INVEST

GOLDCOAST.

Vendor Panel registration instructions

1. Click https://info.vendorpanel.com/workwithcityofgoldcoast/

2. Vendor Panel screen - Hit _

1. Register as a supplier to City of Gold Coast

The City of Gold Coast uses

VendorPanel Marketplace to find suppliers and to
invite them to quote and respond to public tenders.

It's entirely free for suppliers and, once registered,
your business profile will be visible to City of Gold
Coast buyers and to others searching the
Marketplace for suppliers in the area.

ACCESS PUBLISHED
REGISTER NOW PUBLIC TENDERS HERE

Goto

www.VendorPanel.com.au/Marketplace

Get started in 3 easy steps

Select the most appropriate category
for your business

3

Click on the link on your email to
complete your profile and be visible
to buyers

3. Go to category [Real Estate and Property Services’ and click on [Register

procurement team to find out if there is a supplier list you

may be suitable for.

For any queries, contact our support team.

Healthcare Services

Hardware & Hand Tools

Horticulture & Arboriculture

HR Services & Recruitment

Indust. Automat'n, Process Control
Indust. Production, Manufacturing
Instrumentation Equipment and Supplies

IT & Telecomms

Lab, Measure, Observe & Test Equip

Legal Services
Library services

Luggage, Merchandise & Personal
Management Advisory Services
Marine Transp. Products & Services
Marketing & Communications
Material Handling & Lifting Equip
Mechanical Plant, Equip, Services
Medical Equipment. & Supplies
Mining & Quarrying & Oil & Gas
Music, Game, Toy, Art, Craft & Edu
Office Related Supplies & Services
Paper Materials & Products
Parking, Traffic Services & Equip
Personal & Domestic Services

Plant & Equipment -
Plant & Equipment -
Plant & Equipment -

Disposal
Hire
Purchase

Power Generation, Trans & Distrib.
Printing & Distribution Services
Railway, Tramway and Track

Real Estate & Property Services

Caretaker Services

Valuation Services

Building Surveys & Audit

Facilities Management Services
Property Development Services
Property Management Services
Real Estate Agent services

Security Services & Equipment
Service Industry Machinery & Equip
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https://info.vendorpanel.com/workwithcityofgoldcoast/

4, Insert details — make sure you tick {Pfoperty Development Services’
‘Request invitation’

5. Click

O City Of Gold Coast

Register as a supplier on the VendorPanel Marketplace ‘Real Estate & Property Services' supplier list.

Provide the following detalls to receive your registration invitation via email

Your first name Your last name

Your email address

Select the categories that align to your business.
0 Building Surveys & Audit
O Caretaker Services
(O Faciliies Management Services
Praperty Development Services
O Property Management Services.
O Real Estate Agent services
[ Valuation Services

| have read, understand and agree to the details provided in the Service Provider Agreement

® ves ONo

Plaase enter security code

8066409

Request invitation |

Note that in order to be considered for approval, you need to be a registered business that

can deliver products or services that are directly relevant to this list.

6. Go to your email inbox to view the Invitation to join.

Z20In email, hit

Invitation to join the 'Real Estate & Property Services' list on VendorPanel Marketplace as a supplier.

G VendorPanel <noreply@vendorpanel.com.au>
To o

€ Reply | 9 Reply All

(@) Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

This email originates outside of the City of Gold Coast's email system. If suspicious, report it using the 'Report Emair button

Invitation to join the ‘Real Estate & Property Services' list on VendorPanel Marketplace.

You have requested to join the VendorPanel Marketplace ‘Real Estate & Property Services' list as a Marketplace supplier.

Accepting this invitation (and creating your profile if required) will enable you to receive invitations to quote on work as well as respond to Public

Tenders posted to this list.

Click here to follow the prompts to get started.

Pro-tip: Your business profile will be visible to buyers searching this list for suppliers, so It is worth taking a moment to create a strong

business profile.
Note: This invitation can only be used once.
Thank you,

The team at VendorPanel

8. [Create/password and click INEXE

° City Of Gold Coast

Invitation to join the Real Estate & Property Services list on VendorPanel Marketplace

Yau have requested to join the VendorPane! Marketplace ‘Real Estate & Property Servicas' supplier list as & supplier

‘Accapting this invitation will anable you 1o raceiv apportunities 1o quote on work as well as respand to Public Tenders pasted to this fist

Please follow the prompts to continue.

Get started with the following details.

Your first name

Enter your prefermed password ——

Ihave read, understand and agree o @ ves O
e Service Provider Agresmint

Next

amor
niact  Supplier TACs | Buyer TACs | Privacy Accepiable us policy

GOLDCOAST. | localbuy

D vendorpanel
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9. Click on [CORERLE

Getting Started - Quick Guide

Welcome (D
Before you begin, there are a few configuration tasks to complete. They are...
« Set your location and timezone.
« Confirming your personal and organisational details.
« Complete the details for the supplier lists you're on. This is required before you can
respond to RFx's

This won't take long so let's begin.

