—> ICF Supplier Hub: How to Create your f-}fl/-

Account When Notified 'I\'z; 5

Purpose: This document provides guidance on how suppliers can create their account in the ICF
Supplier Hub through the Zycus Supplier Network (ZSN) after receiving an invitation to do so.

1. You will receive an email from ZSN (admin@zycus.com) requesting that you create your account
within the ICF Supplier Hub via the link provided in the email.

ICF Supplier Hub Account Creation Notification via Zycus Supplier Network

Zycus Notification <admin@zycus.com> © & Reply & Replyall > Forward
To: We

@ Ssome content in this message has been blocked because the sender isn't in your Safe senders list Trust sender ¢

@ This message is marked External Sender: Caution: This message originated from outside of ICF. Be careful when responding to or taking actions based on this message.

Note : This email is only for test triggered from non production environment. It is not a production email.
f#-Zycus Supplier Network

Dear

Welcome to the Zycus Supplier Network. ICF has requested that be added to the network as a supplier that they would like to
collaborate with.

Please register to create your account on the Zycus Supplier Network by filling in basic details by following the link below,
Link: https://dewdrops-staging.zycus.com/zsp/guest/genericRegister/ICF171
Upon successful registration, you will receive an e-mail with the activation link. You can access the portal only after activating your account.

Regards,
Zycus Supplier Network

You have received this email because the email address _ | was subscribed for email notifications for this supplier company on
Zycus Supplier Network. In case of issues, please contact Zycus Helpdesk at tech-support@zycus.com
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mailto:admin@zycus.com

2. In the New User Registration section, enter your Email Address, Password, Confirm Password,
answer the security question, click the box to accept Terms and Conditions, and click Register.

zsN) Zycus Supplier Network English (US) Englis.

Az ICF
“ICF Zycus Network

Need help in signing up?

Existing User? Log in with Password or OTP

Email Address

New User? Register

Email Address

9
_ Password
Forgot Password eeecccccoe “ @
Confirm Password
0000000000 5 [}
Please Answer
1 +0 = 1 o

[ ! accept Terms and Conditions

3. You will receive an email prompting you to activate your account via One Time Password (OTP)
entry. The OTP will only be valid for ten (10) minutes. Copy the OTP. Note the OTP shown below is
for reference only and you should enter the OTP that you receive via email.

Test email : 489345 is your OTP to activate your account on Zycus Supplier Network

Zycus Supplier Network<admin@zycus.com> © & Reply @, Replyall > Forward

Te. Wed 6/25/2025 4:43 PM
@ Some content in this message has been blocked because the sender isn't in your Safe senders list. Trustsender  Shaw blockad content

@ This message is marked External Sender: Caution: This message originated from outside of ICF. Be careful when responding to or taking actions based on this message

Note : This email is

lr-Zycus Supplier Network

Dear

Thank you for registering with the Zycus supplier Network. Please use the below OTP to activate your account,
OTP: 489345

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

You have received this notification because the email address N is subscribed to receive notifications for this
company on Zycus Supplier Network. In case of any issue, please contact Zycus Helpdesk at tech-support@zycus.com
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4. Enter the OTP and click Verify OTP.

“»ZYCUS

Did not receive the One Time Password(OTP)?
Try one of the options below.

®  Check your spam or junk folder.

have been mas

«

Welcome to ZSN

If an account exists for "svj34.supp@zycus.com" in the Zycus Supplier Network, then One-Time
Password (OTP) will be sent to the email ID. Please check your inbox and spam folder.

Thank you for registering with ZSN

Enter OTP

Resend OTP Verify OTP

5. Complete the User Profile Registration and click Submit.

AV
ZICF

“S=ZYCUS

User Profile Registration

My Profile

First Nome * Last Kame *
Fhone Number * Fax number

Additional Details

Tiens Zans * Currancy *
America/New_York us Dosar

Time Farmat ¢ Language *
12 Hours English (US)

Bisplay Name * ot Tite *

Country *

Numbar Format * Date Format *
122233304 MM-DOYYY
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ICF Supplier Hub

6. Click Next.

Success

User Profile Registered! Click "Next* to proceed with
company registration.

7. Click on the ICF logo in the top left-hand corner.

My Company Profile
@ Al Customers v
Home

Setings v Help v c -
N
e A I'm Product Support, to assist and converse on a wide rangs of topics!
aer
ek | Get started to ask Supplier Help and Customer Specific Queries
My Dashboard

Meriin Supplier Help

Incomplete Profiles (0)

Quick Links [

Pending Complation

Mo action required on the profiles.

Connect As Potential Supplier

Alerts

Mo Recards Available

Mo Records Available

# oo LedFeasa

F 46 7M1

== partly sunay. /2572025,
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8. Click MY COMPANIES to view your supplier record as it currently exists. Click Edit next to your
Company Name.

E Y ) Ask MerlinHelp My Company Profile Settings v Help v c v
=ZYCUS
ome »

Aer

ice ACCOUNT

MY COMPANIES OMPLETED REQUESTS MY ALERT

05/08/2025 06/25/2025 Active Operationai

Show records 10 1

9. You will be prompted to complete the operational supplier required fields and other information.
Once you have completed all the necessary information, click Submit. Click Save as Draft if you
would like to come back later to complete the updates.

#32ZYCUS wcamnerns: || s | wisl| @

Complete the supplier profile by providing all required detals in the main views and their sub-views A'd
- Company Details * Doing Busingss with ICF * mpany Detal-Sole Propriator ments & Cortfication
Company * e < 2>
You are i System: ICF-North America under Facility: CPx-ICF-North America
Address

Company Details
Supplier Address Deactivation

Globa Supplier Idantifer * Logal Name *
Bank Detalls
Environ Impact Sustainabitty Legal Structure * Legal Entity Registration Country? ©
Capabilities *
Supplier Note R

DUNs Number ©) Unique Entity Identifier?

9 O N
Uniqus Entity Identifier © Company Establishmant Date

Website Address

Tax Details

Tax 1D Format * Tax 1D
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10. If you've saved your profile as draft, you can finish completing it by navigating to MY REQUESTS
and clicking Edit. Once you have completed your updates, please Submit as shown in step 9
above.

Home » Account

\l/
or

ACCOUNT

MY COMPANIE COMPLETED REQUESTS MY ALERTS
Request Number & Company Name & GsiD Request Type Supplier Type ICF Region RequestedOn ¢ Elapsedtime Status ¢ Actions
Edit
Edit Operational ICF-North America NA NA: Saved As Draft Submit
Delet
Show records 10 v 1 Gotopage 1

Additional job aids on how to complete your details can be found here: ICF Supplier Hub user guides
and FAQs | ICF.
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https://www.icf.com/company/about/partners/suppliers/resources
https://www.icf.com/company/about/partners/suppliers/resources

