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HOW TO USE THIS GUIDE

We've arranged the information in this guide in the following
order of use.

1. Register to VendorCafé

Start by activating your VendorCafé account. The activation
link you will receive via email will remain active for two days.
Please make sure to activate your account within that period.

2. Manage your contacts

Next, make sure that you set up a dispatch contact for your
account to ensure you receive email notifications when work is
assigned to you by Goodman.

3. Navigating through VendorCafé

Familiarize yourself with the different parts of the portal.
Knowing the different functionalities of the portal enables you
to maximize its benefits.

4. Manage your invoices
Submit and track your invoices real-time.

HOW TO GET HELP

Using a new technology can be challenging. Here’s how you
can get help:

VendorCafé FAQs

The VendorCafé FAQs provides answers to most common
queries and concerns.

VENDORCAFE SUPPORT TEAM

You may also contact our VendorCafé Support Team through:
Email address: vendorcafesupport-nz@goodman.com
Phone: (+64) 9 903 3222
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ACTIVATE YOUR VENDORCAFE ACCOUNT

As you are a current Goodman vendor, your VendorCafé
account will be automatically created for you, however you will
still need to activate it and review and amend your held details
prior to accessing the portal’s full functionality.

An activation email will be sent via email to the vendor contact
stored in our payables system, prompting you to activate your
VendorCafé account.

Step 1
Click the Activate your Account

Step 2

Upon clicking, you will be redirected to the ‘Sign Up’ Page,
where the vendor will need to update the details on the screen
(please refer to the fields within the rectangle).

Step 3

The vendor will then be redirected to the ‘Sign In’ page, where
they will need to enter their email login credentials.

The vendor can now access the VendorCafé account.

VendorCafe®

Action Required

Goodman AU VC Onboarding Test has granted your organization access

VendorCafe portal.

VendorCafe registration provides:

VendorCafe is free to use

te

the

SIGN UP

SIGN IN

VVendorCafe”
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ACTIVATE YOUR VENDORCAFE ACCOUNT

VendorCafe®

Desbbood Ol Profiles

Express  QA&A  Help -

m_ 2 -~ Mrrvoeces Clw(l.‘_‘;;:ouﬂhn:u.v Purchase Order Cemtracts. ‘Work Orders Creal fork Order
(CONTINUED) ECN e

Step 4
Log in to VendorCafé and complete the vendor profile setup.

= ekt requined Nelds.

Indorrction srtered on these poges will be uied to geeerats your Electranic W3

Bursirss NomeDesegorded Entity Nome. if different from Ligoll Nome * Erral
You will only need to complete the fields highlighted in purple. T e —
Once completed, the following message will display at the top e
of the screen: o copac B ool v
You have successfully submitted your data to Goodman. m— e I
Once approved you will be notified by email to your email e __"' o2z S
address registered with us. — = v - e

Ll e - -— - —

Step 5 == ==

You will receive the above email after completing the previous
step and once approved in our payable system.

Make use of all that Ve

VendorCafe®

Congratulations, You've Been

Approved!

d invaicing and

sale has fo offer] You can now view imvoice
it company’s

¥

¢
information for approval by Goodman Property Services (Aust) Pty Lid

VendorCale Login

VendorCafe gives you:

Imgraved insight and sireamined Iransachans wih Goadman Property
Seicss (Sust) Py Lid

Easy sccess lo view imvoice stalus and open orders that need invoicing

Mobile access to update your company's information with Goodman
Prapenty Services (Aust) Pry Ltd

Use ViendorCafe to cut the cost and hassle of prnting and mailing invoices
10 Goodman Property Senaces (fus ., VendorCate creates and
submils electionic mvoices for E d ry inlo Gocdran Progenty
Services (Aust) Pty Ltd's system. Get your mwoices submitted, approved
and paud faster|

Best of all, all portal features describied in this s are feel

For more information or customer support, contact us at 1800
370 BT or via email below.,

Email us
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ADD A CONTACT

Step 1
Click on the Client Profiles menu.

Step 2
Click on the Vendor Profile menu.

Step 3
Click on Contacts.

Step 4
Under the Contacts screen, click on Add Contact.

Step 5

Complete the mandatory fields in purple (labeled 1to 9)
and click Save (10).

Contract Types

+  Corporate contact type is to be assigned to a user with informational or
support role.

+  Dispatch contact type should be assigned to a user who needs to be
notified real-time of works assigned from Goodman. Automatic email
notifications are sent to this contact. If a user performs this and the prior
role, use this contact type to ensure that the user receives notifications.

+  Billing contact type must be assigned to a user who needs to receive
remittance advices.

