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POTENTIAL SUPPLIER 
A Potential Supplier is a supplier that is not currently doing business with JEA and would like to 

participate in JEA sourcing events. These suppliers need to register to be added to the Zycus system. 

1. To register for access to the Zycus system as a Potential Supplier, click on this link: 

https://zsn.zycus.com/guest/genericRegister/JEA074 

 

 
 

2. Complete the information requested on the right side of the above screen. 

 

3. The below screen will be displayed. 

a. An email will be sent to the email address you entered containing your “OTP” (One Time 

Password). 

b. Enter the “OTP”. 

c. Click “Verify OTP”. 

 
 

 

https://urldefense.com/v3/__https:/zsn.zycus.com/guest/genericRegister/JEA074__;!!PTbBrQ!OKeMQ5i-MNIgvMtFjY7Bw-Qc2mTLJMKUw7IPZKXR84rmkxEbq-NYhpiG7dk$
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4. The below screen will be displayed. Please enter the requested information and click “Submit”. 

 

 
 

5. The below screen will be displayed. Click “Let’s Get Started”. 

a. Please note steps 5, 6, 7 and 8 must be completed in order to view and participate in 

JEA sourcing events. 
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6. The below screen will be displayed. Please enter the requested information and click “Create”. 

 
 

7. The below screen will be displayed. Please read through the Supplier Terms and Conditions. 

a. “Check” the box indicating you have read and agree to the Supplier Terms and 

Conditions. 

b. Click “Continue”. 
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8. The below screen will be displayed. Please enter the requested information and click “Save & 

Submit”. 

 

9. The below screen will be displayed. Once your request is approved, the status will change from 

Pending Approval to Approved. Check under the “Completed Requests” tab. 

 

 
 

10. Refresh your screen. Click on the “My Companies” tab. 

a. Your Company Status should show “Active” and Created As “Potential”. 
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11. Click on the “Manage Companies” tab. The below screen will be displayed. 

a. You may receive a message stating “You are not linked with any customer yet. Please 

contact your customer to initiate connection.” 

b. Select the option to log out. 

 
 

12. Log back into Zycus, using the left side of the below screen. 

 
 

13. When you log back in, you should see the below screen. The JEA Sourcing Events should now be 

displayed. 
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14. If you do not see the JEA Sourcing Events: 

a. Make sure you have JEA selected as a customer on the home screen. 

b. Make sure the “Sourcing Events” card is selected. 

 

15. To view and update the contacts associated with your supplier profile, select “Manage Companies”, 

then “My Customers”. 

 
 

16. Click the “Pencil” under Address to edit the Company Profile. 

 

17. The below screen will be displayed. Click “Address”. 

 
 

18. The below screen will be displayed. Click “Contact Details”. 
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19. The below screen will be displayed. You can edit an existing contact or add a new contact. 

a. To add a new contact, click “Add New”. 

 
 

20. The below screen will be displayed. Please enter the requested information. Click Save. 

a. Please be sure to select: 

i. Time Zone = EST; Base Language = English 

ii. Date Format = MM/dd/yyyy; Number Format = N,NNN.NN 

iii. Currency = USD 

iv. Supplier Portal Access = Yes; Select: My Performance, My Profile, My Contracts 

and MY RFXs 
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21. The below screen will be displayed. Review the contact information you entered, make sure it is 

correct. Click Save & Submit. 

 
 

22. The below screen will be displayed. Click Submit. 

 
 

23. The below screen will be displayed. Your request will be in a Pending Approval status. 

 
 

24. Refresh your screen. Click on “Completed Requests”. You will see that your request has a status of 

Approved. 
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25. Once the new email address is approved, the contact will receive an email from Zycus with the link 

to log in. The contact will need to register the new email address and then log in. 

 

26. If you are having difficulty adding and/or updating the contacts to your supplier profile, please send 

an email to zycushelp@jea.com or isupplier@jea.com and request the additional contacts be added 

or updated to the supplier profile by providing the contact: 

a) Name 

b) Title 

c) Phone 

d) Email 

 

27. If you forgot your log in password. 

a. Click on this link: https://zsn.zycus.com/guest 

b. Click “Forgot Password” on the left side of the below screen. 

 
28. The below screen will be displayed. 

a) Enter your email address. 

b) Click Submit. 

c)  The user will receive the OTP first for verification and then in the next screen they can setup 

the new password. 

 

 

mailto:zycushelp@jea.com
mailto:isupplier@jea.com
https://urldefense.com/v3/__https:/zsn.zycus.com/guest__;!!PTbBrQ!OKeMQ5i-MNIgvMtFjY7Bw-Qc2mTLJMKUw7IPZKXR84rmkxEbq-NYjcTXBLs$

