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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) for V/Line you must register an account and create a
profile.

Follow the steps below to:
e Access the unique ZSN link for V/Line
e Register your ZSN account for V/Line
e Complete your ZSN company profile

Step Action

1 Access the unique V/Line ZSN registration link

¢ Active V/Line vendor:

o Please contact V/Line at procurementsystems@yvline.com.au to request your unique ZSN
registration link which allows you to create your ZSN account with V/Line. Go to step 2 when
you receive an email directly from Zycus, which will include the unique V/Line ZSN registration
link.

o If you already have a ZSN account linked to V/Line, you don’t need to re-register - please login
to ZSN using your existing login information.

e Prospective V/Line vendor:
o Please click this link to register an account on ZSN and create your company profile. Go to step
2.

o If you already have a ZSN account linked to a different organisation, you don’t need to re-
register - please use this link to login to ZSN using your existing login information. This will
automatically add V/Line as a customer in your ZSN account.

2 Register your ZSN account for V/Line

Using the unique link provided, on the right side of the page:
e Enter your email address
e Create a password
e Solve the maths captcha
e Read and accept terms & conditions
e Select Register

=5 Zycus Supplier Network

. V/Line Corporation
ALty retwet

Nood help in signing up?

Existing User? Log In with Password o OTP

T — S_—
i
[} 7
[ |
Ld
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0 If the email address has already been used to register a ZSN account you will be prompted to login
(enter your ZSN login information in the login section on the left hand side of the ZSN login screen).

3 ¢ You will receive a one-time password (OTP) to activate your ZSN profile.
e Enter the OTP and click on Verify OTP.
s=ZYCUS

0] 2 3

Activate Account Complete My Profile Complete Company Profile

Did not receive the One Time Password (OTP)‘:‘@ Welcome to ZSN
Try one of the options below:
Please enter the One Time Password (OTP) shared over the email: " AlternateSupplies@zycus.com "

® Check your email address if its in ; Thank you for registering with ZSN

Verify the email address you have used to create your account on ZSN if the same is
incorrect sign-up again with the correct email address. | Enter OTP (

®  Check your spam or junk folder. 369085

The activation email may have been marked as junk by your ISP or email application.

Kindly mark the email address as not spam to get all emails related to your account in )
Verify OTP
the inbox
Resend OTPin §

®  Ask your IT team to whitelist the Domain and IP:
Click on 'Resend OTP" once you have asked your IT team to whitelist the Domain
automail1.zycus.com and IP 207.211.63.183

4 Complete your user profile

o Enter required details. Additional details will default based on your country.
e Click Submit

s=2zYCUS

User Profile Registration

(Fleigs ma%ea with*are mandatory)

My Profile
First Name * Last Name * Display Name * Designation *
John Smith John Test Manager
Phone Number * Fax number Country *
0415555555 ter fax Australia v
Additional

(To be filled b

Time Zone * Currency * Number Format * Date Format *

Australia/Victoria - Australian Dollar v 122233304 v DD-MMYYYY v
Time Format * Language *

12 Hours. ~ English (UK)
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5 Complete company profile

e Click Complete Profile to complete your company profile information.

=ZYCUS
Company Profile Registration
Please complete your company profile
V/Line Corporation
1 will do this later
o Note: mzycus

e Completing your company profile can be 2 i

done at a later time by selecting | will do this | g = s

later. S

My Dashboard

e Your V/Line company profile will appear on & ncomplete Prfies )

ZSN home page dashboard, with a status of e cam

pending completion. o — S —
e To complete your company profile, click

Complete Profile and follow the steps below.

6 Complete Company Registration Form

e Enter all required information.
e Click Create.
@B ZYCUS e MycompenyProtie | setogs v | by | (@) v

Home + Account

V/Line Corporation

“  Company Registration Form

M

Company *

Address Type * Address 1+

e Read and accept terms and conditions and select Continue.
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Error/Warning Message - Potential duplicate company registration
0 ¢ Do not proceed if the error/warning message below is displayed.

o If this message appears please email V/Line at procurementsystems@vline.com au - the Vendor
Administration team will investigate the issue and ensure that a duplicate supplier record is not
created.