User Administration

Complete the User Administration fields (labeled 6 to 8) only when assigning
a user his/her own login credentials. Use only the following details to complete
these fields:

+  Create User for Contact - Ticked
+  User Role - Admin
+  EFT Access - No Access

VendorCafe'

Information
%* Contaxts

B Propeny

@ Peview ond
St

& Documents v

Doshbocd  Cherd Profies ot e

Vender Profile / Comtocts

s s Venter Approed  InComplionse PR e P

Vendor Profie ol ven e Crovte Uptuad rvowe Paruhase Oride Contrxta Work Orders Create Yook Order
8 Vender a

48 Contocts Add Comtoc’ Wy Contoct

Plecue do not sdt any of your Contocts ot the time of regrstrotion If you don't need 10 Create amy new comtocts, smply
chck 00 the Neat bution
PrOcOae are AR wha san SAM or mars of e COmOAny

. —— vir bt Ty Compmie
(=
- - s va
T -
|6 — T x Emos ishn osperfacodmen com

42 add Contocts 2
* Indiates rgured Palds
Two Factor Authentication
cntact Lode
1 = .. - - [ optiaroTREMS
= 6
. User Authentication
| pr 3 B8 sqarote Login for User?
. 7
1 4 Trimnary Contoct [_ I 8
= 19

E310
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ADD A CONTACT (CONTINUED)

Step 6
Navigate to the Review and Submit screen and click Submit.

VendorCafe

M’ el Liaitan] by

rmtion -
& Comoais i
R Property
B Documents -

Deshbooed  Client Profiless.  Promote  Espress  O8A  Help -

Imrveices. Createlpiood Invecs Purchase Order Contracts

B Review And Submit
Vendor Information

fr——— — (T

P an
~  Contocts
Frimary
Marms Type Phans
—— ——
e L S
— e
. T T o 2
I - —_—

Soprond I Complicnce @ Gl g P e e Tl Py i sl

Wark Orders Create Wark Crder
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EDIT OR DEACTIVATE A CONTACT

Step 1
Click on the Client Profiles menu.

Step 2
Click on the Vendor Profile menu.

Step 3
Click on Contacts.

Step 4
Under the Contacts screen, click on Edit Contact.

Step 5

Amend the desired field(s) to update the contact details.
To deactivate a contact, select “Yes’ in the Inactive Contact
field and then click Save to commit the changes.

VendorCafe

Dothboard  ChentProfles  "“—wcte Express Q&A  Hep -

(i revidig W lncumpcm RO ——————————
042272024

m 2 S CreateUpioad Imvece Purchate Order Contracts Work Ordert Create Work Order

8 vendor £

Taformation 38 Contacts - SAPNS L"’ St
R Property = Please do not edit any of your Contocts at the time of registration Hf you don't need to create any new contacts. simply x

by chick on the Next’ button

8 Documents Priscipos are indiianle who own S0 or mees of the company
@ Review and 2

Submit

a ' o O
P S — i 00 " i p =
o R =
pe. Segunpt -
&2 add Contocts 8
* Inclicotes seguired fekds
Two Foctor Authentication
ATITIS
|| Optfor OTP SMS
Dispatch
' T
S x
User Authentication
Name 2
[ Creute Separute Login for User?
[ Primary Contact
=] o Sk Select Rems
FAT Result
Selectitems
Enter Phone -
-
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EDIT OR DEACTIVATE A CONTACT

Step 6
Navigate to the Review and Submit screen and click Submit.

Home | Vendor Profile [ Review ond Submat

— 2

VendorCafe" Doshbuswd  Cliont Profiles Promads  Fxprass

ORAA  Help -

- . wendar Type Stern Compliance Stans
sl F sl Lin" o p Vendor Approved In Compliance
- 04222024
Wandor Profie Cverviaw Ivsates CreatafUpload Invoice Purchass Ordar Contracts
B Vendor o
Information ] Review And Submit
& Contocts ~
‘Vendor Information
A Property *’
B Documents - Wb Hume Vierakr Cue
Pe— — — ol
-] Fhvw_ and 3 Legal Hame Categary
Subamit e Bl Sl A
w Contacts
Primary
Mame = Type = Phaong
- - o I BRL S ]
] -
. — — o e
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B e T ey g
P
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Work Orders Create Work Ordar
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NAVIGATE THROUGH VENDORCAFE
VENDORCAFE MENUS

1. Dashboard

Takes you to the VendorCafé Dashboard which displays the
number of invoices and the sum of all invoices belonging to
each contract type.

