clicking on each section of the graph. The
list of items under each category’s status will open for further review.

0 Dashboard Refrash -
Supplier Dashboards
As of Sep 27, 2022 5:07 AMViewing as Canada Portal QA

nr
Inquiry Status Received Invoices In Process - Purchase Orders Awaiting Invoice

Record Count
0 400 800 12
Central Billing 179 _
svsconaurax2ss [
SYSCOMONCTON 2...
SYSCO ST JOHNS 2.

Record Count

Record Court

SYSCO OTTAWA - DI...
SYSCOFOODSTOR..
OPCO Name SYSCO MILTON, ADI..
SYSCO SOUTHWES. ..

(#]
OpCo Name/ Code

Inquiry Status | @ Awaiting Vendor Response /@ Pending with Sysco Invoice Status | @ In Frocess @ Received ) Avaiting Approvel @ §

View Report (Inquiry status) View Report (Received Invoices In Process) View Report (Purchase Orders Awaiting Invoice)

Click the Expand|zz]icon to open the dashboard in an expanded view.

Dashboard Component

Inquiry Status

[«

Record Count

Inquiry Status | @ Awaiting Vendor Response @@ Pending with Sysco

View Report {Inguiry status)
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View and Export Reports

1. Click the View Report hyperlink found under each Status Graph.
* The reports open in view mode with Open / Pending items listed first.

Report: Case Managers Q

Inquiry status % Add Chart Yy c Export

Total Records

41

Inquiry Status 1 *| | Case Number |¥| | Case Creation Date || Category *|  Topic || OpCo *| | Subject v

Awaiting Vendor Response (4) | CN-456915 7/28/2022 3:56 AM General Inquiry Pracess Questions SYSCO MONCTON test
CN-456023 7/29/2022 348 AM General Inquiry Remittance Requests Baltimore TESTSTATET
CN-456001 /272022 2:28 AM General Inquiry Process Questions SYSCO MONCTON Test HD Box
CN-457072 8/17/2022 6:35 AM General Inquiry Process Questions SYSCO HALIFAX Test from Spirit Pertal

Subtotal

Pending with Sysco (37) CN-456897 7/26/2022 £:23 AM Repayments Invalid Cash Discount SYSCO MONCTON test5666
CN-456020 7/28/2022 5:49 AM Other Others SYSCO MONCTON Test HD CA Portal
CN-456025 7/29/2022 401 AM General Inquiry Process Questions Baltimore test3
CN-457080 8/18/2022 452 AM Other Others Central Billing Test CB Inquiry
CN-457101 8/22/2022 2:55 AM Other DB Other SYSCO MONCTON vendorQA

2. Click the Export button to download report.
3. Select desired Export View option.

*  Suppliers have the option to export in Standard Excel Format or Details Only View. The Details Only
View allows Suppliers to download the file in either Excel Format (.xIsx) or Comma Delimited (.csv)

file format.
Export
Export View
Formatted Report Details Only
Exportthe reportasit Export only the detail rows
appears in Sslesforce, Use this to do further
including the report header, calculations or for
groupings, and filter details. uploading to other systems.
Format
Excel Format .xlsx v

4. Click the Export button.
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Invoice Filter Function

1. Select the Invoice tab from the Navigation Bar.

Al the heart o
ood and service

S‘Iscq Home Invoice Purchase Order Payment Vendar Inquiry Help |
forc 1 ¢

2. Click on the Filter | Y| icon.

3. Enter specific Filter Criteria to view desired Invoice information using one or a combination of the Filter
Criteria listed below:

) ¢ Create | T |E\
* Invoice Number —
x ) o
o Work Type Filter Criteria
e Document Type Involce Number Work Type
—select— b
* Invoice Date
. Document type Involce Date
* Invoice Gross Amount —seled— - &
* PO# Involce Gross Amount PO#
* CoraRefNo
* |nvoice Status Cora Ref No Involce Status
° Opco Name —select—-- -
. CheCk /ACH Number OPCO Name Check/ACH Number
* Vendor Name

* Vendor Number i m

“ Note: Please see "Invoice Filter Reference Table® for further details.

4. Click the Apply button to apply filter criteria set.

Last Updated: 08/06/2025 7
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Invoice Filter Reference Table

Field Name Options (where applicable)

Supplier provided
invoice number

Invoice Number

* PO Invoice: Invoice for services or goods relating
to an issued Sysco Purchase Order

LI Ilype oflinvoice Non-PO Invoice: Invoice for services or goods
Credit Memo: Repayment
* Merchandize: Purchase Order created for direct
goods
* Drop Shipments: Purchase Order for direct
goods with those goods being shipped directly to
Second level of customer locations
Document Type classification for an * Normal Invoices: Standard invoices not tied to
invoice type. Purchase Orders
* Credit Memo: Credit invoice from Sysco to
Supplier
* Indirect PO: Invoices for Pos from Procurement
Express
Invoice Date Date of invoice creation « Month/ Day / Year
Total amount being
Invoice Gross invoiced, including
Amount taxes, fees, charges and

shipping costs

Purchase Order Number

Aok provided by Sysco

Sysco's unique identifier |

Cora Ref No for the received invoice

INV-#H#HHHHH#H#
» In Process: Invoice is being process by Sysco AP
» Paid: Invoice has been processed and paid
* Rejected: Invoice has been rejected. Please
review rejection reasons for further clarification
Sysco's status for the « Processing Payment: Invoice has been
invoice processed and is schedule to be paid soon
+ Awaiting Approval: Invoice is currently being
reviewed and approved by Sysco AP
* Received: Invoice has been received and will be
sent for processing soon.

Invoice Status

Name of Sysco

OpCo Name Operating Company
being invoiced

Check / ACH Number of Sysco issued

Number Check or ACH Payment

Vendor Name Name of the Vendor

Last Updated: 08/06/2025 8
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View Invoice Details

1. Select the Invoice tab on the Navigation Bar.

2. Apply Invoice Filters if needed. See “Invoice Filter Function” for further instructions.
3. Click the View hyperlink to open the Invoice Information.

S\lsco ‘ SP'R'T Home Invoice Purchase Order

Payment Vendor Inquiry Vendor Portal Help

All

Page 10f 18 b 1-150f264

c Create T
I IDS2709-02

PO Invoice 1365663 812712022 SYSCO MONCT e
In Process Merchandize INV-15311186 1167.60 - A

SINV00785894 PO Invaice 5513091 712812022 Central Billing i

In Process Drop Shipments. INV-15311107 419521 - '

Invoices open in view mode. Suppliers have the ability to view (1) Attachments, (2) Invoice Header, (3) Invoice
Details, (4) Invoice Line Details, and (5) Payments.

