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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 portalds full func

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

Task / Field Explanation

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

M Gmail Corporate Contact <goodmantest.buildingsalive@gmail.com=

Goodman: Please activate your VENDORcafé account
1 message

procure@goodman.com <procuref@goodman.coms= Wed, Dec 7, 2016 at 4:17 PM
To: goedmantest bulldingsalive@gmail.com
Cc: chetan shinde@yardi.com

Hello,

Because you are a current Goedman vendor, your VENDORcafé account has been automatically created for you.
To begin, verify your account by clicking the activation link below:

Activate Account

Once you have clicked on the link, another email with a username and temporary password to log into VENDORcafé
will come through. Please fill out your profile until all blue sections are complete

Need more information on how to use VENDORcafé for compliance and invoicing purposes? Register for training
now: hitps://support.yardi.com/NendorCafeTrainings.asp

This is an auto-generated email. Please do not reply to this email ID.

Thank You,
Goodman VendorCafe Server: tRCAAPPST Domain: www.rcashaspl.com

it Quick_Start_Guide.pdf
241K

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.

Thank you! Your b nd.
An email has been sent to you

VENDORC# .
ign In

& Upload Documents Login to access your account.

Upload your important documents.
B Upload and Track Invoices

Upload and keep track of your Invoice status. Password a
/& Manage Work Orders

Forgot your password?
View Work Order history, awaiting proposals and more!

Signin

Support

Vengorcae VendorCafe at 18682516210

©2016,All Rignts Reserved VENDORCafé Croated By: Yara: Systermi ine.
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Step Task / Field

Explanation

EZM hitps://mail.googl.. O ~ @ & I D1 Gmail - Vour VenderCafe R, EE

% &) Suggested Sites v ] Web Slice Gallery v @) Citrix XenApp - Logon £ SignIn &7 UAT

M Gmail User Guide i icom:

Your VendorCafe Registration was successful! Yardi VendorCafe Team
1 message

VendorCafeQA@yardi.com <VendorCafeQA@yardi.com>
To: goodmanuserguide austgreen @gmail.com

Thu, Dec 15, 2016 at 3:55 PM

Hello,
Congratulations! Your VendorCafe account has been created and activated.
You can now login to VendorCafe with the credentials you provided at registration,

is: 1@gmail.com
Your Password is: hvwqzdh

Please click on the link below to login to your account: hitps /iwww.rcashasp1 com/vendorcafedemoUlfogin
This is an auto-generated email. Please do not reply to this email ID

Thank You,

Yardi VendorCafe Team

VendorCafe Server: tRCAAPPS3
Domain: www.rcashasp1.com

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

Force Password Change screen opens.

VENDOR G

tor has recuested you to changs your password. Pleave enter the necessary
0 press Submt

Force Password Change
Current Prssword o
New Password sseene Strorg
Contum Pavsword saaead
ey e Who wass your childhood hero? x«
Security Answer Py
- U
[

B3

Support

For tache sl spper rease emmad Vemdorcate_maper t@yerd com or cald VercorCate ot 1 888 251 6210

© 2015 A% Rigrws Beservet VENDORCofd Covomect By Yorn Systams e

4 | Complete Force Password
Change screen.

Click Submit.

Vendor Profile T Vendor Information screen opens on

Vendor Details tab.

5 |Review data held in Vendor
Details tab.

Click Next.

Corporate Contact tab opens.

Vendor User Guide i VENDORCafé
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Task / Field

Explanation

@. 2 0‘“ 8 Goodman + A

T Vendor Profile
@ Vendor Information
Business Name AUSTGREEM SERVICES PTY LTD (570917291) Email
EET—
6 |If the Corporate Contact tab Tax Information tab opens.

information is not complete or is
incorrect please edit this
information.

Click Next.

B« & & | [¥] vendorCafe | VendosInfor,.

Vendor Profile

@& Vendar Profile

@ Vendor Information

] dor Detail: . Corporate Contact % Tax Information

First Marm J—— obile
Last Name User-Gusde Pager
Dear
e poodmanuserguide sustgreenl@gmad com
Altarate Ema comactgaustgreen et Other

102194131103 B

Otherd

Fax 102) 94132011

7 |Inthe Tax Information tab review |Vendor Profile - Category screen opens.

ABN Number (pulled through from
your Yardi vendor record). Click
checkbox confirming number

Vendor User Guide i VENDORCafé
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Task / Field Explanation

shown on this form is correct
Australian Business Number.

Click Save.

B« & & | [¥] vendorCafe | VendosInfor,.

= @ Chrtentop - Logon & Sgnin &1UAT

VENDOR( = @ 8 @t ot A

Vendor Profile

@ Vendor Information

§ Tax Information

]
-

Australian Business Number (ABN)

ABNNa CoTE Dat o
Certification
You st agree to the Terms below in order to continue.
I certity that: The nuenber shown on this correct Australian Business rumber (or | am waiting for a nurmber to b issued to e

B

Host IRCARPPES
Dec0?. 2014

VENDORCsf

2014 All Rights Reserved VENDORCafé

8 |Inthe Vendor Profile - Category |Vendor Profile - Market screen opens.
screen the only option is All and
checkbox already ticked.