[ Continue

10. Edit/update your location
Enter street address
Enter timezone

Click [SaVel

o VendorPanel My responses Admin tools Videos Helpcentre @ @ v

Edit/Update your location

Street Address
We use your street address to help buyers find you, and to help calculate the distance MR RNIR Y SUrRie e 2
between you and the buyer. Please enter only your street number, street name, and .
suburb/city - not the building name or level B2 L SR
address.
Your Street Address « Use your physical location, not mailing or
delivery addresses
« Don't use Building Names or Floor
Click to change address Levels.
= Start with a street level address first
Timezone

Your timezone is used to display any times, such as opening/closing times, in your chosen
time zone

Select your tmezone | (UTC+10:00) Brisbane v|
Filtered to 5 matching timezones (Remove filter)

sme | Contact Termsand condiions  Privacy  Acceptable use policy
I ights reserved. Copyright @ 2023. VP 12.8.3 on Blue o VendorPanel

11. Click

Complete your profile...

We need to know some details about you, such as your personal and
organisational information. Thesa detals are known as your profile, and they
identify you to athers

Thesa datails must ba saved before you can quote on buyer opportunities.

Continue
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12. Complete your business details

o VendorPanel My responses Admin tools Videos Helpcentre @ O v

Edit/Update your profile

Personal Details

First Name | |

Last Name | |

Contact Details

Position/Job Role | |

Note: Please include Country and Area Codes
Primary Phone |

Moile (Cellular) (Options | |

Fax number (Opiiona | |

13. Click on
14. Select under ‘Business number’
15. Insert in adjacent field box.

16. In field ‘Display Business Name’ — insert
17. Ensure you complete section

Business Details

ABN | |

Don't have an ABN? =

Business Number [RBN v [

Display Business Name |Nf'°‘ |

Business Description

Describe Your Business e

WebSite Url (Recommended ‘wxw:.yourbusmess.com |

18. Select fPrefernotto’'say’ under number of employees and annual revenue fields

19. Click [SaVe’.

Business Size

Number of employees | Prefer not to say V\

Annual revenue | Prefer not to say hd \

Save
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20. Clickon*

Complete your profile...

We need to know some details about you, such as your personal and
organisational information. These details are known as your profile, and they
identify you to others.

These details must be saved before you can quote on buyer opportunities.

: Continue .

21. Click on

You are all done...

Great work I

What now?

Please review the details of your business linked to this panel and adjust as necessary. Make sure you
add a logo.

>> Review lists you manage.

22. Click on

Please set your regions of service

‘You need to set your regions of service in order to access public tenders. These are the geographical
areas where you deliver goods and services. At least one region must be selected.

[ Set your regions

Note: These settings are specific to you and will not effect anyone else within your organisation.

If you no longer wish to receive public tenders, you can turn them off in the Options and Settings page.
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23. Select ’
24. Then click ’

o VendorPanel

My responses Admin tools Videos Helpcentre @ O v

Manage your public tender alert regions.

Filter tender alerts by regions of Australia. Please select at least one region of service.

Select the geographical region(s) where you deliver Note: If you no longer wish to receive public tenders, turn them off in the Options and Settings page.

services/products.

This will filter your alerts so you only hear about
tenders where the buyer has selected one or more
of your preferred regions.

If you wish to be notified of tenders with service
areas outside of Australia, please check the
‘Include regions outside of Australia’ option below.

O Include regions outside of Australia

Note: Your settings have excluded ALL tenders
from Australia. Please select at least one region
of service.

Australian Capital Territory

[J ACT (all other areas)
[J Canberra
O Offshore (ACT)

New South Wales

O Central West O Murray

O Far West O Murrumbidgee
[J Hunter [J North Western
[J lawarra [J Northem

[J Mid-North Coast

Northern Territory
() Darwin

) NT (all other areas)
[ Offshore (NT)

Other Territories

[ Offshare (OT)

Queensland

[J Brisbane Gold Coast
O Central West O Mackay
[0 Darling Downs | (0 North West
[ Far North O Northern

O select all
[ Selectall
O Offshore (NSW)
O Richmond-Tweed
[ South Eastern
[ Sydney
[ Selectall
O select all
O select all
() South West

[ Sunshine Coast
[0 West Moreton
O wide Bay-Burnett

25. Close box and click on ‘MERAGFrPanel’ in top left banner

Success!

V You have successfully updated your 'regions of service' preferences for Public Marketplace Tenders.

close

Page 6 of 7



26. Then click [EHERISViEW

o VendorPanel My responses Admin tools Videos Helpcentre @ @ v

Y= To-Do Tasks Open Market Tenders

© Add missing supplier list logo

There is 1 public tender available
X Admin Tools

© Supplier Lists you manage
© Edit supplier list colleagues
© Edit supplier list logos

© Edit master logo

© Reports

:= Supplier Lists

© Lists youre on

© Register on the Public Marketplace
© Manage categories

© Manage buyer groups

© Manage regions of service for Tenders
© View open public tenders

© View closed public tenders

o Settings

© Options and settings

me Contact Terms and conditions | Privacy = Acceptable use policy

rights reserved. Gopyright © 2023, VP 12.8 3 on Blue o VendorPanel

27. EOI  ame of project] Project will then display as below. You can now _the relevant
documents

o VendorPanel My responses  Admintools  Videos Helpcentre @ @ v

Open Market Tenders

PN XXXXXX/XX/XX/XX/EOI [name of project]

17/May/2023 11:00 AM
T3 City Of Gold Coast

RO@EE @@

28. List of relevant documents for download.
Request Details

Background information / Compatibility requirements

Details Document List (see [name of project]  External Document List)

VENDOR PANEL

LIST OF SUPPORTING EOI DOCUMENTS

Attachments to this request

Documents There are 7 documents attached to this request. View/Download

—
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