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

Navigating the Zycus Supplier Network (ZSN)

My Accounts

The main side menu displays your customer’s account information including any DOT requests
(active and completed) and any alerts DOT have sent you.

‘1; ZYCUS Mangge Commpasing Sutsngs ~ Help J

f j All Customers (
.
Wamre
&5 Pending Tasks{0)
P 3
oS n) "\ s
St You do not have any incomplete tasks at this moment
Serccn
Vicwrt R
=51 Card Libraries Add New Card
Sourcing Events Risk/Performance Reports
n
il PP~ QA Services i Event Name Curtommer Suppler GSIt
|"“ o Camtoeres Evern it Event Type Ogen Date PEISTY Department of Tr CITYWIDE 49
Cepartreent Oepsrtrment of Tr 121186343485 RFF 28500 A
of Tramg
]
Event Name Cusiomner Suppher asip
RFP - QA Servicen Supplier Perlorm Dupattrrect of Tr CITYWIDE 4
Cutomen Even Id Evernt Type Open Date
Depwtroent of Tr 12114634395 REP 2805 oay
Evertt Namne Custamer Suppler G5
Test Departmens of Tr CITYWIDE 49
Sourcing for Serveces - UN-22._ 11 m
Customen Evert id Event Type Ogen Date
Depsirment of Tr 1211694745 RFF 2611172001 041 View more
View mece
1. Open ZSN

2. Click The Department of Transport on left hand side

The Accounts screen is displayed. You can display My Requests, My Companies, Completed
Requests and My Alerts by clicking on the respective tabs.
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My Requests tab displays requests that have been initiated by DOT and can include a request to
create the supplier, request to extend the supplier scope and requests to edit supplier profile
details.

Department of Transport

AMCCOUNT

My Requusts My Compatiies Compluted Requests .ﬁ My Alerts
Req. ] L1 Total Bl
N:" Comparmy Name GSID Requaest Type () m - l::::!‘:n‘ Reguested On ‘.fm' spead seatus Actione
Mo Requests Foond
Fage
sne cick i webert Buttors Wl 8 sl netise? fur v

My Companies tab displays your company details. Click View to display company, 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 your DOT buyer.

Department of Transport

ACCOUNT

Teed help with

My Requests My Companies Completed Reguests .»_9 My Alerts

GSID Company Nama Crented On Last Edited On g::l'::"v Cronted As Actions

P 1 A
You can view your company details by clicking the Company and Address tabs
Campany * Address * Srmall to Mediumn Ergent Scctal Procurement *
Cithes Select Legal/DBA supplier name * TESY 2
All Locations * Associated Address(es)
Centact Detasls * ,‘;M"“ Account Group Address Fhome ::;:;om Fax ;:;M»" ::m“
Mood Quarter Address TEST, MEL. AUWIC. 8877 o7
(HO} AUS
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Completed Requests tab displays the request items that have been actioned and completed.

My Roguusts My Companins Camploted Regumts .'ag My Alorts
::‘ Company Nams G510 Ragunet Type 3:::"- ..::::‘-:"' Negoested On ;:‘n‘: Gapeed Status Actions
oo of L
My Alerts tab displays alerts that have been sent to you from your DOT buyer.
My Requests My Companies Completed Requests Al.g My Alerts
Company Name Title Recolved On Dwe On Days Left Status Actions
o Alerts Foung
Pagel 1 |urd

Respond to alerts by clicking Act and submitting comments to your DOT buyer.

Connect to Zycus
Alert Message  : Connect 1o Dycus nottcation sent
Received On Note: Alert Recewed On 2nd Due Os dates are in GMT
Due On
Current Status
Change Status v ‘:'
Comments S e =
Submit Cancsl
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Contracts

The Contracts menu displays your contracts with DOT. Your contract progress can be tracked,
and status updates are displayed on this screen.

1. Click Contracts to display your DOT contracts

Department of Transport

CONTRACTS

Contracts Awaiting Review

Contract Mumbe s Raquested By Roguested On Status Action

The Contracts Awaiting Review screen is displayed. You can track the status of your contracts,
perform required actions, and download copies of your contracts. All contracts start with ‘DOT’
and can be individually downloaded from the Action menu.

