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OFFICIAL

The Zycus Supplier Network portal (ZSN) allows suppliers to engage with V/line
via a web-based portal. Use this guide to help you create your profile, navigate
through the ZSN portal, view your supplier account details and to respond to
sourcing events. Please email procurementsystems@vline.com.au if you require
further assistance.
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How to register a supplier account on ZSN

Before accessing the Zycus Supplier Network (ZSN) you must register an account and create a
profile.

1. Register a ZSN account:

To register a ZSN account:

e Access the ZSN registration link here

e On the right side of the screen:
- Enter your email address
- Create a password
- Accept terms & conditions
- Select Register

¢ You will receive a one-time pin to activate your ZSN profile

v ) Zycus Supplier Network

<7, V/Line Corporation
D 2ycun Network

Need help in signing up?

Existing User? Log In with Password or OTP.

New User? Register

Cmad Address

mad Address
Password
Forgot Password
Logn

Need help signing up? Watch the short video on the ZSN Registration page or contact V/Line at
procurementsystems@vline.com.au.
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2. Complete your supplier account:

e  Enter your company details and select Create
e Read the terms & conditions, click Continue

e Using the menu on the left side of the screen, enter additional company information and select
Submit

ZH2ZYCUS T O ——— — T

Company Details *

Terms & Conditions * Company Details

Address * Global Supplier Kdentifier Legal Name *
6419

ABN Entity Name * Business Name / Trading As

Note: Supplier Type ng or notifying it o Gross Annual Sales for the last 3yrs.
Supplier

Date Company Established Number of Employees

Website Supporting Documents

Tax Information

ABN Number * ACN Number

== === n

Your request will be sent to the V/Line vendor administration team to review and approve. Once
approved, your potential V/Line supplier record has been created.
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Navigating the Zycus Supplier Network portal (ZSN)

ZSN Home Page

The ZSN Home Page will give you access to:

e Supplier requests
e Requests for tender
e Settings — you can use the settings dropdown to manage email preferences

%ZYCUS My Company Profile settings Help + T v
@ My Dashboard
nn ncomplete Profiles
s Incomplete Profiles (0)
ww;::m Pending Completion
‘;L
Sourcing Events 8 Supplier Requests
Test sourcing avent () Viline Testing Account ()
Ve caponton masress - svmzsassen [l oo iy
Test_pusuic 2o (NEE)
:TE:::;;lpn'almn E\:’:ﬂl:ﬁ% ER;E(;”W! 02/08/2023 05:47 PM 1 of 1 record
Electric Services (Business Showcase) ([EESa)
V/Line Corporation 1214225395 RFP ks ::}T:‘ZD';[U"AZUZ 98 PM
View my supplier account
Click the V/Line Corporation icon on the left-hand side of the page to view the following for your
Account:
* My Requests: View pending requests with V/line.
* My Companies: Access your supplier records engaged with V/Line and the supplier record
status.
* Completed Requests: Details of all completed requests.
* My Alerts: Displays alerts sent to you by V/Line.
Z=ZYCUS A rpomand < || MyCompmybrotle || semngrw | Hepv | GoP o

Home » Account

. . AX Merlin Supplier Hels
V/Line Corporation PO———
{11}

ACCOUNT EVENT

n F g
Corporation MY REQUESTS i MY COMPANIES APLETED REQUESTS : MY ALERTS

GsID Company Name ¢ CreatedOn ¢ LastEditedOn ¢ Status ¢ Created As Actions
6419 V/line Testing Account 19/09/2024 19/09/2024 Active Potential ‘ Edit
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Update my supplier account

You can update you supplier account details as follows:

e Atany time, when your supplier details change (eg. change of address, change of bank
account details);

e As aresult of being awarded a contract from a request for tender you submitted a proposal
for (if you are awarded a contract, you will receive a request on ZSN to provide additional
details about your supplier account in ZSN).

Follow the steps below to update your supplier account information.

