
 
  

  

  

  

User Training Guide for  

Individuals using the  

Supplier Portal 

  
  



Page 1 of 13 Individual Supplier portal set up  

Contents  
Introduction ............................................................................................................................... 2 

Existing relationship with Wellcome .......................................................................................... 2 

Reset your Password .................................................................................................................. 2 

New to Wellcome ...................................................................................................................... 4 

Registering your details ............................................................................................................. 5 

Step by step on how to enter your details ............................................................................ 5 

Wellcome review ................................................................................................................... 8 

Final Set up step .................................................................................................................... 9 

Updating information on the supplier portal .......................................................................... 10 

Update Bank and Payment details (Follow steps 1-5) ........................................................ 10 

 

  

     



Page 2 of 13 Individual Supplier portal set up  

Introduction  
Oracle is our new financial system and anyone working with Wellcome will need to ensure 
that that are registered on the Oracle supplier Portal.  

Existing relationship with Wellcome  
If you are currently working with Wellcome as an individual and have previously been 
paid by Wellcome, your information should have been migrated over to Oracle.   As an 
Individual you will be required to log into the portal and reset your password.   
To log in please following the instructions below;  

Reset your Password   
(Please follow points 1- 7 of this guide)  

1. To reset your password if you have an existing relationship with Wellcome, Go to 
the Oracle login page 
https://ialrme.fa.ocs.oraclecloud.com/fscmUI/faces/FuseWelcome and click on 
Forgot Password. 

 

 

2. On the next page, provide the Username and select the Forgot Password option. 
Click on Submit.   

  
3. A confirmation email containing instructions on how to update your password will 

be sent.  

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


Page 3 of 13 Individual Supplier portal set up  

  
  

4. Find the password reset email from Oracle Fusion in your inbox and click the link 
to reset your password.  

  
5. Upon selecting the link, you will be directed to the following page; please enter 

your preferred password and select the Submit button.  

  
  

6. You will be directed to the Oracle login page, where you can access the supplier 
portal by entering your username (email address) and the password you created 
in the previous step.  

 
 

7. You will be notified of the change in the password via an email (example shown 
below)  
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Once completed please go to Update Supplier Profile Information section  

New to Wellcome  
Individuals who have not previously interacted with Wellcome will need to register on the 
Supplier Portal.   

To complete this process: Use the following link to the Supplier Portal   

1. An email address is required. 

  
  

2. You’ll receive an access code by email. Enter it as shown below to continue your 
registration.  

  
The code will expire in 15 minutes. If it expires, you may repeat steps 1 and 2 as outlined 
above.  

https://ialrme.fa.ocs.oraclecloud.com/fscmUI/redwood/supplier-registration/register-supplier/register-supplier-verification?id=aV7OlgJvVHKb50MJk6t55ckICnpT5cnDY4npi%2BAEtsi2zPZcH02MslCEaw%3D%3D
https://ialrme.fa.ocs.oraclecloud.com/fscmUI/redwood/supplier-registration/register-supplier/register-supplier-verification?id=aV7OlgJvVHKb50MJk6t55ckICnpT5cnDY4npi%2BAEtsi2zPZcH02MslCEaw%3D%3D
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Registering your details  
Step by step on how to enter your details  

1. The following screen will appear requesting company/Individual’s details please enter 

the information in the highlighted fields below:  

  
  

a) Company: Enter your company name, or your first and last name if you are an individual.   

b) Website: Enter your website if you have one.  

c) Country: Indicate the country in which you are located.  

d) Taxpayer ID: Provide your Taxpayer ID information, if available. e.g National Insurance for 
UK, Social security number SSN for US, PAN for India   

e) Tax Registration Number: Enter your tax registration number, if you have one. e.g VAT 
number    

Please note: It is required to provide information in at least one of the tax fields—either the 
Taxpayer ID or the Tax Registration Number.  
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Remittance Email Address – Please specify the email address to which payment 

remittance advice and purchase order communications should be sent. If multiple 

email addresses are required, separate each with a comma. After entering your 

details, click Continue  

2. On the following page, you will enter your contact information in the highlighted 
fields below:  
First and Last Name- Provide your first and last name.   