To download your contract:

1. Click Action to display the Action menu.
2. Click Save a Copy to download a copy of your contract to your PC.

i|l| Department of Transport

CONTRACTS

CONTRALTS

Contracts Awalling Review

Action &

o Revew Contract

& Save A Copy

Undo Al Mog fizabions

Other options from the Action menu allow you to review your contract, edit an of =
of the contract, undo modifications and mark as reviewed. =

Mark as Rayiewor
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The Events tab displays your sourcing events and sourcing related documents. A sourcing event
is initiated by DOT and submitted to you via the ZSN. A sourcing event can be a request for a
guote, a request to participate in a tender or request to provide information as

part of an expression of interest. You can provide responses to sourcing events from within the
ZSN portal and upload any relevant documentation as part of the submission.

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

1. Click Events.
2. Click Sourcing Events.

lﬁ‘h Department of Transport

EVENTS

Open Dote Chete Dota Typs Invite Type Status Action

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

DoT Zycus Supplier Network (ZSN) Portal navigation guide 7



To participate in a sourcing event:

1. Click Enter Event.

ﬁu Department of Transport

EVENTS

SOURCING EVENTS DOMYWNLOADS

OThore wil D8 & NEH Amber of SoUCHQ Bvants DHNG CRIaYeS 0N [N S308 QoG Torweri! 85 il PRIT GVINTS TAIL 0w NANE DIOA |TWILed 10 Brw Niaw silabia I 11 tist. x
Measn use tha snarch and the Siter fenctionelzy 1o locete the saurting wvert thatl muy redusw yoor stienticn, You cen accaas wforum o af of these sourdng events guing funwend

vent List
Sabact Guzpler Company TTYWIL
eund 1 rwcond A Sue
Syt 1D Mam Ownar Open Date Closa Date Tyoe Trvelte Typs Status Advion
dannt kayw
0 1 ted v
Ehow 10 v records per page Pape| & |OFID

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 both the terms and conditions and environmental
sustainability documents.

2. Click Download to download a copy of the document. Once reviewed, you can either
Accept or Reject the document.

Department of Transport

arw bere: Me Event Canhirm Fartizgatinn
He Zyenle tar Event 10 Cluse
23:47:07
L:J Supplier Checklist RFQ : 1210799795 | test dk By Go to wForum i
o Confirm Participation
T 0ol POTBSPOton SCCe0n o8
Totres and Coradbon Terma and Conditions Status Action
) Prepare Response . N v %o Action Takan Yot ® . [ I =
o Submit Response Fage| 1 |ot1

Preview
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Once the Terms and Conditions are accepted, the Other Attachments are displayed which can
include the contract details and any other supporting documents.

Click Download to download a copy of the attached documents.

(5] Supplier Checkist RFQ ; 1210799795 | test dk B o b o i
T anfiven particpatine apt Ml Turmis and Condil
W Canfirm Patticipation

o corfyme pertggmben secogr o
Terme ant Congtone Tecmns and Conditions Seates Action

() Prepare Response

anm 3 o v C -
W Submit Response Pape I |=f1
Othar Attachments Size Uploaded On Action
" grem—e o ervicws My 1 2 Dowrioad
RFQ Summary
TIV + Long-Fonm-20reema it foc- e -Doovition-of -Sorvices Manch 2020 200x { i
Event Status: Opun A S ==
Open Date; U517/ 2071 G458 a0 Dol - S 1A wemerd - i pruviaken.of 2 £ ur os Mo toce [ i
Close Detu: (10012020121 0455 a0
T ™ n = [ nd
Qwners DA Rags
Pas of
Contact: o

The RFQ Details section contains the sourcing event information and questions you are required
to respond to.

Click Confirm Participation to commence reviewing and responding to the sourcing event.

Note: If you do not wish to participate in the event, click Decline Participation.

RFQ Details (Ssactions:B | Questions; 22 | Ivem:1) Expanc All Sections
+ B null (Quaston: i | Nems:0)
g2 20 null (Question:1 | ltems:)
2 3.0 null (Quastion: 1 | Items:0)
£ 40 null {Queston:1 | Items:0)
050 null (Quastian:1 | Trema:0)
0 6.0 null (Questions:16 | Items!1)
2 70 null {Quastians(0 | Tems:0)
£ 80 null (Questonil | ltems:0)
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The Prepare Responses screen is displayed. Responses must be submitted to all mandatory
guestions - refer to the colour indicators to ensure responses to all mandatory (red indicator)
guestions have been answered.

