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ZYCUS - Supplier Instructions 

All mandatory fields must be completed in order to SUBMIT 

1. Supplier will receive the following email message: 

 

   2. A second email will be sent with a link. 

 

 
 3. After clicking the link in the second email, the user is taken to the screen below. 

 

• Email Address: Enter the email address the supplier is registering with under “New User? Register. “ 
It should be the same email that the registration link was sent to. 

• Password: Create a password for your Supplier Profile 
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4. After password is created, the following email with an OTP code will be sent to the User. 

 

5. Enter the OTP code and click on “Verify OTP” 

 

6. After verifying the OTP, the supplier will be taken to the screen below to complete the following details: 

 

Please complete ALL fields above except for fax number. Designation = Title (for example: Sales, A.R.)  

7. Additional Details  

• Time Zone: Select “12 Hours” 
• Currency: Select “American Dollars” 
• Number Format: Select “1,222,333.04” 
• Date Format: Select “MM/DD/YYYY” 

Click “Submit” and you will be redirected to a new screen: 

**YOUR PROFILE IS NOT COMPLETE AT THIS STAGE** 

  



Zycus Supplier Instructions V1-101922   3 
 

8. Click on your Company Name to complete the full supplier profile.   

 

9. Company Menu bar

 

 

 

- Describe the regions that your company 
 can provide products/services: (Please type one of 
the following selections to the right) 

 

- Has your company provided products and/or 
services to Holt Texas Ltd. or any of the Holt 
Affiliates in the past? Please select one 

 

  

• DUN’S number if applicable (not 
required) 

• Certified Diverse Supplier;  
o Yes/ No.  
o If Yes, describe the type 

of Diversity Designation 
that your company has.  

• Does Supplier Carry $1M in 
General Liability Coverage?  

o Must Select one-Yes/ No 

• Please select one of the following: 
• Global 
• Multiple Countries - (Please 

specify Countries) 
• Multiple US based states – (Please 

specify States) 
• The entire state of Texas 
• Multiple Regions within Texas 

(Please Specify Regions: North 
Texas only, East Texas only, 
Central Texas only, South Texas 
Only) 

• North Texas only  
• East Texas only 
• Central Texas only  
• South Texas only 
• Specific cities in Texas (Please 

Specify Cities) 
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- Tax Information 

 

 

- DBA Alias & Supporting Documents for Company 
• DBA Alias Tab: Supplier can manually enter their DBA information by clicking “Add new” in the right 

corner. 
o Complete fields as required 

 

DO NOT CLICK “SUBMIT” at this stage. CLICK ON THE ADDRESS MENU on the LEFT SIDE, to 
add a DBA Address. 

- To Add a DBA Address and Contact Details Click “Add New”   

 

-The initial Supplier contact can determine if an added Supplier contact has access to make changes to the 
Supplier’s profile by indicating “Yes” for the new contact to “Access Supplier Portal.”  The only access given 
should be for SIM. 

- Supporting Documents 

• Supporting Documents for Company can be added: Credit applications, Company Brochures, etc. 

• Tax ID Format: Social Security 
Number, Employer Identification 
Number, Federal Tax ID, others.  

• Be sure to upload a copy of your 
company’s W9/W8 Form 

• Select the date you W9/W8 is 
uploaded 

• In Address Details, you can edit 
and add new addresses 

• In the Contact Details you can edit 
and add new contacts 
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10. Financial Tab 

 

11. Insurance Tab 

 

• Click “Add New” and upload a copy of your insurance with the following requirements: 

• Complete these fields: 
o Bank Name (required) 
o Bank Address (full & complete 

address required) 
o Account Holder Name (required) 
o Beneficiary Name 
o Beneficiary Address 
o Account Number (required) 
o Routing Number (required) 
o Account Type (required) 
o IBAN 
o Swift Key 
o Currency Type (defaults to USD) 
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Certificate Holder:  
 Holt Texas, LTD., and Affiliates  
 Attn: Procurement Department      
 5665 Southeast Loop 410 
 San Antonio, TX 78222  
 
 

If an Insurance Exception is requested, 
please provide an explanation in the 
comment box.  

 

 

 

 

 

 

 

 

 

Requirements: 

Policy Amount Additionally 
Insured 

Waivers of 
Subrogation 

GL $1M YES YES 
AUTO $1M YES YES 

WC $1M N/A YES 
    

 

Type of Insurance:  

• General Liability 
• Auto Liability 
• Worker’s Comp 
• Umbrella 
• ETC. 

Coverage Amount: 

• MUST meet the $1M required 
amount. 

Earliest Expiration Date: 

• Enter the earliest insurance 
expiration date. 

Certificate of Insurance: 

• Upload the certificate of the 
insurance with the requirements 
below: 
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12. Products and Services   

• Please click on “Add New “   to list and detail Products and/or Services your company provides.

 
• The following window will open 

                                      

   

13. Diversity Tab (If Applicable) 
 
1. Select “Add New” (if the supplier has several certifications, please click add new for each certification.) 
2. Complete the Mandatory Fields 
3. Upload Diversity Certificate 
3. Click “Save” 

 

 

 

 

 

• Please select the category, i.e., 
Operations, Marketing, IT, HR, 
Finance that most closely aligns 
with the Products/Services that 
your company provides. 

• Please use the comments box, to 
provide details for the specific 
products/services provided by 
your company. 

• Click “Save” 

**Multiple Categories & 
Products/Services can be added by 
clicking “Add New” multiple times.** 
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14. Terms and Conditions 

- Click “View” in the Holt Terms and Conditions 
Documents 

- Download the Holt Terms and Conditions to 
review.        
 

                          

- Once Holt Terms and Conditions have been reviewed, exit out by clicking the “X” in the top right 
corner. 

- Scroll down to the bottom section, select “Accept or Decline,” and select the Date. 
- If “Decline” is selected, use the Comment box to indicate the sections being rejected.  

 

Once all menus are completed Click “Submit” at the bottom right of the screen. 

The following window will appear.  

                                    

Submission is routed to the procurement team for review. If you have further questions, please contact 
Procurement@holtcat.com. 