Email- Provide your email address   

Administrative contact- Select ‘Yes’ to receive general communications from 
Wellcome.   

User Account- Select ‘Yes’ to ensure that the administrative contract has online 
access to supplier transactions and self-Service tasks.   

User roles- Select at least one role. Each role has its own responsibilities; choose 
those relevant to you.  

To add multiple contacts to an organisation, select the “+ Add Another Contact” button. After 
adding all desired contacts, select Continue.  

  
  

3. On the following page, you will need to enter Address details as outlined below:  
• Address Name: For example, "Main office" and include the Postal code/Zip Code for 

reference.  
• Purpose of the address – Select all applicable options. At least one option must be 

chosen.  
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• Country: This field will automatically populate based on information provided in an 
earlier step.  

• Note: Depending on the selected country, certain mandatory fields may apply. For 
instance, for UK suppliers, the city field is required.  

• Associate contact: Link contact(s) if created in previous steps with the relevant 
addresses.  

Click “+ Add another address” to add more addresses, then select Continue when 
finished.  

  
4. On the next page, select the appropriate Business Classification from the list 

provided. If none apply, choose ‘None of the classifications are applicable’. Click on 

Continue  

  
  

5. On the following page, you will be asked to provide information regarding Product 
and Services.  
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For individuals, it is recommended to select either ‘Project Services’ or ‘Professional 
Consultancy’.   

If you wish to select more, please review and select all applicable categories for your 
organisation from the provided list by using the checkboxes. The expand button enables 
further examination of product categories, where relevant. Alternatively, you may utilise 
the search function (magnifying glass) to locate categories. After making your selections, 
please click Save followed by Submit.  

  
  

6. If any section or field contains errors or missing information, the system will display 
an error or warning message.  

  
  

7. After completing all necessary corrections, select "Submit." A confirmation screen 
will appear indicating that the registration has been submitted.  

   

Wellcome review  
All Submissions from the supplier portal are reviewed by the Wellcome’s finance team.  
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You will be notified by an email on approval/rejection of the registration by the Wellcome 
Team.   

Final Set up step  
After Wellcome reviews your information, you will receive an email with instructions to reset 
your password for Wellcome’s Supplier Portal by following the link provided in the email.  

  
8. Upon clicking the link, you will be redirected to the following page. Please enter your 

preferred password and select the Submit button.  

  
  

9. You’ll be directed to the login page, where you can access the supplier portal using 
your email address and previously set password.  
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Updating information on the supplier portal  
After your registration has been accepted and you have logged into the supplier portal, you 
will be able to update or add information as needed.  

1. https://ialrme.fa.ocs.oraclecloud.com/fscmUI/faces/FuseWelcome, Log into the 
supplier portal and navigate to the “Update Supplier Profile Information” section. 
Click on Supplier Portal application.   

  
2. On the Supplier Portal landing page, click Manage profile in the Company Profile 

section. Review details and click edit to update as needed.  

  

  

Update Bank and Payment details (Follow steps 1-5)  
Step 1: Log in to your portal and go to the “Update Supplier Profile Information” section.  

Step 2: Describe your proposed change, then update the details under Payments. The below 
screen opens, provide the description of the change in the Change Description 
field (* mandatory field) that you wish to make and update the details in the below screen 
under Payments.  

https://ialrme.fa.ocs.oraclecloud.com/fscmUI/faces/FuseWelcome
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• Payment method- the default payment methods appear, select a 
payment method and click set default under actions to make it the default payment 
method.  

• Click on the Plus (+) icon to add a new payment method from the existing list. Select 
and click the ‘X’ icon to delete a non-default payment method.  

•  
Bank Accounts- If bank accounts are already available, they would appear on this 
screen, select and click ‘X’ to delete or Pencil icon to edit an already added bank 
detail.  