Home » Account

V/Line Corporation

0n Submission Feid Eror
- Errors/Warnings Company @ Matches found for ‘Vendor XYZ Pty Ltd’. Please make sure you are not creating a duplicate supplier

Company Registration Form

Company *

I Vendor XYZ Pty Ltd

7 Enter company information
¢ Access the navigation menu on the left side of the screen to access each section and to enter
information for all required fields.

e Select Submit when all required information is entered.

Mzycus A roena wosyeos. | sk | wov | @)%

Home + Suppler

Address* Company Details

Giobal Supplier Keetifer Logat Name *
o3

ABN Eatity Nama * Business Name / Trading As

Note. ying the tast 3yrs.

Date Company Estatiished Number of Employees.

Tax Information

ABN Number * ACN Numer

o Asuccess message will display and the status of your ZSN registration is set to Pending
Approval.

e The ZSN registration will be directed to the V/Line vendor administration team to review and
approve.

e Once approved, your potential V/Line supplier record has been created.

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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Navigating the Zycus Supplier Network portal (ZSN)

ZSN Home Page — My Dashboard

e The ZSN Home Page (My Dashboard) displays summary information in a card like format.

==ZYCUS My Company Profile Settings

@ My Dashboard
Home

Show all cards.

Jy Incomplete Prufl\esLEO)

Pending Completion

Sourcing Events Supplier Requests

e My Dashboard provides access to the following information. Click on the blue hyperlinks to access
specific information for requests, events or alerts displayed in the cards.
e Supplier requests: List of requests submitted and their status (eg. update to your company
profile).
e Sourcing events: List of sourcing events that you can access and their status.
e Alerts: List of notifications and alerts that may require your attention.

e Settings: You can use the settings dropdown to manage email preferences.

e My Dashboard cards:
o Toremove a card: Click on the 3 dots (ellipses) and select Discard.
o To move a card: Click on the title of the card and drag to the required location on the home
page.
o Show all cards: Click on the green Show all cards button at the top of the home page (under
the heading My Dashboard).

e Click on the Home icon at the top left of the screen from any ZSN page to navigate back to My
Dashboard.
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View my supplier account

Click the V/Line Corporation icon on the left-hand side of the page to view the following information
related to your ZSN account for V/Line:
* My Requests: View pending requests with V/line.

* My Companies: Access your supplier records associated with V/Line to view or update your
account information.

* Completed Requests: Details of all completed requests.
* My Alerts: Displays alerts sent to you by V/Line that may require action.

=2ZYCUS T I B I r——rT R ETOTOR R T

Home » Account

. . AX Merlin Supplier Hels
V/Line Corporation erin Supplier Help
{11}

ACCOUNT EVENTS

Line ¥
Corporation MY REQUESTS i MY COMPANIES OMPLETED RE| 2 MY ALERTS

GSID Company Name ¢ CreatedOn ¢ LastEditedOn ¢ status ¢ Created As Actions

6419 V/line Testing Account 19/09/2024 19/09/2024 Active Potential E}
Ld
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Update my supplier account

You can update you supplier account details as follows:

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

As a result 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 .

Click the V/Line Corporation icon on the left-hand side of the page.

Select My Companies.

From the Actions column, click Edit to update account information.

Home » Account

“ . AX Merlin Supplier Help
V/Line Corporation A RRES S
(D

ACCOUNT

MY COMPANIES

GsID Company Name & CreatedOn 2 LastEditedOn 2 Status ¢ Created As Actions

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 access relevant fields that require
updating.
Click Submit when all relevant information has been updated.

dmZYCUS AX AppXtend My Company Profile Setings v Help + g

Address * Company Details

Global Supplier Kientifier Legal Name *

b Test Supplier

ABN Entity Name * Business Name / Trading As
Test Supplier

Note: Please select correct Supplker Type before submitting of notifying t to Gross Annual Sales for the last 3 rs.
Supplier

Date Company Estadiished Number of Employees

Wedsite Supporting Documents

s mandatory

Tax Information

ABN Number * ACN Number

CANCEL Save as Deaft Subemit
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Example update: Adding a contact
Continuing from the previous step, follow the steps below to add a new contact to your supplier account:

e Select Address from the navigation menu on the left hand side of the screen.

