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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 refer to vendors or organisations that are not directly part of the internal enterprise but are
External suppliers 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.

Refers to a document issued by a supplier to the buyer, acknowledging a reduction in the amount owed for a

CreditM
previously issued invoice. In the supplier portal, suppliers can create a credit memo (credit note) as part of the
ustatle invoicing process.
Purchase Order (PO) 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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Supplier portal overview

» The Supplier portal in Oracle Fusion is a self-service platform that enables suppliers to manage their business
transactions with an organisation efficiently. It provides a centralised 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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Process flow — Supplier management

The supplier management process in Oracle Fusion is a comprehensive workflow that enables organisations 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

We are committed to making our training material accessible to all, but should you have any concerns
M or suggestions for improvement, please contact knowledge@uksbs.co.uk
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Supplier portal login

Log |n tO the Suppller portal Oracle Fusion Supplier Portal
User Name
1. If this is your first time logging in, select user name oremai ®
Password . . g
Forgot Password? If not, go to step 2. R You will receive an email link to

reset your password. You can

1 Forgot Password? then go to step 2.

Need help signing in?

2. Add your User Name, Password and select

Sign In.

Oracle Fusion Supplier Portal

2 User Name

sU com

Forgot Password?

Need help signing in?
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Supplier portal login (cont’d)

<~ C M ) https://idcs-105c22e3ce73426aacb7c3dae1e5f58f.identity.oraclecloud.com/ui/v1/myconsole

3. Select the Supplier Portal tile in ORACLE

Y Favorites == Add

My Apps.
4. Enter the one-time Passcode and 3 *

select Verify.

Supplier Portal S...

Oracle Fusion Supplier Portal

or=es The one-time Passcode will
sujitdba@gmail.com Q
be sent to you by email.
Identity domain &
uksbs-uat-supplier-iam-domain
(=D
Email Verification
An email containing a passcode has been sent to

SUXXHXXX@gmail.com.

Passcode

4 [ 31799 aw ]

Show alternative login methods
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Supplier portal login (cont’d)

= % U<SBS
5. You will then be successfully logged e

Supplier Portal

in and will be able to view your Supplier e T

5
Portal dashboard.

Consigned Inventory

Requiring Attention Recent Activity
« Review Consumption Advices ast 30 Days

Invoices and Payments

« Create Invoice

« Crez >e Without PO

« Vie No data available

« View Payments

Company Profile )

No data available T’E’IT‘&‘SA?’C‘IOH Reports
Las Days

+ Manage Profile

No data available
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Managing your Com

1. Select Manage Profile in the
Company Profile section.
2. Select Edit to update your

company details.

UK Research
and Innovation
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——
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Supplier Portal

pany profile

Search ‘In\lmcef. vHIrwmce Number YH

Tasks
Consigned Inventory

+ Review Consumption Advices
Invoices and Payments

= Create Invoice
« Create Invoice Without PO
= View Invoices

« View Payments

Company Profile

« Manage Profile

Requiring Attention

W Invoices Overdue

Supplier News

Recent Activity
Last 30 Days

Payments

Transaction Reports
Last 30 Days

No data available

Orpanization Detalls  Tax|gentfiers  Addresses

4 General
Company
Supplier Number

Supplier Type

4 |dentification
D-U-N-5 Number
Customer Number
SIC
4 Corporate Profile

Year Estantisned
Mission Statement

Year Incorporated

Contacts  Payments  Business Classdications

Supplier Name
Supplier Number
Supplier Type

256789017

Froducts and Senices

Tox Crganization Type

Status

Attachments

National Insurance Number

Corporate Web Site

Chiet Executive Title
Chief Executive Name
Principal Title

Principal Name

Corporaton

Active

Hone

2
=




Managing your Company profile (cont’d)

Warning X
3 . When the Warn i ng pOp u p appea rS, SeIeCt POZ-2130390Making edits will create a change request for the profie. Do you want to continue?
3 ) | yes| o