2. Client Profiles

Comprised of sub-menus storing vendor details:
Vendor Profile

Overview

Invoices

Create/Upload Invoice

Purchase Order

Contracts

Work Orders

+ + 4+ + + + +

3.Q&A

Allows you to submit your queries to the Client’s Support
Team.

4. Help

Contains information such as the FAQ and the following Video
Tutorials:

Invoicing

Registering as a vendor Activating your Account
Completing Your Profile and Submitting an Application
Work Orders

Purchase Orders

+ + 4+ + + +

Navigating VendorCafés New User Interface

5. Announcements
Provides updates within the VendorCafé portal.

6. Support

Contains information such as the FAQs (back of this
document) and webinar schedules (contact the support team
for these).

Home [/ Vendor Profile / Vendor Informatiol

VendorCafe®  poswboord  Client Profiles  Promote  Express

r Type Status Compliance Status
raslor Foaslaey owam Approved In Compliance A7
04/22/2024
Vendor Profile Overview Invoices Create/Upload Invoice Purchase Order Contracts Work Orders |
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REVIEW OPEN PURCHASE ORDERS

Step 1

From the VendorCafé Dashboard, click on the Client Profiles
tab.

Step 2
Click on the Purchase Orders tab.

Step 3

By default, the search results displayed at the bottom of
the Purchase orders screen will show all Purchase Orders
available for invoicing that were created within the last 60 days.

You may click into a Purchase Order from the default search
results or use the Search Options filters to filter based on
Purchase Order number, property name or code, and/or order
date.

Step 4

Click on the PO NO. link to view the Purchase Order Details
screen.

Step 5

Check the Purchase Order details. You may also view the PDF
copy of the Purchase Order via the Attachments tab.

When it comes to purchase orders, there are several
major scenarios you might consider.

+ Reactive Purchase orders, whic are generated from Work Orders.
Work Orders can be generated from either Building Managers,
contractors, or even customers. Once approved by the Building
Manager, a Purchase Order is created from a Work Order.

+  Service Contract Purchase Orders, which is used for recurring
planned preventive maintenance tasks.

+  CAPEX Purchase Orders, which is specifically for projects and
expenditures related to capital investments.

There are no Work orders associated with Service Contract Purchase
Orders and CAPEX Purchase Orders. Overall, all Purchase Orders will be
invoiced the same way.

o | Purchose Order

VendorCafe”  pesboo

Cliet Profiles~ Promote  Exprass  Q&A  Help +

i Pt ey ol veadkr Approved s Comgiance
chos Crverview [ Create/pload lrvaice r:|.--.‘ Work Orders
Froperty ¥ Dt For Qe Do
0 Purchase Ord IMonmB0Day)  ~  Momw m Clear
a . PO " ] PO t Peopert
Mo T Descripton Am Mo
Apanyy  Testl Test? 1
Apdnie fest e
424071 tost - e = Tl
Teat-Vendin . LY, T
Suggested jobs
Leak
A24037 Tast-Vendor 428035 . TR | na rm e
Suggested -
Leak
50 -
Purchase Order Details - *
Compan me Order Date FReguired By Date Pay
T 03/05/2024 03/05/2024
-
. £n2 PO N&:
PO Na .
sy Farent PO Amuount 345300
424018 PO Pending Asount
100
e ir
Test? Teat?
[roaro’
Details Attachments Addresses
0, s o
Property tem = Pending | Pending
CO; Name Code 5 Unit $  Description -  Cost T Tax T Stan
n L - L] -
50 v  entries per poge
Close
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SUBMIT AN INVOICE AGAINST
A PURCHASE ORDER

Step 1
Continue from Step 5 of Review a Purchase Order.

Step 2
Click on Create Invoice.

Purchase Order Details - 4
Company Home Required Dy Date Payment Due
g By - 03/05/2024
- Sched. Deliv.
== Tetal Amount
o L work Order
0.

424018 PO Pending Amount 245200
PO Amount
100 Pending Tax
PO Description 1R
Test? Test?

Create Invoice Pnnt PO

Details Attachments Addresses
Q Search
Property Itern - Pending Pending
CO# $  Name Description ©  Cost Tax T stm
(] - - 1] o
-
4 *
50 v  enbies per puge
Close
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SUBMIT AN INVOICE AGAINST
A PURCHASE ORDER (CONTINUED)

Step 3

Most fields should already be prepopulated from the Purchase
order details. Complete the following remaining fields:

1. Upload PDF Invoice Image — Click on Choose File to select
and upload a copy of your invoice in PDF format from your
computer. The file size must not exceed 10MB.

