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Learning objectives

This guide will show you how to:
* Log in to the supplier portal

* Manage supplier’s company profile and bank details

Create invoices

Create credit note for purchase order

View invoices and payments
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Key concepts and terminology

Oracle terminology

Description

Supplier

A supplier is a person or business that provides a product or service to another entity.

External Suppliers

External suppliers refer to vendors or organizations that are not directly part of the internal enterprise but
are registered in the system to provide goods or services. These suppliers are typically external to the
company’s internal network and are managed through the supplier portal.

Credit Memo

Refers to a document issued by a supplier to the buyer, acknowledging a reduction in the amount owed for
a previously issued invoice. In the supplier portal, suppliers can create a credit memo (credit note) as part
of the invoicing process.

Purchase Order

Refers to a document created by a buyer that outlines the goods or services they wish to purchase from a
supplier, including details such as quantities, pricing and delivery instructions.
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Overview

» The Supplier Portal in Oracle Fusion is a self-service platform that enables suppliers to manage their business
transactions with an organization efficiently. It provides a centralized interface for suppliers to perform key

procurement tasks by providing real-time access to supplier related processes.
* Through the Supplier Portal:
o suppliers can update company details and manage banking information.
o submit invoices linked to purchase orders and create credit notes when required.

o view payment statuses and invoices to reconcile transactions.

You can access our supplier information and guide from our website:
www.uksbs.co.uk/services/supplier
www.uksbs.co.uk/services/procurement
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You can access our supplier information and guide from our website:
www.uksbs.co.uk/services/supplier
www.uksbs.co.uk/services/procurement
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https://www.uksbs.co.uk/services/procurement

Process flow — supplier management

The supplier management process in Oracle Fusion is a comprehensive workflow that enables organizations to manage
their supplier relationships efficiently. Suppliers can register themselves, update company and bank details, manage
purchase orders, create invoices and credit notes, and track payments and receipts through the supplier portal.

Update the

company profile of S[PSEIS Une 17 Create invoices Generate credit Access invoices

getelbjontis linked to purchase notes when and payments in

supplier through ) :
supplier portal orders required the supplier portal

the supplier
through supplier
portal
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Topic 1: Supplier portal login

Shared Business Services



Supplier portal login

TO |Og in tO the Oracle Fusion Supplier Portal . .
S I P rt I I Oracle Fusion Supplier Portal
upplier Portal, please

CIICk here: I_Og |n User Name User Name

User name or email d]% o com

Select the ‘Forgot —
Password password’ link to password
i . reset password P

1 . On th.e Suppller FPassword (for flrSt t|me |Og Forgot Password?
Portal Sign-In page. Forgot Password? | in) |

i Sign In

Please use Forgot
° 1 Need help signing in?

Password link to reset _

d f f t t Need help signing in? email and
password (for first-time - password and
Iogin). select ‘Sign In’

Enter supplier

2

2. If not a first-time
login, enter supplier
email and password
and click ‘Sign in’
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Supplier portal login (cont’d)

<~ OC m ) https://idcs-105c22e3ce73426aacb7c3daele5f58f.identity.oraclecloud.com/ui/v1/myconscle

ORACLE

#¢ Favorites =I= Add

*

3. Suppliers are redirected to the =
following page post log in. Select g=
the Supplier Portal app from the e
My AppS page Supplier Portal S...

Select the Supplier

Portal App

3
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Supplier portal login (cont’d)

4_ On the mUItlfaCtor authentlcator & C @ O hitps//fa-evzn-test-saasfaukgovprod.fa.ocs.oraclecloud.com/fscmUl ffaces/FndOverview?idGlobalitemNodeld=itemNode_supplier_porta.. A 7 | 3 | ¢= & -
screen, enter the one-time passcode g Usses
that is sent to the registered supplier Supplier Portal

email and select ‘Verify'. —

(2}
g &
i %
& @
g
3
2
3
3
B
ES
g
3

5. You will then be successfully logged in RecentAcay
and will be able to view the Supplier —

PO
. )
portal dashboard in Fusion
.
Ci Profil {l
ompany Profile No data available ‘r.:gqsictlcn Reports
» Manage Profile
Oracle Fusion Supplier Portal No data available

UKSBS
sujitdba@gmail.com

Identity domain @&
uksbs-uat-supplier-iam-domain

| CE) | View Supplier
Email Verification 4 Portal Dashboard

An email containing a passcode has been sent to
SUXNHNXX@gmail.com.

