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1. Zycus Supplier Network - Overview & Benefits



Zycus Supplier Network - Overview & Benefits

Overview:

» Zycus Supplier Network (ZSN) is Zycus’ one-stop portal for suppliers to participate in business-
related activities with Monash Health.

 The portal is free of cost for suppliers with no hidden charges on number of users, sourcing events

or contracts.

Benefits:

e Save on transactional costs by digitizing transactions.

« Track your sourcing events with clients in one place.

« Easy-to-use portal that helps with reducing activity cycle time.

« Maintain and update your company profile and request for a colleague’s access.
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2. New User Registration on ZSN



Existing Supplier Login on ZSN

Use this link to login in to ZSN:

zsN | Zycus Supplier Network English (US) v

New User? Register Need help in signing up? {»)

Email Address

4 2
1. If you are an existing

Existing User? Log-In

Password

registered Supplier, login with Email Address

your email address and | reomemitidootlon ]

Login with One Time Password Confirm Password
(0TP)

password here.
. J

Password

Please Answer

0 + 9 =

Forgot Password

| accept Terms and Conditions

GO TOINDEX



https://zsn.zycus.com/guest/genericRegister/MON708
https://zsn.zycus.com/guest/genericRegister/MON708

New Supplier Registration on ZSN

Use this link to register for ZSN:

-

&

1. If you are a new Supplier,

register your account here.

s

g

2. Enter your email address,
chosen password, required
answer, and accept the Terms

and Conditions.

3. Click on 'Register".

GO TOINDEX

zsN ) Zycus Supplier Network

Existing User? Log-In

Email Address

lease enter Email Addr

Login with One Time Password
(0TP)

Password

Forgot Password

New User? Register

9 Email Address

Password

Confirm Password

Please Answer

0 + 9 =

| accept Terms and Conditions

English (US)

Need help in signing up? (:))

o=



https://zsn.zycus.com/guest/genericRegister/MON708
https://zsn.zycus.com/guest/genericRegister/MON708

Supplier Registration Assistance

English (US) v
Please Note:
 In Zycustherecanonly beone Supplierregistered per ABN.
* Ifyoureceiveamessagestating 'Already Registered' your New User? Register Need help in signing up? (%)

organisation may already be a registered Supplier. Email Address

Additionalteam members areregistered as 'Additional Contacts'

Password

for the one Zycus Supplier account.

Q

Pleasereach outto your primary Zycus contactwithin your T

organisation and requestto be added as an additional contact [see

Please Answer

section 5].
0 + 9 =
| accept Terms and Conditions
If you are still experiencing problems, pleasereach outto
ster
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mailto:Suppliers_S2Psupport@monashhealth.org

Registration Email

You will receive an email

as shown in the picture.

Make note of your OTP as
you will need this in the

next step.

GO TOINDEX

Dear USER,
Thank you for registering with the Zycus supplier Network. Please use the below OTP to activate your account.

OTP: 242980

This OTP is only valid only for 10 Min. Please activate your account within 10 min of receiving this e-mail.
Regards,

Zycus Supplier Network




Enter One Time Password (OTP)

1. Enter the OTP received and ZYCUS

click on 'Verify OTP". ©) 2 3

Activate Account Complete My Profile Complete company profile

Note: You can click on 'Resend
OTP' if you did not receive one Did not receive the One Time Password(OTP)? Welcome to ZSN

L0720 O G R e Please enter the One Time Password (OTP) shared over the email:’

or need a new one.

Thank you for registering with ZSN

® Check your email address if its incorrect:
Verify the email address you have used to create your account on ZSN. If the same is o Enter OTP
incorrect sign-up again with the correct email address. [ ]

Please enter One Time Password

® Check your spam or junk folder:
The activation email may have been junked by your Internet Service Provider or your
email application. Mark the email address as not spam, so that you get all the emails

related to your account in your inbox. ‘ Resend OTP ‘ Verify OTP

® 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
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Enter Profile Detalls

S=2ZYCUs

® ® ;

Activate Account Complete My Profile Complete Company Profile

1. Enter your basic profile

details.
7 (Fields marked with*are mandatory)

3 My Profile
M 1 !
2. Click on 'Submit' to add _ X N ‘ o
First Name Last Name Display Name * Designation
H H Enter first name Enter last name Enter Display Name Enter Designation
these details to your profile. ! ’
< Phone Number * Fax number Country *
Enter Phone Number Enter fax Select v
Additional Details
(To be filled based on your country)
Time Zone * Currency * Number Format * Date Format *
Select ~ Select “ 1,222,333.04 i DD-MM-YYYY v
Time Format * Language *
12 Hours v Select v
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3. Complete Company Profile



Login to ZSN

Access the ZSN login page:

1. Login with your email

address and password.