Step Action
1 e Click the V/Line Corporation icon on the left-hand side of the page
o Select My Companies

o Click Edit to update account information

“ A ) AX Merlin Supplier Help
V/Line Corporation
(D
ACCOUNT
Vitne
Corporation MY REQUEST: MY COMPANIES JMPLETED REQUESTS MY ALERT:
Gsip Company Name 2 CreatedOn ¢ LastEditedOn o Status ¢ Created As Actions
6419 V/line Testing Account 19/09/2024 19/09/2024 Active Potential Edit

2 |Edit company details

¢ Access the navigation menu on the left side of the screen to panel to access relevant fields that
require updating.

e Once completed click Submit.

Home > Supplier

V/Line Corporation AX Merlin Supplier Help
{171}

EVENTS

MY EVENTS MY DOWNLOADS

Company Details * Tax Information
Company * Pt fsi

You are In System: vic_System under Facility: 0001-vic_Facility
Terms & Conditions *
Company Details

Address *

Global Supplier Identifier Legal Name *
5 6419
Procurement Category V/line Testing Account
ABN Entity Name * Business Name / Trading As.

Bank Details *
Viline Testing Account

Purchasing *

Note: Please select correct Supplier Type before submitting or notifying it to Gross Annual Sales for the last 3 yrs.
Supplier
Service Area
Industry Compliance * Date Company Established Number of Employees
Avetta *
Insurance Website Supporting Documents
& Browse
Labour Hire License *
swesson | sam |
V/Li
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3 ¢ Once submitted, the request will be directed to the V/Line vendor administrator team to review and

approve.
o The status is displayed in My Requests.

ACCOUNT CONTRACTS REFERENCE DOCUMENTS

MY REQUESTS MY COMPANIES COMPLETED REQUESTS MY ALERTS

RequestedOn ¢ Elapsed time ¢ Status ¢ Actions

Request Number & Company Name ¢ GSID Request Type Supplier Type Business Location

19224 V/line Testing Account 6419 Create Operational vic_Facility 02/10/2024 00:00 Submitted

If you are awarded a sourcing event, you will receive a request on ZSN to provide additional details
about your company account in ZSN. The additional information is required to convert your ZSN profile

to an operational V/Line supplier account.
o Go to the Supplier Requests tile on your ZSN home page

o Select Awaiting Response message

Supplier Requests

V/line Testing Account | AWAITING RESPONSE

GSID Requested On

6419 -NA-

V/line Testing Account

GSID Requested On

6419 19/09/2024

2 of 2 records View more
Y

Edit company details
o Select My Companies
e Click Edit to update contact details, bank account and complany details

e Access the navigation menu on the left side of the screen to panel and update your company
details and select Submit when complete.
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View request for tender events (sourcing)

You can view V/Line request for tender events (sourcing events) which you have been
invited to participate in. You can also search through open requests for tender events with
V/Line. Events which are greyed out are paused and not available to participate in at that
stage.

Home » My Events

V/Line Corporation AX Merlin Supplier Help
{11}

MY EVENTS MY DOWNLOADS
Filters <| SupplierCompany ;00 vesting Account Q @
Evertyps. N EventlD = EventName = Event Owner = Event Open Date = Event Close Date = Action
Invite Type N 1219523659 Public Event Warren D'cruz 27/09/2024 29/09/2024 View Event
Invite Type (2) 1219507659 Test sourcing event Shannon Foley 23/09/2024 30/09/2024 [ nterevent |
1216044595 TEST_PUBLIC_2/8 Warren D'cruz 02/08/2023 03/08/2023
Select Al
e i 1214225395 Electric Services (Business Show  Oliver Lee 01/12/2022 02/12/2022 View Event ]
Broadcasted [} :
p—
1214219799 RFT - Electrical Services (Showca Oliver Lee 30/11/2022 01/12/2022 View Event
Event Status v
1214215507 TEST_30.11.2022 Oliver Lee 30/11/2022 301172022 View Event J
1213425197 Public event Samata Swamy 01/09/2022 02/09/2022 View Event 0
1213331396 TEST Public V/Line Admin 25/08/2022 31/08/2022 View Event J
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How to respond to a Request for Tender event

