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1 VENDORCafé 

1.1 Overview 

Registration with VENDORCafé offers cost-efficient, safe, and effective way to process & manage 
business with Goodman and other registered customers.  

VENDORCafé gives real-time immediate access to your purchase orders and the ability to upload 
and track your invoices. 

 

 

2 Register For VENDORCafé 

2.1 Module Overview 

As you are a current Goodman vendor, your VENDORCafé account will be automatically created 
for you by Goodman; however you will still need to activate it and review amend your held details 
prior to being able to use the portalôs full functionality. 

 

2.2 Activate Your VENDORCafé Account 

2.2.1 Task Overview 

You will receive an activation email from Goodman as you are a current vendor. 

 

2.2.2 Steps 

Step Task / Field Explanation 

1 Open your Goodman: Please 
activate your VENDORCafé 
account email. 
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Step Task / Field Explanation 

 
 
 

2 Click the Activate Account link. System message: Thank you! Your account has been 
created and activated successfully. An email has been sent 
to you with your logon credentials. 
 
NOTE: The activation link will remain active for two days. If you 
attempt to use it outside of this you will receive a system 
message to contact Yardi Support who will resend details.  
 

 



 

Vendor User Guide ï VENDORCafé       Page 7 of 69 

Step Task / Field Explanation 

 
 

3 Sign in to VENDORCafé using 
details in Your VENDORCafé 
Registration was successful! 
Yardi VENDORCafé Team email 
received at step 2. 
 

Force Password Change screen opens. 
 

 
 

4 Complete Force Password 
Change screen. 
 
Click Submit. 

Vendor Profile ï Vendor Information screen opens on 
Vendor Details tab. 

5 Review data held in Vendor 
Details tab. 
 
Click Next. 
 

 Corporate Contact tab opens. 
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Step Task / Field Explanation 

 
 
 

6 If the Corporate Contact tab 
information is not complete or is 
incorrect please edit this 
information.  
 
Click Next. 
 

 Tax Information tab opens. 

 
 

 
 
 

7 In the Tax Information tab review 
ABN Number (pulled through from 
your Yardi vendor record). Click 
checkbox confirming number 

Vendor Profile - Category screen opens. 
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Step Task / Field Explanation 

shown on this form is correct 
Australian Business Number.  
 
Click Save. 
 

 
 

 
 
 

8 In the Vendor Profile - Category 
screen the only option is All and 
checkbox already ticked.  
 
Click Next. 
 

Vendor Profile - Market screen opens. 
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Step Task / Field Explanation 

 

9 In the Vendor Profile - Market 
screen the only option is 'Australia' 
and checkbox already ticked.  
 
Click Next. 
 

Vendor Profile - Contacts screen opens. 

 
 

 
 
 

10 In the Vendor Profile - Contacts 
screen the contact created at step 
6 is listed.  
 
Click Skip to Next (or add more 
contacts [see user guide section 
3.2]). 
 

Vendor Profile - Documents screen opens. 
 
In the Vendor Profile - Contacts screen the following fields 
require further explanation: 
 
Contact Type 
Goodman only utilise the Corporate and Dispatch contact 
types. 

+ Corporate contact type is to be assigned to users 

informational or support role. No automatic notifications will 

be received. 

+ Dispatch contact type is to be assigned to users who need 

to be notified in real time regarding works assigned from 

Goodman. Automatic notifications will be received. 

 

If a user acts in both roles use the Dispatch contact type to 

ensure that the user receives notifications. 
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Step Task / Field Explanation 

 
 
 

11 In the Vendor Profile - 
Documents screen click Skip to 
Next. 
 
NOTE: fields shaded blue on this 
screen are not mandatory. 
 

Vendor Profile - Review and Submit screen opens. 

 
 

 
 
 

12 In the Vendor Profile - Review 
and Submit screen review data to 
ensure any additional information 
entered is identified.  
 

System message: You have successfully submitted your 
data to Goodman. Once approved you will be notified by 
email to your email address registered with us. 
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Step Task / Field Explanation 

Click Submit. 
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3 Manage Your Contacts 

3.1 Module Overview 

VENDORCafé gives you the functionality to manage members of your organisation access to the 
portal and the information available to them.  

 

 

3.2 Add A Contact 

3.2.1 Steps 

Step Task / Field Explanation 

1 Navigate and log in to 
VENDORCafé.   
 

  

2 Using the side menu navigate to 
Vendor Profile > Contacts. 
 

Vendor Profile - Contacts screen opens. 

 
 

 
 
 

3 Click New Contact. Vendor Profile - Contact screen opens. 
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Step Task / Field Explanation 

 
 
 

4 Create a new contact (blue fields 
mandatory). 
 

The following fields require further explanation: 
 
Contact Type 
Goodman only utilise the Corporate and Dispatch contact 
types.  
 

+ Corporate contact type is to be assigned to users 

informational or support role. No automatic notifications will 

be received. 

+ Dispatch contact type is to be assigned to users who need 

to be notified in real time regarding works assigned from 

Goodman. Automatic notifications will be received. 

 

If a user acts in both roles use the Dispatch contact type to 

ensure that the user receives notifications. 

 
 
User Administration section  
If you tick the Create User For Contact box VENDORCafé will 
send registration details to this individual for VENDORCafé. If 
you do not select this option, the individual will maintain an 
informational role only, receiving notifications etc. but not having 
their own log-in access to the portal. 
 
You are able to set your organisationôs users level of access to 
VENDORCafé utilising the User Role field: 
 

+ Admin gives full rights to respond to work orders, proposals, 

view purchase orders and complete invoicing. 

+ Invoice Only gives access to raising and submitting 

invoices only.   

+ CSV Invoice Only is not applicable as Goodman do not 

accept CSV invoices, do not use. 
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Step Task / Field Explanation 

EFT Access  

Not applicable therefore set to No Access, Goodman do not 

hold your bank details within VENDORCafé. 

 

 
 

 
 
 

5 Click Save. System message: Data updated successfully. Please review 
and submit. 
 

6 Using the side menu navigate to 
Vendor Profile > Review and 
Submit. 
 

Vendor Profile - Review and Submit screen opens. 

7 In the Vendor Profile - Review 
and Submit screen review data to 

Newly created contact listed. 














































































