Note: Ensure that you have

registered with ZSN prior to

logging in — see slide 7.

GO TOINDEX

zsN | Zycus Supplier Network

Existing User? Log-in

Email Address

Login with One Time Password
(0TP)

Password

Forgot Password

English (US)

New User? Register Need help in signing up? {»)

Email Address
Password

Confirm Password

Please Answer

0 »#9 =

| accept Terms and Conditions


https://zsn.zycus.com/guest/genericRegister/MON708
https://zsn.zycus.com/guest/genericRegister/MON708

Enter Profile Detalls

i

Homa

DB

.
gocd 1estd
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Account

m@m uranus new5s
(117

ACCOUNT REFERENCE DOCLMEN

Company Registration Form

Company *

Address Type *

Head Quarter Address (H{)

Address 2

PO Box Number

State *

Zip / Postal Code *

Business Fax

Address 17

Address 3

Courtry *
United States

Business Phone *

Complete Company
Registration Form

n ™ @re manoaory



Enter Profile Details Continue

ZYCUS

Review and Accept MH Supplier
Code of Conduct

REFERENCE DO

Monash Health Supplier Code of Conduct

Manash
Healn

A new Viclorian State Government Supplier Code of Conduct to foster ethical, sustainable and socially-responsible procurement — and applying to all companies that supply goods and services to mandated public health services — is being progressively

implemented from 1 July 2017.

The Supplier Code of Conduct was developed in response to a 2014 election commitment and provides clarity for suppliers on minimum ethical expectations in the following areas:

a) Integrity, Ethics and Conduct
b) Contflicts of Interest, Gifts, Benefits and Hospitality
c) Corporate Governance

d) Labour and Human Rights

e) Health and Safety

f) Environmental Management

ve, both HPV and mandated health services have a role in implementing this new i

is a Whole of Victorian Government policy initi

To ensure suppliers comply with the code, health services must ensure that any new Invitation to Supply (ITS) and contract documents contain relevant clauses, including a letter as a returnable appendix, confirming the supplier’s commitment to the code

Health services should also review the terms and conditions attached to Purchase Orders to ensure inclusion of an appropriate clause that references the code. The Supplier Code of Conduct itself is available at the VGPB website:

http:/Awww. procurement.vic.gov.au/Suppliers/Supplier-Code-of-Conduct

Updates and amendments to the code will also be made available at the VGPB website, which provides further information on the implementation of the Code.

) 1 nave read and 1 agrea 1o the above _ [IESTITN [T

pdate Payment terms

COGNITIVE PRocu

Supplier

o sl Monash Health
s
Monash PURCHASE ORDERS EVEN
Health

Company * Global Payment Terms

You are in System: mon_System under Facility: 0001-mon_Facility
Address *
Global Payment Terms
Purchasing

Payment Terms * PO Submission

Modern Slavery

Social Procurement Payment Type Currency Type

Customer ID

* indicates mandatory
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Enter Profile Details Continued

L ,U§ VELEVIIWWELIESINE | out Modern Slavery
Questionnaire

Supplier

)

o il Monash Health

[Sef

Monash
Health

ACCOUNT PURCHASE ORDERS > > OGS EVENTS CONTRACTS REFERENCE DOCUMENTS

Modern Slaven
Company * ponm s

You are in System: mon_System under Facility: 0001-mon_Facility

*
Address Does your organisation have a policy or policies in place to deal with modern
slavery? *
Purchasing O Yes O No
Modern Slavery If yes, please provide details or a copy of the policy or policies, including

information on how this is communicated to staff and suppliers, and whether your

organisation has a system to monitor pliance with these p

Social Procurement
e or browse file & Browse

If no, please provide information on what your organisation is doing, or plans to do,
to manage modern slavery risks

a file here or browse file & Browse

Does your organisation have a person or team (including any third party)
responsible for identifying and overseeing modern slavery risks that arise in relation
to the goods or services that you deliver? *