Invoice > VIEW » INV-15205442

V' Invoice Number Vendor Number Work Type Invoice Status OpCa Name! Code
1050507 44321000 Nan PO Inveics InProcess SYSCO MONCTON 262
Document type Invoice Date Cora Ref No Created Date
Normal Inveices 9/5/2022 INV-15305442

9/4/2022 11:03PM

m Detsil | samplese Invoice Information
V)
e I% Attachments H ' INVOICE DETAILS

| o Carrency
) s ublic
Title By  Atoshment | OWmer  LestModfied  Sie

caD 1600
Line Tots Amount
1. sample.pdf ~ @ Corshgmin  Sepd 2022 303KE | ¥

1,800

Invgice Gross Amount

3 INVOICE TAXES

" ADDITIONAL DETAIL

Payment Due Date

Rejection Comments
122022
Vendor Comments @
> INVOICE LINE ITEMS LisT OF1
Amount v

GL Code v ACK Status »
0 1,600
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View or Download Invoice Image

Select the Invoice tab on the Navigation Bar.
Apply Invoice Filters if needed. See “Invoice Filter Function” for further instructions.

Click the View hyperlink to open the Invoice Information.

Click the Actions drop-down ~ icon.

a &~ w0 e

Select View.

Invoice Information
Detail

Attachments

m

Title

i & Invoice.jpg

> INVOICE LINE ITEMS
Amountw

javascriptvoid(0)

Is
Primary

M Archana Mishra Aug 1,2019 55.92 KBB

Download

Owner Last Modlified  Slze

Delete

GLCode w

1200.400

v INVOICE DETAILS

Currency
uso

Line Total Amount
106.5

> REMITTANCE ADDRESS

¢ > ADDITIONAL DETAIL

Involce Gross Amount
106.5

Tax Amount

0

ACK Status v

LIST OF1 < >

Image opens in view mode in the Attachments window.

Invoice Information

Detail Invoice jpg

Y

Invoice.pg
-

v INVOICE DETAILS

Currency
uUsD

Line Total Amount
106.5

> REMITTANCE ADDRESS

< > ADDITIONAL DETAIL

Involce Gross Amount
106.5

Tax Amount

0

Last Updated: 08/06/2025
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6. Click the Download icon.
7. Click on Downloaded file to open it.

rp Detail | Invoicejpg

B

2 Invoicejpg

S Invoicejpg A

Invoice Information |

v INVOICE DETAILS

Currency
UsD

Line Total Amount
106.5

> REMITTANCE ADDRESS

¢ ) ADDITIONAL DETAIL

Invoice Gross Amount
1085

Tax Amount
0

‘ Show all ‘ X
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View or Download Supporting Documents from Open Text

Select the Invoice tab on the Navigation Bar.
Apply Invoice Filters if needed. See “Invoice Filter Function” for further instructions.

Click the View hyperlink to open the Invoice Information.
Expand ADDITIONAL DOCUMENTS section.
Click on Download hyperlink to download required document

a &~ w0 e

Purchase Order Payment Vendor Inguiry Vendor Portal Help o

S\/SCO' | SPIRIT ~ Home  Invoice.

Invoice > VIEW = INV-15311107 x

[y

PUA handling codes

> INVOICE TAXES

v ADDITIONAL DETAIL

Payment Due Date

Difference PUA Charges
0

Rejection Comments

EDI INVOICE 812712022
Vendor Comments @
Gempany Number 179 Supplier Number 11254500
Gompany Name  Central Biling Supplier Name  GAY LEA FODDS
CORP LTD CB
Company Address :
Strest 21 FOUR SERSONS FLACE, Supplier Address : v ADDITIONAL DOCUMENTS
‘SUITE 400.TORONTO, Street 5200 GRBITOR DR
ONTARID Receiving Packet P.0.Confirmati
cay [— eceiving Packet .0.Confirmation
city . W
Country oA Download Download
Postal Coge )
Postal Code  L4W 584 Damage Pictures Receiving Packet OS&D
Ship from 11254007 Download Download
Vendor:
AP Miscellaneous EDI Confirmation
purchase orser | mvaca mumosr | invsce e | e e Razanved Data Download Download
1300 Sinvonrasas a0z s 2z 0S&D
— Pamas: GeTmHST PamasT ‘Diseount %, Download
Ragtraton £

Documents will be downloaded to default download folder of the browser in a zip folder

Last Updated: 08/06/2025
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Download Invoice Tab Details

1. Select the Invoice tab from the Navigation Bar.
2. Apply Invoice Filters if needed. See “Invoice Filter Function” section for further instructions.

3. Click the Selection box ~ next to the Invoice to download details in Excel format.
* Toselect all, click the Selection box « at the top of the Invoice page.

4. Click the Download dropdown < - icon.

5. Select Invoice data.

S\lsco ‘ SPIRIT Home Invoice Purchase Order Payment Vendor Inquiry Vendor Portal Help o
Al
—
v Pagelof13a | B | 1-15012000- @l | N |E
85779098 PO Invoice 24601910 2019-07-2¢| 'Mvoice data |
wt Paid Merchan INV-044302 — Hew
nvoice data with Attachments
85779097 PQ Invoice 24326050 2019-07-20 e Sysco San fiew
ad Paid Merchan INV-044302 5 322 e
85779096 PO Invoice 24253150 2019-07-20 Sysco San .
s Paid Merchan INV-044302 5 322 e
6. Click the downloaded Excel file to open.
S\lsco | SPlRIT Home Invoice Purchase Order Payment Vendor Inquiry Vendor Portal Help o
All
—
v Pagelof134 | p  1-150f2000+ e ‘ 1 |E
85779098 PO Invoice 24601910 2019-07-20 Sysco San _
=z Paid Merchan INV-044302 4 322 Hew
85779097 PO Invoice 24326050 2019-07-20 Sysco San .
2 Paid Merchan INV-044302 5 322 e
Invoice_Antonia_11.xs  # ‘ Show all | x

Excel file will open with fields Invoice Number, Invoice Status, Work Type, Document Type, PO#, Cora Ref No,
Invoice Date, Invoice Gross Amount, OpCo Name, and Check/ACH Number. Suppliers have the ability to sort and
filter data as needed in Excel. Example:

A B c D E F G H | J |
Invoice Number |Invoice Status (Work Type  |Document type  [PO# Cora Ref No  |Invoice Date Invoice G{OPCO Name Check/ACH Number
1D52709-02 In Process PO Invoice Merchandize 1365663  |INV-15311186|Tue Sep 27 00:00:(1167.60 [SYSCO MOMNCTON (64495373
SINV00785834  |In Process PO Invoice  |Drop Shipments [5513091  |INV-15311107|Thu Jul 28 00:00:004195.21 |Central Billing 64495374
SINV00785865  |In Process PO Invoice  |Drop Shipments |5512723  |INV-15311104|Thu Jul 28 00:00:0018786.86 |Central Billing 64495375
SINV00785870  |In Process PO Invoice  |Drop Shipments [5513092  |INV-15311105|Thu Jul 28 00:00:0(3630.29 |Central Billing 64495376
SINV00785873 In Process PO Invoice  |Drop Shipments [5513160 |INV-15311106|Thu Jul 28 00:00:0(18764.35 |Central Billing 64495377
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Download Invoice Tab Details with Attachments

1. Select the Invoice tab from the Navigation Bar.

2. Apply Invoice Filters if needed. See “Invoice Filter Function” section for further instructions.

3. Click the Selection box ~ next to the Invoice to download details in Excel format.
* Toselect all, click the Selection box « at the top of the Invoice page.