mZYCUS

Home » Suppher

V/Line Corporation

Company Details *

Company Details

Procurement Catagory* Global Supplier Kientifier

643
Service Area

Home » Supplier

V/Line Corporation

EVENTS

Al Locations

Associated Address(es)

Procurement Category *

Legal Name *

Test Supplier

AX AppXtond

Select Legal/DBA suppliername  Address 1D Account Group Address Phane Phone Extension | Actions
Service Area
acisl rocursment Test Suppler Heod Quarts Adfress . 1HighSt Melboume . 03099993699 - £t b
incicates mandat
Showing Contact Details for All Locations m
For Address ContactType  FirstName  MiddleName  LastMame  Title Email Phone b Actions
HQ) WS Melbo.. Others Jom S TestManager  feresasau@vinec. 041885 Edt

* Ingicates mandatory

o I—
Soclel Procurement Test Supplier 5
&= % T s i
ot
Date Company Established Number of Empioyees
e ART- O
——
Tax Information
ABN Number * () ACN Number ()
— |
e Select Add New.
“BZYCUS A Appxtend MyCompanyProtle Setogs + Hep v

Save as Dralt

Zycus Supplier Network (ZSN) Portal Navigation Guide
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e Complete all mandatory fields for the

new COntaCt Showing Contact Details for All Locations
e Ensure that Supplier Portal Access is %“’f"“‘*“‘ comscrrpe:
Selec v ontact Type
set to Yes.

L4 C“Ck Save. F‘V:S“‘-'Ef"ﬂ‘ M\dd\e-ljam:eu:

Phone Number *

Phone Extension Cell Number

Fax Extension

Time Zone Base language

Date Format Number Format

Currency Supplier Portal Access?
enc QO Yes ® No

* indicates mandatory

Cancel

e When required information has been updated, click Submit.

¢ Once submitted, the request will be directed to the V/Line vendor administration team for internal
verification. Additional supporting documentation or information may be requested.

e The status of the requested update is displayed in My Requests.

ACCOUNT CONTRACTS REFERENCE DOCUMENTS

MY REQUESTS MY COMPANIES COMPLETED REQUESTS MY ALERTS
Request Number & Company Name ¢ GSID Request Type Supplier Type Business Location RequestedOn ¢ Elapsed time & Status ¢ Actions
19224 V/line Testing Account 6419 Create Operational vic_Facility 02/10/2024 00:00 Submitted

If you are awarded a contract as a result of a request for tender (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 account to an operational V/Line supplier account.

e (o to the Supplier Requests tile on your ZSN home page
e Select the Awaiting Response message (click on the blue hyperlink)

V/line Testing Account [CAWAITING RESPONSE

GSID Requested On
6419 -NA-

V/line Testing Account  [ELLlE0]

GSID Requested On
6419 19/09/2024

2 of 2 records View more

Edit company details
e Select My Companies
e Click Edit to update contact details, bank account and company 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 or open market tender events from the following pages:

1. The home page (My Dashboard):
o See the Sourcing Events card and click on the event you wish to view.

o Z_Y(.)U“S My Company Profile Seftings v Help B
Q All Customers -~
Home
= AL Tm toassist nge
i Mesiin Supplier Help
Ll et started o ask Suppler Help and Customer Specific Queries
ViLne
Corporaon

My Dashboard

@ Incomplete Profiles (0)

Pending Completion

o=

No action required on the profiles

Sourcing Events Alerts

v Copy of ¢ B vives (D

Customer Event 1D Event Type Open Date
V/Line Corparation 1219656091 RFP 20/02/2025 02:44 PM

2. Your V/Line company Profile:
¢ From the home page, click on the V/Line icon.
e From the top navigation bar, select Events
e Events that you have been invited to participate in, and open market tenders will
be displayed. From the Action column, click Enter Event or View Event to
access event information.

