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VendorPanel Support

Need help responding to a request, or finding your

way around your VendorPanel account? We have put
together some of our top tips for navigating the platform
and the different ways to get the support you need.

= Chat With Us - Live Chat

Name Do you have a timely request or question?

Do you need aresponse quickly?
Katherine Wise . .
Please use our live chat to speak with one

Email of our Australia-based support specialists.
This is the quickest way to get a query
kj.wise@demo-supplier.com.au resolved, with our average response time

being just 90 seconds during business hours.
Connect me to:

Live chat is monitored by our support

VendorPanel Support v team from 8am-5pm (AEST) Monday to
Friday (excluding some public holidays).
Message If you require assistance outside of

business hours, you can also leave a
message for our support team, who will
then respond when they are back online.

The live chat button can be found within your
supplier account and is located in the bottom

right-hand corner of the screen. Please see
associated screenshots for reference.

| | Exit

Responding to RFx 2022 - Plant Hire
Responses close at 17/Mar/2022 12:00 PM
Your response status : Draft
his wizard v S u througt 1€ Process of creating our § NS¢

Please start below by selecting your responder profile. This is the supplier you are responding as, as well
as the relevant supplier list. (Note: There may only be a single selection for each.)

Please select the supplier list you wish to respond against.
@ Plant Hire List

Please select the supplier you wish to respond as

@ Wise Hire (managed by Katherine Wise : k j.wise@demo-supplier.com.au)

Save and Continue
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Reversing a Declined Request

£d . Viewing and D .

T submit your response to a Buyer's Requestor Tender,you il need o ceate  response’ usingth response E ent 1f you have declined a Request, you can have your decision reversed by following the instructions
N wizard in VendorPanel. Ths allows you to sen documents and any other necessary informatio tothe Buyer. Request o Tenc detailed below
i 1 ey P kthe ‘pen and pap to the right of the Request or Tends o 1. Once you have declined a Request, it is removed from your homepage and transferred to the
Ter sponse. . slis %

|Lcretea s el Archived Requests page of your account
)(2 & =)@V

Declining 2. Navigate to the Archived Requests page by placing your mouse over the My Responses tab
Re ng on the Archivec uests link at the bottom of

This where you will be response. Follow the prompts to complete. on the top of the home page, and clicking on the Archived Requests link at the bottom of

each step. You will need to finish al the required fields and steps before you can submit the response.

e selecthe suppiler st

ase seict the suppler

If you clck ‘exit' while in the response vizard, everything you have saved will be kept as a draft. Ifyou do not click
the ‘Save and Continue’ button at the bottom of 2 section, this information will not be saved

By clicking the delete button, your response willnstantly be deleted. The "Preview” button allows you to view your
response as the Buyer sees it

Suppler
Detais

Preview | Delete | Exit

‘Once you have finished each required section, you can either save as a draft o submit your response.

By clicking the ‘Save as draft button your response will ot be sent to the Buyer. To submit your fesponse to the.
Buyer, click the "post to Buyer >>" button before the Request/Tender closes.

Save your response

Help Centre

the drop-down box that appears.

3.In the Archived Requests page, navigate to the Request that you would like to reverse a

decline for and click on the additional options arrow to the far right of the Request.

4. A pop-up box wil appear in your browser asking you to confirm if you would like to revert

the Request back to your dashboard.

Click the OK button to reverse the declined Request.

5. The Request will now appear on your homepage, and you will be able to respond to the
Request.

I you are having trouble reversing your declined Request, please contact the Support Team at
VendorPanel

Youc:

ch the Support Team at VendorPanel by filing out the Contact Us form:

hitps vendorpanel.com.au/ContactUs aspx
When contacting the Support Team, please provide the following information:

1. Full name of the Request

2. VP reference number

Did you know we also have a comprehensive help centre featuring
articles and FAQs across a variety of topics? Simply type any
questions you have into the search bar to pull up handy guides and
informational content. And if you're unable to find the information
you need, our support team is ready to help out with your queries.

Email Support Team

If you query isn’t urgent, or you simply prefer to send us an email, you
can contact our support team at support@vendorpanel.com.au.

We will aim to get back you within 12 business hours. If your enquiry is urgent
however, we recommend getting in contact with support via our live chat.
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