Click on Plus (+) icon to add a new bank detail.  
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• The below screen appears on clicking the Plus icon, fill the mandatory details as 
shown below for the bank account including attaching the mandatory document for 
review.  

Country: Select the Bank Account country  
Account Number: Provide the Bank Account information  
IBAN (All CAPS, No Spaces): For international suppliers using an IBAN, enter the 
IBAN in the IBAN field instead of the Account Number.   

• Enter the IBAN in capital letters only.   
•  not include any spaces in the IBAN.  

Bank Name: Select the Bank from the list of values  

Bank Branch (SWIFT BIC/Sort Code/IFSC Code): Select the applicable bank 
branch/bank identifier by searching sort code for UK suppliers, BIC code for 
international suppliers and IFSC Code for India Suppliers.  

Payment Currency: Select the appropriate 
payment currency for the payables invoice issued or grants to be paid.  

Allow International payments: Where the selected bank account country is other 
than UK, enable this checkbox  

Account Name: Provide the Pay recipient name for the bank account.  

Additional Information including Intermediary Bank 
Account Details: Enter additional information to be shared with Wellcome Finance 
team including intermediary bank details if applicable.  

Purpose of Payment Code (Research Funding Only): Use this 
field for Grants suppliers and select the purpose of payment code from the 
dropdown. This code applies to only countries like India, South Africa, Malaysia, 
Philippines, United Arab Emirates and Indonesia.  

Purpose of Payment Code (Suppliers and Individuals): Select the applicable Purpose 
of Payment Code from the drop down for non-grants’ suppliers and individuals. This 
code applies to only countries like India, South Africa, Malaysia, Philippines, United 
Arab Emirates and Indonesia.  
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Bank Instruction Code Further Credit to (US Suppliers): Complete this field where 
applicable for US suppliers who uses further credit to payment instruction message.   

FCRA Number (Applies only to India): Complete this field only for India, where 
applicable.  

Click OK to add or click Create another to add more bank accounts.  

  

3. Once all the changes are made, click on Save.  

  

4. Now Click on Review changes button.  
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The below screen would appear, review the changes and Click Submit button. You may click 
on Edit button to make any further changes before submitting. To view more details on the 
changes, click the icon under details.  

  

  

  

  

  

5. You will see the below confirmation message, Click OK on the Pop-up 
message. Click Done.  

Note: post submitting the request and before approval, you may use the Edit button to 
further edit or use the Cancel change request button to delete any change requested. Before 
changes are approved, the You would see a message on top of the screen stating ‘there 
exists change request pending approval’  
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Depending on the change requested it will be routed to appropriate WT team before it is 
reflected in supplier profile.  

Step 3: Once all the changes are made, click on Save.   

  
Step 4: Now Click on Review changes button.   

  
Review the changes on the next screen and click Submit. To make edits, choose Edit. For 
more information, click the Details icon.  

  
Step 5: The following confirmation message will appear. Select OK on the pop-up message, 
then select Done.  

Note: After submitting a request, use the Edit button to make additional changes or Cancel 
change request to remove it. Until the request is approved, a notification at the top of the 
screen will indicate a pending change request.  
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Requested changes will go to the relevant Wellcome team for approval. You'll be notified 
once approved, and the supplier profile will be updated accordingly.  

For a more detailed guide please refer to the following documents  

• Step-by-step guide provided for reference  

• Quick reference guide  

  

https://cms.wellcome.org/sites/default/files/2025-08/Wellcome-Supplier-Portal-Training-Guide.pdf
https://cms.wellcome.org/sites/default/files/2025-08/Wellcome-Supplier-Portal-Training-Guide.pdf
https://cms.wellcome.org/sites/default/files/2025-09/Wellcome-Supplier-Portal-Quick-Reference-Guide.pdf
https://cms.wellcome.org/sites/default/files/2025-09/Wellcome-Supplier-Portal-Quick-Reference-Guide.pdf
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