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Zycus Supplier Network Help Guide 

1. Description 
This document provides guidance on how to navigate the Zycus Supplier Network Portal (ZSN) as a 
supplier to Aurizon. 

2. How to register and activate your account 
If you are a new supplier contact that has been added to your supplier account with Aurizon, OR an 
existing supplier who has not yet activated their account on our Supplier Network Portal: you will need 
to follow these initial steps before being able to access your supplier account. 

 
You will have received an email notification from ‘Zycus Notification’ with the subject “Welcome to the 
Zycus Supplier Network - Action required”. In the email will be a unique link to open the ZSN. website.  

 

 

2.1 Create Password 
As a ‘New User’, enter your email address and set up a password. 

2.2 One Time Password  
Once the fields have been entered, select ‘Register’. A new screen will appear to ‘Activate Account’. 
At the same time, an email will be sent with an OTP (One Time Password) code.  

 

IMPORTANT! email must match the address the notification was sent to. 

IMPORTANT! You have a 14-day period in which to complete the Zycus process. After this time the 
request to onboard as a supplier of Aurizon will be cancelled. Please note, payment cannot be 
made to any supplier who has not completed the Zycus onboarding process. 

IMPORTANT! email must match the address the notification was sent to. 
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Enter the OTP code as shown in the email and select ‘Verify OTP’. 

 

2.3 Multi-factor Authentication 
Zycus Supplier Portal access requires multi-factor authentication, during registration you will be 
required to select the preferred method to receive the authentication code for future log ins.  

 

2.3.1 SMS 

Enter mobile number to receive the text message with the code.  

 
Enter the OTP and select ‘Confirm’ to continue.  
 
 

Note: OTP is valid for 10 mins. There is an option to ‘resend’ if the time lapses. 

IMPORTANT! number MUST include country code - Format for 
Australian mobile numbers = 61XXXXXXXX). 
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2.3.2 Email 

The email address used to setup the registration will be 
automatically sent the OTP. Enter the OTP and select ‘Verify 
OTP. 
 
Once verified, the account is activated. 

 

2.3.3 Update multi-factor authentication method 

The method of authentication can be updated by navigating to the ‘Account Settings’ under the login 
menu on the top right of the Supplier Portal (once logged in).  

3. How to log into the Zycus Supplier Network Portal 
Once account is activated, access the ZSN Portal via the below link: 
https://zsn.zycus.com/guest/genericRegister/AUR921#  

3.1 Login 
If you have already registered and activated your email, simply log in as an ‘existing user’. 
Each supplier will have one supplier profile but may set up multiple users. See Maintaining 
Company details > Contact Details. 

 

 

3.2 Multifactor Authentication 
For security purposes, multifactor authentication is required to 
access the portal.  
The OTP will be issued via the method selected during 
registration – SMS or Email. Enter the OTP and select ‘Verify 
OTP. 

 

Note: If you are currently working with Aurizon (submitting invoices etc). DO NOT Register.  
If you are unable to login, please email vendormasterdata@aurizon.com.au for assistance. 

https://zsn.zycus.com/guest/genericRegister/AUR921
mailto:vendormasterdata@aurizon.com.au
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3.3 ZSN Help Function 
There is a ‘Help & Support’ menu at the bottom of the login screen. 

 
 
Alternatively, for further assistance outside of the topics in this guide, once you have logged in, simply click 
the “Help” button on the main menu to access the Help Manuals and Help Videos. 

4. How to review supplier requests 
If you receive a notification email from Aurizon requesting updates to your Company Profile; this is 
how you access the request in the ZSN. 
 
Select the Aurizon icon on the left of the screen, under ‘Home’. Then select Account > My Requests. 

 
 
Under the My Requests tab, there will be a line with the request number and status ‘Awaiting 
Response’. Select ‘Edit’ under the Actions tab to access the editable profile. 

 
 

Refer to 5.1 to review/maintain account information. 
 

Status: 
Awaiting Response – request has been sent by Aurizon and awaiting supplier response  
Saved as Draft – changes saved but not submitted for review/approval by Aurizon  
Submitted – changes to profile have been submitted to Aurizon to review/approve 

5. How to maintain company details 
Accessing Company Profile: 

1. Aurizon 

2. Account 

3. My Companies 

4. Edit 

 

Note: all Company/Contact detail changes/additions require Aurizon’s approval prior to the updates 
taking effect – refer to “My Requests” in the ZSN for status updates. 
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There are four main tabs of information on the profile: Company; Address; Products and Services 
& Financial. 

5.1 Company tab (mandatory) 
Scroll down to complete the fields, reviewing and updating details as required. Do not ‘Save and 
Submit’ until you have completed all updates. 

 

5.1.1 Company Details (mandatory) 

Mandatory fields are - 

Company Information Insurance Details Attachments 

Trading Name Public Liability Insurance Proof of Business address 
Legal Structure Professional Indemnity Insurance  

(if required) 
Proof of Bank Account details 

 Certificate of Currency upload   Remittance email address 
 Workcover Insurance   PO Email address 
   

5.1.2 Email Address – PO & Remittance (mandatory) 

Remittance and PO email address updates are completed under ‘Attachments’. 