O Yes O No

If yes, please describe the role and responsibility of that person/team below

Drop a file here or browse file & Browse

If no, does your organisation plan to introduce such a role to manage modern
slavery risks

& Browse
Save and Submit
Are staff in your organisation, particularly those in charge of supply chain

management, trained on how to identify, assess and respond to modern slavery
1. +*

CANCEL Save as Draft

GO TOINDEX




Enter Profile Details Continued

ZYCUS ERERRIRMRERT || out Social Procurement
Questionnaire

: Supplier

H
ke rout-~atll  Monash Health
[ba k-
Monash ACCOUNT PURCHASE ORDERS INVOICES/CREDIT MEMOS CATALOGS EVENTS CONTRA REFERENCE DOCUMENTS
Health
* Social Procurement Information
Company
You are in System: mon_System under Facility: 0001-mon_Facility
Address *
Social Procurement Details
Purchasing
Is your organisation currently registered as an Aboriginal business and has this If yes, please attach evidence of your registration status where available.
been verified by Kinaway or Supply Nation? *
Modern Slavery 4 4 PERY Drop a file here or browse file & Browse

QO ves O No

Social Procurement

If your organisation is not an Aboriginal busii does your organisation currently If yes, please attach a copy of your RAP.
have a Reconciliation Action Plan? * ;
a file here or browse file & Browse

O Yes O No
Is your organisation currently registered as a social enterprise and has this been If yes, please attach evidence of your registration status.
verified by Social Traders? * ) )

Drop a file here or browse file & Browse
QO Yes O No
Is your organisation currently regi das an A lian Disability Enterprise? * If yes, please attach evidence of your registration status.
O Yes O No Drop a file here or browse file & Browse
Does your organisation currently have a policy or strategy focusing on If yes, please attach a copy.
environmental sustainability? * )

D here or browse file & Browse
QO vYes O No
Does your organisation currently have a policy or strategy focusing on gender If yes, please attach a copy.
equality? * 5

Drop a file here or browse file & Browse
O Yes O No
Does your organisation currently have a policy or strategy focusing on family If yes, please attach a copy. Save and Submit

violence leave? *

a file here or browse file & Browse

CANCEL Save as Draft
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4. Adding New or Editing Contact Detalls



Access Your Account

1. Select 'Monash Health'.

2. Click on 'My Companies'

under the 'Account' tab.

.

r

3. Click on 'View' or 'Edit' to
view or edit your company

profile details.

|\

Note: After editing, you can

submit your changes for

Monash Health's approval.

GO TOINDEX

?ié g'mg]lu"§ Manage Companies Settings He\p v D -
” Account

£ e

Monash ACCOUNT PURCHA! ERS IT MEMOS CATALOGS CONTRACTS REFERENCE DOCUMENTS
Health .
MY REQUESTS 2 I MY COMPANIES I COMPLETED REQUESTS MY ALERTS
GSID Company Name £ CreatedOn ¢ LastEditedOn ¢ Status o Created As Actions
(3
5519 INTERPATH SERVICES PTY LTD 01/08/2020 04/04/2023 Active Operational
3530 AXISHEALTH 01/08/2020 04/04/2023 Active Operational
Showrecords 10 1

Goto page 1

gU
g

© 2023 Zycus Inc. All Rights Reserved




Adding New / Editing Contact Detalls

%%xigvpl§ Manage Companies Settings Help + D
To add new or edit contact 0 Account
- - Home Monash
details navigate to the Monash Health
o 'ml PURCHASE ORDERS VOICES/CREDIT MEMOS CA GS S CONTRACTS REFERENCE DOCUMENTS
ACCO g nt tab UL d = et MY REQUES 1 I MY COMPANIES I COMPLETED REQUESTS MY ALERTS
Monash Health.
GSID Company Name £ CreatedOn £ LastEditedOn ¢ Status ¢ Created As Actions
. " . N Edit
1' C“Ck on My Companles . 5519 INTERPATH SERVICES PTY LTD 01/08/2020 04/04/2023 Active Operational o
-View
2. Click on 'Edit' next to the
3530 AXISHEALTH 01/08/2020 04/04/2023 Active Operational
relevant company name.
Showrecords 10 1 Go to page 1
@ Beré”ps © 2023 Zycus Inc. All Rights Reserved.
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Adding New / Editing Contact Detalls