4. Click the Download dropdown < - icon.

5. Select Invoice data with Attachments.

Sysco ‘ SP'R'T Home Invoice Purchase Order Payment Vendor Inquiry Vendor Portal Help o
Al
—
- Page1of18  p  1-150i264 C| & N
IDS2709-02 PO Invoice 1365663 927/2022 § Invoice dala View
v In Procass Merchandize INV-15311186 167,60 e

Invoice data with Attachments

SINV00785894 PO Invoice 5513091 772812022 Central IEil View
ol In Process Drop Shipments INV-15311107 4195.21 - )

SINV00785873 PO Invoice 5513160 7126/2022 Central Billing iew
s In Process Drop Shipments INV-15311106 18764.35 - .
SINV00785870 PO Invoice 5613092 712812022 Central Billing o
¥ In Process Drop Shipments INV-15311105 3630.29 - .

6. User will receive a confirmation alert that request has been initiated.

S\/sco ‘ SP| R|'|' Home Invoice ° We are processing your request. You will receive an email once done. ‘Y‘ o

Al
—
v Page10f18 b  1-1507264 cl - 1 E
IDS2709-02 PO Invoice 1365663 9127/2022 SYSCO MONCT Ve
o In Process Merchandize INV-15311186 1167.60 E e

7. Once the request is completed, user will receive an email on registered email id with a link to download
attachments. The link will remain active for 24 hours. User can download up to 25 invoices in one go.

Hello Camnada Portal A,

Wour Dowvwnload is ready --

Please click on download button to export your files.

Mote: The Link wwill expire omn S/25,/ 2023 734 Phi.
Kindhy login in the default browser for guick access to downloadead files.

Last Updated: 08/06/2025
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Create New Invoice

1. Select the Invoice tab from the Navigation Bar.

2. Click the Create button to open the Invoice Information Form.
3. Enter the Invoice Header information:

*  Work Type

*  Document Type

* Invoice Number

* Invoice Date

* OPCO Code

* Vendor

* Requestor / Buyer

@ Important: Must select Work Type, then Document Type. These two fields must be filled out prior to
proceeding to the next step. This is applicable for Non PO Invoice & Credit Memo submission.

Invoice Information

“ INVOICE HEADER

Work Type Document type

—-selacr-— v
Involce Number Involce Date

[ =

OPCO Code Vendor@

Please select Q | Please select Q
Requestor / Buyer@ OPCO Name

Please select Q
Current State
Start

Continued on next page.
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5. Enter the Invoice Details information:
*  Currency
. Invoice Gross Amount

e  Tax Amount

~ INVOICE DETAILS

Currency Involce Gross Amount
uspD - |
Line Total Amount Tax Amount

6. Enter Supplier comments in the Comments box.
7. Select Create from the User Action drop down menu.

» CLOSURE SECTION

Vendor Comments@ Usar Actlon

Create v

p ---select---

8. Click the Attach &' icon and attach invoice in .pdf format. * Note: File size cannot exceed 8MB,
@ Important! Attachments are mandatory.

l"i"l Detail
L

Attachments >’

Mo Attachments Available. Please upload.

9. Click the Save I icon to create invoice.

Invoice > NEW > B

fp Detail
(U]

Invoice Information

Attachments & Invoice Number Invoice Date
No Attachments Available. Please upload. [ [ &
OPCO Code Vendor@

a, lpleaséss\ec( Q

OPCO Name

Last Updated: 08/06/2025
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New Invoice Reference Table

Field Name Options (where applicable)

* PO Invoice: Invoice for services or goods relating
to an issued Sysco Purchase Order
Non-PO Invoice: Invoice for services or goods
Credit Memo: Repayment

* Merchandize: Purchase Order created for direct
goods
* Drop Shipments: Purchase Order for direct
goods with those goods being shipped directly to
Second level of customer locations
Document Type classification for an « Normal Invoices: Standard invoices not tied to
invoice type. Purchase Orders
¢ Credit Memo: Credit invoice from Sysco to
Supplier
« Indirect PO: Invoices for indirect Purchase Orders
from Procurement Express

Work Type Type of invoice

Supplier provided

Invoice Number X
invoice number

Invoice Date Date of invoice creation « Month/ Day / Year
Code & Name of Sysco

OpCo Code / ¢

Name Operating Company

being invoiced
Vendor Vendor name
Operating Company

buyer who is purchasing
the goods or services

Requestor /
Buyer

Continued on next page.
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Create Invoice Inquiry

1. Select the Invoice tab from the Navigation Bar.

2. Apply Invoice Filters if needed. See “Invoice Filter Function” for further instructions.

3. Click the Selection box « next to the Invoice create inquiry.

4. Click the Create Inquiry Invoice button.

S\/sco | SPIRIT Home Invoice Purchase Order Payment Vendor Inquiry Vendor Portal Help (2]
Al

T et b e ol .| CERTRE v 7]

5. Fill out the Inquiry Form with the following information:

+ Invoie (auto-pouiated

® OpCO (auto-populated) Invoice 30662874 |

opCoa
* Vendor (auto-populated) ..
* Process Vender
BUNZL USA
* Category rocass
. ---select-- -
* Topic
. Category
b SUbjeCt I ---select--- -
e Comments Tople

I —--select-— v

Supject

Comments

Add attachment

M, Upload Files | Ordrop files

Create

“ Note: Please see Invoice Inquiry Reference Table for further details.

6. Scroll to the bottom of the Create Inquiry box.
7. Click Upload Files to add supporting documentation. Note: File size cannot exceed 8MB.
8. Click the Create button to create Vendor Inquiry.