Response submission

1 |Log in to your supplier account on ZSN
From the Zycus Supplier Network login page:
o Enter your Email address
e Enter your Password
e Click on Login
7N Zycus Supplier Network
Existing User? Log in with Password or OTP » New User? Register
]
2 |From the dashboard, select V/Line as your customer.
From the Sourcing Event section select the sourcing event you want to respond to.
“=ZYCUS
Sourcing Events
Home
g " Training and Development m
miiim Customer Event ID Event Type Open Date
CO:';'O‘::OH V/Line Corporation 1219541114 RFP 02/10/2024 09:21 PM
Railway Construction (Public Event)
Customer Event ID Event Type Open Date
V/Line Corporation 1219543299 RFP 01/10/2024 11:54 AM
Public Event
Customer Event ID Event Type Open Date
V/Line Corporation 1219523659 RFP 27/09/2024 04:05 PM
10 of 10 records View more
A
V/Li
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3 |Terms & conditions of tender

1. The Terms and Conditions of tender are presented on screen
2. Download them for review

3. Reject or Accept the terms

NOTE: If you reject the terms you will not be permitted to proceed to respond to the sourcing
event. If you need more information about the terms and conditions, please send a message to

the V/Line contact using eForum (go to page 12 of this document to see the steps to Create an
eForum).

FEZYCUS

My Company Profile

Home » MyEvents » Confirm Participation Event closing in

Training Services for Melbourne Metro area (1219527065) . 2 2 &

[ ——
eForum 0
WEN @ P a RFP Details B
i @ @
c;::;::“ Accept Terms and Conditions n

[@ By accepting, you confirm that you have read and understand the Terms and Cundilinns.}

Terms and Conditions

oPartArcnndil\onsolTender‘docx e 4

4 |Review tender and confirm participation

Once Conditions of Tender have been accepted you will given access to Other Attachments.
1. Download and review each attachment
2. Review each of the events questions

3. Click Confirm Participation to proceed

[{© By accepting. you confirm that you have read and understand the Terms and Conditions. |

Terms and Conditions

Part A - Conditions of Tender.docx 4

Accepted
e L3
Other Attachments o
Attachment Name Size Uploaded On Actions
par 57331 KB 11:14:59 AM Downioad
0 KB Downios
& £11.00 KB ownioad
RFP Details (Sections: 3 | ltems: 2 | Questions: 11)
2 Vendor's Compliance
3 Proposal Price Juesti
V/Li
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5 |Prepare your response
e Click on each Section Name to provide a response for that section.

e The Response Submission Status will update as the response is being created.

]

My Company Profile Sett

Home » MyEvenis » SubmitResponse Event closing in

¢ Training Services for Melbourne Metro area (1219527065) - 2 s

11

0>

B 0
- - - RFP Details # eForum
i L4 A4 9
Vline Confem Pasiicipeti
comomon A Confirm Participation Sumit Responise
Response Status
Bidding Currency *
AUD - Australian Dollar
Section Name Status Type " Response Submission Status \) Mandatory
1. Overview Open Nen pricing Not Completed [{@} (]
(outof 4)
2. Vendor's Compliance Open Nen pricing Not Completed [{@} (]
(outof 4)
3. Proposal Price Open Pricing Not Completed [{@} (]
Q y (outof1)
| ——

e For each section, an overview is provided on how many mandatory and optional questions are
included. For each question provide your response in the space provided.

= ZYCUS My Company Profile Settings v Help v T .
Hame + MyEvenis + Submit Response + Prepare esponse.