Click Next.

£ - @8 | ] vendorcere

VENDOR( @ 8 @t ot A

Vendor Profile

A Category
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Step Task / Field

Explanation

9 |Inthe Vendor Profile - Market Vendor Profile - Contacts screen opens.

Click Next.

screen the only option is 'Australia’
and checkbox already ticked.

£ - @ & || [¥] VendarCafe | Market

VENDOR G =

Vendor Profile

A Market

2014 All Rights Receved. VENDORCafé

© Chrtenton - Logon ] Sgnin @1UAT

10 |Inthe Vendor Profile - Contacts |Vendor Profile - Documents screen opens.

6 is listed.

3.2)).

screen the contact created at step

Click Skip to Next (or add more
contacts [see user guide section Contact Type

In the Vendor Profile - Contacts screen the following fields
require further explanation:

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.

Vendor User Guide i VENDORCafé

Page 10 of 69



Task / Field

B = &6 | [¥] vendarCsie

Explanation

- (@ Gt ensgp - Logon 5] Sgnin & UAT

Vendor Profile

@& Vendar Profile

& Contacts

Goodman User-Guide

©2014 Al Rights Reservea VENDORCaté

@. L I 05"’""' 8 Goodman + A

Email: poodmanusergusde sustgreen 1@gn
OFACRe
OFAC Dan
Inactive: No

11 |Inthe 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.

ndo B - & ¢ | [¥] vendorCsfe

- (@ Gt ensgp - Logon 5] Sgnin & UAT

VENDOR Café =

Vendor Profile

@& Vendar Profile

& Documents

Lo Lo v

Sl A

2016 All Rights Reserved. VENDORCafé

VENDOR(

12 |Inthe 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.

Vendor User Guide i VENDORCafé
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Task / Field

Explanation

Click Submit.

2 - @ C J [¥] vendwCafe | Review and

& Vendor Profile

Category
Market
Contacts

Documents

@ Review and Submit

Vendor Information

Vendor Name
Vandor Code
Vanaor Type

@ 8- Wonow @ sers f Goosnan e A

Vendor Profile

ou have successfully submitted your data to Goadman to your emall us.

AUSTGREEN SERVICES PTY LTD (570917291) Contact

Bususses Email

Al Altarnste Emsil
Home Phane

Vendor Profie | Review and Submit

Wendor Name: PTYLTDC

@@ D] https://mailgeogl-. O ~ @ & || 4] Gmail - VendorCafe Vendar.. o a7 £03

9% &) suggested Sites v ] Web Slice Gallery » (@) Citrix XenApp - Logon £ SignIn &) UAT

M Gmail User Guide i il.com:

VendorCafe Vendor Data Approved; Company : Goodman

1 message

VendorCafeQA@yardi.com <VendorCafeQA@yardi com> Thu, Dec 15, 2016 at 5:19 PM
To: goodmanuserguide. austgreen1@gmail.com
Hello

Congratulations! Your VendorCafe data has been approved and synced successfully for the following company:
Goodman

For mere details login to VendorCafe:

This is an auto-generated email. Please do net reply back to this email ID.
Thank You,
Yardi VendorCafe Team

VendorCafe Server: tRCAAPPS?
Domain: www.rcashasp1.com

Vendor User Guide i VENDORCafé
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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

1 |Navigate and log in to
VENDORCafé.

Explanation

2 | Using the side menu navigate to Vendor Profile - Contacts screen opens.

Vendor Profile > Contacts.

VENDOR G =

# Dashboard

@ Vendor Profils -

& NOTIFICATIONS

INVOICES

(#®) Dashboard
Vendor Name :AUSTGREEN SERVICES PTY LTD (570917291) (aususser)

e - 1 Goodman User-Guide ~ Yl Shop Now o support +  f} Goodman ~

YOU ARE HERE: VENDORCafé  Dashboard

No new notifications.

E MORE THAN 10 DAYS

NOT SUBMITTED INVOICES PENDING INVOICES

0 0

E PAID INVOICES

AMOUNT

AMOUNT AMOUNT

$0.00 $0.00

$

3 |[Click New Contact.

Vendor Profile - Contact screen opens.

Vendor User Guide i VENDORCafé
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Task / Field

Explanation

VENDOR G =

Vendor Profile

W Contacts

wous | SkpToNext

Jser-Guide

SERVICES PTY LTD (570917291)
1103

© 2016 4l Rignes Reservea VENDORCafé

@ § Coommibercusie = W8 Sophon @) Sopport+ Y Goadnan +

VENDORCale_2.3.01.3, Dated

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 abletosetyour organi sati ond dgo
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.

Vendor User Guide i VENDORCafé
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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 screen opens.
Vendor Profile > Review and
Submit.

7 |Inthe Vendor Profile - Review Newly created contact listed.
and Submit screen review data to

Vendor User Guide i VENDORCafé Page 15 of 69





































































































































