2. Invoice No. — Enter the invoice number that matches with
the uploaded PDF invoice.

3. Invoice Desc. - Enter a description relevant to the invoice.

4. Invoice Date - Enter the invoice date that matches with the
uploaded PDF invoice.

Should you need to submit a progress claim or partial invoice,
you may use the following to amend the invoice details:

5. Sub Total - Change the invoice amount. This should match
with the sum of the line-item total, otherwise an error
message will display on the screen after clicking on
Submit saying, “ltem Total should be same as Invoice Total.

6. Amount - Enter the partial amount for the line item.

7. Save - By clicking Save, the portal saves a copy of the
invoice only within VendorCafé and does not send it to
our payable system.

8. Submit - Click on Submit to ensure the processing
of your invoice.

VendorCafe® oomboad  ClentProfles  Promote  Express  QBA  Help- oy ©- = .
r | Create Invoice

» - oy Ty ,‘P;,Wd m e L )

I amnag Mambor I Commplioncr

Create/Upload Imvoics Punchae Order Controcts Wk Orders

PO N, 1 £ by ! . Suibs Totod *
424018 Lood | Chose file Browse | | -y J
POs

POF Possword 1 ax Total 5
Parent
0 Pare PO -
PO M Amount PO# Amount
Type* Inveete Tatod
424018 000 e x - -
+ — ,
Invoice No* tem Total
| I E
Evice Description * 2
l ]
Invoice Date * 3
| ol
PO Contracts Jobe Property Nama"* Code 4 Item Descnphion® Amount®
424018 = - i - ot | e
Notes:

For other Purchase Order invoicing scenarios, you may refer to the Help
menu. You will find helpful tips on invoicing from the FAQ sub-menu and
a step-by-step guide on submitting Purchase Order invoices via the
Video Tutorials sub-menu.

If you have inadvertently closed the screen before clicking on Submit, you
may continue your work by going to Invoices > Unsubmitted Invoices >
click onthe ID link.
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CREATE WORK ORDERS

Step 1

From the VENDORCafé Dashboard, click on the Client Profiles
tab.

Step 2
Click on the Create Work Order tab.

Step 3

The Create Work Order screen will appear. Enter required
fields in purple. Once completed, click Save.

Step 4

A message will appear that the WO is created successfully.
The newly created WO will appear at the bottom part of the
screen with a unique reference no.

VendorCafe Dosthboord  ChestProfies  Promete  Express Q&A  Hep ™
Horre | Comats Work Order 1

p— " " ks Ve
“EET N TEEGE ' I EE N PO vendor Appreeed

.
Verdar Frofile Overview Invoioes CoeztaiUplzod Irvzéce Parchone Orcer ‘Work Crders Cracte Wark Orcler sratruction WM Service NIt Woark Order breskcing
O Create Work Order

Prasets®

Lacky Mizes Vied * - Propersy - HEP
Famting * SeesUre H test inoge g Erowse
SubCeangery

B3 e

VendorCafe Doshboord  ChestProfies  Promete  Ewpress  Q&A  Hep» Adted new Work Onder 254437
v successhully.

e ——— o

- — S — e e e — .

VerdarProfie  Cventew  lvolces CoestaiUplaod ek Parctane arder Noek Crder SerdceNPRs  Wark Order bmesicing
) Create Work Order e
[ - P —
tst imagestg Browse
[ s B
Property Code @ Prasersy hame ¢ Ut s Stoam @ Prcaty ¢ Catagary ks Comegeey @ Cal Date
A0S Fragerty - HEF Cd Wed Forrbing IDTE2024
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REQUEST FOR QUOTE

Step 1
A 'Request for Quotation' email notification will be received.

Step 2
Click on the Work Orders tab.

Step 3

From the VENDORCafé Dashboard, click on the
Client Profiles.

Step 4
Click on the Work Orders tab.

Step 5
Click on the Awaiting Proposals tab.

The Awaiting Proposal screen will appear. Scroll down to view
WOs requiring quotes and select the Work Order number to
submit a quote against

Work Order Ctrile 221%00 |s ralsed and a RFO {Reqguest for Suotation) s Pending e

l Sl (g v - o
G B Ml g s

Wik Owgiigs Tl I3 il b e iened @ 500 O i i,

Wik Pl D DRTTPT 3

Ergpam, Bidis . e

Addeus T Eaays owvwes deidland 2001
Bl Dupnreprioss Tagd BAT 4 5

Colanl Dl by Tald

Pty Bl

Catagiry IEicE

v b pal e e

Flimie chalb v ey B w0 eccanh P Fiors D @rell Lompiens Sensitn of Getdiar F aooaimed @ poriBees i ol P be o leed e coe 9 Osegiens T

