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Zycus Supplier Network (ZSN) Portal Guide for New 

& Existing Suppliers 
 

ZSN Guide for New Suppliers 

 

This Registration Guide outlines the steps for how to register as a new supplier in Zycus Supplier Network 

(ZSN) portal.  

To register as a new supplier on ZSN Portal, please click on the link provided below and follow the prompts 

to register your company details. 

1. Click the link to ZSN: https://zsn.zycus.com/zsp/guest/genericRegister/IOO902 

2. Under the ‘New User? Register’ section, enter your email address and create a password. Confirm 

your password and answer the simple math question. 

3. Tick the check box ‘I accept Terms and Conditions of Using Zycus’ and then click ‘Register’. 

Note: If you need help with signing in, click the ‘Need help signing in’ option to watch a short 2- minute 

tutorial video. 

 

 

 

 

 

https://zsn.zycus.com/zsp/guest/genericRegister/IOO902
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4. You will be sent a One Time Password (OTP) via email. Please click on ‘Resend OTP’ if you don’t 

receive it within the next few minutes. This OTP is valid for 10 minutes from the time of receiving 

the email.  

 

 

5. Enter the OTP and click ‘Verify OTP’. 

 

 

6. Please complete your profile details in the form as below. Once you have completed all the 

required fields, please click ‘Submit’. 
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7. A new page will open, for you to complete your company profile. Click ‘Complete Profile’. You will 

also have the option to complete it later. 

 

 

 

8. Add your company information (e.g., Name, Address, Phone number, Type of service offered, GST 

status, ABN etc.). Once you have completed all mandatory fields, click ‘Create’. 

 

 

 

9. Please read and accept the Terms and Conditions for use of Zycus Supplier Network portal by 

checking the box ‘I have read, and I agree to above’. Click ‘Continue’. 
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10. Complete all required mandatory sections. 

• Company – Please complete the required information. 

• Address – Please complete the required information. 

• Purchasing – Please complete the payment terms and currency type. 

• Products and Services – This section is not mandatory. 

• Modern Slavery, Financial Crime & Cyber Security – Please complete all mandatory 
questions. 
 

Please note: Financial Details will be required at onboarding stage. The Insignia Financial Supplier 

Management Team will be in touch to request this information and the Insignia Financial Accounts Payable 

Team will call you at the provided contact number to verify your financial details.  

 

 

 

11. Please click ‘Submit’ to complete your registration. Your details will be sent to the Insignia Financial 

Procurement Team for review and approval. Insignia Financial may contact you for additional 

information prior to approval. 

 

 

12. If you have any concerns about your company profile registration on Zycus Supplier Network portal, 

please email the Supplier Management team at supplier.support@insigniafinancial.com.au 

 

mailto:supplier.support@insigniafinancial.com.au
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ZSN Guide for Existing Suppliers 

 

1. If you are an existing supplier logging in for the first time, please click the below:  

 

https://zsn.zycus.com/zsp/guest/genericRegister/IOO902 

 

If you have forgotten your password, you can request a one-time password (OTP) to log into ZSN 

portal. 

 

 

2. From the menu bar, select the Insignia Financial icon. select “Account” and “My Companies” to 

access your company profile. 

 

 

 

3. Once logged in, update your company profile details when required in the sections column and using the 

green prompt buttons. 

 

 

 

4. If you have any queries about navigating your profile within ZSN Portal or updating your financial 

details, please the contact Insignia Financial Supplier Management team via email at 

supplier.support@insigniafinancial.com.au 

 

https://zsn.zycus.com/zsp/guest/genericRegister/IOO902
mailto:supplier.support@insigniafinancial.com.au