Yes. —

4. Select the tab based on the details you Edit Profile Change Request: 14002
wish to change. R —

5. Change the details as required. | ‘

4 : Crganizxtion Detadls Tax i3eniMers Addedses Conladis  Paymenis Business Classiicabons  Prodecis and Senices
6. Once completed, add details of the ; | 4Genera
. . E " Supplier Hame Supplier Nﬂme Tax Organizaton Type | Compombon e
change(s) made to Change Description. | sssprarmumser  Supplier Number
I Supplier Type Supplier TEI'IPE Attachments Mone &=

7. Select Save. | 4 1centincaton

Hatignal Insurance
Humbaer

8. You can review your changes by selecting | cenume

Oe-U=H=5 Kumber | 123856785

L

Review Changes. | 4 Corporate Profile
| Year Established Chiet Executive Tille
Middban Slatement Ghisf EXecutive Name

Principal Thle
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Managing your Company profile (cont’d)

9. Select Submit to submit the changes.
10. Select OK when the Confirmation message

appears.

UK Research U(SBS
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ORACLE

Review Changes

e LD

Change Descr,

This will trigger a Notification to the Approver to review
and take the appropriate action. Once the request is
4 Organization Details Approved, the changes are reflected in the Oracle Fusion.
Vew v Format v Detach

Attribute Changed From Changed To

& Confirmation x

Your profile change request 15001 was submitted for approval.

10) o




Managing bank details

Supplier Portal

Search [Invoices v |[Invoice Number v

1. Select Manage Profile in the

Tasks

Consigned Inventory

L L] Requiring Attention Recent Activity Transaction Reports
Com pany Profile section
" Invoices and Payments Payments 1

« Create Invoice

= Create Invoice Without PO

2. Select Edit to update your bank

« View Payments o o

Company Profile

details. D) [

W Invoices Overdue

Supplier News

Organization Detalls  Tax |dentfiers Addresses Contacts Payments Business Classfications  Products and Senvices

4 General

Company Supplier Name Tax Organization Type  Corporation
supplier Numter — Supplier Number Status  Actve
supprier ype  SUpplier Type

Attachments None

4 |dentification

D-U-N-5 Number 256783017 National Insurance Number
Customer Number Corporate Web Site
Sic
4 Corporate Profile
¥eor Established Chief Executive Title

Mission Statement Chief Executive Nama

Brincipal Title

Principal Name

Year Incorporated

UK Research U‘(SBS
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Managing bank details (cont’d)

When the Warning pop up appears,
select Yes.
Select the Payments tab.

Select Bank Accounts.

Select + to add the new bank

details.

UK Research U(SBS

and Innovation ‘;’

Warning X |
POZ-2130390Making edits will create a change request for the profie. Do you want to continue?
3 | Yes | No

Edit Profile Change Request: 13001

Change Description

AN

Organization Details  Tax ldentifiers  Addresses 4 Payments Business Classifications  Producis and Services

Paym 5 5| Bank Accounts

Actions w  \iew w 6 b+ b

Primary Accuunt Number
No data to display.

Columns Hidden 8




Managing bank details (cont’d)

N Create Bank Account

7. Complete the Bank Name, Bank Branch, ( 7 ..o oo -

. Froe 2 2
Country | Unfied Kingdom v rom Date 24002025 il

Inactive On | dammiyyyy 2

Currency and Account Number fields. Al [§ == w

Bank Name v
Bank Branch v Curency |GGP | v
AJOw ntornatonal paryments
Z]Additional Information

completed if required. — o~

Alternate Account Name Account Type

T YT

other fields are optional and can be

[

Account Seffix Oescnption

8. Once completed, select OK.

C OK | Cancel
8

Suppliers based outside the UK can use the Supplier Portal to
submit their invoices. However, if you need to add or change

existing bank details, this cannot be done via the Supplier Portal.

Please email p2pdatabasemanagement@uksbs.co.uk and they

will send you a Non-UK Supplier form to complete and return to
them. They can then make the requested changes.

UK Research U‘(SBS
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Managing bank details (cont’d)

Request: 13001

9. Select Save and Close.
10. Select OK when the 4

ifiers Contacts y Business C! Products and Services

Confirmation message appears. =

& Confirmation X

Your changes were saved

If a bank or branch details are missing, please contact

10 E}; P2PDatabaseManagement@uksbs.co.uk
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Creating invoices

Supplier Portal

1. Select Create Invoice in the Invoices
and Payments section.

2. Search for or select the Purchase Order
from the Identifying (PO) field using

the dropdown menu.

