How to Activate Your Account
1. You will receive an invitation via email from system@zycus.com with a link to register on the
CEC’s Zycus Supplier Network (ZSN) portal. The email will look like this:

2. You need to click on the ZSN link to start the registration process. When you click on the link, it
will open with the following page. Please register on the portal using the email address that the
mail was sent to. You need to complete your email address, create a password, do a simple
maths calculation to prove that you are not a robot, and read and accept the terms and
conditions of the ZSN. If you are having problems, there is a Zycus help video on this page
(highlighted below) which will show you how to register on the ZSN.

3. Next, you will be asked to enter a One Time Password (OTP) which will have been sent to your
email address.

4. You will now have access to the ZSN Portal.

How to Complete your Registration on the ZSN
1. On successful activation of your ZSN account, you will have the opportunity to complete your
profile. Fields with an asterisk are mandatory. When you have filled in all the fields, click
“submit” and this will create your global ZSN profile.

2. You now need to answer a few questions for your CEC profile. To do this, click on your supplier
name beneath the Supplier Requests heading.

3. Next you will be asked to read and agree to CEC’s code of conduct. A link to this can be found in
the help text (click on the help icon highlighted in the image below).

4. You will now need to work through the questions, checking any pre-filled fields for accuracy, and
ensuring you have answered all the mandatory fields (marked with an asterisk). You will also
need to upload evidence such as your VAT Registration Certificate and a redacted bank
statement.

5. You can save as a draft if you wish to come back to it, or when you have finished, please click
submit. Your responses will now be checked by our CEC colleagues as part of our internal review
process.

Zycus Help Documents
There are a number of Zycus help documents on the ZSN portal which can be accessed using the
Help & Support link as highlighted below.

There are a number of documents in this area which you may find helpful.