Last Updated: 08/06/2025
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Invoice Inquiry Reference Table

Field Name Options (where applicable)

Invoice Supplier Invoice Number
OpCo Sysco Operating Company
Vendor Supplier Name
» General Inquiry
: ] + Payment Related Inquiry
Category Main Category for the Inquiry . Repayments
« Other
e General Inquiry
» Process Questions
» Remittance Requests
» Tax Exemption Form
» Vendor Account Updates
Rglated Topic of the Inquiry e Other
Topic Note: Each Category has » Other
different topic options + Payment Related Inquiry

» What is Status of Payment

e Credit Memo
 Repayment

* Invalid Cash Discount

» Short Payment

Subject of the inquiry to reflect

Subject the ask

Details of the inquiry or any other
additional comments that Supplier
Comments wants to add and make available
for the Helpdesk team to
understand the inquiry

Last Updated: 08/06/2025
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Purchase Order Filter Function

1. Select the Purchase Order tab on the Navigation Bar.
2. Click on the Filter LY Jicon.

3. Enter specific Filter Criteria to view desired Purchase Order information using one or a combination of the
following Filter Criteria listed below:

c (] @
* PONo -
X Filter Criteria
* PO Date
PO No PO Date
e Status &
J OpCo Name / Code Status OpCo Name/ Code
—select—- A
* Total Amount
. . Total Amount Awalting Involce
* Awaiting Invoice ~select— -
* VendOI‘ Name Vendor Number Vendor Name
*  Vendor Number
. Vendor NO PO Type Payment (Vendor) Terms
—select-— v
* PO Type

Apply

“ Note: Please see "PO Filier Reference Table® for further details.

4. Click the Apply button to apply filter criteria.

Last Updated: 08/06/2025
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PO Filter Reference Table

Field Name Options (where applicable)

PO No

PO Date

Status

OpCo Name /
Code

Total Amount

Awaiting
Invoice

PO Type

Vendor Number

Vendor Name

Issues Sysco Purchase Order
Number

Date Purchase Order was Issued

Status of PO

Sysco Operating Company Name
& Code

Total Amount on the Purchase
Order

Invoice Status

Type of Purchase Order

Sysco Vendor Number

Sysco Vendor Name

Open (Issued): Open and has been
issued to Supplier

Canceled: Canceled and inactive
Awaiting Goods: Received invoice
but still waiting to receive goods or
services

Goods Received: Goods or services
have been received

Closed: PO is inactive and has been
closed

See Appendix for listing

Yes: There have been no invoices
received for this PO

No: There has been at least one
invoice received for this PO

Dropship: Dropship PO

Direct Merchandise: Merch PO
Procurement Express: POs from
Procurement Express

Last Updated: 08/06/2025
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View Purchase Order

1. Select the Purchase Order tab on the Navigation Bar.

2. Apply Purchase Order Filters if needed. See “Purchase Order Filter Function” for further instructions.

3. Click the View hyperlink to open the Purchase Order Information.

S\lsco | SPIRIT Home Invoice Purchase Order Payment Vendor Inquiry Vendor Portal Help o
All
—
Page 1 0f 105 p  1-150f1568 Il " E
1365663 Goods Received 1167.60 44321000 Indirect Expense vi
17232021 SYSCOM No SYSCO LAKES| - e
|

Purchase Orders open in view mode. Suppliers have the ability to view (1) PO Line Items, (2) Purchase Order
Details, and (3) Shipping Address

Purch: EW > PO-16549¢
PO MO PO Dats Total amount status PO Type
5521503 8/15/2022 21315 Goods Received Drepship

OpCo Namsi Cods
Central Billing 175

Purchase Order Information

2 v PURCHA SE ORDER DETAILL

Total Amount currency

21818 CAD
PO Type Line Caunt
Dropzhip 1
statue FOB
Goads Receivzd 21815
awalting Involce PUA Charges
Yes
Miscellansous Merchandize Charges Migosiiangous Freight Chargas
o o

v SHIPPING ADDRESS
Ship To Name Ship To Addresst
SYSCO TORONTD. ADVISION OF SYSCO CANADAINC.
Ship To Addresa2 Ship To Addresss
7055 KENNEDY ROAD
Ship To City Ship To StatsiProvince
MISSISSALGA onN

Shin Tr ZinBastal Coda

Shin To SrambnTarriton

0 > INVOICE LINE ITEMS

uct/Service No, v Product/Service Description w Amount v UOM-Qty w Invoice Quantity w GRN Quantity v Invoice Unit Price w GRN Rate w Catch Weight v GRN Catch Weight v Def

NAPKIN BEVERAGE 2PLY

5679 RED CANAD 9345 Ccs 25 25 37.38 25 0 0
PLACEMAT PAPER

5558 WILDEBEEST 67.94 cs 1 1 67.94 67.94 0 0

4143 BAND NAPKIN WHT 1.5X 4.5 182.74 cs 2 2 91.37 91.37 0 0
CUP BAKING CHOC BRN

1583 TULIPLG 91.41 cs 1 1 91.41 91.41 0 0
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Download Purchase Order Tab Details

1. Select the Purchase Order on the Navigation Bar.
2. Apply Purchase Order Filters if needed. See “Purchase Order Filter Function” for further instructions.

3. Click the Selection box + next to the Purchase Order to download details in Excel format.
* Toselectall, click the Selection box + at the top of the Purchase Order page.

4. Click the Download = icon.

5. Click on the downloaded Excel file to open it.

Syscﬂ SF]H"' Haoste levnzice: Purchase Drdar Pagmnant W Inguing Yardor Portal Halp G
A
—
- Page 106186 B 1-15001568 L= T4 EI
Sadgt & Doeardoad
in VHGREGS tus: Goods Heceved LRl T ndas | 44531800 pe: lediract Exporss
- - Viawm
w1 A SYSCOM r Mo t SPE0] LAKES '
i GEAFEGS Gonts Anceavad a1z ‘ t 11264900 pex: Dropehip View
= AH2 ‘oM Epndral Bl r LCTY b GAY LEHS FOxD =
in BE21ETE tus: Gonds Aecmved G166L86 o b 11264900 pe: Dropehip
- . e & i~ = Vi
FHEDN2 i Crntral Fili r Yo GAY LESFO0D v
doc HE21503 (pnis Ancmved 219150 u b 11264400 pe: Dropship y
= 5202 ‘oM Epndral Bl r Yoe b GAY LE#S PO =
i F521443 tus: Gpads Ancmived TEAT 50 noar b 11264900 e Drop=hip
- N = - Viawm
s i Crntral Fili r Yo b GAY LESFO0 v
dn BE21482 pats Ancmved e ey X b 11264400 2 Drapzhip W
-
S22 ‘oM Epndral Bl r Yo b GAY LEHS FOxD .
io BE21481 ts: Gioods Hecmved eI N] nchor b 11264900 I ropehip
i : . : Vi
s i Crntral Fili r Yo b GAY LESFO0D v
I RE2E05 Gonds Rncevad 1404 G v b 112654900 e Dropehip
o o Ratar - - b View
B¥ Purcrase Order Ca.ads »~ Sawall | X

Excel file will open with fields PO No, PO Date, Status, OpCo Name / Code, Total Amount, Awaiting Invoice,
Vendor Number, Vendor Name, and Payment (Vendor) Terms. Suppliers have the ability to sort and filter data as
needed in Excel.

