ICF Supplier Hub: Update Potential }l/‘

Supplier Profile 7 ot

Purpose: This document provides instructions for Potential Suppliers to update their profiles
on the Zycus Supplier Network (ZSN).

1. Navigate to the ICF Supplier Hub through the ZSN platform
(https://dewdrops.zycus.com/zsp/guest/genericRegister/ICF225), enter your login

credentials in the designated fields and click Login.

(zsn Zycus Supplier Network

Existing User? Log in with Password or OTP

Email Address

Password

Forgot Password

Login via OTP
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https://dewdrops.zycus.com/zsp/guest/genericRegister/ICF225

a. In the My Dashboard section, click My Company Profile to access your company
information.

—_— iy Company Profie Setings v Hepv | (A
ﬁ All Customers v

Home

5 \AX I'm Product Support, to assist and converse on a wide range of topics!
s
cF

Meriin Supplier Help
Get started to ask Supplier Help and Customer Specific Queries

My Dashboard

Show all cards

Incomplete Profiles (0)

Pending Completion

b. Click Edit next to your company name.

Z=ZYCUS My Company Profile Settings «  Help o
My Company Profile
Home St.No. My Gompanies My Customers Actions.

% 1|,

c. Update, delete, or add extra information to your profile.

Complete the supplier profile by providing all required details in the main views and their sub-views. Y C

- Company Details * Eur/Asia Bus Classifications * Document:
Company ———————————

cations DBA/Alias

Address * Company Details
Capabilities Global Supplier identifier Legal Name *
7878

Legal Structure * (O Legal Entity Registration Country? (1)

United Kingdom

DUNs Number (O Unique Entity Identifier

O Yes ® No

Unique Entity Identifier () Company Establishment Date

Website Address

Tax Details

Tax ID Format *
O Us Federal Tax ID O Us Social Security Number
@ VAT/Other

TaxID

* indicates mandatory

Business Size Classif-E&A
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This example will demonstrate how to update your address. Note you can update any
other details as needed.

1. To add a new ordering address to your company profile, click Address and view all the

addresses currently associated with your company.

o by provicing i el su-vews v
s Company Duate*

€——  ComponyDetais
Capmoti

it Suppler Mertder Logel Nama *

Log Structues Lagal Entity Regfatzation Country?

United Kingdom

Uniqus Escty Identifier

Wobsine Address

Tax Details

T 10 Fermat *

2. Click Add New.
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vome % ICF
/ICF
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suppher pe providing and their sub-views.
A Locaons *
Company * —_—
agovess

Associated Address(es)

Select LegallDBA wpphor name  Address D Account Growp Address Phone

Showing Contact Detais for All Locations

For Address ContactType  FrstNome  MiddeNeme  LastNome  Tite  Emad
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3. Ensure that all mandatory fields indicated by a red asterisk (*) are completed.

Associated Addressies]

‘Select LesalDOA suppier name *

AMATON U, SERVICES LTD

Note: You are only required to enter either a street address or PO Box Number. Once you

enter either one, the other will no longer have a red asterisk (*).

4. Once you have entered your information, click Save.

Associated Address(es)

Select Legal/DBA supplier name *

Account Group *

* indicates mandatory

Address 1 Address 2
- Address 2
Address 3 PO Box Number *
Country * State *
Mot Applicable/Others
City = Zip | Postal Code *
Phone * Phone Extension
T @ Extension
Fax Fax Extension
a Fax Ex sion
Cancel
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ICF Supplier Hub

5.

6. View the new address on your list.

Click OK.

Address change will impact other views

@ zycus

e
ZICF

Confirm

a8 Locasons *
Company
Address ® Associated Address(es) m
Copstsitin
Seloct LegalDBA supplier name  Address ©  Account Group Ascross Prone Phone Extensi  Actions.
o
—_ > L T e
Showing Contact Details for All Locations. m
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ICF Supplier Hub

7. Click Submit if you would like to submit your updated information or click Cancel if
you no longer want the update. You can also Save as Draft if you'd like to come back
later.

‘Submit Request

Are you sure you want %2

submit?

Mzycus

8. Changes will be auto approved. View changes under COMPLETED REQUESTS.

COMPLETID REQUESTS

Request Number ¢

Company Name & osp Request Type Supgber Type 1CF Ragion Roquested On & Eapdtime ¢ lsmm ° Actions
o o Pessedal s o025 00

asoy a7 croma Potecai " o4 00 Approved

Ep—" 1 Gompsge 1

Sl
ZICF

@Copyright ICF 2024