< Training Services for Melbourne Metro area (1219527065) [Ewiopm )

L Sections < BIOTING CUMTENcy. AUD - AUStraiian DO | NUMDEF FOTMAT. #,9%8,#9%.%% US | Decimal Precision 2 | Event Ciose Date Time: 30/09/2024 - 04: 0300 AM MyDownioass (=) erorum )
=0
ey () Important - s Users s SMUARanS0usty WOrking O 8 SSCHoeTS eSO, hen Chanes 0 D 32Ved by ou Wil cvemide ofniers Inguts for tat section.
porsis -
rTomever 0. O Event Attachments (0) L, Buyers Attachments (5) Export Draft import Draft

Al Questians

—_—

2 vencersC

pance . Qe O — 18
3. Propasal

Ees 0 Op

» T term Tenderer is 1o e taken 1o mean te Tendsre Consortium or T

& The space provided within this schedule for response is nat to be taken as indicative of any requi

5 W TTC-Darty STANQEMENts &7 INCIUgEd 88 Bart of 13 SCATIONS 1o V/LIE

ize or length of the response. The Tenderer shal attach extra pages as required to provide a full and complete respanse
11" Piease provide a biief execulive sumvmary providing an overview of your bid. Please ensure you et whial Goods/ Sarvices you are offering

igie, Provision af all [ services wih full management of sub-corractors, or ofher model

Y

Fiease provioe o eiet Execulive SuTeTiary providing an Coeryiew Of yout Dusiness

Serping V/Lings comitment to actively manag risks i arsas such a3 safety, env

Note -1t a requirement for ¥/Line supgliers who respond to this tendes to be aware that successful tenderers will b reguied to be pre-qualfied wilh Avetta before doing business with v,
1010 future, W/Line i cONSidening Miaking 1 & requirement for V/Ling SUppliers to be pre-gualfied with Avefta before doing business with W/Line.
Are you Avetta registered with V/Line?

Ovws Om

= Atd Comments

e When all questions in this section have been answered click Save at the bottom of the screen
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6 |Click the green button Done to bring you back to the main screen. This will show you the sections yet
to be answered. Continue providing your response to each section, until all are showing as Ready in
the status column.

“=ZYCUS My Company Profile settings v Hepv T
Home » MyErema + Skt Responac

< Training Services for Melbourne Metro area (1219527065) (‘e open |

Sunmit Response

Response Status ke

Bidding Currency *

- Astatan oo
soctnane s e frecionse namssionsass andsary optins
et eate)
2. Vendor's Campliance Open Non pricing Not Completed |18 0
et o
rS— - o ot Corpete I ) 5
) poro
S

Providing pricing information
When responding to a pricing question you can enter your response in the user interface directly or you
can Export Excel and Import Excel.

*
9.1 [xxxx] Price Table
Unit Cost Fixed Cost Completed ltems - 0/4 1 Import Excel : 2 Export Excel |
Baseline Costs [AUD-
Item Information Custom Columns Australian Dollar] Demand Information
Frequency

Attachment(s) Item No. Item Name Item Description Value Target Price Price Type Est Qty Qty
& 0 file(s) 1 XXX Enter Item Description Bulk 1.00 1.0(
& ofilels) 2 xux Enter Item Description Bulk 1.00 1.00
% 0 file(s) 3 XXX Enter Item Description Bulk 1.00 1.00
@ 0 file(s) 4 XXX Enter Item Description Bulk 1.00 1.0(

7 |Submit your response
o When all sections have been responded to, click Submit at the base of the screen to submit your
response.
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e A confirmation message will be shown on screen.

Success

Response Submitted

Done

e The V/Line contact will receive an email naotification to advise them of your submission to the

event.
9 |Updating your submission -
. . . . ~ 2pniffs2 slitord ynegmod yM
While the sourcing event is still open, - poe—"
you may recall your submission to enter =3 = L
additonal details up until the event g
closes. '
iotebrsM 2uts)
(70 1ug)
(70 1u0)
r
( I'o fuo)
®
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Creating an eForum

The eForum is a messaging function available in ZSN that can be used at any time to
communciate with the V/Line contact that is running the request for tender (sourcing event).

Use eForum if you need clarification about a request for tender or if you need to
communicate with the V/Line contact.

See below for steps required to create an eForum in ZSN.

Step Action \

1 e From the ZSN homepage, access the relevant sourcing event

e Click eForum at the top of the sourcing event and select New Topic.

