Supplier Portal

Quick Reference Guide




Using the Supplier Portal - Access
 Stepi-Access

The Wellcome Supplier Portal will allow suppliers to view and manage their details and orders as well ORACLE Cloud \ English

as view invoices and payments.

Sign in
This guide will provide you with information to support you to use the Supplier Portal. You will receive
an email once your supplier account is created. e
To log in you can use the link provided below: Password
How to log into Oracle —
Within this email you will find your details and a link to Access the Application. Click on the link to Next

access the Wellcome Supplier Portal.

Or

' *j Sign in with Single Sign- ‘
On

Need help signing in?

> Cloud account details


https://ialrme.fa.ocs.oraclecloud.com/fscmUI/faces/FuseWelcome

Using the Supplier Portal - Navigation

The Wellcome supplier portal will now open up. ORACLE

Supplier Portal

The Oracle Icon and House icon are home icons; the
Flag icon is a Watchlist and can be used to monitor
transactions; the Bell icon where you will receive
notifications; your initials is where you can set
preferences and sign out.

No data available No data available

You can also see an overview of your activity: Requires
Attention; Recent Activity and Transaction Reports. : G
Under this is a Supplier News area where you will see
updates from the Procurement team.

To the right of your screen is a green widget which oo s
contains Oracle Guided Learning — clicking this icon :

will open a pop up where you will be able to start guides

which will take you through supplier processes step by s et

step within the flow of work.

At the left of the screen is the Tasks menu. Click any of
the options here to manage or view these areas. Blue
text within Oracle indicates a hyperlink to open and area
or view additional information.



' Using the Supplier Portal - Orders

Step 3 — Manage Orders: Header search

You can select “Manage Orders” from Task menu on the Supplier Portal dashboard and will then be able to search for orders to manage.
You have two options: Header or Schedules search. In this example we are searching Headers.

You can filter your search by Status. Click this field to see a drop down here to select from.

Click Search to view your results at the bottom of the screen. Click an order in the search results to select and open it.

You can complete an Advanced search here if required.

Click Done to return to the Supplier Portal Dashboard.

ORACLE

Manage Orders O

Headers Sohedules

4 Search Advanced | Manage Watchiist | Saven Search | AN Orders v

Sold -to Legal Enlity Cnder
Hall-1o BU L Status L%
Supplier Sio Inclpde Closed DoCimenls | MO
m n"‘_”

Search Results

Acions » Vieww Fomale 55 [y - Detach

The : - Life Creation
Order Order Date  Description Supplier Site Buyar Ordered Curmmency Status Cycle Dat

No search conducted

Coliimns Hidden 27T




Using the Supplier Portal - Invoices =

Step 4 - View Invoices

You can select “View invoices” from Task menu on the Supplier Portal dashboard to perform and view your invoices.

You can then search for your invoices. You can search using Supplier details. You could also search by Invoice Number or Purchase Order
number.

Click Search when done to view your results at the bottom of the screen. Click an invoice in the search results to select and open it.

You can complete an Advanced search here if required.

Click Done to return to the Supplier Portal Dashboard.

ORACLE

View Invoices

4 Search Advanced Saved Search | All Involces w
" Invoice Number Consumption Advice
I ** Supplier | AC M POWER MANAGEMENT LIMIT | w I invoice Status e
Supplier Sete - Pad Status W
" Purchase Orodar Payimsnt Numb

M hu‘_-

Search Results

View w 5 + | Detach
Invoice ; Purchase " . . Unpaid Inwoic i mi
Nurmiber tnvoice Date  Type Order Supplier Supplier Site Amourt Amount mmibear Comments
INV1001 RS Stancard PORBOO020 AC MPOWER MANAGEMENT LIMITED SuP - GBPF 000 OBPF  15.B00.00 GBPF

INV1002 INTIS Standard PORGDO0ZY A C M POWER MANAGEMENT LAITED SUP - GBP 0.00 GEP  31.200.00 GB



Using the Supplier Portal - Payments =

You can select “View Payments” from Task menu on the Supplier Portal dashboard to perform a search and view your payments.
You can then search for your payments. You can search using Supplier details. You could also search by Payment Number.
You can filter your search by Payment Status. Click this field to see a drop down here to select from.