UKSBS

UK Research
and Innovation e

—

Search [lnvoices | Invoice Number | | |2

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

reate Invoice Without PO

£\

UKRI and UKSBS operate a No PO No Pay policy and you
should not use the Create Invoice Without PO function.

Supplier News

No data available

Create Invoice &

i
- Chack g
et
Descrip
Adarer
Attachm o
o Tax Hogist Y Numbe
oy O Ay
Customer
Nav
Aoscess
Bill to Site
Lino!
Ve v
Purchase Order Consumption Advice Avallable
* Number * Type Supplier Item Item Description Shipto Location Tax Classification ‘;‘:""JW

“ Number * Line  Schadule  Number Line

Total

lovoce Actors v smH Save and Close

Ship-To Location * VOM

¢ E [ cancet |

* Amoum Description




Creating invoices (cont’d)

i B B s+ o s s [t]
3. The Purchase Order details will be 3 T Crvan . )
displayed. You can verify if the : = =i
information is correct and enter any i R = 000000 "
required additional information, A
including the invoice Number, Date e — - i e e il sl B Wi W e i
and Type of invoice.

4. Select + to add an Attachment. Attachments x
|H€hﬂns-'r|'~'1w'r + X

Type Catagory " File Name or URL Title Dascription Attached By

the required Attachment. id & From Sl SBI) [EFEE] o e el S Wy

< [ >
6. Once completed, select OK. Raws Seictzd 1

5. Select Browse to locate and attach

6 ) (&) [eoe
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Creating invoices (cont’d)

7. Select the Select and Add icon.

8. Select the Purchase Order the invoice is
for.

9. Once completed, select Apply.

10. Select OK.

UK Research UKSBS
and Innovation =~ —m

pplier Name

HoankAccounll Bank Account Number [

4 = Selectand Add: Purchase Orders

Customer Taxpayer I0 Taxpaer 1D

4 Search

** Purchase Order [ UKR10000232 ** Consumption Advice
** Creation Date [ dammiyyyy h.mm &
‘ s«:cn[ Reset || save... |

Search Results

View v i Detach | Sotectan |

< 1] I | | | |

Purchase Order Consumption Advice

::m:l:’ ¢ lem Item Description Ship-to Location Ortdered
Number Line Schedule Number Line

UKR10000232 1 1 ‘ Test Outbound Ship-To Address 5

9 Apply |_°£I 10
You can view the Purchase Order
details by selecting the hyperlink.



Creating invoices (cont’d)

Create Invoice @ Ivoica Actiors v | save || Save and Close | | submu” [ cancet

1 1 G t th L i t. d .f th identifying PO UKR10000 v Remit.to Bank Account | Bank Account Number L. ~ ikher (DB
. G50 10 tn€e LInes sectlon ana verity tine o Supplier Name e W
Taxpayer ID - & g
Unique Remittance Identifier Check Digit L
Supplior Site s v Invoico Currency GEP - Pound Stering

Doscription

details are correct. You will be able to — R,
Supplier Tax Registration Number [ v

Tax Control Amount

Customer

edit if required.

Lines |

12.Select Calculate Tax from the 1 ] I— :
: 5 5 Purchase Order Consumption Advice Available s :

. . | Number " Type P YR TR e T Supplier ltem Item Description Ship.to Location Tax Classification ‘Quantity Quantity Unit Price UOM Amount  Descriptior
Invoice Actions dropdown menu. B ———— T o e U B e

Total 300.00 I

Create Invoice @
12

. . — — Calcyqle Tax _ Ct
- N— — p— Lo
Supplier Name Unique Remittance Identifier Cancel Invoice

uppier
Taxpayer ID
‘ Delete Invoice

Supplier Site  Main Unique Remittance Identifier Check Digit

O |
Invoice Currency GBP - Pound Sterling

Address potaris house, SWINDON, SN1 Description
Payment Currency GEP - Pound Sterling