'.' All question(s) answered \‘I", Optional guestion(s) not answered . Mandatory question(s) not answered

Click Prepare Response to review and respond to the sourcing event questions.

23:36:53
D Supptier Checklist RFQ : 1210799795 | test dk B Go 1o eForum ¢ Mes)
repore reaponses for wl the sachinons n the eyent
& Ccontirm Participation
Floasn waiect the cirrency youw wart to ted v O
() Frepare Response
Proone resporses o ol e uddng Crrancy | siD < Astrwitan Detler
ST N e et
0 Submit Rewponse @ A1 cuestion|s) arawered i Ootional cuestion(s) not answered . Mandatory question|s) not srawered

@ 1.0 EVALUATION MATRIX Completion STatus : Mething s Campdetn
Stotus | OPEN
Type : Comment

RFQ Summary

. 20 Pars A1 - Bequess for Quecce Datatls Completion Status : Nothing to Comalets m
Evant STatus: Opon States ; OPEN
Open Dato: 01/10/2011 06949 AM Type 1 Commant

271021 04°55 aM @ :10PanA2 - Scope of Wurk Completion STatus : heathing t= Camsute

Stotus | OPEN
Type : Comment

® 40P - Condmions of Quotation Completion Status 3 hothing to Complete m

Status : OPEN

Section 1 of 4 of the sourcing event is displayed. Sections containing mandatory questions will be
flagged with the red mandatory indicator. All mandatory questions within the section will be
flagged with an asterisk (*).

() Deaht Expot (37 Import Deaft Q Prot g Buyear's Altschments o 3 Uprond Event Leved Altachmends! 0) Even

Bidding Currency: AUD - Australian Dollan

Decimal Precison: 2

Important: Kindly sxport the draft again in case the event has been paused and reputiished 20 fill the responses via excel Import

“ B 30f7PartA2... | @ dof7PartB-.. | @ 5of7PartcC-.. . @ 6ol 7PartD - ... “,

A | S A K =
| Mordwory (O0) Optiomal (00 Moty (ON0) Oprbrral (OV0) Mendatory (00 Optosal (VD) \m-- datooy (0/1) Opsorme (OV34)

*) Mandatory Questions

This ssctien Is for DOT intemal purposs

Professional competence
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Provide a response to all relevant questions - all mandatory questions must be responded to.

L

Entwr Questien

[ 0 Comated / | Tated Ibarda))

Unt Cont Foved Cost
Ltoeny Liarmmatice Basainia Coats (MU0 - Austelar Dater| Ourmand Lrdermaben o inlormation ot Cont
Tt Lt Cont Chend
Armachimeet(s) Trem Mg Nam fwne e ODessrpticn Thwper Frice. Price Tyow Ex Qty Qt» vom valie CEmer Ut Cons
oAkIAl 1 Brter Ltwn Narne | Extur tham Dyser rthen Bt 1.00 100 om
7 oot Lot ne Eecel 3™ [moset Lot fram Sxcel Shoatrg llems It Il ma g (4

Click the section tabs to navigate to other sections of the sourcing event and provide the required responses.

e
12 Drak Expost (i‘ ¥oport Ora Q Prnt z Suyers Atscrments () z Upload Event Lt Atlachments(0) Evant Clase Date Tima: 02/12/202

Sdding Curency l.\LlIJ ~ Australian :'x:‘lmj
Qucinal Pracison:2 -
Important; Xraly scport the draft sgain i cese the svere ae e puuIes g repctiinhing 12 11 e reaponees vie sxos! ImEorT

& 1 of 7 EVALUATE ., ® 20 7Part AL, B 3ol 7 PartA2., B aof7Parto-.., ’

Maiaa bay JOV) Opeional LT Ndeharery (040 i O Marndakny 0 Upsonal (VT aeaiatory (DN | Dyrionae (00

{*) Mandatory Questions Showing: | Al Quesis

Parz D Response to Quomanon

AN feSpOTERs MUt Do providad within the specified Mokss of Part D and must respond to The Specication (Part A,2) and Fropesed Conbact (Pat
InyiEses must respocd ta ol sections of this tempiate and Bciude theis trading came, the BP0 Title snd Ralerance Numbar i the socys Smids
RESOONdent INdy Srovide JUPHNMEEarYy Matdral o eport ek Quotation.