“=ZYCUS My Company Profile Settings +

Home » MyEvents

V/Line Corporation
oo

RISK/PERFORMANCE REFERENCE DOCUMENTS
Filters < SupplierCompany . a oo i Soarch Bvn &
Event Type ¥ Eventip = EventName = Event Owner = Event Open Date = EventCloseDate =  Action
] 1219656091 MV Copy Of JP Bee Hives Mark Van Der Poel 20/02/2025 28/02/2025 [ enterevent |
Invite Type v
1219600897 OPEN EVENT TEST - Training Services for . Adrienne Fanning 10/12/2024 101272024 View Event l
Event Status v
1219587309 AT-RFQ CIVilNOV Adam Turley 1911172024 231172024 View Event
clearat m
1219579891 ViLine: Open Tenders Warren Deruz 111172024 111172024 ‘ View Event ‘
1219548295 PM-Take 2 RFT template Peter Myers 111072024 16/10/2024 [ vewsven |

Zycus Supplier Network (ZSN) Portal Navigation Guide Page 10 ‘//I_'ne
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How to respond to a Request for Tender event

Submit atender response

Step |Action

1 |Log in to your supplier account on ZSN
From the Zycus Supplier Network login page:
e Enter your Email address

e Enter your Password

e Click on Login

2N ) Zycus Supplier Network

Need help in signing up?

Existing User? Log in with Password or OTP » New User? Register

Emad Address
2y suop03gayeus conf

2 e From the home page, click on the V/Line icon.

From the top navigation bar, select Events

Events that you have been invited to participate in, and open market tenders will be
displayed. From the Action column, click Enter Event or View Event to access event
information.

e Action column — click View event or Enter event for the event you want to view and
respond to.

My Company Profile Settings v H

Home » MyEvenis

V/Line Corporation

CONTRACTS RISK/PERFORMANCE REFERENCE DOCUMENTS
,,,,,
(@rﬂlmn MY EVENTS ‘MY DOWNLOADS
Filters <| Supplier Company et pccount 2 Q &
Event Type 4 Eventip = EventName = Event Ovner = Event Open Date = EventCloseDate =  Action
y 1219656091 MV Copy Of JP Bee Hives Mark Van Der Poel 20/02/2025 28/02/2025 | enterevent
Invite Type e
1219600897 OPEN EVENT TEST - Training Services for b Adrienne Fanning 101272028 10122024 ([ viewevent ]
Event Status v
1219587309 AT - RFQ Civil NOV Adam Turley 19/11/2024 23/11/2024 ‘ View Event ]
clear A m
1219579891 V/Line: Open Tenders Warren D'cruz 11/11/2024 11/11/2024 ‘ View Event ]
1219548295 PM-Take 2 RFT template Peter Myers 11/10/2024 16/10/2024 [ View Event ‘

Zycus Supplier Network (ZSN) Portal Navigation Guide Page 11 ‘//I_'ne
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Conditions of tender
1. The Conditions of the tender event are presented on screen.
2. Download them for review.

3. Reject or Accept the terms.

NOTE: If you reject the conditions of tender you will not be permitted to proceed to respond to
the sourcing event document. If you need more information about the conditions of tender,
please send a message to the V/Line contact using eForum (go to page 17 of this document to
see the steps to Create an eForum).

=2Ycus

My Company Profile

Home » MyEvems » Confirm Participation Event closing in

2 29 6

minses  seconds

Training Services for Melbourne Metro area (1219527065)

RFP Details £} eForum 0

0= ® ©

raton Accept Terms and Conditions

£E®

[@ By accepting, you confirm that you have read and understand the Terms and Condiliuns.]

Terms and Conditions

o Part A - Conditions of Tender.docx 9 by

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 if you wish to participate in the tender.

[O By accepting, you confirm that you have read and understnd the Terms and Condirimu.]

Terms and Conditions

Part A - Conditions of Tender.docx 1

=3
pr— L3
Other Attachments o
Attachment Name size Uploaded on Actions
PART B - Scogs 10391 K8 1 11:14: 56 AM Downicad
Part 158 10/08, 11°14 59 AN o
Pa s7231K8 o 1:14: 59 AN Downlcad
0 KB | Downksad
811008 19/ 1246 50 P
RFP Details (Sections: 3 | Items: 2 | Questions: 11) 9

1 Overview (Questions: 4 ttems: 0

2 Vendor's Campliance sestions: 6 tems: 0

Ld
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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.