%ZYCUS Manage Companies v Settings v Help v D +
0 0 o 5
The 'Company’ details will : Suppler
€
Monash PURCHASE ORDERS / REDIT MEMOS CATALOGS EVENTS CONTRACTS REFERENCE DOCUMENTS
Health

All Locations * Contact Details *

H 1 1 Company *
1. Click on 'Address'.
You are in System: mon_System under Facility: 0001-mon_Facility
I Address * I

- N Associated Address(es)

. Purchasing
1
2. Under the 'Showing
. Modem Slavery Select Legal/DBA supplier name Add) D A t Group Add Phone Phone Extension Fax Actions
Contact Details for All
Social Procurement 5
INTERPATH SERVICES P... 10491 HQ, OA, RT PO WEST HEIDELB, PO ... 9457 6277 - - Edit :

Locations' section, click

on 'Add New'.

L ) Showing Contact Details for All Locations e I I

Alt el’ n at AV e Iy, yO U Can For Address Contact Type First Name Middle Name Last Name Title Email Phone Actions

* indicates mandatory

Select 'Edlt' to upd ate an (HQOART)PO WESTHEID.. PO - - - - sales@testdummyinter... 94576} Edit :

(HQOART)PO WEST HEID... PO INTERPATH - Supplier Mr apacsupplier06@zycus.. 00000 Edit :

existing contact and
(HQOART)PO WEST HEID.. Accounts Payable Lucy - Smith Ms mh4@zycus.com 65345 Edit :

provide additional access

* indicates mandatory

to modules as required.

CANCEL ‘ Save as Draft ‘
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Adding New / Editing Contact Detalls

The 'Showing Contact

Details for All Locations'

pop-up will be displayed.

r

.

1. Enter the required
information of the new

contact.

Vs

.

2. Select 'Yes' under
‘Supplier Portal Access' to

have access to ZSN.

GO TOINDEX

Showing Contact Details for All Locations

For Address *

Select

First Name *

First Name

Last Name *

Phone Extension

Time Zone

Date Format

Currency

Contact Type *

Middle Name

Phone Number *
Cell Number
Fax Extension

Base language

Number Format

Supplier Portal Access?
el QO Yes ® No |

Cancel




Adding New / Editing Contact Detalls

Showing Contact Details for All Locations

Additional fields are now

Email * Phone Number *

available allowing you to
Phone Extension Cell Number

select the '"Modules

Fax Extension

assigned".

Time Zone Base language

1. Select ALL of the
outlined modules for the Date Format Number Format

new contact.

Currency Supplier Portal Access?

Gl o @® vYes O No
2. Click on 'Save'.

Modules assigned

(] My Performance (SPM) ] iRequest
You will be asked to My Profle (SiM)
(

| My RFXs and auction (iSource)

‘Submit’ the request which

| My Contracts (iContract)

will be sent to Monash L My e (Blneie)

|:\ Procurement (eProc)

Health for approval.

GO TOINDEX [:J 23



5. Adding Cards to Your Library



Adding Cards to Your Library

Manage Companies Settings + Help D

COUNITIVE PROCUREMENT

On your ZSN home page NONPO INV0802-9 View Invoice 1000000851 View PO
@ Monash Health Monash Health
1 Home
you have the optlon to NONPO INV0802-8 View Invoice 1000000850 View PO
J— Monash Health Monash Health
customise what is ot
fesith NONPO INV0802-7 View Invoice 2145245 View PO
= g Monash Health Monash Health
displayed by adding cards
NONPO INV0802-6 View Invoice 1000000751 View PO

to your libr These are

shown in the 'Card
Libraries' section. | B card Libraries | o

Connect As Potential Supplier

Supplier Requests : Sourcing Events
' N\ supplier Requests
1. Click on 'Add New Card' AXISHEALTH paint 3
- Alerts
GSID Requested On Customer Event ID Event Type P
3530 31/03/2023 Monash Health 1214822197 QUICK_SOURCE 4
and select what you would Purchase Orders
. . . INTERPATH SERVICES PTY LTD Painting Invoices created by supplier
II ke t h IS Car d to CO nt al n GSID Requested On Customer Event ID Event Type P
5519 31/03/2023 Monash Health 1214814396 QUICK_SOURCE 1 Sourcing Events
from the drop-down list.
AXISHEALTH | PENDING APFROVAL PAinting Required
\ J GSID Requested On Customer Event ID Event Type Open Date
3530 04/04/2023 Monash Health 1214764795 QUICK_SOURCE 09/03/2023 01:31 PM
3 of 3 records View more 20 of 46 records View more
# Vi