== @] Enter the one time 5
passcode and

select Verify

Show alternative login methods
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Topic 2: Manage company profile

Shared Business Services



Manage company profile

To manage your

ﬁ w‘U(SBS
company profile: ——

Supplier Portal

Search |Invoices v H\nvoice Number + H

1. Navigate to the Tasks
panel on the Supplier

) ‘ ) Requiring Attention Recent Activity Transaction Reports
O rta I a e a n d Se I eCt « Review Consumption Advices Last 30 Days Last 30 Days
p p g Invoices and Payments Payments 1

‘Manage Profile’ under

the Company Profile e
S e Cti O n . Company Profile

= Manage Profile 1

Select ‘Manage
Profile’.

Supplier News
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Manage company profile (cont’d)

2. Select the ‘Edit’ button

T Y 3 2 = T
t date the supplier "
p p p Organization Detalls  Taxldentfiers Addresses  Contacts  Payments  Business Classfications  Products and Semvices

company profile.

Company Supplier Nal'ne Tax Organization Type  Corporation Se I ect th e

Supplier Number Supplier Number Status  Active .
supptier Type  Supplier Type ¢ Ed |t’ b UttO n.

Attachments None

3. A warning message  identifcation

will pop up. Select “Yes’ R " GG
to confirm you want to bl

continue. i ——

Principal Title

Principal Name
Year Incorporated

4 Financial Profile
Current Fiscal Year's Potential Revenue

Preferred Functional Currency

Fiscal Year End Month

Warning X
POZ-2130390Making edits will create a change request for the profie. Do you want 1o continue?

=

Select ‘Yes’
to continue.
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Manage company profile (cont’d)

Select ‘Review
Changes’.

4. Select the tab based on the data Enter the ‘Change
ORACLE Description’.

thatyouwanttoupdate. R . .
Edit Profile Change Request: 14002

B e -

_ ) Select the tab that
5. Enter the required details as per you want to
business need. update. 7 g Select
| z ‘Save'.
| ©rganization Detadls  Tax idenlMers  Adresses  Conladls  Payments  Busness Classiicabiond  Procucts and Senices
6. Once the changes are made, F I eanara
enter the ‘Change Description’ to |  swoterome | o Name ¢ Organzanon pe |Caporer .
D : Suppisar Humb-sr SUP‘FIiErNUthr Status ACTe
explain the purpose of the change. 5 e e (ISl et et
| 4 Identification
7 . SeleCt ‘Save, . Enter the Dll=K=5 Humbsar | 123856785 hinehal '":,"u',‘_,‘,}']'i'r
reqUIred detalls : Cusbomar Humbsr Corpoaie Web Jite
8. You can now review the |
. | 4 Corporate Profile
Changes made On the Suppller : Year Establishéd Chigt Exgcutive Tille
prOfiIe by Selecting ‘ReVieW E Mitabon Stabement Chief EXsCutive Name
Changes’ . E ) Prncipal Tile

UK Research U(SBS
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Manage company profile (cont’d)

9. Select ‘Submit’ to submit the
change request.

ORACLE

Review Changes [ e [ subomit |{ ca

This will trigger a notification to — Ercrapvn oo

the approver to review and Select ‘Submit.
take the appropriate action.
Once the request is approved,
the changes are reflected in
the Oracle Fusion application. .

4 Qrganization Details
Vew v Format v : § Cetach

Attribute Changed From Changed To

10. A confirmation message
will be displayed. Select ‘OK’ to
close it.

& Confirmation x

Your profile change request 15001 was submitted for approval.

Select ‘OK’.
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Topic 3: Manage bank details

Shared Business Services



Manage bank

To manage your bank
detalils:

1. Navigate to the Tasks
panel on the Supplier
Portal page and select
‘Manage Profile’ under
the Company Profile
section.

