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The Zycus Supplier Network (ZSN) allows you to engage with the Department via a web-based portal. Use this guide to navigate through the ZSN menu functions, display your supplier details and respond to sourcing events.
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Accessing Zycus Supplier Network (ZSN)
ZSN Login

Before you can access the Zycus Supplier Network (ZSN) you will be asked to register and create a profile. You can do this using the following link: https://zsn.zycus.com/guest/genericRegister/THE340. This will present the ZSN login page. As a new user, you start on the right-hand side of the screen by entering your email address, create a password, accept the Terms and Conditions, then select Register. 
You can access more information and a video on the signing up process by clicking on the blue text “Need Help in signing up?”.
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Navigating the Zycus Supplier Network (ZSN)
ZSN Main Menu
The ZSN main menu gives you access to your customers, settings, contracts and sourcing events. You can also access the My Company Profile tab from here.
[image: ]

My Accounts
The Account menu displays your customer’s account information including any Department requests (active and completed) and any alerts the Department have sent you.

· Click The Department of Energy, Environment and Climate Action (The Department).
· Click Account to display your customer.

[image: ]
The Account screen is displayed. You can display My Requests, My Companies, Completed Requests and My Alerts by clicking on the respective tabs.



My Requests tab displays requests that have been initiated by The Department and can include a request to create the supplier, request to extend the supplier scope, and a request to edit the supplier profile details.
[image: ]

My Companies tab displays your company details. Click View to display company name, address and product details, or Edit to update the details. Note: the Edit function is only available if you are a potential supplier (not operational). 
If the details on the My Companies tab need to be updated, please contact the Department buyer.

[image: ]

You can view your company details by clicking the Company, Address and Product & Services tabs.
[image: ]
 



Completed Requests tab displays the request items that have been actioned and completed. 

[image: ]

My Alerts tab displays alerts that have been sent to you from The Department buyer. 

[image: ]

Respond to alerts by clicking Act and submitting comments to The Department buyer.
[image: ]

Select a status for your alert from the drop-down options.
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Enter a comment for your Department buyer and then press Submit.
[image: ]


My Contracts
The Contracts menu displays details of any contracts you have with the Department. The progress of your contract can be tracked, and status updates are displayed on this screen. 

· Click The Department of Environment, Land, Water and Planning (Department). 
· Click My Contracts to display your customer (Department).
[image: ]

The Contracts screen is displayed. You can track the status of your contracts, perform required actions and download copies of your contracts. All contract numbers start with the letters ‘CMS’ (Contract Management System). You can download a copy of your signed agreement at any time via the Action menu. 

To download your contract:
· Click Action to display the Action menu.
· Click Save a Copy to download a copy of your contract to your PC.
[image: ]

Other options from the Action menu are review your contract, edit an offline version of the contract, undo modifications and mark as reviewed. 

My Events
The Events menu displays your sourcing events and sourcing related documents. A sourcing event is initiated by the Department buyer and released to you via the ZSN. A sourcing event can be a request for a quote (RFQ), a request to participate in a tender (RFT/RFP) or request to provide information as part of an expression of interest (EOI). You can respond to sourcing events from within the ZSN portal and upload any relevant documentation as part of your submission. 

[image: ]

Sourcing events can be displayed and responded to from the My Events menu. 

· Click Department icon – left sidebar.
· Click Events.
· Click My Events. 

The Event List screen displays your sourcing events with the Department. You can track the status of each event, view the event details and confirm your participation in an event. 

Filters can be used to view events by Type, Invite or Status.

To participate/respond to a sourcing event:

· Find the event you want to respond to and click Enter Event.

[image: ]

The Confirm Participation screen is displayed. The time remaining to submit your responses is indicated in the top right of the screen. You must complete and submit your responses before the event closes. Download and review all documents contained in the Terms and Conditions section. 

· Click Download (down arrow) to download a copy of the document. Once reviewed, you can either Accept or Reject the document. If you reject any of the documents you cannot proceed with the event.
[image: ]

Once the Terms and Conditions are accepted, the Other Attachments section is displayed which may include the draft contract and other supporting documents. Click Download to download a copy of the attached documents. 
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· Click Confirm Participation to commence responding to the sourcing event. Note: If you do not wish to participate in the event, click Decline Participation.
[image: ]

· The next screen shows the sections of the event for you to respond to. Click on each section (hyperlink) to access the sourcing event questions.
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· The Response Status screen is displayed. Responses must be submitted to all mandatory questions - refer to the colour indicators to ensure responses to all mandatory (red indicator) questions have been answered.

[image: ]

· Each section of the sourcing event is displayed. Sections containing mandatory questions will be flagged with the red mandatory indicator

[image: ].


· Any questions within the section that are mandatory will be flagged with an asterisk (*).

[image: ]
· Provide your response to all relevant questions by typing in the text space provided - all mandatory questions must be responded to before you can submit your responses.
[image: ]

· Click the section tabs to navigate to other sections of the sourcing event and to provide your responses.
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Please note: some questions may require you to upload an attachment as part of your response. If you are required to upload documents as part of the sourcing event response, you can select Add Attachment at the question level. If you want to add an attachment at an “Event” level, click Upload Event Level Attachments at the top of your screen.