PO No PO Date |[Status OpCo Name/ Code Total AmoyAwaiting IVendor Number|Vendor Name |PO Type Payment (Vendor) Terms
5510773 |Mon Jul 1{Goods Received |Central Billing 179 7340.64 No 11254900 GAY LEA FOODS {Dropship
5510496 |FriJul 15 (Goods Received |Central Billing 179 19830.51 |[No 11254900 GAY LEA FOODS {Dropship
5508728 |Tue Jul 12|Goods Received |Central Billing 179 61120.29 |No 11254900 GAY LEA FOODS {Dropship
5523965 |Mon Aug ]Goods Received |Central Billing 179 9412.20 |Yes 11254900 GAY LEA FOODS {Dropship

Last Updated: 08/06/2025
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Purchase Order Flip

Please Note: PO Flip functionality is only available for non-EDI Suppliers. If you submit invoices via iTrade,
please do not use the PO flip. Instead, continue to use iTrade as part of your current process. PO Flip
functionality is not available on Purchase Orders already tied to an invoice received by Sysco.

1. Select the Purchase Order tab from the Navigation Bar.

2. Apply Purchase Order Filters if needed. See “Purchase Order Filter Function” for further instructions.

3. Select the Purchase Order by clicking the Selection box ~ next to the PO to be flipped.
* Awaiting Invoice Status must be Yes.
4. Click the PO Flip button.

Sysco ‘ SP'R'T Home Invoice Purchase Order Payment Vendor Inquiry Vendor Portal Help 0
All
—
Page 10f105 B 1-150f1568 ¢ | & | POFip Ty
1365663 Goods Received 1167 60 44321000 Indirect Expense View
11/23/2021 SYSCOM No SYSCO LAKESI - -
5523965 Goods Received 9412.20 11254900 Dropship View
v 812212022 Central Billi Yes GAY LEAFOOD v
5521876 Goods Received 51686.86 11254900 Dropship View
8/16/2022 Central Billi Yes GAY LEAFOOD "

Suppliers will be routed to the Create New Invoice screen.

S‘/sco | SPlRIT Home Invoice Purchase Order Payment Vendor Inguiry Vendor Portal Help o
Invaice > NEW xX B
fp Detail Invoice Information
Attachments é’ v INVOICE HEADER
No Attachments Available. Please upload. Work Type Document type
PO Invoice Drop Shipments
Invoice Number Invoice Date
&
OPCO Code Vendor@
| 179 x I GAY LEAFOODS CORP LTD CB x
€ opPCOName po#
5523965
Current State
Start
“ INVOICE DETAILS
Currency Invoice Gross Amount
CAD v 9.412.200
Line Total Amount Ecology/Deposit
94122 0.000

Last Updated: 08/06/2025
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5. Click the Attach &’ icon and attach invoice in .pdf format. Note: File size cannot exceed 8MB.

6. Enter the Invoice Header information:
*  Work Type (auto-populates to PO Invoice)
*  Document Type (auto-populates)
* Invoice Number
* Invoice Date
*  OPCO Code (see Appendix for listing)
*  Vendor (auto-populated)
* PO # (auto-populated)

“ INVOICE HEADER

Work Type
PO Invoice

Invoice Number

I

OPCO Code
| 179

OPCO Name

Document type
Drop Shipments

Invoice Date

[

]
Vendor i
| GAY LEA FOODS CORP LTD CB >
PO#
8523965

7. Confirm Invoice Details that are auto-populated from PO line items are accurate. Verify Currency, Invoice

Gross Amount, and Line Amount

8. Enter any Ecology/ Deposit, Delivery Handling, Warehouse/ Inv Adj, Other Charges/ Allowance, Less than
Charges, Discount Amount, Discount Percent, Discount Due Date, Truck Load, Freight Charges, and

Miscellaneous Charges if applicable.

INVOICE DETAILS

Ccurrency

[ CAD

Line Total Amount
9.412.2

Delivery / Handling
Other Charges)/ Allowance
Discount Armount

0.000

Discount Due Date

Freight Charges

Invoice Gross Amount

[ 9. 412.200

Ecology/Deposit
0.000

Warehouse/! Inv Adj

Less than charges

Discount Percent
0.000

Truck Load

Pickup Allowance

Continued on next page.
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9. Enter Invoice Taxes if applicable for the invoice.

~ INVOICE TAXES

GST/HST PSTIQST
0.000 0.000
GST/HST Registration # PST/QST Registration #

10. Verify Invoice Line Items and confirm/ update the quantity as applicable.

> INVOICE LINE ITEMS LIST - OF1 ¢ >

POLineNow  POLineTypew  Product/Service No. w Product/Service Descriptionw  Amount w UOM - Qty w Invoice Quantity v Invoice Unit Price v

4785626 BUTTER POT CAN ’ 9,412,200 Cs A I 162.000 I 58.100

11. Enter Supplier comments in the Vendor Comments box.
12. Select Create from the User Action drop down menu.

~ CLOSURE SECTION

Vendor Comments @ User Actlon

| Creats v |

p —-select---

:

13. Click the Attach ¢’ icon and attach invoice in .pdf format. © Note: File size cannot exceed 8MB.

Important @ Attachments are mandatory.

l"i"l Detail
OJ

Attachments &

Mo Attachments Available. Please upload.

14. Click the Save I icon to flip the PO and create the invoice.

Continued on next page.
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Payment Details Filter Function

1. Select the Payment tab on the Navigation Bar.
2. Click on the Filter | Y ] icon.

3. Enter specific Filter Criteria to view desired Payment Details using one or a combination of the Filter Criteria
listed below.

Payment Status
Payment # (Check/ACH/ EFT)
Paid Date

Total Check Amount
Invoice Payment Amount
Invoice Amount

Invoice No

Vendor No

OpCo Name / Code

PO Number

Check Cleared Date
Vendor Name

x

Payment Status

—select-—-

Pald Date

Involce Payment Amount

Involce No

OpCo Name/ Code

Check Cleared Date

4. Click the Apply button to apply filter criteria.

@t

Filter Criteria
Payment # (Check/ACH/EFT)
Total Check Amount
Involce Amount
Vendor No

PO Number

Vendor Name

Last Updated: 08/06/2025



Payment Details S‘/ SCO

At the heart of
Sysco SPIRIT User Manual food and service

Payment Details Filter Reference Table

Field Name Options (where applicable)

» Paid: Invoice has been paid
* Unpaid: Invoice has not been paid

Payment Status Status of payment

Check or ACH or EFT Number for

Payment # s et
Paid Date Date in which payment was made
Total Check .