UK Research U‘(SBS

A ~—
and Innovation
Shared Business Services

details

<« (@]
& U<SBS

Supplier Portal

Search |Iwaices vHInvnice umber

Tasks
Consigned Inventory
Requiring Attention
» Review Consumption Advices
Invoices and Payments
» Create Invoice
» Create Invoice Without PO
= View Invoices
» View Payments

Company Profile

« Manage Profile 1

Select ‘Manage
Profile’.

Supplier News

Transaction Reports
Last 30 Days

Recent Activity
Last 30 Days

Payments 1

No data available




Manage bank details (cont’d)

2. Select the ‘Edit’ button

T~ = 3 r 2 X e
Organization Detalls Taxlgentfiers  Addresses Contacts Payments  Business Classfications Products and Semvices

d etai |S . 4 General

Company Supplier Nal'ne Tax Organization Type  Corporation Se I ect th e

Supplier Number Supplier Number Status  Active .
supptier Type  Supplier Type ¢ Ed |t’ b UttO n.

Attachments None

3. A warning message  identifcation
will pop up. Select ‘Yes’ i " GG
to confirm you want to  Corporate Proie

H YesrEsuniished Chief Executive Title

CO n tl n u e Vission Statement Chief Executive Name
.

Principal Title

Principal Name
Year Incorporated

4 Financial Profile
Current Fiscal Year's Potential Revenue
Preferred Functional Currency

Fiscal Year End Month

Warning X
POZ-2130390Making edits will create a change request for the profie. Do you want 1o continue?

=

Select ‘Yes’
to continue.
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Manage bank details (cont’d)

4. Select the ‘Payments’

ta b . Edit Profile Change Request: 13001
SeleCt ‘Bank Change Descriptic Se|eCt the
5. Under the Payments Accounts’. 4 ‘Payments’tab.
S e Ct i O n , S e | e Ct ¢ B a n k Organization Detan. 7+ Ide 5 Addresses  Contacts | Payments | Business Classiications  Products and Services
Accounts’ to add the bank . f“::;‘f (@
d eta | I S . Primary  AccountNr < er IBAN Currency Bank Name

No data to display.
Columns Hidden 8

6. Select the plus ‘+’icon in Select the plus
0 R 5
the Bank Accounts section. 1eon

UK Research U(SBS
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Manage bank details (cont’d)

7. Select the ‘Bank Name’ and
‘Bank Branch’ from the drop-
down. Populate the ‘Currency’

Edit Profile Change Request: 13001

and ‘Account Number’ fields as
mandatory and other fields as C—t i 2 (R e
per business need. e i :
. . SRS, ;mi ] Bank Branch v Comency |99 |+ ) Mmﬂ'}b
8. Once all the details are Commtaes
entered, select OK. S
Note: Foreign suppliers will = ==
need to add the IBAN, or
SWIF_T/BIC code._ Ifitis a US el (e e Select ‘OK’.
suppher, the Routmg Number fields and the other fields

. busi n
needs to be added, otherwise as per business nee

the payment will not reach
them.

UK Research U(SBS
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Manage bank details (cont’d)

Edit Profile Change Request: 13001

9. Select ‘Save and Close’ to
submit the details.

Change Description

10. A confirmation message o T o o T e
will appear. Select ‘OK’ to o —.
Close It P"':'v Account Number

Columns Hidden 8

Products and Services

IBAN

Select ‘Save

and Close’.

Note: If a bank or branch is not
there, contact
P2PDatabaseManagement@u
ksbs.co.uk.

UKSBS

UK Research
and Innovation e

—

® Confirmation X
Your changes were saved

10 | OK

Select ‘OK’.
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Topic 4: Create invoices
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Create invoices

To create an invoice:

1. Navigate to the Tasks
panel on the Supplier Portal
and select ‘Create Invoice’
under the Invoices and
Payments section.

Note: UKRI and UKSBS
operate a No PO No Pay
policy and suppliers should

not use the ‘Create Invoice
Without PO’ function.

