
HYDAC Company Store Ordering Guide

You may reach the Company Store customer service representative Monday - 
Friday from 9:00 am to 4:30 pm ET at HYDACCS@thesourcinggroup.com. 

Go to: Shop HYDAC Company Store
Create New User

•	 Type in a new username that you would like to use.
•	 The user name in the below image is an example only.
•	 Click Create an Account.

https://hydacstore.tsgsourcekey.com/
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•	 Add your information.
•	 Name, Phone, Email Address, Choose your password.
•	 Click on Register.

•	 In the Already Registered, type in your login and password.
•	 Click on Sign In.
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From the homepage, click on the catalog for the type of items you would like to order. 

Placing an Order

Click on the item that you would like to order.
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Type in the quantity you would like for your size, then “Add all to Cart”.
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Customizing an Item
A customizable item allows you to personalize the item with your information. Click on the 
item that you would like to order.

If you need to add more items 
to your chopping cart, click on 
“Continue Shopping”. If you are ready 
to checkout, click on “Proceed to 
Checkout”.
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•	 Enter the required information for the selected item. 
•	 Click on “Save Version” to save this card as a profile. On future orders, you can select this 

saved profile for quick reorder or make changes as needed. 
•	 Click on “Next Step”. 
•	 Click on “Proof” to see a proof of the customized item. If changes are needed, click “Edit”, 

update the information in the input fields, and review the proof again. 
•	 Once you are satisfied with the proof, check the “I Approve” box
•	 Select your quantity, and “Add to Cart”



7

When you click on “Proceed to Checkout”, you will be taken to your shopping cart summary. 
Here you will be able to review your shopping cart, make any changes to the quantities, or 
remove any items you no longer wish to order. 
•	 Any promo codes successfully applied to your order will be listed below the input box.
•	 Promo discounts will be shown in the discount area above the Grand total.

Once you are satisfied, click on “Proceed to Checkout”.

Select your address from the drop-down or “Add a New Address” if you do not see the one you 
need. Add an attention line. Your billing address must match the address on file with your credit 
card company. Add any order comments and click on “Continue to Checkout”.
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Add a new address
•	 The Label you assign will appear in the 

address dropdown for future orders.
•	 Your billing address must match the 

address on file with your credit card 
company.

At this time, FedEx ground is the only shipping option available. If you need expedited shipping, 
please contact the Company Store customer service representative at  
HYDACCS@thesourcinggroup.com. Click on “Continue to Checkout”.
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This is the final review of your order.
•	 If you have funds available in a spending account, please select that payment method first so 

the balance is deducted from the order total. Any remaining balance will then be charged to 
your credit card.

•	 Add your credit card information. The Sourcing Group will show as the merchant on your 
credit card statement. 

If your order looks correct, click on “Submit Order”. You will receive an order confirmation from 
support@tsgsourcekey.com. For any questions about your order, please email the Company 
Store customer service representative at HYDACCS@thesourcinggroup.com. 
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Additional information can be found in the header on the top right or in the footer. 

Additional Site Information

The “My Account” link is where you can see your order history and manage any additional 
addresses you have added. 

My Account
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In order history you will:
•	 Be able to see the status of your order.
•	 See tracking information.
•	 See details of the order.
•	 Quickly reorder a previous order by clicking Reorder to add all items; then you can 

change quantities or delete individual items in the New Order.

Manage your addresses by editing, deleting, or adding new. 
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Add new addresses as you need them. The “Address Label” is what you will see in the drop-down 
menu during the checkout process. 

Here you will find The Sourcing Group’s privacy policy. 

Privacy Policy
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Frequently Asked Questions - FAQs

Customer Service