Dew P ) )
Drops © 2023 Zycus Inc. All Rights Reserved
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6. Accessing Help Videos and Release Notes



Access Help

?iEZYCUS Manage Companies Set‘to D «

The 'Help' drop-down

] @ All Customers v/ Release Notes
contains; Release Notes, .
Home I Help Videos I
Help Videos and Additional o | S Pending Tasks(116) ST v
P d t . f t . Monash
Health
FOOUCTIRTOINIE Invoices created by supplier (31) ||u Purchase Orders (85)
(11} (11}
Rejected Pending Confirmation
1. Click on 'Help'. NONPO INV0802-9 View Invoice 2145245 View PO
Monash Health Monash Health
2. Click on 'He|p Videos'. NONPO INV0802-8 View Invoice 1000000751 View PO
Monash Health Monash Health
NONPO INV0802-7 View Invoice 1000000750 View PO
Monash Health Monash Health
NONPO INV0802-6 View Invoice 1000000731 View PO
Card Libraries AddNew Card v
h‘rtps:f,fdewdrops-stagin‘g‘.zycus::.omjz';p/ Juests : SDLIrCing Events
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Help Videos

The 'Help Videos' are then

displayed.

~

-

1. The help videos are

displayed relating to the

green highlighted section

in panel 2.

r

-

2. You can select additional

sections to watch 'Help

Videos' for here.

GO TOINDEX

“=ZYCUS

()

Home

D Heasn
Monash
Health

Help Videos:

& DewDrops  “=ZYCUS

iSupplier new
Dewdrops
interface for
ZSN

& DewDrops ~ THZYCUS

Revamped User Interfoce
[Request Pages
Uranus

Revamped Interface - Supplier Pages

iSupplier new
Dewdrops int...

2:46

iRequest Change
Management...

2:22

& DewnDrops  “=ZYCUS
iSource new
Dewdrops
interface for
ZSN

4 DewDrops  S=ZYCUS

Prepare Response -
DewDrops interface
for ZSN

iSource new

& DewDrops mZYCus
DEWCIFUDS inter... Revamped User Interface
iSupplier Pages
2:58 Uranus

Prepare Response
- DewDrop...

6:32

iSupplier ZSN
revamp for S...

1:.02

Manage Companies ~ Settings ~

Revamped Interface - Supplier pages

Getting Started with ZSN (New User)

General Overview And Profile

Accessing Contracts

Catalog Management

Managing Sourcing Events

Viewing And Processing Purchase Orders
Creating And Tracking Invoices And Credit Memos
Time sheets and Service sheets

Supplier Performance Management

Help ~

D




Access Release Notes

?iEZYCUS Manage Companies Set‘to D «

The 'Help' drop-down
Release Notes
] @ All Customers ~~ e I I
contains; Release Notes, - e
ome elp Videos
Help Videos and Additional o | S Pending Tasks(116) Moot Product v
P d t . f t Monash
Health
FOOUCTIRTOINIE Invoices created by supplier (31) ||u Purchase Orders (85)
Rejected Pending Confirmation
1. Click on 'Help'. NONPO INV0802-9 View Invoice 2145245 View PO
Monash Health Monash Health
2. Click on 'Release Notes'. NONPO INV0802-8 View Invoice 1000000751 View PO
Monash Health Monash Health
NONPO INV0802-7 View Invoice 1000000750 View PO
Monash Health Monash Health
NONPO INV0802-6 View Invoice 1000000731 View PO
Card Libraries AddNew Card v
h‘rtps:f,fdewdrops-stagin‘g‘.zycus::.omjz';p/ Juests : SDLIrCing Events
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Release Notes

B ZYCUS ——

Melp D

The 'Release Notes' are

. {n) | ZSN Release Notes |
hen displayed. e

Release - 23_03_1_0: What is it ? New!/

This release contains: Buyér invoices available on ZSN, Support for ~500 line nems o PO, upgraded UX for Prepace response, and some enhancaments

Release - 22.09.1.0: Whatis it ?