UK Research U‘(SBS
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Supplier Portal

Search |Invoices v H\nvnice Number v ||

Tasks

Consigned Inventory

Requiring Attention Recent Activity Transaction Reports
= Review Consumption Advices Last 30 Days Last 30 Days

Invoices and Payments Payments 1

» Create Invoice
= Create Invoice Nithout PO

= View Invoices No data available

= View Payments

company frefle Select ‘Create
» Manage Profile Invoice,

Supplier News




Create invoices (cont’d)

2. Search for an
identifying purchase
order (PO) using the
drop-down arrow and
select it.

U<SBS
—~—

Shared Business Services

UK Research
and Innovation

Create Invoice

2 * ientitying PO

v Reenit 20 Blank Account
Suppied | | 010000 supp"er Name Man co Mentifher
Taspayec 10 [ o
¢ Chack Digit
* Sapotier Sue v
Description
Addeery
Search for an Attochments Non o+
Supplier Tax Registration Numbes .
‘Identlfylng PO’ ontrol Amount
Customer
Customes Tarpayer 10 Neme
Aosess
Bill to Site
Linos
Viw v
Purchase Order Consumption Advice
" Number * Type Supplier Itemn Iterm Description
* Number * Line * Schadule  Number Line
o data 1 Gaplay
Total
Summary Tax Lines
Vew v
Line * Regime * Tax Name Tax Jurisdiction " Tax Status * Rate Nameo Percentage Pet Unit

No data to dsplay

Shipto Location

Tax Classification

Invoice Actors v | smH Save and Close

* Numbee
* Date | o ‘o
* Type | Ievonce v
Wnvouce Currency
Payment Cutrency
Avallable s PR X
Quantity Ship-To Location ¢ VOM Amount

t | I C.ﬂ«lr|

Description

Amount




Create invoices (cont’d)

3. The purchase order
(PO) details will be auto-
populated. Verify if this
information is correct and
enter any required
additional information,
including the invoice
number, date and type of
invoice.

You can also add an
attachment to the invoice.

4. To add an attachment,
select the plus ‘“+’icon in
the Attachments field.

UKSBS

UK Research
and Innovation e

—

Create Invoice

* identitying PO | UKR10000232 l Remit-to Bank Accou
Supplier supplier Name Unique Remittance Identifie
Taxpayer ID
Unique Rel e ler Check Digi
* Supplier Site | Main [+
Address polans house, SWINDON, SN1 Pescripd
mmmmmmmmmm ne =
Supplier Tax Registration Number ] 4
Tax Control Al
|[Customer
I
* Customer Toxpayer 10 | Taxpayer ID [+ Nagne: U Resal
g Addr
Lines 3
View v o B ancel Lir
Purchase Order Cons
" Number * Type Supplier ltem Item Description
" Number " Line " Schedu)
No data to dieplay H .
' <o Verify the PO details and
populate the required
Summary Tax Lines g .
additional fields.
View
Li * Regim * Tax Name Tax Jurisdiction * Tax Status “ Rate Nam Percenta g Per Unit

ch and Innovation

Ship-to Location

Tax Classification Qua

Select the
plus ‘+’ icon.

Available
uantity

* Number | DEMO_1

“ Date | 30/07,2024 Ce

* Type | Invorce v

Invoice Currency GEP - Pound Stering

Payment Currency GEP - Pound Stering

uantity

Unit Price UOM

“ Amount  Description




Create invoices (cont’d)

5. A pop-up window will
appear. Select the
‘Browse’ button in the
pop-up to browse for an
attachment.

6. Once the attachment

is added, select ‘OK’ to
save it.

UK Research U‘(SBS
and I n novatio n Shared Business Services

Attachments X
Actions = | View = == M
Type Catagory " File Nams or URL Titla Dascription Attached By
W [From Supgker | [Browse .| o fle selected. Stwan Michi
< 5 [ >
Hows Selected 1
Select the oK,
‘Browse’ button. —
Attachments ]
Aclons = View w += X
: Typa Category " File Nama or URL Tithe Description Attached By
m Wl Hq:p:lgmﬂm piel  Updaie,.. Feport_110910.pa I | | Shvan Michis
L4 >

Kows Selected 1

Select the ‘'OK’
button.

6

‘E | Cancel




Create invoices (cont’d)

7. Under the Lines
section, select the ‘Select
and Add’ icon.

8. Select the relevant
purchase order (PO) you
want to add to the
invoice.

Tip: You can view the
purchase order by
selecting the blue PO
hyperlink.

