
Supplier Onboarding 
 
Zycus link: 
https://dewdrops.zycus.com/zsp/guest/genericRegister/CAT780 
  
Supplier E-mail: 
IMPORTANT: Please use the e-mail that you received the invitation to onboard or edit your 
profile through as this is the address that is linked to CEWA and its schools in Zycus. Once you 
are in you can add additional contacts and access. 
 
Register as a new user using the above e-mail(s) to complete your registration as this is the one 
that is linked to our system.  
 

 
 
Note if you don't see Catholic Education Western Australia on the right side as per the 
image, you may have used an incorrect link. Please use the link provided above.  
 
If you are using Zycus with another organisation, your e-mail address may be in use. If this is the 
case, please logon using the existing user login. If you have forgotten your password, please use 
the Forgot Password option as shown above to reset your password.  
 
If you are a new user to Zycus, you will see a screen to complete your basic details. Please 
complete and submit to proceed. 
 
There are two ways to login to your profile further explained below: 
 

1. You Received an E-mail Requesting You Onboard to Zycus 
 

From the dashboard, select the CEWA Icon: 
 

https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdewdrops.zycus.com%2Fzsp%2Fguest%2FgenericRegister%2FCAT780&data=05%7C02%7Csupplieronboarding%40cewa.edu.au%7Cd88b35a791dd461ad4ec08dd69b0ee64%7Cc5852f2336334f29b38651da53e35e23%7C0%7C0%7C638782930853646617%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=N91TXs1IdhIfMtmM1I6Ba%2Ba%2F8DRA63k%2BBLaiRHecfKk%3D&reserved=0


 
 
Select either My Company Profile at the top of the screen or the My Companies section under 
the blue banner: 
 
If using My Company Profile select edit next to your company name: 
 

 
 
If using My Companies, select Edit as shown below: 
 

 
 

If you are a supplier to multiple schools, you will see these as business locations. Select one of 
these locations and click on edit. The information (other than if school specific bank details 
are required) is global and will be copied to the other locations. 
 

 



 
Note: If you are onboarding for any of the CEWA oMice locations, please ensure you only update 
the CEWA Admin business location, or the request will be automatically rejected. 
 

 
 

3. You Received an E-mail Requesting You Edit or Amend your Profile 
 

From the dashboard, scroll down until you see Supplier Requests: 
 

 
 
Click on the blue company name which is a hyperlink. You will be taken directly into your profile 
to complete your onboarding. 
 
You should now be able to see all the tabs to complete your supplier onboarding using the 
sections on the left-hand side: 
 



 
 
Please ensure you complete the Products and Services, add a remit to (AR) contact e-mail, 
and all areas marked with a red asterisk which are mandatory. 
 

 
 

 
 
We highly recommend you save your information as a draft frequently to ensure no 
information is lost during the onboarding process. 
 

 
 

  



Address and Bank Verification 
 
Please use the below instructions to verify your address and bank details. 
 
At the bottom of the screen, you will find a green box which has two functions: 
 

1. Verifying your address against Australia Post data held in Experian; and 
2. Verifying your bank details with Eftsure. 

 

 
 
Click on Appxtend and click on Eftsure status. If your bank details come back as green, you are 
good to go, if they are red, there is an issue which it will advise you to fix, if it is orange, you can 
still submit but Eftsure will contact you to verify your details. Example of a green status 
follows: 
 

 
 
An example of a red status follows: 
 

 
 
Once you have completed the bank verification, click on Appxtend again, select validate 
address. When it comes up with your address or a formatted version of your address, click on 
the right facing arrow and click the radio button to copy this address to your profile: 
 



 
 

 
 

 
 
You will receive a message that the address has been updated successfully and can close 
the pop-up box. 
 
You are now ready to submit your profile: 
 

 
 
If submitted successfully, you will receive a notification and the status will update to Pending 
Approval: 



 

 
 
If you receive an error, a red ribbon will appear at the top of the page: 
 

 
 
Click on Show All to see full details of the error including the section and sub section where the 
error appears: 
 

 
 
Red stop errors must be corrected before proceeding, orange warning errors can be ignored and 
submitted if you are happy that the information is correct. 
 
Additional Tips 
 
Please ensure that your phone numbers do not contain +61 or 61 and replace with a 0 (i.e. 0419 
or 08) as this may cause an error.  
 
CEWA has a user guide and webinar on our webpage that may assist in completing your 
registration.  
 
Still Experiencing Problems 
 
If you are still experiencing problems, please contact us at supplieronboarding@cewa.edu.au  
 
We thank you for your patience as we transition to our new Procurement System, Zycus and 
apologise for any delay in responding to your query. 
 
 

https://www.cewa.edu.au/wp-content/uploads/2025/03/Zycus-Supplier-Portal-Navigation-Guide-V2.pdf
https://www.cewa.edu.au/resources/procurement/zycus-supplier-network-portal/
mailto:supplieronboarding@cewa.edu.au