Amount Total amount paid on the check

Invoice Payment Total amount paid from the supplier
Amount invoice

Invoice Amount Total amount on the supplier

invoice
Invoice No. Supplier-provided invoice number
Vendor No. Sysco vendor number

Name & Coding of Sysco Operating

LD BTG (2 2 Company being invoiced

Sysco issued Purchase Order

PO Number
number

Check Cleared

Date Date in which the check cleared

Vendor Name Vendor name receiving payment

Last Updated: 08/06/2025
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View Payment Details

1. Select the Payment tab on the Navigation Bar.
2. Apply Payment Detalils Filters if needed. See “Payment Details Filter Function” for further instructions.

3. Click the View hyperlink to open the Payment Details in View mode.

Sysco ‘ SPIRlT Home Invoice Purchase Order Payment Vendor Inquiry Vendor Portal Help o
All
—
Page 10f1 1-20f2 I 1 E
Unpaid 7i18/2022 2777 DEM02207-1 SYSCOM View
2 373.95 27770.70 - -
Paid 7i18/2022 2777 QASUP1407-01 SYSCOM View
2 373.95 27770.70 - 1374013 ’

Payment Details open in view mode. Suppliers are able to view (1) Invoice No, (2) Vendor No, (3) PO Number,
(4) Payment Status, (5) Invoice Payment Amount, (6) Check Number, (7) Paid Date, (8) Currency, (9) Payment
Method, (10) OpCo Name/Code, (11) Total Check Amount, (12) Invoice Discount Amount, (13) Check Cleared

Date, and (14) Payment Status Description in the Payment Details screen.

Sysco | SPl RlT Home Invoice Purchase Order Payment Vendor Inquiry Vendor Portal Help

Payment > VIEW > PAY-03784706

Invoice No Vendor No PO Number Payment Status Invoice Payment Amount
QASUP1407-01 1374013 Paid 277707

Payment Information

v PAYMENT DETAIL

Payment # (Check/ACH/EFT) Paid Date

22310 711812022

Currency Payment Method
usp ACH

OpCo Name/ Code Total Check Amount
SYSCO MONCTON 262 373.85

Invoice Discount Amount Check Cleared Date
0

Payment Status Description
Paid

Last Updated: 08/06/2025
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Download Payment Tab Details

1. Select the Payment tab on the Navigation Bar.

2. Apply Payment Details Filters if needed. See “Payment Details Filter Function” for further instructions.

3. Click the Selection box “ next to the Payment Details to download details in Excel format.
* Toselect all, click the Selection box ~ at the top of the Payment Details page.
4. Click the Download = icon.

S\Isco' Home Invoice Purchase Order Payment Vendor Inquiry Help Q e
Atthe heart o
food and service
All
—
Page 10f134  p  1-15072000+ c | N ‘
Paid 2019-07-01 8103.54 80666952 Sysco River View
. 121531 17427 85 8185.39 270446 05522600 e
Paid 2019-07-01 9324.31 80666951 Sysco River View
-z 121531 17427.85 94185 270446 05523640 o

5. Click the downloaded Excel file to open.

S\lsco Home Invoice Purchase Order Payment Vendor Inquiry Help Q o
AL the heart of
food and service
All
—
v Page10f134 B 1-150f2000+ c & | L ‘
Paid 2019-07-01 8103.54 80666952 Sysco River View
z 121531 17427.85 818539 270446 05522600 -
| Payment_Antonia_1..xls | ‘ Show all | x

Excel file will open with fields Payment Status, Payment # (Check/ACH), Paid Date, Total Check Amount, Invoice
Payment Amount, Invoice Amount, Invoice No, Vendor No, OpCo Name / Code, and PO Number. Suppliers have
the ability to sort and filter data as needed in Excel.

A B c D E F G H | J
1 |Payment Status |Payment # (Check/ACH) |Paid Date Total Check A t [Invoice Pay A it| Invoice Invoice No  |Vendor No OpCo Name/ Code PO Number
2 |Paid 121531 Mon Jul 01 00:(17427.85 932431 9418.50 80666951 270446 Sysco Riverside 320 05523640
3 |Paid 121531 Mon Jul 01 00:(17427.85 8103.54 8185.39 80666952 270446 Sysco Riverside 320 05522600
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Vendor Inquiry Filter Function

1. Select the Vendor Inquiry tab from the Navigation Bar.
2. Click on the Filter E icon.
3. Enter specific Filter Criteria to view desired Vendor Inquiries using one or a combination of the Filter Criteria

listed below.
* Case Number ¢ Create Inquiry Case ‘?‘ E\
° i S
SUbJeCt X Filter Criteria
¢ Process Case Number Subject
* OpCo Code
. |nquiry Status Process OPCO Code
—salect-- -
* Created Date
C t Inquiry Status Created Date
°
a egory —select-- v &
* Created By
Category Created By
° TOpiC —selsct-- v
Topic
—select--- v

“ Note: Please see "Vendor Inquiry Filter Reference Table* for further detalils.

4. Click the Apply button to apply filter criteria.
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Vendor Inquiry Filter Reference Table

Field Name Options (where applicable)

Case Number
Subject
Process

OpCo Code

Inquiry Status

Created Date

Category

Created By

Topic

Sysco Helpdesk Case Number

Supplier Created Subject

Inquiry Process Area

Operating Company Code

Current Status of Inquiry

Date Inquiry was Created /
Submitted

Designated Inquiry Category

User that Submitted Inquiry

Sysco's status for the invoice

AP Canada Inquiries
AP Canada CB_CBill

See Appendix for listing

Resolved
Awaiting Vendor Response
Pending with Sysco

General Inquiry
Payment Related Inquiry
Repayments

Other

General Inquiry

» Process Questions

» Remittance Requests

» Tax Exemption Form

» Vendor Account Updates
Other

e Other
Payment Related Inquiry

» What is Status of Payment

* Credit Memo
Repayment

» Invalid Cash Discount

» Short Payment

Last Updated: 08/06/2025
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View Vendor Inquiry

1. Select the Vendor Inquiry tab on the Navigation Bar.

2. Apply Vendor Inquiry Filters if needed. See “Vendor Inquiry Filter Function” for further instructions.
3. Click the View hyperlink to open the Vendor Inquiry in View mode.

S\/sco | SP'R'T Home Invoice Purchase Order Payment Vendor Inquiry Vendor Portal

Help O
All
—
Page 10f3 P 1-150i45 (e Create Inquiry Case L m
CN-457131 AP Canada CB_CBill Pending with Sy General Inquiry Remit . Vi
hi 178 9122022 Canada Portal QA srmitance requests =
CN-457078 AP Canada Inquiries Pending with Sy Repayments . : .
| hi 258 8/18/2022 Canada Portal QA fnvalid Cash Discount View

The Inquiry’s Interactions screen opens as a pop-up window. Suppliers have the ability to view interactions, reply,
and add attachments.

* To add an attachment, click the Upload Files button. “ Note: File size cannot exceed 8MB.
* Toreply, enter any comments in the comments window and click the Reply button.