Instractions 20 Raspondants for completing this Quotation terrgiatal
with the Condtiors of Qustation (Pert Bl) & the Raguest for Cuatatan, 2,
wmpate. 3. Whare neceisary, a0y graghics of deta shoud be placed at the e0d of this temgiate ond refumed 10 In e relevant Nalo. &

supplementary matenal must be cross referenced to the releyant secticn of tha Template

Attachments from DOT can be viewed by clicking Buyer’s Attachments. If you are required to
upload documents as part of the sourcing event responses, click Upload Event Level
Attachments and attach any relevant documentation.

& G @ (1 https//isource-ausyut.zycus.com/iSource/mysupplier/PrepareSupplierResponses pfm?toplLevelEle

|$ Draft Export (57 Impart Draft g Print g} Buyer's Attachments o g Upload Evant Lavel Attachments{0)

Bidding Currency: JAUD - Australian Dollan

Click Save to save the section responses you have provided.

Click Go to Submit Response once you have completed all the responses for each of the sections.
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-~ —i Event Cloes Date Tima: C2/13, 2021 04 53 AW | Pz GMT
@:amsw "‘.:_‘wm'ﬂnt‘ . avm & Bayors Ainpcreoneen () @wsnnummmmoy

BH0ng Curency: BID - Austraten Deihar
B Ge e efarum o Hew)

Oecima Prwcimen 3

Impartant: Kty scpart 1he sreft sgen in case the sesm hex Seen peused and repuldisted ta A the eeporees vis sscel epert

| B 1017 EVALUATT .. W 2017 PartAd . B 3ol 7PartAR .. B aotTPate - .. ;.
| Mantary (V3¢ Osone (MY Marnatry (0001 Ontmer (W) L \wctutrs (00 Do (D01 | Uty (0401 Do 1D !
*) Mandacary Questeas Snarirg! | Al Queenars - B3

a1 D Response to Quatation

Inmnustone ts for g thes P 1. Allrespo —ust te o) wttus the specfied e'ds of Part D and must respond 10 t5e Foecificaton (Pert 4,21 md Pragosed Costraet (Part £ in accorsmnee
with the Conginans of Quatatian (Pact B) m the Ragueet for Quartation. 7,  Irviees Mot respond to ol sechons of this terelyte and nciude thel tradng name, the 870 Tile and Refedence Numbar in the abave Aslos of the

template 3 Wharm tecuesary, vy graghics o dets shoakt te placed at t9e end of this template and referred 15 in te relevect st 4 may praskds Y matarial ¢ xugpart e Quotatian. Al
wpsiemantary matersl st b cross rwfwranced to the relevare section of this teerplens,

1 Aesponoete deeats

IMFORTANT) An sitenmed oricee of the bddng company must sgrity scoestarce of the teeme andl consiticns of this Quatetion. o wetharset wficer must efther et sectone ugnatun o fype the sants T ACCEPT In e
Sgratise spacs stave to wgoity your actaptencs of 4) terrma and sonditiang af the Quatatizn

2 Anarce Vaatiity

& Actaptasce of Agreemart

A 14 Does the Segporstent sgrew t al terms conbaned withen the Froposed Agreement sttactes o Part CF

Select v

& Ada Correments

=T
P e -

The Submit Responses screen is displayed summarising the completion status of each section.

Click Submit Response to submit your event responses to DOT.

23:28:36
(T Supptier Checkiist RFQ : 1210799795 | test ck , Go to sForum 0 Hew
Subinit sesponias of af secticos In tha swent
& confirm Participation
. W Al qumeticn(y) anymered ¥ Octnnal *) ot weww . v »)
1 Prepare Response
‘ 1.0 FUALUATION MATHIX Completion Status : Nothing to Complets
o Subeit Response Status : OPEN
Baberk roaganses of M 0cHsrm 0 Type 1 Commant
T asnt
@ 0Pt A - Asguest for Quote Detais Compietion Status 1 Nothing to Comglécs
Status : OPEN
Type : Commmnt
RFQ Summary @ 10PetAd . Scopuuf Wk Completion S1atus : Nathing t= Comelets
Status | OPEN
,hw" - Type i Commaent
Open Dates 017132071 0459 AN
TV . 4.0 Part IS - Condtions of Quotation Completion Status 1 Nothirg to Complets
sh..m u..‘t_'m.x 0455 A Status : OPEN
Owner; Dantt K Type 1 Comment
Contact: . 5.0 Part C ~ Propoaed Agraemant Completion STatus & fctinng ts Camplete
Status 1 OPEN