Supplier Tax Registration Number v Attachments  None =

Tax Control Amount

Customer
Customer Taxpayer 10 Taxpayer ID Name UK Research and Innovaton

Address
Lines

veww o X [ | CancelLine |

Purchase Order Consumption Advice Availabl
* Number " Type Supplier ltem Item Description Ship-to Location Tex Classification Juietored Quantity Unit Price UOM “Amount  Description
* Number * Line *Schedule  Number  Line v
1 UKR100... 1 1 Test Outbound Ship-To Address v v 2 100 Each 20000 | Test Outbound
Total 200.00

UK Research U‘(SBS
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Creating invoices (cont’d)

14 3IED.

ying PU T URNTROULE

Remit-to Bank Account | Bank Account Number ™ Number | DEMO_1
Supplier i
13.Check and amend the Sum mary Supplier Name N— | -
Taxpayer 1D R
Supplier Site  Main Unique Remittance Identfier Check Digit | Typy:Javoke

e Invoice Currency GEP - Pound Stering
Address  polans house, SWINDON, SN1 Description |

= [ .
J Payment Currency  GBP - Pound Stering
ax I n es I re q u I re - Suppiler Tax Registration Number | v Aftachments None ==

Tax Control Amount

14.0nce completed, select Submit. -

Address
Lines
veww o X [El | CancelLine |
Purchase Order Consumption Advice Availabl
* Number * Type Supplier ltem Item Description Ship-to Location Tax Classification &"" "l. . Quantity Unit Price UOM “Amount  Description
* Number * Line * Schedule  Number  Line uantity
1 UKR100.. 1 1 Test Outbound Ship-To address ~ \ 2 100 Each 20000 | Test Outbound
Total 200.00
I
\Summary Tax Lines ks :
13 -
L Vieww {
I
I Line * Regime * Tax Namo Tax Jurisdiction " Tax Status “ Rate Name Percentage Per Unit Amount :

|
., 1 GB_VAT_REGIME GB_VAT GB_VAT GB_STANDARD GB_STANDAl v 20 |

UK Research U(SBS
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Creating a credit note for a Purchase Order

Supplier Portal

1. Select Create Invoice in the Invoices
and Payments section.

2. Search for or select the Purchase Order
from the Identifying (PO) field using

the dropdown menu.

UKSBS

UK Research
and Innovation e

—

Search [lnvoices | Invoice Number | | |2

Tasks

Consigned Inventory

Requiring Attention Recent Activity
« Review Consumption Advices Last 30 Days
Invoices and Payments. Payments

+ Create Invoice

reate Invoice Without PO

£\

UKRI and UKSBS operate a No PO No Pay policy and you
should not use the Create Invoice Without PO function.

Supplier News

Transaction Reports
Last 30 Days

No data available

Create Invoice &

i
- Chack g
et
Descrip
Asares
Attachm o
o Tax Registration Numbe
ity 0l Ay
Customer
No
Assess
Bill to Site
Lino!
Ve v
Purchase Order Consumption Advice
* Number * Type Supplier Item Item Description Shipto Location
“ Number * Line  Schadule  Number Line

Total

Tax Classification

Avallable
Quantity

lovoce Actors v smH Save and Close

Ship-To Location *

oM

¢ E [ cancet |

* Amoum Description




Creating a credit note for a Purchase Order (cont’d)

3. Add any additional information

including the invoice Number
and Date.

4. Select Credit memo from the

invoice Type dropdown menu.

5. Select + to add an
Attachment.

6. Select Browse to locate and
attach the required
Attachment.

7. Once completed, select OK.

UKSBS

UK Research
and Innovation e

——

& U{SBS

Create Invoice @

" identitying PO | UKR10002129 l v | f ink Account ‘ | v |
""""""" Supplier Name Unique Remittance Klentifies [ 3
rrrrrrrrrr
Unique Remittance identifier Check Digit ‘ ‘
lier Site ‘ ! v l 4
Descriptiol ‘
dress o
5 mmmmmmmmm -+ >
— B e
Customer
stomer
‘ Address Bill to Site
Attachments x
|P..:1Jurrs - | View = == M
Type Catagory ” File Name or URL Titla Description Attached By
Filz From S 6 | Browss.. N file selarted. Shwsan Mich
< [ >
Rows Salected 1
7) o




Creating a credit note for a Purchase Order (cont’d)

8. Select *+ in the Lines
section.

9. Select a line Type.

10.0nce completed, select
Save.