Z=ZYCUS My Company Profie et
@ Home » MyEvents » SubmitResponse = Eventclosing in N
e N 2 16 42
s < Training Services for Melbourne Metro area (1219527065) . ors e seconds ‘
RFP Details & eForum 0
r———o——@
oo Acc ions Submit Response

Response Status

Bidding Currency *
AUD - Australian Dollar

et - P - -
Section Name. Status Type Response Submission Status Mandatory
1. Overview Open Non pricing Not Completed 0
(outofd)

0}
2. Vendor's Compliance Open Non pricing Not Completed [{O] 0
0}

(outora)
3. Proposal Price open Pricing Not Completed 0
\ 4 (outor1)
——

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

= ZYCUS r——— R —

Home + MyGrents + SubmitRessonss + Prepace Resonss

« Training Services for Melbourne Metro area (1219527065) (Ermiope )

Eh Sections < Bidding Cuency: AUD - Austraiian Dollar | Numbes Format: ###7,### # US| Decimal Precision 2| Event Close Date Time: 30/09/2024 - 04: 03 00 &M My Downloads (=) eForum ()

P () Important :  multple users are simultanecisty working on a sections response 25 1o be saved by o uts for hat section

Hame Wandstory  Optional

1ownien g, 00 1, Event Attachments (8) | L, Buyers Attachments (5) [T EsportDrat || ) kmport Draft Al Guestions
—_—

2Vendors0 )

- Vender s 1 =

ompliares Ovavie Gl1a

3. Progosal ¥

Frice 0n 00 dions of Cartract (Part ) dance wih e Part &

@ Included 55 partof ts solutions to V/Lne
/&gt of the respanse. The Tenderer nail Sach &xira DagES 35 FEUITSG 1o DrovIde 3 fUl 502 COMplete respanse.

50005

117 Piesse provide a brief exscutive sumvmary providing an oveview of your bid. Flesse ensure you detsil what Goods/ Services you are offering i, Pravision of al [ services with full menagsmant of sub-contr other moda

b

Fiease provice a brief execive sumemary providing an overview of your business.

=] Atd Comments

e (Avetta). The pre-qualifcation prograrm underping V/Line's commitment 10 actively manage fisks i areas such as safety, emironment, quality, insurances, fancial and operational

1.2 W/Linehas implemented a suppler pre-qualfication program wi
sstainasiity

Noge-11/5 & FQUITEMENt for ¥/Line SUDDIETS WO TES00N T IS TEN0Er 10 D SWATE N3t SUCCESENUl tnerers willDE FEGuIrEd 10 D Dre-QUBINED WA AVETta DeTore 00N DUSINESs With V/Line

1010 future, W/Line i cONSicening Miaking 1 & requirennent for V/Line Suppiers 10 bé pre-Qualified with Avetta befors doing Business with ViLing
Are you Avetta registered with V/Line?

Oves OMe

=) Atd Comments

e When all questions in this section have been answered click Save at the bottom of the screen

Zycus Supplier Network (ZSN) Portal Navigation Guide Page 13 ‘//L'ne
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6 e Click the green button Done to bring you back to the main screen.
e This will show you the sections yet to be answered.

e Continue providing your response to each section, until all are showing as Ready in the status
column.

Hame » MyEvens » Submit Response

& Training Services for Melbourne Metro area (1219527065) (Eeniopen

Response Status K

Bidding Currency *
AlUD - Austranan Dol

e,

‘Section Name Status Type Response Submission Status Mandatory Optional
tof 4 (out of 0

2, Vendars Compliance Open Non pricing Not Completed |8 0

2 Propesaipice oo g = o
wtof 1) (outaf 0}

0 Providing pricing information
o When responding to a pricing question you can enter your response in the user interface directly
or you can Export Excel to enter your responses into an excel spreadsheet.

e Import Excel to upload your responses into ZSN.