Vl?ﬂdOI"CfJFE" Dashhoord  Chent Profles ™omate  Fapress  Q&A  Help -

Horne | Work Orders

AT W i ] —

Goodman Property Services [Aust] Py Ltd- DEVL =

vendnr Prafile Overview nvaices Create/Upland invaiee Purchase Qrder mr Wark Order

Data shown below i From 12/04/2024 To 12/06/2024 (2 Menths(60 Days]). To view previsus records pleass ndjust the dates fram Search Options ®

[ Work Orders More 1)+ m Clear

Amniting Froposals e Assigned Wark Drders work Order History fiejected Propasals
Q search o

B &R

Wok | Property | Property | wo oo, sub . B . od . (Col _  froposal ,
Order T Code T Wome T Unit® Stows © Prionty ¢ Cotegory *  Cotegory © Description © Amount T Dote T Stoms

i - F o - - - - - B ]
s
- == - - - - - R L]

e u [r—— - - [— [Rap—— - - .
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REQUEST FOR QUOTE (CONTINUED)

Step 6

under the 'Vendor Proposal' section, Complete the mandatory
fields (steps 1to 6).

1.  Bid Amount - Enter the Bid Amount

2. Schedule Completion Date - Update the Scheduled
Completion Date.

3. Attachments - To attach the quote, click on Choose File,
and upload your PDF quote from your computer.

4. Attachment type - Select an Attachment type
Click Save.
6. Click Submit Proposal.

o1

VendorCafe® oahbeod chentprofes Promote Express  Q&A  Help~

Home [ Work Orderc

[5 Y, o | vendar Type SAvtui Comphone Stotus
Vendor Ready For Approval :‘EC:T':O‘FP" 100% Goodman Property Services (Aust) Pty Lid.- DEVL w
Vendar Profile Overview Invoices Create/Upload Involce [Purchece Order Work Orders Create Work Order
Elec Faulty HE O Muti Units - HE®, 36 Highbrook 12Ns2024
Drive, Eust Tomaki Leoi

Colier Emod
Probiem Descrgrion rrichelle mactadyen@goodman com Fropatol St
Elec Faulty Duilding Pending

Coller Phane
Pricrity Floxcs WO Stutus
Med LI Call

O Ta Frtr
. Mo
Categacy
Electricol

Locoen faset
b Category
Vendor Proposal e (DPlegse uplood ottachments in order to Submit Proposal
i Armsart Attachment
] I |
| oor Chaose fle Browse
ot ry Attachment [y
[ 2l | %]
Atticanents
Description & Date & Attachment Type & Detach £ Uploaded By &
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REQUEST FOR QUOTE (CONTINUED)

Step 7

The screen will be redirected to the Awaiting Proposals screen.
The WO Proposal Status should now be updated to 'Submitted'

Notes:
You will receive naotifications if your proposal is rejected or accepted.

If accepted, the WO will automatically be assigned to you. Refer to
sections 3.1 and 3.4 to review and update the WO.

If declined, you may be asked to rebid, and you will receive a notification.
The same steps above will apply to rebid.

Vendo rCﬂFE:. Dashboard  ChentProfes  Promate Express  Q&A  Help -

Home J VWork Orders

. Wendor Type Status Comghance Status
I T eeslus | Vendor Ee..l; For Approvel n Compliance

DE/0E/2024

Vendor Profile Civer view Inmvoices Create/Upload Invaice Purchase Ovder Work Orders Create Work Order

Duta shown below s From 16/04/2024 To 14/06/2024 (2 Months {80 Days)]. To view previcus records pleuse odjust the dutes from Search Options.

WO Mo Progerty e Dato For Coll Date In Franty Wit
0 work Select Propesty H 2 Months(60 Days) - - Select - -
Orders

Mowasiting Proposols Assigned Work Ovders Work Order History

work Froperty _ Property _ Wi Sub Bnef = Ehd

Order ©  Code  © Nome unt ¢ Swoms © Priomty §  Cotegory $ Cotegory | Description | Amount
s =n -, . - e - -
=
- ey .
= - =y - p— - - .

Goeodman Preperty Services (Aust) Piy Lid- DEVL »

More
m e

Rejected Proposals

B 0 R
= Call - Propesal _
b Date g S i

13/06/2024
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REVIEW OPEN WORK ORDERS

Step 1

From the VendorCafé Dashboard, click on the Client Profiles
tab.

Step 2
Click on Work Orders tab.

Step 3

By default, the search results displayed at Assigned
Work Orders tab of the Work Orders screen will show all
Work Orders that were created within the last 60 days.

You may click into a Work Orders from the default search
results or use the Search Options filters to filter based on
Work Orders number and property name or code.

Step 4
Click on the Assigned Work Orders tab.