Attachments released by the Department buyer can be viewed by clicking Buyer’s Attachments

[image: ]

· Click Save to save your response in each section. You will get confirmation once completed. You can now move to the next section to provide a response.

[image: ]
· When you have provided a response to all sections, click Go to Submit Response when you are ready to submit.  Selecting Back to Prepare Response will bring you back to the Response Status page.
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The Response Status screen is displayed, showing each section has been completed and is now ready for to be submitted. 
· Click Submit button to submit your event responses to The Department.
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Your response to the sourcing event has now been submitted. Note: If required, your response can be recalled if the sourcing event is still open. Click on the Recall Response button.
[image: ]

My Reference
The My Reference menu is used to display The Department documents, communiques or instructions. The documents and links are uploaded by The Department are not specific to sourcing events and are viewed via the my reference documents menu options – View Customer Documents and View Reference Links. 
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eForum Messages
The Zycus eForum allows the Department buyer to communicate with suppliers from within the ZSN sourcing event. This communication channel allows you to engage with your buyer, to send and receive messages and documents relating to the sourcing event.  

The eForum message alerts will appear in the top right of your sourcing event screen. 
· To access eForum messages, click on the eForum button.
[image: ]

The List of eForum screen is displayed. You can track discussions with your buyer, respond to messages or create a new eForum. All communications within the eForum are specific only to the sourcing event the eForum is initiated from.
· To display eForum messages click the hyperlinked eForum name.

[image: ]

· The eForum Message List is displayed. Click Reply to respond to the message; or click New Message to create a new message.

[image: ]

The Respond To window is displayed. Type your response text in the message field and attach any relevant documentation. A maximum of ten files (up to 5 MB per file) can be uploaded with your response. Click Post to post your message response. 
[image: ]

Your message post will display in the Message List. The message posting date and time will allow you to keep track when responses are sent from the Department. 
[image: ]
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Creating a new eForum
As a supplier, you can create a new eForum and initiate communications with your Department buyer, send documents or request information. The List of eForum screen is displayed below. 
Click New eForum to create a new eForum for the sourcing event

[image: ]

The New eForum window is displayed. Fill in the required fields - eForum Name; eForum Description; Signature/Remarks; Type of eForum.
· Click Save to create the eForum
[image: ]

· The eForum has been successfully created. The Type column will indicate that the eForum was created by the supplier, and not initiated by the Department.

[image: ]

Respond to a request for offer

A request for offer (also called a BAFO – Best and Final offer) can be initiated by your buyer as part of sourcing negotiations. The request for offer allows you to review and update your pricing and submit it back to your buyer for consideration. A request for offer will be released by your buyer once you have provided an initial response to a sourcing event and provided a quote. Offer request will appear on the dashboard of your ZSN portal. 

As a supplier, you can respond to an offer request by clicking on the sourcing event link on your ZSN dashboard. 
Navigate to Sourcing Events and click on the event now showing the status Negotiation in Progress
[image: ]

· Click the event name (hyperlink) on the Sourcing Events card. The Negotiation Trail page is displayed, and allows you to track the request for offer that has been released by your buyer. 
· Click (+) symbol next to Buyer Round 1 (to expand and access the initial price submitted).
· This expands to provide Counter Bid 1 (to access the latest bid). To change the initial price, click Download. This will provide you with an EXCEL spreadsheet to insert your new revised pricing.
[image: ]

· The Excel file will download to your computer and can be opened from the bottom left corner of your Google Chrome browser window. 
· Click the downloaded file to open the document in Excel
· The Negotiate Export file will open. The spreadsheet contains two tabs. The first tab (summary) provides a summary of the event and the initial quoted pricing lot total. 

[image: ]
· To provide updated pricing click on the second tab. The second sheet will display the pricing line-item details. Pricing can be updated in the Pricing Information column. 
· Click on the value in the Pricing Information cell and enter the revised price. 

[image: ]
· The change to the pricing information will update the Total Cost value in the adjoining column.
[image: ]

The file can now be saved to your computer and uploading. Click Save to save the file – do not rename the file when saving as the file will need to be imported back into ZSN.  File may be saved in your Download folder (Windows Explorer).

[image: ]
· Alternatively, click File > Save As > Select a file location to save the file and click the Save button. 
[image: ]
Return back to the ZSN Event Details window and prepare to import the excel file back into your Negotiation Trail. 
· Click the 3 dots menu from the Counter Bid 1 row. Click Import. 
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· Select the file you wish to import. Click Open. 
 [image: ]
· A confirmation message will display. Click Browse to upload your excel file containing the updated price.
· Add Comments as required and then click Submit
[image: ]

· The updated pricing is now displayed as the Counter Bid 1. Comments to the buyer can be added to the Comment field if required. 
[image: ]
· The revised pricing can now be submitted to the buyer for review. Click Send for Approval.

· The request for offer has now been responded to. The Department buyer can now review the changes and consider the updates to the pricing as part of their sourcing event analysis.
[image: ]

Note: If you do not want to participate in the request for offer/negotiation phase, you can use the eForum to advise the Buyer of your decision; or you can update the Pricing sheet with the original value and import the detail.


End of Process
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