Interactions X
Add attachment

Support: &, Upload Files | Or drop files

Subject:Short Payment:[ref._CN-209239]
Salesforce Sans 12 B I Y S

Please provide support for short payment

= gt 2 T-53:01 GMT = E || EE = T,
Tue, 22 Oct 2018 17:53:01 GM == = = =

Close Inquiry Reply

Last Updated: 08/06/2025
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Download Vendor Inquiry Tab Details

1. Select the Vendor Inquiry tab on the Navigation Bar.
2. Apply Vendor Inquiry Filters if needed. See “Vendor Inquiry Filter Function” for further instructions.

3. Click the Selection box ~ next to the Vendor Inquiry to download details in Excel format.
* Toselectall, click the Selection box ~ at the top of the Vendor Inquiry page.

4. Click the Download <~ icon.

1

1

1 S‘yscﬂ SPIRIT Homa lnic Perchase Drdar Payient Wareder Inguiry Vardar Portal Halp (2]
1 s

1

Al

1 —

1

! - Poge 1eé3 B 1-1500148 L T EI
! i

] -

\ [ r- CH-A6T131 AP Cannda CE_CBil ' Pending with Sy atenory Ganeral Inguing A R ettt i

! i hi L] tn AIRREA2 Canade Partal 04 TN DEqUIsEE. L

1

i CH-45707 AP Caneda Inguisns s Pending with S R E— ; s

: | - Hi e P Caniads Partal 04 vald Gash Discoen| Viaw

5. Click the downloaded Excel file to open.

All

=

Qi

Process Questions View

v Page 10f1 1-100f10 ¢

CN-209245 AP Inquiries Pending with Sysco General Inquiry
test Us6440 2019-1-11 Olga

Case Manager_Ant..xds 7 ‘ Show all | X

Excel file opens with fields Case Number, Subject, Process, OpCo Code, Inquiry Status, Created Date, Category,
Created By, and Topic. Suppliers have the ability to sort and filter data as needed in Excel.

Case NumSu bject |Process OPCO CodInquiry Status Created Date|Category Created By Topic
CN-45713]What is S{{AP Canada 258 Pending with Sysco  |Fri Sep 02 12:]General Inquiry Canada Portal A |Remittance requests
CN-45712]0ther Ver|AP Canada (262 Resolved Thu Aug 25 09General Inquiry Canada Portal A |Process Questions
CN-45712(Payment AP Canada {262 Pending with Sysco  |Wed Aug 24 I|Repayments Canada Portal A |Invalid Cash Discount
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Create Vendor Inquiry
1. Select the Vendor Inquiry tab on the Navigation Bar.

2. Click the Create Inquiry Case button.

3. Fill out the Inquiry Form with the following information:

* |nvoice Create Inquiry X

* OpCo
Invodce
e Vendor Please select X
*  Topic
OpCo
*  Subject | Please select =
* Comments
Vendor
| Please select ¥4
Category
| sgelach--- M
Topic
| ---select-— -
Subject
Comments
Add attachment
g, Uplead Files | O drop files
Create

“ Note: Please see "Vendor Inquiry Reference Tahle* for further details.

4. Click Upload Files to add supporting documentation. Note: File size cannot exceed 8MB.
5. Click the Create button to create Vendor Inquiry.

Last Updated: 08/06/2025
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Vendor Inquiry Reference Table

Field Name Options (where applicable)

Invoice Supplier Invoice Number
OpCo Sysco Operating Company
Vendor Supplier Name
» General Inquiry
: ] + Payment Related Inquiry
Category Main Category for the Inquiry . Repayments
« Other
e General Inquiry
» Process Questions
» Remittance Requests
» Tax Exemption Form
» Vendor Account Updates
Rglated Topic of the Inquiry e Other
Topic Note: Each Category has » Other
different topic options + Payment Related Inquiry

» What is Status of Payment

e Credit Memo
 Repayment

* Invalid Cash Discount

» Short Payment

Subject of the inquiry to reflect

Subject the ask

Details of the inquiry or any other
additional comments that Supplier
Comments wants to add and make available
for the Helpdesk team to
understand the inquiry

Last Updated: 08/06/2025
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Search Attributes

1. Select the Vendor Portal tab from the Navigation Bar.

2. Enter specific Filter Criteria to fetch desired documents using one or a combination of the Filter Criteria listed
below:

* Vendor Number [Mandatory]

 Sysco Fiscal Year/Period YYYYpp [Optional]
* OpSite [Optional]

* Document Type [Optional]

» Payment Reference [Optional]

* Opco PO Number [Optional]

* CBI/Chbill Invoice Number [Optional]

* Opco Invoice Number [Optional]

S\/sco ‘ SP|R|T Home Invoice Purchase Order Payment Vendor Inguiry Vendor Portal Help

Vendor Number |‘ 11254900 v| Sysco Fiscal Year/Period YYYYpp ‘ |
OpSite ‘ ---Select-- v| Document Type ‘ Select--- V|
Payment Reference ‘ | Opco PO Number ‘ |
CBIChill Invoice Number ‘ | Opeo Invoice Number ‘ |

. Click Search to find the documents based on search cntenia, ‘ n
Shuw‘ nw v ‘ entries Search:‘

’ Note: Please see "Filter Reference Table" for further details.

Important @ You can download upto 1000 records in single search. If your document is not included in
the fetched records, narrow your search by applying additional optional filters.

Last Updated: 08/06/2025
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Filter Reference Table

Field Name Format & other details

» Dropdown containing Vendor Numbers mapped to the
Vendor Number logged in user

Sysco Fiscal

Year/Period YYYYpp Numeric upto 6 digits

Opsite . ggcl)l:;{)ﬁl_own containing all Canada Opsites in scope for

« Dropdown containing all applicable document types

PR TS that can be retrieved from Open Text

Payment Reference e Free Text, can be a string

OpCo PO Number + Free Text, can be a string

CB/Cbhill Invoice

Number - Free Text, can be a string

OpCo Invoice
Number « Free Text, can be a string

Last Updated: 08/06/2025
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View & Download Documents

1. Select the Vendor Portal tab on the Navigation Bar.
2. Apply Filters as needed to fetch required documents.
3. Click on the Search button to fetch documents from Open Text.

Shuw| 10 V|entr\es Search:

O *  Document Type OpSite CB/Chill Invoice Number Opco PO Number Opco Invoice Number Payment Reference Fiscal Year/Period Doc Date
Samples and Returns Backup ~ Toronto 2246984 4082175 78831 202001 02/24/2022
(]} BILLBACK - DM Central Ontario 2859479 1483524 101146 202202 08/11/2021
O MISCELLAMEQUS Central Ontario 2859479 1480499 101146 202202 08/11/2021
a MISCELLAMEOUS Central Ontario 2859479 1477783 101146 202202 08/11,/2021
(] UNLOADING SERVICES Central Ontario 2859479 1479095 101146 202202 08/11,/2021
a FILL RATE PEMALTY Central Ontario 2859479 1481914 101146 202202 08/11,/2021
(] MISCELLAMEQUS Central Ontario 2859479 1479164 101146 202202 08/11,/2021
O ALLIED RECLAMATION Central Ontario 2859479 1482001 101146 202202 08/11,/2021

Document data is fetched in view mode. Users have the ability to download fetched documents by selecting the
records and clicking on Download button.