Type : Comment

|

® 0.0 Part O - Rmsponpe to Cuoeanon Completion Statuw : 04 Renay for Submissien Penzure Rmgimes
Status : OPEN Group Total Price 1 10 00 AUD - Auttraisn Dallar
Type ! Pricing

. 7.0 Schindule i to Part D - Commitmaent Latter Completion STatus | Nething to Cumplets View AEscanse
Status 1 OPEN

Type : Commaen

Sudurest, eaporae |

A confirmation message will display confirming your responses have been submitted
successfully. Click OK to close the confirmation message window.
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Responses submitted successfully.

The responses to the sourcing event have now been submitted.

Note: If required, responses can be recalled by clicking Recall Responses.

RFQ : 1210799795 | test dk

Subirmil respanses af all sectians i the eywent

® 1.0 EVALUATION MATIIX
Status 1 OPEN
- Type : Cammaent

® 20Put AL - Bequess for Quate Detaily
Status : OPEN
Type : Commant

@ 2.0Fart A2 - Scope nf Work

Status : OPEN
Type 1 Commant

@ 4.0Pant B - Congitions of Quotaton
Status : OPEN
Type : Cammunt

@ 5.0 Part C - Proposed Agreement
Status : OPEN
Type : Commant

¥ 6.0 FPart D - Respenis to Quatation
Status | OPEN
Type : Pricing

@ 7.0 Schaduls ) to Part D - Commtmmnt Lattm
Status : OPEN
Type : Caommaent

o {a) ar I W o a

Completion Status : (0/0 {(Mandatory), /0 {Optonal })
Sutirtted

Completion Status : (0/0 (Mandatory), U/0 {Optonal})
Submitted

Completion Status 1 (0/0 (Mandatory), 070 {Opoonal})
Submated

Completion Status ;) (0/0 (Mandatory ), 0/0 {Cptional )
Submted

Completion Status @ (0/0 (Mandatory), 0/0 (Optonal))
Subsrvitted

Completion Stotus : Sid Sobmitted
Group Total Price : 20,00 AUD - Auatralinn Dollay

Completion Status : (O/0 (Mandatory), 0/0 (Optonal})
Subhmntec

DoT Zycus Supplier Network (ZSN) Portal navigation guide
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Reference documents

The Reference Documents menu is used to display DOT documents, communiques or
instructions. The documents and links are uploaded by DOT, are not specific to sourcing
events and are viewed via the Reference documents menu options — Customer Documents

and Reference Links.

CONTRACTS RISK/PERFORMANCE REFERENCE DOCUMENTS

CUSTOMER DOCUMENTS REFERENCE LINKS

eForum Messages

The Zycus eForum allows the DOT buyer to communicate with suppliers from within the ZSN
sourcing event. This communication channel allows you to engage with your buyer and send
and receive documents relating to the sourcing event.

The eForum message alerts will appear in the top right of your sourcing event screen.

1. Click Go to eForum

SOURCING EVENTS DOWNLOADS

0U 80w here: My € > Sub

23:14:55

'\:J Supplier Checklist RFQ : 1210799795 | test dk I Go 36 eForum (0 Mew)
0 Contirm Participation
@ 41 aoastion(s) anvmered (B Outicnw gquastioa(s) net answared ) Mandetory auwssicnis] not smamered
1 ' View Responses
@ LOEVALUATION MATRIX Completion Status ; (V0 (Mandatory ), &0 [Optionas | m
&) Ssubmit Response Status : OPEN Submithed
B00ret roNTreos of A1 BeCtns ¥ Type 1 Commaore
]
@ 219PxtA1l - Request for Quots Deta Completion Status 1 (V0 (Mandatary), V0 (Sptans) m

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 will be relevant to
the sourcing event the eForum is initiated from. To display eForum messages:

DoT Zycus Supplier Network (ZSN) Portal navigation guide 14



EVENTS
URCING EVENTS DOMINLDADS
You are hece. Section List Jjat of eforym
Event Names test dk 15 Rufre P pat Nesfication Yaw aParum
werum Nemu Deacription Type Mussage Acvmn

nforum topic 1

Click the eForum name:

The eForum Message List is displayed.