9. Select ‘Apply’ and
then, ‘OK’.

UK Research UKSBS
and Innovation ~— —m

‘Select and

4 Supplier Name

ea| Selectand Add: Purchase Orders

- 4 Search Advanced | Saved Search
Select the a—

** Purchase Order | UKR10000232 ** Consumption Advice |

Add’ Icon T e Clealmﬂale[u:‘mmnn nmma

Search Results

View v [ Detach s«mau}

| | I

Purchase Order Consumption Advice

Supplier ltem
Line Number Item Description Ship-to Location

Test Outbound Ship-To Address

Aoply | OK || Cancet |

9 Select

Tip: You can view PO you want ‘ )
the Purchase Order to add. Apply’,

by selecting the then ‘OK’.
. blue PO hyperlink. Y,




Create invoices (cont’d)

10. The Line details
will now show in the oo o

suppiier Supplier Name

Lines section. Verify o1 s e | = o [

Unique Remittance Identifier Check Digit Type Invoice

H H H Supplier Site 1 B Invoico Currency  GEP - Pound Steriing
€ detalls and edlit, | ooscrpton
) polars house, SWINDON. SN1 Payment Currency GEP - Pound Stering

Address
Attachments  None e

.
re I re d Supplier Tax Registration Number v
q u " ' Tax Control Amount

Customer

Remit.to Bank Account | Bank Account Number | v * Number | DEMO_1

Name UK Research and Innovaton
Customer TaxpayerID 434 v 10

Address

Note: When a supplier
invoice is on hold, FT— |
UKSBS need to et ipiys ﬁjmw S e Wom Descripion SWpiolocaton  ToxCusscaton A0S0 Quanty  Uniprice UoM * Amount D.,c,..,uo.i
release the hold to W e R o T D oo
enable the invoice to T

proceed further

I
ines
I

Verify the Line
details and edit, if
required.

UK Research U(SBS
and I n novatio n Shared Business Services



Create invoices (cont’d)

11. Select ‘Invoice R T
Actions’ and then,
S e | e Ct th e Supplier Site Main Unique Remittance Identifier Check Digit | 5 z:: ::\:‘ : .

Address  pofans house, SWINDON, SN1 Description
Payment Currency GEBP - Pound Sterling

¢ Ca | Cu Iate TaX, Supplier Tax Registration Number [ v Attachments None ==

Tax Control Amount

option from the ' Select ‘Invoice

o=—2 @ oy te Tax CiieAReX

upplier

Supplier Name Unique Remittance Identifier Cancel Invoice

Taxpayer ID

Customer

d ro p_d Own Customer Taxpayer 1D Taxpayer ID Name UK Research and innovaton AC’[iOhS’ f then

Address Select
3 )
Lines Calculate Tax'.
vewy 4 X B ‘ Cancel Limi
Purchase Order Consumption Advice

" Number " Type Supplier Item Item Description Ship-to Location Tax Classification ‘g’“‘?l’ Quantity Unit Price UOM * Amount Description

* Number " Line * Schedule  Number Line uantity
1 UKR100... 1 1 Test Outbound Ship-To Address v v 2 100 Each 20000 | Test Outbound

Total 200.00

UK Research U(SBS
and Innovation =~ ————
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Create invoices (cont’d)

12. The ‘Summary Tax
Lines’ will now show the
calculated tax. Check
and amend, if required.

13. Once complete,
select ‘Submit’.

12

UK Research U(SBS
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Shared Business Services

Create Invoice @

Benlilying PO RS Remit-to Bank Account | Bank Account Number

Suppler Supplier Name

Unique Remittance Identifier

Taxpayer ID

Supplier Site  Main Unique Remittance identfier Check Digit ‘
Address  polans house, SWINDON, SN1 Description
Suppiler Tax Registration Number \ v Attachments None ==

Tax Control Amount

Customer
Customer Taxpayer I0  Taxpayer ID Name UK Research and innovaton

Address
Lines

viexv 4 X E | CancelLine |

Purchase Order Consumption Advice
* Number " Type Supplier Item Item Description Ship-to Location
“ Number “ Line “ Schedule  Number Line
1 UKR100.. 1 1 Test Outbound Ship-To address ~
Total

' N
[Summary Tax Lines
I
| Vieww
I
I Line “ Regime * Tax Name Tax Jurisdiction " Tax Status * Rate Name Percentage Per Unit
I
I 1 GB_VAT_REGIME GEB_VAT GB_VAT GB_STANDARD GB_STANDAl v 20
E

Tax Classification

i v

* Number

Date
Type
Invoice Currency

Payment Currency

%
wn
C
ST
= &

Available . e - o
Quantity Quantity Unit Price UOM Amount Description
2 100 Each 20000 | Test Outbound
200.00
Amount

40

Check the tax
calculated and
amend, if required.