Show |?‘ entrias ‘ Please select atleast cne record to enable Download. You can select uplto 10 records. '—|
O *  Document Type OpSite CB/Chill Invoice Number Opco PO Number Opco Invoice Number Payment Reference Fiscal Year/Period Doc Date

Samples and Retums Backup  Toronto 2245984 4082175 78331 202001 02/24/2022

BILLBACK - DM Central Cntario 2859479 1483524 101146 202202 08/11/2021

MISCELLANEQUS Central Ontario 2859479 1480499 101146 202202 08/11/2021

a MISCELLANEQUS Central Cntario 2859479 1477783 101146 202202 08/11/2021

O UNLOADING SERVICES Central Ontario 2859479 1479095 101146 202202 08/11/2021

(] FILL RATE PENALTY Central Ontario 2859479 1481914 101146 202202 08/11/2021

O MISCELLANEQUS Central Ontario 2859479 1479164 101146 202202 08/11/2021

—

Note: The Download button would remain disabled(greyed out) unless user selects one or more(upto
10) records from list view
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Download of Documents

1. Select documents to be downloaded using the check boxes. This enables the Download button.
2. Click on Download.

a

MISCELLANEOUS ‘Vancouver CBVIN PO111 svin PN111 201408 15/12/2021

<]

FREIGHT ALLOWANCE Kelowna CBV444 PO4A44 Sv444 Ph444 201408 15/12/2021

Showing 1 to 2 of 2 entries Previous Next

‘gl 2064347742.zip ~ Show all x

3. Documents will be downloaded to default download folder of the browser in a zip folder.

“Note: System will throw an alert asking user to keep selection up to 10 records only if more than 10 records are
selected.

Continued on next page.
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“ Notes: By default, 10 records/ page are available. User can set that to 25, 50, or 100 as required.

Show| 10 V|entr\es Search:|

O ument Type OpSite CB/Chill Invoice Number Opco PO Number Opeo Invoice Number Payment Reference Fiscal Year/Period Doc Date
O ig les and Returns Backup  Torento 2246984 4082175 73881 202001 02/24/2022
O 100 ACK-DM Central Ontario 2859479 1482524 101146 202202 08/11/2021

User can further search data on top of fetched records by entering keyword in Search box

Show‘ 10 V‘entries Search:|22469‘

0 % Document Type OpSite CB/Chill Invoice Number Opco PO Number Opco Invoice Number Payment Reference Fiscal Year/Period Doc Date
O Samples and Returns Backup ~ Toronto 2246984 4082175 78881 202001 02/24/2022
a Samples and Returns Backup ~ Toronto 2245984 4065517 78881 202001 02/24/2022
O Samples and Returns Backup  Central Ontario 2246984 9831083 78881 202001 02/24/2022
Showing 1 to 3 of 3 entries (filtered from 423 total entries) Previous E Next

User can also sort data based on any of List View fields

O *  Document Type OpSite CB/Chill Invoice Number Opco PO Number Opco Invoice Number Payment Reference Fiscal Year/Period Doc Date
O Samples and Returns Backup ~ Toronto 2246984 4082175 78881 202001 02/24/2022
]} BILLBACK - DM Central Ontario 2859479 1482524 101148 202202 08/11/2021
(] MISCELLANEOQUS Central Ontario 2859479 1480499 101146 202202 08/11/2021
]} MISCELLANEOQUS Central Ontario 2859479 1477783 101148 202202 08/11/2021
(] UNLOADING SERVICES Central Ontario 2859479 1479095 101146 202202 08/11/2021
]} FILL RATE PENALTY Central Ontario 2859479 1481914 101148 202202 08/11/2021
(] MISCELLANEOQUS Central Ontario 2859479 1479164 101146 202202 08/11/2021
]} ALLIED RECLAMATION Central Ontario 2859479 1482001 101148 202202 08/11/2021
(] SAMPLES AND RETURNS Central Ontario 2883190 1484733 102037 202203 09/10/2021
]} MISCELLANEOQUS Central Ontario 2883190 1483586 102037 202203 08/10/2021

—

User clear the previously fetched data records by using the Reset button.

I
show| 10~ enties [[Click Reset o cearthe previous selection o)

O *  Document Type OpSite CB/Chill Invoice Number Opco PO Number Opeo Invoice Number Payment Reference Fiscal Year/Period Doc Date
O Samples and Returns Backup ~ Toronto 2246984 4082175 78831 202001 02/24/2022
]} BILLBACK - DM Central Ontario 2859479 1482524 101146 202202 08/11/2021
O MISCELLANEOQUS Central Ontario 2859479 1480499 101146 202202 08/11/2021
O MISCELLANEQUS Central Ontario 2859479 1477783 101146 202202 08/11/2021
O UNLOADING SERVICES Central Ontario 2859479 1479095 101146 202202 08/11/2021

ast Updated: 08/06/2025



Appendix

Sysco SPIRIT User Manual

Sysco

At the heart of
food and service

OpCo Code OpCo Name

607
179
447
823
264
265
268
162
180
256
338
442
838
77

331
417
44

139
181
257
258
274
262

259

Canada Corporate Office

Central Billing

SMS Canada

CENTRAL DISTRIBUTION SYSCO FOOD SERVICES INC.
SYSCO ST. JOHN'S

SYSCO HALIFAX

Atlantic Sysco Outside Storage

SYSCO KELOWNA, A DIV OF SYSCO CANADA, INC.
SYSCO FOODS TORONTO

SYSCO MILTON, A DIVISION OF SYSCO CANADA, INC.
SYSCO SOUTHWESTERN ONTARIO

SYSCO OTTAWA - DIV OF SYSCO CANADA, INC.
SYSCO SOUTHWESTERN ONTARIO RDC

SYSCO CENTRAL ONTARIO-DIV SYSCO CANADA,INC
SYSCO GRAND MONTREAL

Mitshim Etatu Supply LP

SYSCO VANCOUVER, A DIV OF SYSCO CANADA, INC.
SYSCO VICTORIA, A DIV OF SYSCO CANADA, INC.
SYSCO CALGARY

SYSCO EDMONTON

SYSCO REGINA

SYSCO THUNDER BAY

SYSCO MONCTON

SYSCO WINNIPEG

Last Updated: 08/06/2025
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