Step 5

Click on the Work Order link to view the Work Order Details
screen.

VendorCafe®™  Detbosd CietProfles Fomots Exress QAA  Help -

Homa | Work Onders

et Ba ey e s Vendee Approved  In Complonce i ikl v

VendorProfie  Overvew  Imokss  CrecteUplcadinvoks  PurchaseOrder  Contrachs v.-m Order
WO o Froperty ‘Show Dato For Call Dote.
T e D e e [ o

Awarting Proposals | Assigned Work Orders b Wark Order Hstory Fiejected Propeals
o b
Work Proprty Col
© c
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REVIEW OPEN WORK ORDERS (CONTINUED)

Step 6

By default, the Work Order Status is Scheduled, but you can
change this status to the following:

+ In Progress to accept the work assignment

+ OnHold to reject it, for example, if you do not have the capacity
to complete the work.

Step 7
Click the Save button.

Notes:

The value of the requested works and terms and conditions are not
specified in the work order but will be included in the associated purchase
order(s)

Work orders will not be raised relating to either Service Contracts or
Capex purchase orders.

VendorCafe®

Home | Work Orders

e —

Vendor Profile Overview

Create Work Order

Work Order Detalls

Dashboard

Invoices

Client Profiles  Promate

Express  Q&A

Help -

endor P— omolonce
Type Appraved  Stotus = -:.”" =
WVendor In Compliance

04/22/2024

Create/Upload Invoice

Purchase Order

Contracts Work Orders

Work Ovde Pro whe U Aoxess Notes
245236 = il oo = =u '
o N
Bref Description idress Coll Dote
. ] . e | - 04212024
Froblem Descriptic
L L ] L
-
Categary SET
.

Sub Category
Vendor Update
WO Stortug * Actuml € Attochment

a Choose file Browse
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COMPLETION OF WORK ORDER

Step 1

Continue from Step 7 of Review Open Work Orders,
Complete the mandatory fields (labeled 1to 5)
and click Save (6).

1. WO Status: Change the Work Order Status to Work
Completed before the Actual Cost and Actual Completion
Date fields become editable.

2. Actual Cost: Enter the actual cost excluding GST.

w

Actual Completion Date: Enter the actual completion date.

4. Technician Notes: Put a note in the Technician Notes to
describe resolution of the work order.

5. Attachment (Optional): You can also attach any supporting
information on works completed.

Notes:

After saving the Work Order as Work Completed, the Work Order screen
closes. The Assigned Work Orders screen refreshes, and the work order
is removed from this screen.

The completed work order will still be available to review in the Work
Order History tab.

If your Actual Cost differs from the purchase order issued to you, a
change order process will be reviewed and raised by the VendorCafé
Support Team. If you do not have an approved change order issued you
will not be able to bill the full amount via the VendorCafé portal.

VendorCafe®  pestbcors  Cientprofies  Promote

Home | Work Orders
| E— Tvpe Apgroved  Swan L00% -
1 M Vandaor In Complionee
| 0472272024
Vendor Profile Overview Invoices Create/Upload Inveice Purchase Order Contracts Work Orders

Create Work Order

Weork Order Details

2452%- opert .._..7. 5 Deeupant Mome i

Adidress Coll Dote
= mm— - ol - Ry 0472172024
- B Coller Emal

Vendor Update

| Winrk Completed ¥ w l ! Choose file Browse
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TRACK YOUR INVOICES

Step 1
Go to Client Profiles, click on Invoices.

Step 2
Click on Invoices.

Step 3

Navigate through the different tabs (labeled 1to 5) to track your
invoices.

1.

Pending Invoices — Shows submitted invoices pending for
approval in our payable system.

Under the ‘Pending’ tile, the following are the possible
status types of your invoices.

+ Keyed: The invoice has been entered into VendorCafe.

+ Pending Approval: The invoice is successfully
submitted to Goodman and is going through the
approval process.

+ Approved: The invoice has been approved but has not
been posted to our accounts system yet.

+ Approved-Posted: The invoice has been approved and
posted in our accounts system. It will be paid on the
next payment run.

Paid - Displays paid invoices and related details.

Rejected Invoices - Provides a list of rejected invoices,
the reason for rejection and instruction to correct invoice
details.

Unsubmitted Invoices - Identifies invoices that have been
saved but not yet submitted.

Invoice History — Shows historical data of invoices
submitted within VendorCafé.

VendorCafe™  Dosecod CiantProfes  Pomow  Exeess  Q8A  Haip-
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sk Engrdrany | aray g . '- Mm o Commpian .
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INVOICING REQUIREMENTS

To ensure efficient processing of your invoice for payment
and to avoid invoice rejection, your invoice must indicate
the following.

