
Eaco:  Establish a Supplier Network
 USER GUIDE

 © Eaco Systems 2019



According to Wikipedia, a goal is a
desired result or possible outcome
that a person envisions, plans and
commits to achieve.

According to Wikipedia, a goal is a
desired result or possible outcome
that a person envisions, plans and
commits to achieve.

According to Wikipedia, a goal is a
desired result or possible outcome
that a person envisions, plans and
commits to achieve.

INDEX
User Instructions

1. Get Started.. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .3-4

2.  Create a new/edit  a Supplier Network. . . . . . . . . . . . . . . . . . . . .5-9

3.  Configure/edit  sett ings for a Supplier Network. . . .10-14

4. Adding Suppliers to your Supplier Network. . . . . . . . . .15-19

5. Retrieving a record of a Supplier Profi le. . . . . . . . . . . . . .20-23

6.  Suppl ier  Prof i le  record in detai l . . . . . . . . . . . . . . . . . . . . . . . . . .24-26

7.  A record of  a Suppl ier 's  job act iv i ty . . . . . . . . . . . . . . . . . . . . .27-29

8.  Suppl ier  Job Matching Prof i les. . . . . . . . . . . . . . . . . . . . . . . . . . . .30-44

 



ESTABLISH, ACT,
COMMUNICATE AND
OPTIMISE

GET STARTED1.



Establ ish a Supplier Network via your organisation's Networks module,  which is
accessible as a main menu item of the Eaco Control  Centre's navigation bar.

i.
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2. CREATE A
NEW/EDIT A

SUPPLIER NETWORK



Click on the Networks menu in the Control  Centre and then select the Network
List  from within the drop down menu ( i ) .

i.



i :  c l ick the + icon to open the Create New Supplier Network dialog box.

i.



i :  enter the name of the Supplier Network to be establ ished.
i i :  enter a description for the Supplier Network to be establ ished.
i i i :  c l ick the Create Network button to confirm the establ ishment of the Supplier
Network.
 
Tip:  in order to create and name a Supplier Network for the management of internal  ("Bring Your Own") jobs,  we
suggest you adopt the fol lowing naming convention -for the Network Name, make it ,  [Business Name] BYO  and
for the Network Description label  i t  as Internal Supplier Network .

i. ii.

iii.



i :  the newly created Supplier Network,  wi l l  appear in your Networks
List  (accessible via the Networks menu in your Eaco Control  Centre's
navigation bar) .

i.
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3. CONFIGURE/EDIT
SETTINGS FOR A  

 SUPPLIER NETWORK



i :  to configure or edit  sett ings for a Supplier Network,  c l ick on the
Name of the Supplier Network from within your Network List .

i.



i :  upon cl icking on the Name of the Supplier Network l isted,  the sett ings dialog box
wil l  appear in a new tab.

i.



i :  editable Supplier Networks f ields wil l  reveal  an Edit  tool  button when you hover to
the r ight of the f ield box -  c l ick the f ield or hover your mouse over to the r ight of the
field box and cl ick the Edit  tool  icon to edit  the f ield accordingly.
 
Note: see following page for Legend for fields i .  to x.

i.

ii.

iii.
iv.
v.
vi.
vii.
viii.

ix.
x.



