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The order entry process is very much the same as other web order entry 
systems.  

 
Step 1) Sign-in to the website 
Step 2) Search for the items  
Step 3) Add Items to Cart 
Step 4) Checkout 
Step 5) Determine method of payment   
Step 6) Place order 

 
 
 
From your Internet Browser, navigate to our home page at www.sydist.com 
Step 1) Sign-In to Web Access. Click on the Web Access picture or the words 
“Sign-in” in the left column.  
 

 
 
 
 
 
 

http://www.sydist.com/


 
 
 
 
 
Enter your Login ID and password. (not case sensitive) Then click on SEND.  
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Step 2) Search for the items 
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The most popular search is by Catalog Number. This number can be: 
1) upc# 
2) vendor catalog# or id# 
3) any word or words in the description 
4) your custom part#  
5) a competitor’s catalog# 

 
The more specific item detail you enter the more accurate the search. If you enter too 
much, the search may not find anything. In that case, enter less.  
 
Punctuation does not count. We ignore things like dots, dashes, & slashes, except in 
your custom part#. If you enter a custom part# like 123-456, then you must include the – 
in your search.  
 
Is it an O or a 0? If you search for an item that contains the letter O and do not get the 
results you expect, try the number 0 in its place.  
 
 



Help is available throughout the system.  
Click on any of these titles or any question mark.  
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Step 3) Add Items to Cart 

 
I’m looking for a FO32/735/ECO.  

 

Search for fo32 and get 33 items.  
If you search for fo32735 you would get 3 items.  
Select the item by clicking the box next to Select Item.  
Then click on Add Items to Cart.  
Also know that you can click on the item description to get more information about the 
item.  
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Each time you add an item to your cart, the system will take you to the order 
confirmation screen. On this screen you will want to adjust your quantities. Use the Unit 
of Measure drop down box to see how many items are in a case. Whenever possible 
and practical, please order case quantities. You must click on UPDATE to save your 
changes to this screen. 

 

 
Changing the quantity to 0 and clicking on UPDATE will remove the item from the Cart.  
 
Continue searching and adding items until you have everything 



Step 4) Checkout – Item Review 
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Click on CHECKOUT at the top of the screen.  
Review the items on the order.  
Line items comments and order comments can be entered, optional.  
Click on STANDARD CHECKOUT to continue.  



Step 4) Checkout – Shipping Info 
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Verify your Shipping Address. 
A PO# entry is always helpful, even if you are ordering by P-card.  
The PO# might be 4TH FLR PROJ 
 
Release# - optional, to put an order on hold for approval type in HOLD  
If your agency requires approvals and you are releasing the order, enter your name 
here. 
 
Order Status choices are:   

Bid, Ship When Available, Ship Item Complete, Ship When Complete 
 
- Orders placed in Bid status will be reviewed by our customer service team 

and released unless you instruct us to HOLD the order for approval 
- Orders placed in Ship When Available status will ship as the material 

becomes available in any quantity, possibly 1 item at a time.  
- Orders placed in Ship Item Complete status will ship as each item becomes 

completely available. If you ordered 10 of an item we will not ship until 10 are 
available.  

- Orders placed in Ship When Complete status will not ship until all items are 
available to ship 

 
No need to change the Ship Via, our warehouse will determine the best way to ship the 
material to you.  
 
Lastly, Click on Continue with Checkout 
 
 
 
 



 
Step 5) Determine method of payment 

 9

 
 
Previously used credit cards can be selected and reused with only an entry of the CVV 
ID.  
 
If your credit card is not stored you can enter it for this order. NOTE: After entering your 
credit card information, you must log off before entering your next order. 
 
Step 6) Place order 
If the order is to be paid by a credit card, select the credit card to be used and click on 
Place Order.  
If the order is to be billed to a PO#, click on Pay without Credit Card 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 6) Place order – continued 
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After placing your order the system will respond with your order number.  
 
Printing your order is optional. It is not required for us to process your order. When you 
see your order number (the S#) we have your order and will process it.  
 
 
 
 
 
 
 

----- 
 
This document is not intended to explain the entirety of the Web Access System. 
Knowing these steps will allow you to enter an order. Please look around the system. 
Any questions can be directed to our Customer Service Staff.  
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