This release contaings: F

Jonfiemation a1 line leved, Delete draft invoices and credit memos, some Ul upgrades and otiver bug fixes

Rolease - 22,41 0: Whatisit?

This release contains: Decim:

ion Enhancements, Tolezance Validation an ZSN invoices, ZSN invoice edit by AP user, customer domain as sender email 1D and bug fxes

Release - 21_12_1_0: Whatis it ?

This release contains: Decimal Precision Enhancements, Usability improvements, bug fes and support for integration PO duplication

Redease - 21 03_1_1:Whatisit?

This release contadns: U

/U1 Enhancement for Jogin, registration, dashboard, sette

& Connect to Customer pages and atso Usablity irperovements and § Bug fues

Redease - 21_03_1_0: Whatis it ?

This release contains: Data Secunty Enhancements, UX/US Enhancement for Reference

unents and Reference Link pages, Simpified labs

, Usability foes & Bug fixes

Release - 21_01_1_0: Whatis it ?

This release contains: UX/UI Enhancement for Menu and Listing Pages, Updated Hesder Flexhelp Integration, Separate Involce & Credit Memo listing page, Option 10 make item category field optional in Non-PO lnvolces

GO TOINDEX




/. Sourcing Activities



How to Participate in Sourcing Activities

Log into ZSN
Access the sourcing event
Accept Terms and Conditions

Prepare responses/bids

N N X X

Submit responses

GO TOINDEX




Access Sourcing Event

7=EZYCUS Manage Companies Settings - Help ~ D -«
1. Click on Monash Health from : . .
@ NONPO INV0802-6 View Invoice 1000000851 View PO
the side-panel. Home — ——
L J 0 ‘ View All ‘ View All
Vs ~N 3 Memmsn
Alternatively, you can click on Monash ,
Y. ¥ Heatth Card Libraries Add New Card
the event name on the ‘
'Sourcing Events' card Supplier Requests : Sourcing Events I
|\ J

AXISHEALTH [IRESnE) IT Hardware Sourcing @

GSID Requested On Customer Event ID Event Type Open Date
Note: The event can a|50 be 3530 31/03/2023 Monash Health 1215023999 RFQ 17/04/2023 03....
accessed through the link INTERPATH SERVICES PTY LTD TESTING QuickSource  [JEReE 20
GSID Requested On Customer Event ID Event Type Open Date
0 0 . . . . 5519 31/03/2023 Monash Health 1215009595 QUICK_SOURCE 11/04/2023 03....
received in the invitation emalil
. AXISHEALTH PENDING APPROVAL Piping for Machines
when provided.
GSID Requested On Customer Event ID Event Type Open Date
3530 04/04/2023 Monash Health 1214987796 QUICK_SOURCE 11/04/2023 02....
3 of 3 records View more 20 of 50 records View more
Y Y
i’.f\& Ben%s ® 2023 Zycus Inc. All Rights Reserved.

GO TOINDEX [:] 33




Access Sourcing Event

e—/=EZYCU Manage Companies - Settings Help + D «

WNITIVE PROCUREMEN

1. Click on 'Enter Event' to

My Events
access and view its details. ﬁ
Home Monash
Hoaleh Monash Health
£ e
Monash PURCHASE ORDERS INVOICES/CREDIT MEMOS CATALOGS EVENTS CONTRACTS REFERENCE DOCUMEN >
Health
MY EVENTS MY DOWNLOADS
e Supplier Company AXISHEALTH y Q. search Events
Event Event
Event Event Event Invite Event
EventID c < Open e Close ¢ C < < Action
Name Owner Type Type Status
Date Date
1215023999 IT Hardware So  Admin User 17/04/2023 19/04/2023 RFQ Invited Event Opec I Enter event I
: : ) Event ]
1215009595 TESTING Quick MARY ALATER/ 11/04/2023  12/04/2023  QuickSource  Invited Cl:;zr;d [ View Event ‘
- . . Event .
1214987796 Piping for Mact MARY ALATER/ 11/04/2023 11/04/2023 QuickSource Invited Closed View Event ‘
Event )
1214981595 need a quote ite DARREN FEWS™ 05/04/2023 05/04/2023 QuickSource Invited CI\;esI;d ‘ View Event ‘
) . ) ) Event ) |
1214822197 paint 3 DARREN FEWS®™ 14/03/2023 14/03/2023 QuickSource Invited Closed View Event ‘
_— i ) ) Event ]
1214814396 Painting DARREN FEWS™ 14/03/2023 14/03/2023 QuickSource Invited Closed View Event ‘
Event |

GO TOINDEX




Accept Terms and Conditions

e N ;_—EZYCUS Manage Companies Settings Help + D
1. You can download the My Events » Confirm Participation Event closing in
d 23 54 57
document to read the Terms @ < IT Hardware Sourcing(1215023999) [ eventopen |

hours minutes seconds
Home

and Conditions.