Supplier Network Settings -  Legend
 

i .Network Name
ii.  Network Description
iii .  Register Interest Links -  these are l inks that you can email  to invite Suppliers that are not currently using the
Eaco System, to join your Supplier Network.
Note :  i t  is  beneficial  for al l  members of your Supplier Network to be registered to use Eaco,  however,  those Suppliers that join your Network
via a Register Interest Link wil l  be l isted with an "Await ing Approval"  status and they wil l  not receive job offers automatical ly unti l  you have
changed their  status to "Active".
iv.  Roll  Backs  -  the Rol l  Backs functional ity relates to granting permission to a Supplier that has accepted a job,  to
re-release it  ( i .e.  rol l  back their  acceptance).
v. Disable Job Requirements  -  provides the option to enforce or dismiss the attachment of the Network's
compliance rules on the jobs.
Note :  Act ivating the Disabl ing Job Requirements option st i l l  enables you to assign jobs to non-compliant suppliers.  Whilst  Suppliers wi l l  st i l l
see whether they are compliant or not based on your Network's compliance rules,  this functional ity bypasses the need to meet compliance
requirements at the point of job acceptance.  The Supplier wi l l  be able to f inal ise their  profi le to confirm they are compliant at  a later stage
of the process.  The Eaco System's f lexibi l i ty in this regard can be part icularly useful  in the case of establ ishing a new Supplier Network -  i t
enables you the opportunity to keep business running as usual  whilst  your suppliers organise the uploading of their  relevant compliance
documentation (reminders wil l  be set to serve as a fol low up on suppliers whose compliance documentation remains outstanding).
vi.  Destination Site  -  when the system send a User an email  containing a l ink in relat ion to a job,  the job detai ls
wil l  open up in Eaco's Mobile Web Portal .
vii .  Has Work Orders  -  enabling this functional ity is  required for the generation of a Work Order when a Supplier
accepting a quote or accepting "Do & Charge" job.
Note :  Marking this sett ing with a No, wi l l  mean a Work Order for the Supplier accepting a quote or a job wil l  not be generated,  however,
they wil l  receive confirmation of their  acceptance of the quote or job.
viii .  Has Completion Certificates  -  enabling this functional ity is  required for the generation of a Completion
Certif icate when a job has been completed.
Note :  Marking this sett ing with a No, wi l l  mean a Completion Certif icate wil l  not be generated upon completion of a job.
ix.  Attach Completion Certificates to Accounts Payable Emails  -  enabling this functional ity is  required in order
to include the Completion Certif icate with the invoice to be emailed for the completed job.  Disabl ing this
functional ity wi l l  result  in the exclusion of the Completion Certif icate when an invoice for a completed job is
emailed.
Note :  to uti l ise this function,  your organisation's Quotes and Invoices sett ings wil l  need to be configured to establ ish your Accounts Payable
group. 
x. Restrict Terminated Providers  -  this provides you with the option to permanently remove a Supplier 's  access
to jobs upon changing their  network status to Terminated.  
Note :  this is  useful  to prevent an old Supplier,  when logging into Eaco,  from being able to see detai ls  of  jobs they never accepted from you
(e.g.  customers and job detai ls) .
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4. ADDING
SUPPLIERS TO

YOUR SUPPLIER
NETWORK



Adding Suppliers to a Supplier Network can be done via your organisation's
Networks module,  which is  accessible as a main menu item of the Eaco Control
Centre's navigation bar.
 
Cl ick on the Networks menu in the Control  Centre and then select Add New
Supplier from within the drop down menu ( i ) .

i.



i :  upon cl icking on Add New Supplier,  an Add New Supplier form wil l  appear in a new tab.
i i :  to commence,  supply the Supplier 's  ABN or ACN, then cl ick the Check ABN button. The Add
Supplier to Network sett ings dialog box wil l  then appear (see fol lowing page).

i.

ii.



To set up the detai ls  for the new supplier,  complete each f ield of the Add New Supplier
form.
Cl ick the Add to Network button to save.
Upon cl icking Add to Network,  a record of the Supplier 's  Profi le wi l l  be created (see
fol lowing page).

1.

2.
3.

 



Record of a Supplier 's  Profi le.
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5. RETRIEVING A
RECORD OF A

SUPPLIER PROFILE



i.

A record of a Supplier 's  Profi le can also be retrieved via the Networks menu in
the Control  Centre -  select Supplier Profi les from within the drop down menu.
 



i.

i .  To retr ieve a Supplier Profi le,  c l icking on the Supplier name wil l  open it .
 

i.



i.

Screenshot of a Supplier Profi le record.
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6. SUPPLIER PROFILE
RECORD IN DETAIL



Note :  see fol lowing page for Legend for i .  to x.
 

i.

i.
ii.

iii.
iv.

v.
vi.
vii.

viii.
ix.

x.



Supplier Profile Record -  Legend
 

i .Supplier Overview -  this provides a high level  overview of a Supplier 's  Profi le and includes information
such as Contact Detai ls ,  Compliance Status and Support functional ity.
 
i i .  Contact Details -  within this section sit  the supplier and contact detai ls ,  al l  of  which are editable and
can be updated at any point in t ime.
 
i i i .  Networks  -  the Networks component of a Supplier 's  Profi le enables you to view a l ist  of  your
Networks and shows the Supplier 's  Status for each Network (e.g.  Active,  Terminated,  Await ing Approval ,
etc) .  Cl ick on the Status to change it  manually.
 
iv.  Comments  -  use this section as deemed necessary to add comments relevant to a Supplier.
 
v. Jobs List   -  provides a l ist  of  al l  leads the Supplier has been associated with.
 
vi.  Leads List   -  provides a l ist  of  al l  jobs the Supplier has been presented with over t ime.
 
vii .  Profiles  -  l ists the different Job Matching Profi les a Supplier possesses in relat ion to the
Organisations the Supplier is  registered with.  Each Job Matching Profi le is  determined by the work the
Supplier is  registered to perform based on experience ( job categories) ,  location,  job price range and
preferred supplier status (Tier) .
 
viii .  Compliances  -  provides a register of compliance documents and the status of a Supplier 's
compliance,  which may be used to determine authority to work on a job.
 
