OFFICIAL '

Respond to a Quick Source Inquiry

Overview

Purpose Use this procedure to respond to a quick sourcing inquiry.

Audience Suppliers

Prerequisites Melbourne Water has sent you a Quick Source Event.
Suppliers can access the Quick Source events in two
ways:
1. Logging into the Supplier Network (ZSN)

Tip 2. Clicking on the link within the email

Note: Following the email link will take you directly to
Step 2, in this document.

For any system or technical issues: Contact ZYCUS @
tech-support@zycus.com or 1800 442 793.

For any issues which are not able to be resolved through
Zycus technical support, contact Melbourne Water
Procurement Team @
ProcurementHelpDesk@melbournewater.com.au

Help and Support

In your email please include:
e Your name & position title
e Email address
e Phone

Company name (entity, e.g. Acme Pty Ltd)

ORIA Melbourne Water is owned by the Victorian Government. We manage Melbourne’s water supply ! Melbourne
State catchments, remove and treat most of Melbourne’s sewage, and manage rivers and creeks and major Water
Government drainage systems throughout the Port Phillip and Westernport region.
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Respond to a Quick Source Inquiry

Step Action

1.

v

ORIA

tate
overnment

Click on event name in
the Sourcing Events
card, on the dashboard.

The Quick
Source event
details are
displayed.

Review the Bid Closing
in x days.

Download the
documents attached to
the event.

Submit your quotes
for the following

items:

Enter the quantity you
can supply for each of
the items, in the
Supplier Quantity
column.

Enter the price for each
of the items, in the Bid
Value (AUD) column.

Scroll down to answer
questions about this
event.

Result/screenshot

BRI i vy cashboard B Manage Companies v @) Anyorder v @ Help v

s MY REQUESTS

] cust Event 14 EventType  Opan Dote
Melbourne W 1210162610 QUICK_S0U 23/11/2020.

b Golf Balls - Closed
Customer Event Id Event Type Open Date

Mo Records to Display

= o Racords to Displa Melbourne W.. 1210161122  QUICK 50U..  20/11/2020..
Pizza and Garlic Bread - Closed
Customer Event Id Event Type Open Date
Melbourne W.. 1210161121  QUICK_SOU..  20/11/2020.

3 of 169 records displayed

View More

QuickSource > Supplier Response

Widgets
Request Overview
Marisa from Melbourne Water Corporation has requested Widgets

Hi Supplier Please respond to this quick source event

Rapid Terms (Goods & Services) .docx
702.42 KB

Submit your quotes for the following items:

Item Description Quantity Requested uom Supplier Quantity
Widgets 100 quantity
Widgets for Consulting.. 1 quantity
Total 101 0

Submit your for following

*

*

Bid Closing in 4 days

¥ DOWNLOAD ALL

Bid Value (AUD) Total Cost
price * | NA
price * | NA
AUD 0 AUD 0
CANCEL SAVE DRAFT SUBMIT

Melbourne Water is owned by the Victorian Government. We manage Melbourne’s water supply
catchments, remove and treat most of Melbourne’s sewage, and manage rivers and creeks and major
drainage systems throughout the Port Phillip and Westernport region.

Melbourne

ﬁ Water
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Respond to a Quick Source Inquiry

Step Action Result/screenshot

3. Submit your answers QuickSource > Supplier Response
for the following FP P
questions: Widgets
Answer all the questions Fesp e
in th |S a rea, |n the Write Submit your quotes for the following items:
yo u r a n Swe rs here Item Description Quantity Requested uoM Supplier Quantity Bid Value (AUD) Total Cost
SectIOnS " Widgets 100 99 * 25 * 2475
Attach any Supporting Widgets for Consulting.. 1 1 * 1200 % 1.200
document(s), if Total o 100 AUD 1.225 AUD 3.675
required.

Submit your answers for following questions:

When can you deliver? N

write your answer here :

0/2000

Attach Supporting Document(s)

Browse files from your computer °

Maximum file upload limit in this section is 25 MB

CANCEL SAVE DRAFT SUBMIT

4, Click Submit.

QuickSource > Supplier Response

Submit your quotes for the following items:

Item Description Quantity Requested uoM Supplier Quantity Bid Value (AUD) Total Cost
Widgets 100 gg * 25 * 2475
Widgets for Consulting.. 1 1 * 1200 *  1.200
Total 101 100 AUD 1.225 AUD 3.675

Submit your answers for following questions:
When can you deliver?

Next Week

9/2000

Attach Supporting Document(s)

Browse files from your computer o

Maximum file upload limit in this section is 25 MB

CANCEL SAVE DRAFT

ORIA Melbourne Water is owned by the Victorian Government. We manage Melbourne’s water supply ! hlelbourne
State catchments, remove and treat most of Melbourne’s sewage, and manage rivers and creeks and major Water
Government ; . ]
drainage systems throughout the Port Phillip and Westernport region. . . . .
Enhancing Life and Liveability



Respond to a Quick Source Inquiry

Step Action

5. Your response have
been successfully
submitted for the
inquiry.

You have the ability to
update the inquiry as

long as the bid is open,
if required.

Result/screenshot

Your responses and bids have been successfully submitted for this inquiry. You can update them as long as the inquiry is open. GOT IT!

QuickSource > Supplier Response

Widgets

70242 KB

Response Overview
Submit your quotes for the following items:
Itemn Description Quantity Requested
Widgets 100

Widgets for Consulting.. 1

Total 10

Submit your answers for following questions:
When can you deliver?

Next Week

Attach Supporting Document(s)

Browse files from your computer

6. You have completed this procedure.

What happens next?

Supplier Quantity
99 *
1 *

100

Bid Closing in 4 days

Bid Value (AUD) Total Cost
25 * 2475
1.200 * 1.200

AUD 1.225 AUD 3.675

9/2000

CANCEL SAVE DRAFT m

Melbourne Water will review your inquiry submission and respond to the Sourcing Event

accordingly.

! ; : ORIA
State
Government

Melbourne Water is owned by the Victorian Government. We manage Melbourne’s water supply
catchments, remove and treat most of Melbourne’s sewage, and manage rivers and creeks and major
drainage systems throughout the Port Phillip and Westernport region.

Melbourne
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