 

5.1.3 Questionnaire (mandatory) 

All questions must be answered to undertake business with Aurizon.
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5.1.4 Financial & Tax Information 

Australian Banking  
ABN Number 
GST Registration 
 
  
 
 
 
 

5.2 Address tab (mandatory) 

5.2.1 All Locations – supplier address 

 
Multiple addresses can be added to a supplier.  
Add address – ‘Add New’ 
Edit/Delete addresses – Actions tab (Edit or ellipsis menu to delete) 

5.2.2 Contact Details – supplier contacts 

Maintain supplier contacts for access to the portal here. 

 
If various sites and contacts enter location first, then assign contact. 
Contacts can be edited or deleted using the ‘Actions’ column. Only delete a contact after you have 
successfully saved the replacement contact. 

 

Note: Proof of address must be uploaded under Company / Company Details / Attachments 

 

IMPORTANT! Supplier Portal Access: 
When adding/editing a Contact, always select “Yes” for “Supplier Portal Access” and assign the 
“modules” (i.e. the access) as per below screenshot. 

 

 

 

IMPORTANT! You must add a minimum of two contacts 
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For bank details to be added/updated – all mandatory fields 
must be completed. 

 

Changes to bank details are not effective until approval by 
Aurizon 

 

5.3 Financial tab 

5.3.1 Domestic Bank Details 

Add/Edit/Delete bank details 

 

6. How to submit request to Aurizon 
Once all company profile information is completed, select ‘Submit’ at the bottom of the screen. 

 

 
There will be a prompt before submitting.  

 

 

 

If there are outstanding mandatory fields, you will receive a warning pop-up at the top of the screen. 

Note: Proof of bank account details must be uploaded under Company / Company Details / 
Attachments 
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Once submitted, you will return to the ‘My Requests’ tab, which will now show the status of the 
request as ‘Submitted’. 

 

 
Status: 
Awaiting Response – request has been sent by Aurizon and awaiting supplier response  
Saved as Draft – changes saved but not submitted for review/approval 
Submitted – changes to profile have been submitted to Aurizon to review/approve 

Once the request has been submitted, a notification will be sent to the Vendor Master Data team in 
Aurizon to review and approve the supplier account. 

7. How to respond to RFx’s 
Accessing RFx Events 

1. Aurizon 

2. Events 

3. My Events 

 

Locate the relevant event in the dashboard and select ‘Enter event’

 
 
Review and ‘Accept’ RFx Terms and Conditions. 

 
 

Note: Clicking on the status will provide a log of the time and date of the submitted request. 

 

Note: Only once the information has been approved will the changes be applied, and you will 
receive a notification confirming the approval. 
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The RFx event will now be open for review of all Attachments (supporting documentation) and RFX 
Details (overview and questionnaire). 

 
 

Confirm Participation or Decline, if required to indicate your 
intention to respond.  
 

Once participation is confirmed, the progress at the top of the screen will increase and response 
tracking will appear on the screen. This will indicate all required sections of the RFx and number of 
mandatory V option questions. 
  

 
 
Ready = all responses completed 
Allowed = all mandatory responses completed, optional responses missing  
Not Allowed = mandatory responses not yet completed 
 

Click on the section name to enter the responses page. 
 

1. To view Aurizon’s attachments 

2. To upload additional attachments 

3. Questionnaire tabs (including count of responses completed) 
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To return to the main tracking dashboard; select ‘Done’ 
 
Once all responses have been completed, select ‘Submit’. The dashboard will automatically update. 
Responses can be recalled, if required, prior to RFx closure. 

 

7.1 RFx Clarification Questions (e-Forum) 
All correspondence and clarification should be through the e-forum.  

• You can ask questions in the Public e-Forum (anonymous) 

• OR; utilise the Private e-Forum that can only be viewed by Aurizon 
 

8. How to execute contracts 
Aurizon utilised AdobeSign for contract e-signing.  
Once contract signing has been initiated - the Signer will receive email from AdobeSign with link to 
review and sign the document.  
 
For support with signing an agreement, please refer to the AdobeSign Guide - Sign an agreement 
sent to you. 
  

https://helpx.adobe.com/au/sign/using/signing/sign-agreements-sent-to-user.html
https://helpx.adobe.com/au/sign/using/signing/sign-agreements-sent-to-user.html
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9. How to view executed contracts 
Viewing contracts which you have executed 
1. Aurizon > 2. Contracts > 3. Contracts 

 

10. Support 
If the ZSN Help Guide is unable to assist you, please refer to the below support contacts: 

AURIZON System Administrator/Support AURIZON Vendor Master Data team 

  source2pay@aurizon.com.au    vendormasterdata@aurizon.com.au 

 

mailto:source2pay@aurizon.com.au
mailto:vendormasterdata@aurizon.com.au