+

+

+ o+ + o+ o+

Complete company name
Unique Invoice Number and Invoice Date

Tax ID / IRD No details on the invoice should match
records previously submitted to Goodman.

Description of Services
Amount to be paid.

GST amount as applicable
Property Code & Address

Contract Number / Purchase Order needs to be reflected
on the invoice.

“Tax Invoice” must be indicated for services subject
to GST.

Must be addressed to the Goodman Entity as indicated in
the related executed agreement or on the PO coversheet,
which can be found in the PO attachments
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VENDORCAFE REGISTRATION AND PROFILE MANAGEMENT QUESTIONS

Q. Initial registration for VendorCafé; how do | log in?

An email would have been sent to your main corporate contact listed
with your company. This would have an Activate Account link that will
gain you access to the system.

The first step is to find this email (may be in spam/junk folder) and
click the link within, it would have come from vendorcafesupport-nz@
goodman.com

You will then receive a separate email (from vendorcafeQA@yardi.com)
with your login name (email address) and temporary password.

Q. I did not receive my VendorCafé activation email,
what do | do?

If you cannot find this email or it has expired, please call our VendorCafé
support line on (+64) 9 903 3222 or email vendorcafesupport-nz@
goodman.com and request a copy.

Q. l attempted to use my VendorCafé activation email and
the link has expired, what do | do?

If you cannot find this email or it has expired, please call our VendorCafé
support line on (+64) 9 903 3222 or email vendorcafesupport-nz@
goodman.com and request a copy.

Q. The email address for the initial activation email was not
correct, how can | complete registration?

Does anyone in your organisation have access to that email address?

Yes - Please have that person activate VendorCafé and create a new
user for you (primary dispatch for notifications) to use with the correct
email address.

No - Please have an authorised person in your company email
vendorcafesupport-nz@goodman.com with your company name and
correct email address.

Q. After activating my account, | did not receive my 1-time
temporary password, how can | complete registration?

This password is sent from vendorcafeqa@yardi.com
Please check your spam/junk folder.
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Q. Some of my information is incorrect in the vendor profile,
can | make updates via VendorCafé?

Currently Goodman is not accepting vendor profile updates via
VendorCafé. Please have an authorised representative of your
company submit the requested changes on company letterhead to
accounts@goodman.com

Q. During initial registration what do | put for Category?

Leave this field selected as All and click Next.

Q. During initial registration what do | need to attach on the
Documents screen?

Currently Goodman is not using this feature. Please leave all fields blank
and click on Skip to Next.

Q. How do | get a co-worker their own log-in credentials for
the system?

Begin by clicking the Add New Contact on your Vendor Information
section and begin to fill in all fields in blue.

Be sure to click Create User For Contact and either select them with
Admin or Invoice Only privileges.

This will send them a login email once you click Save.

Q. I have previously logged in successfully; why can | now
not log in or switch profiles when logged in?

Try deleting your browsing history and caches
(cached images and temporary Internet files).
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VENDORCAFE PURCHASE ORDER QUESTIONS

Q.| am relatively new to VendorCafé and | cannot find my
Work Order or Purchase Order

To help you navigate through VendorCafé, please call our VendorCafé
support line on (+64) 9 903 3222 or email vendorcafesupport-nz@
goodman.com

Q. How do |l invoice Goodman for an amount greater
than my purchase order, i.e. works cost more than the
PO issued?

VendorCafé prevents billing of more than the amount agreed via your
purchase order if there is a variation between actual cost and the
agreed cost/purchase order you will need to raise this with your building
manager/property manager as soon as possible. If agreed the building
manager/property manager will raise a change order for the variation

In order to bill Goodman for completed works an approved purchase
order/change order must be available to you in the VendorCafé portal.

Q. An approved purchase order has not been generated
by Goodman?

Please reach out to your contact at Goodman and request that they
generate the purchase order as it is essential for invoicing.

We encourage you to request a purchase order before starting works.
Emergency works may sometimes occur where it is not possible to raise

a purchase order before starting the works, but a PO should then be
issued within 24 hours.

Q. A purchase order was generated by Goodman, but
| cannot find it in VendorCafé?

Check PO date filters being used in your purchase order search screen.

Check Invoice history to see if PO has already been fully invoiced.

Q. Notifications are going to the wrong email address.

Review your contacts in VendorCafé and change contact type to
Corporate if notifications not required. Please call our VendorCafé
support line on (+64) 9 903 3222 or email VVendorcafesupport-nz@
goodman.com

For a change in the main contact, you for the company will need to
contact Goodman at vendorcafesupport-nz@goodman.com
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Q. How can | update the status of work related to a PO that
does not have a WO?