*
9.1 [xxxx] Price Table
Unit Cost Fixed Cost Completed Items - 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 1.00

& ofiles) 2 XXX Enter Item Description Bulk 1.00 1.0

ﬁ 0 file(s) 3 XXX Enter Item Description Bulk 1.00 1.00

% 0 file(s) 4 XXX Enter Item Description Bulk 1.00 1.00

V/Li
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7 | Submit your response
[ ]

When all sections have been responded to, click Submit at the base of the screen to submit your
response.

=ZYCUS

Home + byFrems + Sulemit essonse

co e sewgs il
n < Training Services for Melbourne Metro area (1219527065) (G opm

Hi=

Respanse Status

Bicuing Carveny *
" A0 - Rustiaisn Dol

‘Section Name

Response Submission Status
1. Overview

— = .
2 veors complams . f— .
ras—— o . = .

LLLLL

¢ A confirmation message will be shown on screen.

Success

Response Submitted

Done

o The V/Line contact will receive an email notification to advise them of your submission for the
event.

Zycus Supplier Network (ZSN) Portal Navigation Guide
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8 |Updating your submission
While the sourcing event is still open, My Company Profile Seftings
you may recall your submission and r Event closing in
enter additonal details up until the event g F
closes.
RFP Details £ eForum 0
atus Mandatory
4
(outof4)
4
(outof4)
1
foutef1)
=
Ld
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Communicate with V/Line: 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 o From the ZSN homepage, access the relevant sourcing event.

¢ Click eForum at the top of the sourcing event.

Z=ZYCUS P F—

Home » MyEvemis » SubmitResponse - Event closing in
1 42 a5

< Training Services for Melbourne Metro area (1219527065) (&ventopen) bars  minass ' seconde

RFP Details £ eForum 0

Corporation

Response Status

Bidding Currency *
AUD - Australian Dollar

Section Name Status Type Response Submission Status Mandatory

1. Overview Open Non pricing Submitted 4
outof 4)

2 |Create eForum topic
o Select New Topic.

“=ZYCUS
Heme » MyEvents = Collaboration
€ Training Services for Melbourne Metro area (1219527065)
o All Topics
Compormon R —
Q. Search
No records found W
m owly
No records found
V/Li
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Enter the topic information in the required fields — some fields are mandatory and provide
options to choose from.

Create Topic

Topic Name * o Char{s) Left: 238

Extension of Time
Char(s) Left: 193

Description

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

Char(s) Left: 227

eForum email signature O

Manager
Test Supplier Ltd.

Custom Fields

Type of eForum * e

General Inquiry
Select
General Inquiry

Commercial in Confidence

Click Save when completed.

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

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

Zycus Supplier Network (ZSN) Portal Navigation Guide
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« Training Services for Melbourne Metro area (1219527065) (‘Eremiopm )
All Topics Extension of TIme  (omessages)
Formere Q More Details
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Updating your supplier details when awarded a sourcing event

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 e Go to Supplier Requests tile on your ZSN home page

e Select the Awaiting Response message (click the blue hyperlink)

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
o Select My Companies

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

WEN V/Line Corporation AX Merlin Supplier Help
&

ACCOUNT EVENT: CONTRACTS

Corporation MY REQUESTS MY COMPANIES COMPLETED REQUESTS MY ALERTS

GsID Company Name & CreatedOn ¢ LastEditedOn ¢ Statis ¢ Created As Actions

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

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

Home » Supplier

V/Line Corporation A Merin Supplier Help
{11}

MY EVENTS MY DOWNLOADS

s Company Details * Tax Information
Company —

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

Address *

Global Supplier Identifier Legal Name * O
P Category * e V/line Testing Account
rocurement gory 9
ABN Entity Name * Business Name / Trading As

Bank Details *
V/line 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 *

« indicates mandatory

= Save as praf m ‘

¢ Once submitted, the request will be directed to the V/Line vendor administrator for internal
verification. Additional supporting documentation or information may be requested.

o The status is displayed in My Requests.

ACCOUNT CONTRACTS REFERENCE DOCUMENTS

{ MY REQUESTS MY COMPANIES COMPLETED REQUESTS MY ALERTS

Request Number ¢ Company Name ¢ GSID Request Type Supplier Type Business Location RequestedOn ¢ Elapsed time ¢ Status ¢ Actions

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