URCING EVENTS COWNLOADE
W e hare  Gacton LUst > Lut of aTorum > eforum tog
Bac Cwstom Felds
aForum Name | eForum topic 1 Tyee | Futdic Dsoussion
Description : efarum stopic 3 Date Croated : ©1/32/3023 05:41 AM
Created By | Darni Kaye
SoBxpmmtan Collapse All # Back te eforum List | | New Messsge
Maszage List & Rt ’ ‘e
1 o<k Smith Fosted on QLALA202S 05:45 AM Reply

TEST

Click Reply to respond to the message OR,;

Click New Message to create a new message

URCING EVENTS COHNLOADE
% e heare  Gacton t > ¢ of aTprum aforim oo
Baac I Custom Fields
aForum Name | eForum topic 1 Tyee | Futlic Osoussion
Deacription : efarum topic 3 Dato Croated : 91/32/3021 05:41 AM
Created By | Darni Kaye

+ Expand All =) Collapse All # Back te eforum List | || New Message

Massage List o Relrean
1 Jo<k Smith Fosted on QL2028 05:45 AW Reply

TEST

DoT Zycus Supplier Network (ZSN) Portal navigation guide 15



\ 4

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.

D sos

W o ] nformation X

; Respond To

; rigiend s e g Your message has Deen sent

E Messape | m

B [:ﬁy‘ -

o ot - rmati :

" A confirmation message will

| | | confirm your message has been
[~ U successfully posted.

Click OK to close

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 DOT.

RCING EVENTS DOWNLOADS

YOou &re hate  Section Lt » Lut of eForum > eForum togee L
Ravic Custom Fislds

wforum Name ; whoram topc 1 Type : Pt Dmcussion

Description @ eforum topec Date Created | D1/12/2021 05:41 AM

Created By Donnd Kaye
+ Expand All (- Collapse AN & Bach ta aForum List | New Massq
Aessage List £35 hatreat) Messagn

new Repl
2 Buyer Posted on OL/12/2021 G548 AN v

Tost response buyer
+ 1 Jack Smith Pocted on 01/12/2001 0545 &M Reply

TEST

DoT Zycus Supplier Network (ZSN) Portal navigation guide 16



v Al

Creating a new eForum

As a supplier, you can create a new eForum and initiate communications with DOT, send documents or request
information. The List of eForum screen is displayed below.

1. Click New eForum to create a new eForum for the sourcing event

: 5}_ Department of Transport

‘ou A here Seton List > Ut of sfzrum

Event Name: test ak £3 Retresh Ust | 2 Eot Moeesicatan | M New eFsrwm

elorem Hamw Duscrtption Tysw Muzzage Action

aforumm topie 1

The New eForum window is displayed.
Enter the eForum Name details
Enter the eForum Description

Click Save to create the eForum

L 3
eForum Name Part D.2 Clarifications ‘

232 characters left

Description Part D.2 Clarifications

232 characters left [

Signature/Remarks Danhi Co Pty Ltd

1984 characters left

m Cancel

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

DoT Zycus Supplier Network (ZSN) Portal navigation guide 17



SUUMTING EVENTS DOWRNLOALS

You e Mere: Secton List > Lidx of eForum
Event Name: test dk 2 ameresn Ust | 2 Ede Notifcation | New Mrp
’

Part D2 Clartfaties
Supphber Ihtiates u

Part 0.2 Oarifications
e ® Wroaes
PART @ Clas Bwcitic, AY.J Curfeations Suppher Intmteg " ’
sPorum tople 1 e, vk [Ty e— 1
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Respond to a request for offer

A request for 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 submitted by your buyer once you have responded 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.