Z=ZYCUS My Company Profile  Settings
(v —
< Training Services for Melbourne Metro area (1219527065) (Eventopen
RFP Details m
el & o 0
Coporsion
Response Status
Bidding Currency *
AUD - Austraian Dollar
Section Name Status Type Response Submission Status Mandatory
1. Overview open Non pricing s
(outofd)
ol " B

2 |Create eForum topic
e Select New Topic.

=ZYCUS
Home * MyEvems » Collaboration

@ < Training Services for Melbourne Metro area (1219527065)

All Topics
 —

Q search
No records found h I 7
B wiy
No records found
V/Li
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¢ Enter the topic information in the required fields — some are mandatory and provide options
to choose from.

Create Topic
Topic Name * o Char(s) Left: 238
Extension of Time

Description Char(s) Left: 183

We wish to seek an extension of time by 4 days to this event

eForum email signature O Char(s) Left: 227

Manager
Test Supplier Ltd.

Custom Fields

Type of eForum * e

General Inquiry

Select
General Inquiry

Commercial in Confidence

Click Save when completed.

3 |Enter eForum message

e Enter your message in the space provided; add attachment if required to support the
message.

¢ Click Post to send it to the V/Line contact.

o When the V/Line contact responds, you will be notified by email and directed to this screen to
view their message.

= ZYCUS My Company Profile Setings v | Hepv (T v

@ « Training Services for Melbourne Metro area (1219527065) (Erentopm )

L@ All Topics Extension of Time (omessages)

R o ood maring, we wish to seck an extensian of ime on his saurcing event, by foues days to allow fo exira resourcing to become available and provide a respanse
& Asd Atachments Charls) Lot 1837 m
V/Li
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Updating your supplier details

If you are awarded a sourcing event, you will receive a request on ZSN to provide additional
details about your company account in ZSN. The additional information is required to convert
your ZSN profile to an operational V/Line supplier account.

Step Action ‘

1 o Go to Supplier Requests tile on your ZSN home page

o Select Awaiting Response message

Supplier Requests

V/line Testing Account | AWAITING RESPONSE

GSID Requested On
6419 -NA-

V/line Testing Account

GSID Requested On
6419 19/09/2024
2 of 2 records View more

2 |Edit company details
e Select My Companies

o Click Edit to update contact details, bank account and complany details

Home » Account

V/Line Corporation AX Meriin Supplier Help
{171}

ACCOUNT EVENTS

ine
Corporation MY REQUESTS MY COMPANIES COMPLETED REQUESTS MY ALERTS

GsID Company Name ¢ CreatedOn ¢ LastEditedOn ¢ Status ¢ Created As ‘Actions

6419 V/line Testing Account 19/09/2024 19/09/2024 Active Potential Edit

3 |Edit company details

o Access the navigation menu on the left side of the screen to panel and update your company
details.
¢ Once completed click Submit.
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Home »

Supplier

V/Line Corporation

INTRA

MY EVENTS MY DOWNLOADS

Company Details * Tax Information

Company *
You are In System: vic_System under Facility: 0001-vic_Facility
Terms & Conditions *
Company Details
Address *
Global Supplier identifier
6419
Procurement Category *
ik Datalie® ABN Entity Name

V/line Testing Account

Purchasing *
Note: Please select correct Supplier Type before submitting or notifying it to

Supplier
Service Area

ey Complidee Date Company Established
Avetta *
Website

Insurance

Labour Hire License *

NCEL

Legal Name * O

Vlline Testing Account

Business Name / Trading As

Gross Annual Sales for the last 3 yrs.

Number of Employees

Supporting Documents

& Browse

* indicates mandatory

AX Merlin Supplier Help

Save as Draft

4 | e

ACCOUNT REFERENCE DOCUMENTS

| 'MYREQUESTS MY COMPANIES COMPLETED REQUESTS MY ALERTS
Request Number ¢ Company Name ¢ GSID Request Type Supplier Type
19224 Vline Testing Account 6419 Create Operational

Requested On

Business Location

vic_Facility 02/10/2024

Elapsed time

00:00

Once submitted, the request will be directed to the V/Line vendor administrator team to review
and approve.
o The status is displayed in My Requests.

Status & Actions

Submitted
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