Topic 5: Create credit note for purchase order (PO)
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Create credit note for purchase order (PO)

To create a credit note for
purchase Order (PO):

= C
& UKSBS

Supplier Portal

1. Navigate to the Tasks N Te—T
panel on the Supplier Portal

Consigned Inventory

and select ‘Create Invoice’ Recent Activity Transaciion Reports
under the Invoices and el ‘
Payments section. R

« View Invoices No data available

« View Payments

Select ‘Create
Invoice’.

Company Profile

« Manage Profile

Supplier News

UK Research U‘(SBS
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Create credit note for purchase order (cont’d)

2. Search for an ldentifying
purchase order (PO) using
the drop-down arrow and
select it.

3. Enter any required
additional information,
including the invoice number
and date.

4. Select the invoice type as
‘Credit Memo'.

Tip: If you want to add an
attachment to the credit
memo, select the plus ‘+’ icon
in the Attachments field.

UK Research U(SBS

H ~——
and Innovation e

& U{SBS

Create Invoice @

2

Customer

Lines

“ Number “ Type

No data to dizplay.

Summary Tax Lines

View v

No dala to deplay.

Line ~ Regime

o

Search for an

" Wientitying PO ‘ UKR1000212%

‘Identifying PO'.

Supplier

Taxpayer 1D

Supplier Name

* Supplier Site ‘

Address

Supplier Tax Reqistration Number j

* Customer Taxpayer ID \

View v L B cancelLine

Purcha

* Number " Line

58 Order

* Schedule

Consumption Advice

Number Line

Tax Jurisdiction "~ Tax Status

additional
information.

Remit.to Bank Account ‘ I v |

Unique Remittance kdentifies ‘

Unique Remittance identifier Check Digit ‘

...................

wnee [ Tip: Select the plus |
‘+’ icon in the
Attachments field to
. add an attachment.

P ssification

Supplier Item Item Description

Enter any required

* Number ‘

“ Date | 24022025 te
- )
Iype ;MVOICB v
Invoice Cprrency Crodmemo 4
Payment Currency | Invoits
Retanage relea:

Select ‘Credit
Memo’ as the
invoice type.

Invoice Line

Unit Price UOM Amount Description

Quantity

Amount




Create credit note for purchase order (cont’d)

5. Undel’ the LlneS Create Invoice @

section, select the plus ‘+’ el
) Identitying PO L 2 v Remit.to Bank Account | v tsave’ Number
i CO n Supplier | sunplier Name Unique Remittance Identifier * Date | 24032025 fo
- Taxpayer ID [
Unique Remittance Identifier Check Digit | Typs:: Cradt coecan
Supplier Site v Invoice Currency GBP - Pound Stering
Description
Address Payment Currency GBP - Pound Sterling
. ) Attachments None ==
6 S e I e Ct a I ine typ e Supplier Tax Registration Number S
. . Tax Control Amount
Select the ’ -
¢ y . ustomer Taxpayer ID -
7. Select ‘Save plus “+ icon
Lines
B5)+!x B c
Purchase Order Consumption Advice Available Invoice Line
* Number " Type Supplier ltem Item Description Ship-to Location Tax Classification Quant Quantity Unit Price UOM * Amount Descript
* Number " Line *Schedule  Number  Line y oo
6 1 Froght v v v | -1000.00 | Credt Mem0 ]
Total -1 000.00
Summary Tax Lines Select a
view v line type.
Line " Regime * Tax Name Tax Jurisdiction  1ax Mtatus Rate Name Percentage Per Unit Amount
No data to dsplay.