1. Navigate to Sourcing Events and click the event with the status — Negotiation in Progress

[G= Card Libraries

Sourcing Events

RFP - QA Services CLOSED

Customer Event Id Event Type Open Date
Department of Trans... 1211634395 RFP 25/11/2021 04:13 AM

RFP - QA Services

Customer Event Id Event Type Open Date
Department of Trans... 1211634395 RFP 25/11/2021 04:13 AM

Sourcing for Services - UH- 23_11

Customer Event Id Event Type Open Date
Department of Trans... 1211614795 RFP 25/11/2021 0410 AM
20 of 393 records View more

4

NOTE: Click more to open All Sourcing Events if they don’t appear easily on your scorecard. Then click event
with the status — Negotiation in Progress

The My Events > Negotiate Pricing page is displayed. The Negotiation Trail allows you to track the request for
offer that has been submitted by your buyer.

2. Click Actions to display the menu options

3. Select Export to download the pricing lot excel file
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The Excel file will download to your computer and can be opened from the bottom left corner of your Google

Chrome browser window.

4. Select Open on Excel file

"
b SOURCING EVENTS DCWNLOADS

You are here, My Eecty > hepotate Fricng Evant Clossd
G B Go 1o eForus |1 hew)
man

f D Supplier Checklist

et Roviem and appoove Negotated Prcing

o Confirm Participation

RFQ : 1210170756 | JD Training Procure From Existing

G 1 View Responses g
Man

i

st @ Submit Respense

red

) MNegotiate Pricing

RFQ Summary

Event Status: Nogotisten In
Progress

Opan Dater 173/01/2071 L1 AT EM
Closa Date: [ 4/01LI671 1217 an

Owenmrs _ottws Disovan

Negotiation Trail

Round Prirm

16,500,00
Original Big

AD

a 0
& Raund ) ll ;ca 9

‘ Cownter 34 |

W supter W S0ye

Reguest for Dffer

Ao
14/01/2021 12:36:06 &AM
Actinn
14/01/2021 12:36:07 AM
Acton

12170756 550 o~
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\ 4

line item(s) that can be updated to reflect the new pricing.

5. To update the pricing click on the second sheet.

1. Negotiation Export Summary

1 Event ID: 1210170756

2 Event Name: JD Training Procure From Existing
3 Event Type: RFQ

4 Export for round: 1

5 Supplier Name: Jack Smith

6 Export Date and Time01/12/2021 08:59 AM

7 Exported by User:  Jack Smith
2. Currency of supplier response at the time of original bid submission: AUD
3. Currency applicable to responses being prepared in this excel workbook:
AUD - Australlan Dollar

4.Instructions

A.Go to individual worksheet for editing response to one pricing table at a time
B.Edit/update the response for individual line item by scrolling to individual line items
C.Save the excel sheet, import it back into iSource and send for supplier approval

5. Lot Summary

Lot Number Lot Name Old Lot Total New Lot Total
6,105 (1) Enter Question 16,800.00 16,800.00
Total 16,800.00 16,800.00

The Negotiate Export file will open. The spreadsheet contains the quoted pricing lot total. You can update the new
negotiated LOT total and submit this to your buyer for review. The second sheet contains the details of the pricing

The second sheet will display the pricing line item details. Pricing can be maintained in the

Pricing Information column.

6. Click on the value in the Pricing Information cell and update the quoted price.

E £ u} E | F | & H

1

K

5 hl-'-:wnm - - Hurabine Cos = - [hnln""'!l_\lll.ﬂ = I"'llchqlrlm'l-hr_ Haisd T -
- Hlwza P21 Inclurival
= oy P, Viwre Marmw Ty Durwei pian Targest Price Frive Twps Exi Tiy e [Lal.) Taiad Crok
ik
: 1 IFramics Symbay Ivnies Tyetem Euik 100 23000 Daye FELT 2700000
£]
The change to the pricing information will update the Total Cost value.
" 1 [H | | LN " 1 | L3
3 '"-n'lo‘igmluihn = Tarsnllam Coabs -y - Nemard Tetanmadian S Pricirg Treanmatisn Toted Cast
Bt (GAT Teclumdve)

Tiwm Mo Dors Nome Diere Dwscription Torpe! Price Price Typm £ Qly oty uon Talel Casl

: 3 Iinasics Spaca Tvwa St Zuk e 20004 12207 e

The file can now be saved to your computer.