Please contact vendorcafesupport-nz@goodman.com advising the
details of the WO which doesn’t have an associated Purchase Order.

Q. I'mreceiving a message saying,
“Invoice exceeds PO amount,” how can | proceed in
uploading my invoice

Please ensure that there’s no pending invoice sitting against the
Purchase Order.

For additional help, please call our VendorCafé Support Team via
vendorcafesupport-nz@goodman.com or phone (+64) 9 903 3222
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VENDORCAFE INVOICING QUESTIONS

Q. I have checked Paid Invoices in VendorCafé

VendorCafé lists my invoice as Paid but | have not received
the money.

Who do | contact?

Please contact Goodman Accounts Payable by email at
accounts@goodman.com

Q. How do | know if my invoice went out correctly?

If you click on the Not Submitted section on your vendor dashboard and

anything appears, you have not sent out that invoice.

You can also check by clicking on the Pending Invoices tab and to
positively confirm the invoice went out. It can take up to 20 minutes for
a newly entered invoice to show up under Pending.

Refer to section “Invoices" of the user guide for further guidance.

Q. | have reviewed Invoice History to confirm submission of
my invoice to Goodman, but the status says Review. What
doldo?

There has potentially been an error transmitting the invoice from
VendorCafé portal to Goodman; please call our VendorCafé support
line on (+64) 9 903 3222 or email vendorcafesupport-nz@goodman.
com

Q. When will my invoice be paid?

Confirm the status of your invoice via VendorCafé using the Pending
Invoices area.

Workflow in Progress
The invoice still needs to be approved by a member of the AP Team.

Approved
The invoice has been approved, but it has not been posted to
Goodman’s AP system yet.

Approved Posted
The invoice has been approved and posted to Goodman’s AP system;
it will be paid on the next payment run.
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Q. I have submitted an invoice and realised | made a
mistake. Can | call it back?

VendorCafé creates a permanent audit trail of financial transactions.
You will need to reissue a new invoice with the correct details after
Goodman rejects the erroneous invoice (rejection will make the
purchase order available to invoice against once again).

You can expedite this process by contacting the Project Manager to
begin the rejection process when you realise there is a mistake.

Q. I cannot upload a PDF copy of my invoice?

Is there a security password lock on the PDF file? Please retry upload
without password lock.

VendorCafé must access a non-locked PDF as it converts the file to
TIFF file format on upload which the password lock prevents.

Q. My invoice has been rejected in VendorCafé and | can no
longer resubmit the invoice with the same invoice number?

You can no longer use the same invoice number if it was already
rejected by Goodman. You will need to credit the invoice on your end
and reissue a new unique invoice number.

Q. What if | encounter the error message " Item total
amount should not exceed Sub-total amount” even when
the Sub-Total field, Item Total field, and Contract/PO row
detail field are all identical?

After seeing the ltem total amount should not exceed Sub-total amount
error message, click on the Sub-Total field, then click anywhere outside

the said field, and click Save. This should help in making the error
message disappear.
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ADDITIONAL FAQs

Q. Some of my information is incorrect in the vendor profile,
can | make updates via VENDORCafé?

Currently Goodman is not accepting vendor profile updates other than
contacts via VENDORCafé. Please have an authorised representative of
your company submit the requested changes on company letterhead to
accounts@goodman.com

Q. In submitting an actual cost or quote against a Work
Order, doesi it include GST?

Actual cost should exclude GST.

Q. l am relatively new to VENDORCafé, and | cannot find my
Work Order?

Refer to sections 71 - Review open Work Orders and 5.1 - Review Open
Purchase Orders.

Q. How do | invoice for the Work Order issued?

There will be an equivalent Purchase Order to the Work Order. Your
invoice should be against the Purchase Order and not the Work Order.
Your invoice must then reference the Purchase Order.

Q.| can see a Work Order number, Purchase Order number,
and a Change Order number. Should | submit my invoice
against all three, and do | indicate all those three reference
numbers in my invoice?

You should only submit your invoice against the Parent Purchase Order.
The amounts of the Parent PO and Change Order will be combined
onto the Parent Purchase Order record. Refer to 5.2 Submit an invoice
against a Purchase Order.

Q. How can | update the status of work related to a PO that
does not have a WO?

Please contact vendorcafesupport-nz@goodman.com advising the
details of the WO which doesn’t have an associated Purchase Order.

Q. VENDORCaf¢ lists my invoice as Paid under Paid
Invoices but | have not received the money. Who do
| contact?

Please contact Goodman Accounts Payable by email at
accounts@goodman.com
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