ix.  Waivers  -  use this section as deemed necessary to add a Waiver to bypass the need for a Supplier to
meet a specif ic  compliance in order to get a job done.
 
x. Bank Accounts  -  l ists the bank account detai ls  the Supplier has provided for payment of invoices for
work done. Any changes to back account detai ls  can be made within this section.
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7. A RECORD OF
A SUPPLIER'S JOB

ACTIVITY



i.

i :  A Supplier 's  Profi le consists of a section dedicated to al l  job activity related to the
Supplier,  including a l ist  of  a Supplier 's  job history.



i.

i :  A Supplier 's  Profi le consists of a section dedicated to al l  job activity related to the
Supplier,  including a l ist  of  a Supplier 's  history of al l  leads issued using Eaco.
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8. SUPPLIER JOB
MATCHING
PROFILES



i.

i :  Within the section of a Supplier 's  Profi le dedicated to a Supplier 's  job related
activity,  the Profi les l ist  represents the types of jobs for which the Supplier is
considered a suitable match based on factors such as ski l ls ,  price range,  priority
level  and location.



i .  To view the Job Matching Profi les that have been establ ished for a Supplier,
c l ick on Profile  from within the left  hand menu of the Supplier Profi le 's  record.

i.



i .  To create a new Job Matching Profi le for the Supplier,  c l ick the + icon to
open the Create New Profi le dialog box.
i i .  Complete this f ield in order to name the Job Matching Profi le.
i i i .  Cl ick Create to confirm creation of the new Job Matching Profi le.

i.
ii.

iii
.



i .  To edit  or complete the establ ishment of the new Job Matching Profi le ,  c l ick
the drop down menu to the r ight of the Job Matching Profi le and select Edit
from the menu to open the Profi le record.

i.



i .  To edit  or complete the establ ishment of the new Job Matching Profi le,  work
your way through each section l isted in the the menu to the left  start ing with
Profi le Sett ings section.

i.



Job Matching Profile Settings -  instructions for establishing/editing settings
 

Profile Name  -  complete this f ield to identify the Job Matching Profi le by Name.
 

Profile Status  -  use this sett ing to mark the Job Matching Profi le as Active or Paused. Paused Profi les
wil l  not be automatical ly matched to any jobs.
 

Profile Layer  -  this sett ing enables you to select a preference Tier to determine the order in which the
Supplier should be notif ied about a job matching their  profi le.  Tier 1 beats Tier 2,  Tier 2 beats Tier 3 and
so forth.
 
Example :  A new job is  posted to a Network.  Al l  Suppliers classed as Tier 1 and Tier 2 that
match the job requirements are queued to receive a notif icat ion about that job.  The
system sends out the notif icat ion of the job lead to the Tier 1 Supplier f irst  who are given an hour to accept or
decl ine the lead. After the hour- long window is up,  i f  the job st i l l  requires responses,  the system sends a
notif icat ion to the Tier 2 Suppliers who are given three hours to accept or decl ine the lead. After this t ime, i f  the
job st i l l  requires responses,  the system may release the lead to a
jobs board where Suppliers classed as Tier 3 or higher can be given the opportunity to accept the lead.
 
Note :  Eaco Systems can configure custom Profi le Layers and custom notif icat ion algorithms for i ts  Enterprise
cl ients.
 

Auto Accept  -  by default ,  Suppliers are notif ied about jobs matching their  profi le and they can decide
whether to accept or decl ine each job.  I f  Auto Accept is  set to Yes,  the provider wi l l  not be given the
choice of accepting/decl ining as the system wil l  automatical ly accept any job on their  behalf .
 

This sett ing should be used with caution and the recommendation is  to keep the sett ing set to No.
 

Emergency Job   -  emergency jobs require immediate attention by a Supplier,  so this sett ing enables
Suppliers to specify whether they only wish to receive emergency jobs during off ice hours (select the
Office Hours Only option to attach to this sett ing) ,  anytime (select Yes) ,  or not at  al l  (select No).
 

Price Range   -  jobs that are classed as a "Request for Quotes" have an estimated job cost.  Do and Charge
jobs have a maximum repair price.  Only jobs with an estimated/authorised price within the Supplier 's
profi led price range wil l  be matched.
 

Contract Types  -  this sett ing provides the option for Suppliers to elect whether they wish to be matched
to perform domestic work,  commercial  work or both.
 



Networks  -  a job is  posted to a Supplier Network and is then matched to Suppliers that are members of
that Network.  Use this Job Matching Profi le Sett ing to l ink a Supplier to as many Networks as necessary.
 

Base of Operations  -  this is  an optional  sett ing,  which enables you to attach an address that serves as a
Supplier 's  base location.
 