7. Click Save to save the file — do not rename the file when saving as the file will need to be imported back

into ZSN.
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1210097702_RFQ_NegotiateExport |

File Home Insert Draw Page Layout Formulas Data Review View Add-ins Help Places 2 Tellm
ﬁﬂ Eéz:; ) Calibri I AN | =E==® ab i==t
pa*'ste < Format Painter B I U — 2 s == = | == $ -% 9

Clipboard P Font Alignment Mumber
DC29 = Je

8. Select a file location to save the file and click the Save button.

T [ Downloads
| 1210170756_RFQ_NegotiateExport CounterBid_1_Jack_CITYWIDE (1)

E Excel Workbook (* x!sx) =1 ‘ [E; Save |

More options..

| ] New Folder \
Name T Date modified
B3 1210170756 RFQ_NegotiateExport CounterBid_1_ack CITYWIDE (1)xisx 1/12/2021 804 PM -
‘_‘-.X .
ﬂn 1210170756_RFQ_NegotiateExport_CounterBid_1_Jack_CITYWIDE xlIsx 1/12/2021 7:48 PM
oy
=) 1210170756_RFQ_NegotiateExport_Round_1_Jack_CITYWIDE xIsx 1/12/2021 7:47 PM
¢l§ 1210909332 _RFP_DRAFT_EXPORT (1).xlsx 10/09/2021 3:06 PM
N
= 1210909332_RFP_DRAFT_EXPORT.xlsx 10/05/2021 11:42 AM
e % L e e s

Navigate to the ZSN Event Details window and Import the file back into your Negotiation Trail.
9. Click the Actions menu from the Counter Bid 1 row.

10. Click Import.
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ricing Event Closed

B, Go to eForum (1 New)
RFQ : 1210170756 | JD Training Procure From Existing

Review and approve Negobated Pricing

s
Negotiation Trail
Round Price Comment Date Time
15,800.00
Qrigeval Big Atuons
AUD
" Round 1 13‘0500 i Request for Offer 15/01/2021 12-36106 AM Actons
£/01/20 2:36:07 AM
‘ Couriter 8id 1 ity 4 Actions
W Supptier W Buyer = Export
s ]

11. Select the file you wish to import.

Marne Data modifiad Typs S

Tocay 141

-3 1210970756 RFQ. Negotatelypor: Courserfiid 1 _Jock CITYWIDE (¥)xlsx AN O P Mcrasoft Becel Wark
1210370736 egotateEpart CourterBid 1 _jack Cl 1= 48 M Mot Excal Yok

B 1210170736 1FQ_ NegotutsEsport Round 1 tack CITYWIDE cho 747 PM et Fxcel Wark

B! (Source Standard_Terms_ond_ Condtions docx 122028 a3 M Microsch Word Do

« Lagt weok (12
& DOT2 1844 pdl V11,2021 1124 AM Adohe Acrotiat Ducts

B FRD-22M-Standard -Diciomres a-the-Beport-of-Opertio 4] docs 20/ 21 1115 ABA Microsoit Wird Do
0 FRD.22H-Standard - Disciosures- i the -Report- of Oponatio 121 docs M 2115 A Miceosaft Word Doc

12. Click Open.

A confirmation message will display.
13. Click OK to continue.

Success

Q The responses has been imported successfully

The updated pricing is now displayed as the Counter Bid 1. Comments to the buyer can be added to the
Comment field if required.
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(
Negotiation Trail
Round Prico Comment Date Time
16,800.00
Ongmal 8d Actions ¥
AUD
-‘ Round 1 ‘I\TJDEQOM Reguest for Offer 14/01/2021 12:36:06 AM e
& comersar 0T ciok s to 304 commen: Sl Actions «
B Supplier W Buyer
The pricing can now be submitted to the buyer for review.
14. Click the Actions menu from the Counter Bid 1 row.
15. Click Send for Approval.
=
Negotiation Trail
Round Prica Comment Date Time
16,800.00
Oviginal Bid Actions *
ALD
Yah Round 1 ::.:5‘.300.00 Request faor Offer 14/01/2021 12:35;05 AM Artlens -
& coumernar AT cick e o s comment R ftone o

W supplier W Buysr

= Export

& Impart

& Send for Approval

The request for offer has now been responded to. The buyer can now review the changes and consider the

updates to the pricing as part of their sourcing event analysis.
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