UK Research U(SBS
and Innovation =~ ————
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Create credit note for purchase order (cont’d)

8. Select ‘Invoice
Actions’ and then,
select the
‘Calculate Tax’
option from the
drop-down.

UKSBS

UK Research
and Innovation

Shared Business Services

Create Invoice @

Identifying PO UKR10002129

Remit.to Bank Account

Supplier | Supplier Name
Unique Remittance ldentifier
Taxpayer ID
Unique Remittance Identifier Check Digit
Supplier Site v
Address Description
- Attachments
Supplier Tax Registration Number v
) Tax Control Amount
Customer
Name
Customer Taxpayer ID v
Address
Lines
Vieww 4 X [EL | Cancelline
Purchase Order Consumption Advice
* Number * Type Supplier ltem Item Description
* Number “ Line “ Schedule  Number Line
1 Freight v
Total
Summary Tax Lines
View v
Line " Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit
No data to display.

None <

Bill to Site

Ship-to Location

Tax Classification

Available
Quantity

Tax ! CtrieARX

Cancel Invoice

Delete Invoice |

Type Credt memo

Invoice Currency GBP - Pound Steriing

Payment Currency GBP - Pound Stering

Quantity

Invoice Line

Unit Price UOM * Amount

Description
-1000.00 Credit Memo
-1000.00
Amount

—




Topic 6: View invoices
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View invoices

To view an existing
invoice, log in to the
Supplier Portal:

1. From the Tasks panel,
select the ‘View Invoices’
option under the Invoices
and Payments section.

UK Research U‘(SBS
and I n novatio n Shared Business Services
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Supplier Portal

oraclecloud.com

Search |Invoices v Hlnvoice Number v H

Tasks
Consigned Inventory
» Review Consumption Advices

Invoices and Payments

= Create Invoice
= Create Invoice Without PO
= View Invoices

» View Payments

Company Profile SeleCt ‘VleW
« Manage Profile Invoices’.

Requiring Attention

Supplier News

3

M Invoices Overdue

Recent Activity Transaction Reports
Last 30 Days Last 30 Days
Payments 1

No data available




View invoices (cont’d)

2. Enter the search criteria, such E”te;rtift‘:r;ea“’h
as, the supplier’s name or the
purchase order (PO). T »
e ! Select ‘Search’.
‘ y suppier | Supplier Name [w| v voke Status v
3. Select ‘Search’. 2 = e
. . . o 3 Search | Reset | Save...
4. The created invoices will show
up in the ‘Search Results’. Select e rems o o P QY% e —
the ‘Invoice Number’ to view the ensissiiemiotunnl - - = A R :
[l [l I
invoice. 4
. ; Select the ‘Invoice Number’
Note: You can check for duplicate

to view the invoice.

invoices in the Search Results by
filtering by invoice number.
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Topic 7: View payments

Shared Business Services



View payments

To view supplier
payments, log in to the
Supplier Portal:

1. From the Tasks panel,
select the ‘View
Payments’ option under
the Invoices and
Payments section.
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= C
ﬁ ULSBS

Supplier Portal

Search |Invuices v Hlnvuice Number v H

Tasks
Consigned Inventory

» Review Consumption Advices
Invoices and Payments

+ Create Invoice
» Create Invoice Without PO
s View Invoices

+ View Payments

Company Profile

« Manage Profile SeleCt ‘VIeW
Payments’.

Requiring Attention

Supplier News

Recent Activity
Last 30 Days

Payments

Transaction Reports

Last 30 Days

No data available




View payments (cont’d)

2. Enter the supplier’s

name.

View Payments

=1

4 Search

3. Select ‘Search’.

** Payment Number ‘
Payment Status ‘

Payment Amount ‘

4. Any payments made
will show up in the Soarn Rests

‘Search ReSUItS! Vieww 55 2 Detach
) ::r‘:';l:l Payment Date Payment Type u‘;‘:“ﬁ' Supplier

NO search conducted

Enter the

supplier’s name.

** Supplier

Select ﬂ
‘Search’.

i,§

Supplier Site Supplier Name 1000001
L
Payment Date Supplier Name 1000001
Search. | Search | 3 Jave... |
Supplier Site Payment Payment Remit-to Account

Amount Status

Payments will show
up in ‘Search Results’.
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Thank You
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