- J (e} . . ‘ RFQ Details v
Monash Accept Terms and Confirm Participatior Submit Respor
( R Health

Conditions

2. Click on 'Reject’ or

'‘Accept’. To proceed, you will
Terms and Conditions

need to click accept.

|\ J

Parking Lot.docx 0 I &J I
e |‘ Reject ’ MI

Note: You cannot participate

in the event without
accepting terms and

conditions on this page.

Cancel

GO TOINDEX




Confirm Participation

?=EZYCUS Manage Companies -~ Settings Help ~ D -«
1' CIICk on lconflrm My Events » Confirm Participation Event closing in
.. . . . _ J 23 54
Participation' to proceed. ﬁ < |IT Hardware Sourcing(1215023999) ( event open | hows  minses seconds
- - - @ RFQ Details
Monash Accept Terms and Confirm Participation Submit Response
Health Conditions
Terms and Conditions
Parking Lot.docx LL
RFQ Details (Sections: 2 | Items: 3 | Questions: 7)
1 Requirements (Questions: 6 | Items: 0)
2 Pricing Table (Questions: 1| ltems: 3)
Cancel : Decline Participation ‘ I I a
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Response Status
#=ZYCUS

Manage Companies - Settings v Help + D

My Events » Submit Response

The required response

Event closing in

& IT Hardware Sourcing(1215023999) (eerioper) | i | [

hours minutes seconds '
areas are displayed. =
C Moo . . ‘ RFQ Detailse I I
Monash Accept Tern nfirm Participatior Submit Response
Health An 'S

1. Click on 'Requirements’

to enter the required details.

Response Status

Bidding Currency *

) . . AUD - Australian Dollar v

Note: Click on ‘eForum' (2)

to communicate with the Section Name Status Type Response Submission Status Mandatory Optional
. . 1. Requirements Open Non pricing Not Completed 0 0

Sourcing Lead in case of c| |

qgueries. 2. Pricing Table Open

(outof 5) (outof 1)

Pricing Not Completed 0 0
(outof 1) (outof 0)

Cancel

GO TOINDEX




Entering Responses

( )
1. Enter your response in ==2ZYCUS Manage Companies Settings Help v D
section 1.1 and continue My Events » Submit Response » Prepare Response Event closing in
23 54
scrolling down to complete all IT Hardware Sourcing(1215023999) ( event open | il [ mites || seconds ‘
requ"ed sections. ) mewe  Sections e < (D Bidding Currency: AUD - Australian Dollar | Decimal Precision : 2 | Event Close Date Time: Sl
p = T;I;i:h I | 19/04/2023 - 03: 22: 00 PM E) eForum o
2' Responses can be ﬁ”ed n Name Mandatory Optional @ Important : If multiple users are simultaneously working on a section’s response, then changes to be saved by you will override others’ inputs for that
section
an Excel with the help of the 1. Requireme (3,5 on
nts
import and export e I -] Import v (5 Export v ("] show only mandatory questions
functionality. 2rienaTe 04 O
- J
e 3 Requirements
3. You can view your progress
Welcome to the sourcing event! Please ensure to bid on all the items
by clicking the '<'icon.
- / 0 1.1* Whatis the company’s legal name?

Char(s) Left: 2000

Note: Ensure that you have

responded to all mandatory

guestions. They are marked

with ared asterisk

GO TOINDEX



Entering Bids

1. Enter bids and related _=EZYCUS Manage Companies Settings Help ~ D -
details in the pricing table. ﬁ
Home
Pricing Table
The 'Export Excel' button will —
Vonash 2.1* Please fill out all the details
allow you to download the Health

Unit Cost Fixed Cost Completedltems-OiSI —ﬂ Import Excel _xL] Export Excel I
pricing table to an Excel

sheet. 0 No Bid

Pricing Information Total Cost

Transportation
Standard Unit Price Discount (Amount) Charges

The 'Import Excel' button will

®
Qty uom D Select All 3 Items Value Value Value \JrJ
allow you to update the table 100.00 per unit O
after the bids are updated in 100.00 per unit 0
the Excel file. 100.00 per unit O
2. Once you have completed

Showrecords 5 1

. . Go to page 1
all sections, click on 'Done'.