11. Select Calculate Tax from
the Invoice Actions

dropdown menu.

UK Research U(SBS
and Innovation =~

Shared Business Services

Create Invoice ®

Identitying PO

Supplier | sypplier Name
Taxpayer ID

Supplier Site

Address

Supplier Tax Registration Number

Customer
Customer Taxpayer ID
Lines
8 +1X B
Purchase Order
“Number * Type

“ Number * Line

9 Froight v

Total

Supplier Item Item Description
* Schedule  Number

Remit.to Bank Account ‘ v

Unique Remittance Identifier ‘
Unique Remittance Identifier Check Digit i

Description ‘

Attachments  None ==

Tax Control Amount ‘

Name

Address | Bill to Site

Ship-to Location Tax Classification

* Number

* Date | 240322025
Type Credt memo
Invoice Currency GBP - Pound Stering

Payment Currency GBP - Pound Steriing

Available

Quantity Quantity Unit Price UOM

o

Create Invoice @

Identifying PO UKR10002129
supplier | Supplier Name

Taxpayer ID

Supplier Site

Address

Supplier Tax Registration Number

Remit-to Bank Account v
Unique Remittance Identifier
Unique Remittance identifier Check Digit

Description

Attachments  None o«

Tax Control Amount

Cakum‘rax ClrieAeX
Y
Cancel Invoice

Delete Invoice I

Type Credt memo
Invoice Currency GBP - Pound Stering

Payment Currency GBP - Pound Steriing




Viewing Invoices

Supplier Portal

Search ‘Invoices v Hmumce Number v H ‘

1. Select View Invoices in the

Tasks

- . Consigned Inventory

Invoices and Payments section. | -« Iranzecton Reporia
Invoices and Payments Payments 1

« Create Invoice

2. Add the search criteria for the B ez

« View Invoices No data available

« View Payments

invoice.

« Manage Profile

3

Once completed, select Search.

4. Select the Invoice Number

hyperlink to view the invoice. View Invoices

A —
4 Search Advanced | Saved Search | All Invoices v
** Atleast one is required
2 ** Invoice Number Consumption Advice
** Supplier Emlier Name [ “:7 Involce Status | v
. . . . Supplier Site | v Paid Status | v
You can check for duplicate invoices in the Search Results. " —
Purchase Order Payment Number
| 3 Saa:chr Reset | Save...
Search Resuns
Vieww 57l Detach
: I,;'\:;'::, Invoice Date  Type 3‘:;2’:”" Supplier Supplier Site Al::g::{ m:‘ﬁ: Isnl:(‘)‘l‘c: :‘J“"I:"“ Comments
g oemo_1 30072024 Stancard  Ukrioooozzz  Supplier Name Main 24000GEP  240.00GEP On hold
I
4 I pemo_2 30072024 Stncars  Ukrioooozzz  Supplier Name Man 24000GEP  240.00GEP Onhoid

Shared Business Services
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Viewing payments

Supplier Portal

1. Select View Payments in the
Invoices and Payments section.

2. Add the Supplier name and sele'1'
when displayed in the results.
Once completed, select Search.

4. Any payments made will show in

the Search Results.

4

UKSBS

UK Research
and Innovation e

—

Search ‘Invoices v Hmumce Number v H

Tasks
Consigned Inventory

» Review Consumption Advices
Invoices and Payments.

« Create Invoice

+ Create Invoice Without PO
» View Invoices

« View Payments

Company Profile

« Manage Profile

Requiring Attention

Supplier News

Recent Activity Transaction Reports
Last 30 Days Last 30 Days

Payments 1

No data available

View Payments
=)
4 Search
** Payment Number |
Payment Status ‘7

Payment Amount ‘

: Search Results

f
| Vieww 58 i Detach

f
Payment Invol

§ |Poment Payment Date ~ Payment Type umﬁr

: No search conducted

Supplier

2 ** Supplier | v

Supplier Site| Supplier Name 1000001
Le
Payment Date Supplier Name 1000001
Search. 3 | Search ‘Reu(‘ san..|

Payment Payment

Amount Status Remit-to Account

Supplier Site
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