Click Search when done to view your results at the bottom of the screen. Click a payment in the search results to select and open it.
You can complete an advanced search here if required.

Click Done to return to the Supplier Portal Dashboard.

View Payments

4 Search Advanced | Saved Search | All Paymenis v
** supplier ACMPOWER MANAGEMENT LIMIT | »

Payment Status b Suppher Sita -

Payment Amount Paymenl [eate 1My uﬁ

Search | Reset | Sawe..

Search Results
Vieww m Detach

P t Inwole: ; . . P t P nt
Hm Payment Date Payment Type Hunb:r Supplier Supplier Site S . -

Amount Status

A2225 Payment Process Re AC M POWER MANAGEMENT LIMITED SUP - GBP 51,000 00 GBP Nejgobable XXOOCT 168

Remit-to Account




Using the Supplier Portal - Profile -

Step 6 — Manage your Profile

Select “Manage Profile” from Task menu on the Supplier Portal dashboard to view your profile details and make change requests

Select from the tabs to view details.

Select Edit to make changes to these. Select Delete Change Request if required.

Click Done to return to the Supplier Portal Dashboard.

Your changes will now be submitted to the Wellcome Procurement Team for approval. Changes such as company name or bank details will
require validation by Wellcome Procurement and you will be required to submit supporting documents.

ORACLE

Company Profile

I{'Jrulruzatmn Details Tax idendifiers Addresses Contacls Paymenks Busmess Classiicabions Producks and Senaces

4 General
Company Suppler Name Tax Organization Type Corporation
Supplier Number 10010 Siafus  Active
Supplier Type

Attachments Mone

4 |dentification

DUULN-S Number 981037773 Matianal Insurance Nurmbses
Cusiomer Number Corporaie Web Site
SIC
4 Corporate Profile

Year Estabhished Chiel Executive Title

Mission Staternent Cli[‘,k on eaCh Sectiﬂns Chiet Executive Name

H H : Poncipal Ty
to review information TRRCRITY

PFrnincipal Name
Year Incorporaled

4 Financial Profile

Curmrent Fiscal Year's Polential Revenue




' Using the Supplier Portal - Create Contact

Step 7 — Change Contact Details

Enter the required contact information into the form that pops up.
Please note that fields with an asterisk are mandatory.

Select Create Another if required.

Select Ok to make your changes or Cancel to return to the
previous screen.

Create Contact x
Salutabon w Phone | - |
* First Name | John Mobile : - !
Middle Nams Fax | - |
* Last Name ;h - Emal
Job Title Status | Active

l +' Admimsiratwe contact I

4 Contact Addresses

Actions + Vew v Format » Freere | Detach Wrar
Address Name Address Phone Address Purpose Status

No data fo dsplay
Colurmns Hidden 5

4 User Account

I v Reques! user account I

Roles Data Access

Atiors v Vieww Fomaly X B =" Detach
Role & T Description
Suppier Budder Sales representalive fom 2 polential supplier responsibie for responding 1o requests for quote, requests lor proposal req . 4

Suppber Seif Service Adminesirator Manages the profile information for the supplies company. Primary tasks include updating suppber profile informabon and .

WT Suppler Accounts Recarrabie Specislist Manages invoicss and payments for the suppler company. Primany (Esks include racking imeoice and payment status v

Create Another | OK = Cancel




Further guidance

More detailed step by step guidance can be found on Wellcome's Contract Guidance page

wellcome.org | @wellcometrust


https://wellcome.org/about-us/work-with-us/contract-opportunities/contract-guidance
https://wellcome.org/about-us/work-with-us/contract-opportunities/contract-guidance
https://wellcome.org/about-us/work-with-us/contract-opportunities/contract-guidance
https://wellcome.org/about-us/work-with-us/contract-opportunities/contract-guidance
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