GO TOINDEX




Submit Responses

1. Click on 'Submit' to %ZYCUS Manage Companies Settings Help D «
submit the responses to the MyEvents » Submit Response Event closing in
1 r d 23 51 24
Sourcing Lead. wisgll < |T Hardware Sourcing(1215023999) ( vent open | \ s minaos smconds
(ma] - . . . RFQ Details o
Note: Submitted responses e o Confirm Participatior Submit Response
can be recalled and edited
till the event is closed. RespanseStatas
Bidding Currency *
AUD - Australian Dollar v
( N\
2. Click on 'eForum' to
Section Name Status Type Response Submission Status Mandatory Optional
communicate with the
. 1. Requirements Open Non pricing Ready 5 1
Sourcing Lead for event- = (outof 5) .
related queries.
_ q J 2. Pricing Table Open Pricing 1 0
(outof 1) (outof0)

Note: eForum can be

accessed at any point until

- o=
the event is closed. —

GO TOINDEX







eForum

==ZYCUS Manage Companies ~  Settings ~  Help v
eForum threads initiated by anage Sompanes | Setnae ° °

you and the buyer are listed

here.

( . . ) - " ACCOUNT EVENTS REFERENCE DOCUMENTS
1. Click on athread to view

SOURCING EVENTS DOWNLOADS
its messages and send new

You are here: Section List > List of eForum

messag es. Event Name: IT Hardware Sourcing 2 Rrefresh List | & Edit NOtiﬁe ‘I‘{p New eForum
|\ J L I
p N eForum Name Description Type Message Action
2. Click on 'New eForum' to a I Queries I - Suppler . 2
initiate a new thread.

Note: You will receive emalil
notifications for responses

posted by Monash Health.

- Zycus Inc., All Rights Reserved Terms of Use | Privacy Statement |

GO TOINDEX




eForum

New eForum A

you to input eForum Name, eForum Name *

The 'New eForum' pop-up allows

Queries
Description, and Signature. You can 248 characters left
then click on Save. Descripti
escription Short description about eForum

225 characters left

Signature/Remarks Signature

1991 characters left

Clicking on the eForum
Name (Queries), initiates

a new message.

eForum Name Description Type Message Action
Queries Short description about eForum Su.p.pller 1 2
Initiated

GO TOINDEX




eForum

Basic Info Custom Fields
M 1 1
1. C||Ck on 'New Message to eForum Name : Queries Type: Supplier Initiated
Description : Short description about eForum Date Created : 28/04/2022 13:50
Initlate a new message. Created By : Shantanu S
(#) Expand All (=) Collapse All 4 Back to eForLct |“| New Message
Message List 2 Retresh Message List

No Messages
. M x
Here youl caRRER R

New Message

guery/message to the event

owner and post it.

Message®

: Max Upload Files 10, size per file 5 MB

=

GO TOINDEX




eForum

Here you can see initiated

new messages and any

reply from the event owner.

Basic Info Custom Fields

eForum Name : Queries

Description : Short description about eForum

Type :
Date Created :

Supplier Initiated
28/04/2022 13:50

Created By : Shantanu S
(+) Expand All (=) Collapse All 4 Back to eForum List | [~ New Message
‘Message List ‘;3;'2 Refresh Message List
Reply

(=) 1 Shantanu S Posted on 28/04/2022 13:58

test

No replies to this message

GO TOINDEX




9. Help Desk



Help Desk / Feedback

If you require additional support, please see the contact details below:

Zycus Contact:

« For any systemor technical issues please email tech-support@zycus.com or call 1800 442 793.

Monash Health Contact:
* For any issues which cannot be resolved through Zycus technical support or if you wish to

provide any other feedback, please email Suppliers_S2Psupport@monashhealth.org

Training material can be found on Monash Health Procurement Webpage

Access to Zycus Supplier Network or
https://zsn.zycus.com/zsp/guest/genericRegister/MON708

GO TOINDEX
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mailto:Suppliers_S2Psupport@monashhealth.org
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