User to Notify  -  complete this sett ing based on the member of a Supplier 's  organisation who wil l  be
sent notif ications about jobs matching their  profi le.  A Supplier 's  organisation in Eaco can be made up of
mult iple user accounts.  Upon selecting the User to Notify,  their  Email   and Mobile  (as specif ied by them
on their  user account)  wi l l  be displayed.
 
Notification Method  -  this sett ing enables you to establ ish the basis on how the user should be
notif ied.
 
I f  Email  is  the preferred method,  the user wi l l  be emailed al l  the job detai ls  and a l ink to accept/decl ine
the job.
 

SMS with URL  -  the user wi l l  be sent an SMS message with minimal information about the job and a l ink
to view al l  the job detai ls  and accept/decl ine the job.
 

SMS  only -  the user wi l l  be sent an SMS message with minimal information about the job and they must
reply YES to accept the job (this method is not recommended).



i .  To edit  or complete the establ ishment of the Notif ication Sett ings for the Supplier/relevant
contacts,  c l ick on the Notif ication Contacts section l isted in the the menu to the left .
 

i i .  To establ ish Notif ication Sett ings for a new Profi le Contact,  c l ick + New Contact to open the
Create Profi le Contact form and proceed to completing the form f ields.
 

i i i .  To edit  the Notif ication Sett ings for an exist ing Profi le Contact,  c l ick here to open the drop
down menu, select Edit  and proceed to edit ing the form f ields as deemed necessary.

i.
ii.

iii.



i .  To edit  or complete the establ ishment of Linked Users ( i .e.  the f ield workers)  for the Supplier,
c l ick on the Linked Users section l isted in the the menu to the left .
 
Note:  nominating a Linked User is  useful  i f  the Supplier wishes to dynamical ly send a lead notif ication to a
f ield worker (e.g send the lead to the nearest on-shift  Linked User) .
 

i i .  To add a Linked User to a Supplier 's  Job Matching Profi le,  c l ick + Add User to open the Link
User to Profi le form and proceed to completing the form f ields.
 

i i i .  To edit  the detai ls  of  an exist ing Linked User,  c l ick here to open the drop down menu, select
Edit  and proceed to edit ing the form f ields as deemed necessary.

i.

ii.

iii.



i .  To attach job categories to a Supplier 's  Job Matching Profi le,  c l ick on the Categories section
l isted in the the menu to the left .
 
Note:  a category represents the basis of the type of job for which a Supplier wi l l  be matched.
 

i i .  To add or remove a category for completion of a Supplier 's  Job Matching Profi le,  s imply t ick
or untick the Master (M) or Sub Categories (S) .
 

i i i .  To edit  the detai ls  of  an exist ing Linked User,  c l ick here to open the drop down menu, select
Edit  and proceed to edit ing the form f ields as deemed necessary.

i.

M

iii.

ii.

S



i.

ii.

iii.

i .  To attach a Managed Property to a Supplier 's  Job Matching Profi le,  c l ick on the Managed
Properties section l isted in the the menu to the left .
 
Note:  a Supplier must be l inked to a Managed Property and/or a Location in order to be job-matched.
 

i i .  To select or deselect a Managed Property for completion of a Supplier 's  Job Matching Profi le,
s imply t ick or untick the relevant Managed Property and cl ick Save ( i i i . ) .
 



i.

i .  Each job posted to Eaco has a location (street address) .  The location component of a profi le is  made up of a
selection of Geometries.  A Geometry is  a polygon that defines a geospatial  area.  I f  a job’s street address fal ls
inside a geometry,  the Supplier Job Matching Profi les that are l inked to that geometry wil l  be matched to the job.
 

Eaco has a set of predefined geometries that can be selected to bui ld up a Supplier 's  Job Matching Profi le.  These
include al l  of  Austral ia ’s  state and territories and many Austral ian counci l  regions,  postcodes and suburbs.
Suppliers can also draw their  own custom polygons,  or specify a distance they are wil l ing to travel  for work.
 

I f  a map does not load properly,  double  c l ick on the Locations l ink on the left  hand side of
the profi le edit ing section which wil l  refresh the current page. Do not do a refresh of your browser.
Continue on to the next two pages for remaining instructions on establ ishing Location sett ings for a Supplier 's  Job Matching Profi le.



i. ii.

iii.

i .  From the drop-down menu, select which geometry types to show (States,  Regions,  Post Codes,
Suburbs or Custom drawn areas).
 

i i .  Search by a geometry by name to zoom to it  on the map.
 

i i i .  Cl icking on the diamond shaped icon wil l  zoom in on the selected geometry whereas cl icking
on the rubbish bin icon wil l  deselect the geometry.
 
iv .  Cl ick Save to apply the sett ings.
 

List of selected geometries

Click on a geometry to toggle its
selection

iv.




