User Training Guide for
Individuals using the
Supplier Portal
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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/fscmUl/faces/FuseWelcome and click on

Forgot Password.

ORACLE Cloud ng

sh

Sign in

? Cloud account details

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

Sign In
Oracle Applications Cloud

3. A confirmation email containing instructions on how to update your password will
be sent.
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https://ialrme.fa.ocs.oraclecloud.com/fscmUI/faces/FuseWelcome

Sign In
Oracle Applications Cloud

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

Oracle Fusion Applications-Password Reset Information
© Reply | y w
@ no-reply@wellcome.org [©] O Repy | © Repiyal | > Foard | | | |
To

Tue 15-07-2025 17.07

efault) (12 years Expires 12-07-203
Dear Tony Stark,
You have requested to reset your password for Oracle Fusion Applications through Self Service Portal.

Please follow the link below to reset your password.

https: dev2.fa.ocs.oraclecloud.com:443/hcml -
ase.gid=defad: 149660318

If you did not request this information or have any question, contact your system administrator.

Thank You,
Oracle Fusion Applications

Upon selecting the link, you will be directed to the following page; please enter
your preferred password and select the Submit button.

Sign In
Oracle Applications Cloud

Reset Password

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.

ORACLE Cloud English

Sign in

> Cloud account details

You will be notified of the change in the password via an email (example shown
below)
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Oracle Fusion Applications-Password Reset Confirmation
© | © Reply | € ReplyAl | = Forward | | & || ***

no-reply@wellcome.org
To Tue 15-07-2025 17:
Retetion olicy Wellcom Expires 12-07-2037

e (Default) (12 years

Dear Tony Stark,

e = - was recently changed.

The password for your Oracle Fusion Appli Account - _
If you made this change, you do not need to do anything more.
If you did not make this change, contact your system administrator.

Thank You,
Oracle Fusion Applications

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.

Wellcome Trust

Supplier Registration

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

registration.

Access Code for Your Supplier Registration
<
RFP@wellcome.org ® | © Reply | € ReplyAll | —> Forward | | K
To Mon 14-07-2025 15:29
Retention Policy Wellcome (Default) (12 years) Expires 11-07-2037
(@) This message was sent with High importance

You don't often get email from rfp@wellcome.org. Learn why this is important

Please find attached the supplier access code which is required for you to log into the Oracle system

z2rLU4DP8

@The code expires in 15 minutes

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

above.
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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

Wellcome Trust

Supplier Registration

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:

o o

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.

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.

Wellcome Trust

Supplier Registration

Addresses

Enter at least one address.

| e e e

Receive Purchase Orders [ Receive Payments Bid on RFQs I

Company Details

GB “44

Contacts

Addresses

tom.h@supplier.com

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

Wellcome Trust

Supplier Registration

Business Classifications

Enter at least one business classification or select none applicable.

Select a classification or confirm that none are applicable.

Classification -

Private

Local/Regional Government
National Government

NHS

LGBTQ+ Owned

Person with Disability Owned Company Details

Grant

Contacts

I None of the classifications are applicable I

Addresses

Business Classifications

Products and Services

o o

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.

Wellcome Trust

Supplier Registration

Products and Services
t vices c

Category

» 1 Audio Visual Equipment

> D3 Building Fixtures & Fitings

DDDDDE

0D oo Dﬂ

Computer Hardware : Computer Hardware - Other

) Computer Hardware : Laptops Computer Hardviare : Laptops

) Computer Hardware : Monitors Computer Hardware : Monitors

o

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

© Some issues need your attention x

Select at least 1 product or service category.

Q. search by category or description

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

Wellcome Trust

Success

Your registration request 10001 was 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.

Oracle Fusion Applications-Welcome E-Mail

roreph@uelcomsarg [©] Smemw | ®imphas | 5 o | (W] |- |
To Tue 15-07-2025 16:53

Retention Policy Wellcome (Default) (12 years) Expires 12-07-2037
Dear Tony Stark,
Congratulations! Your Oracle Fusion supplier portal account for Wellcome has been successfully created.

Your user name is - =~ ="

Please follow the link below to set/reset your password.
I https://ialrme-dev2.fa.ocs.oraclecloud.com:443/hcmUl/faces/ResetPassword?ase.gid=2cb3dda51f7f4bd 68013f36fcfc18ed7 |

Many Thanks
Oracle Fusion Applications, On behalf of Wellcome

8. Upon clicking the link, you will be redirected to the following page. Please enter your
preferred password and select the Submit button.

Sign In

Oracle Applications Cloud

9. You’'ll be directed to the login page, where you can access the supplier portal using
your email address and previously set password.

ORACI—E C|Oud English hd

Sign in

ap) Sain with Single Sign-
on

Need help signing in?

> Cloud account details
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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/fscmUl/faces/FuseWelcome, Log into the
supplier portal and navigate to the “Update Supplier Profile Information” section.
Click on Supplier Portal application.

Good morning, Tom Hanks

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.

Page 10 of 13 Individual Supplier portal set up


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

oRACLE orF ¢ @

Edit Profile Change Request: 21008 Deiete Change Anquest || Review Changes | Sawve || Saveand Close. | Cancel

ctroeic - AR et 1100 » Sy G

- s
- - 1N s * o
— e %
s @
s

s - Rt e | v

e Payment method- the default payment methods appear, select a
payment method and click set default under actions to make it the default payment
method.

e 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.

ORACLE

Edit Profile Change Request: 21008

PaymestMethogs BTk ACConts

Aoz w Vew w Format v L Oetach

Dl Paymant Matbod Froes Dutn Ta

)

Dot pete w ®

Enran " =

— e

- %

- w o fe

11 )

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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ORACLE

orR ¢ @

Edit Profile Change Request: 21008 Dodein Change Rncest || Auviow Changes ||| Save || Save mnt Ciona || Cancei

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.
e Enter the IBAN in capital letters only.
¢ notinclude 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.

Create Bank Account
Eniber acoount numbser of IBAN uniess account number i marked a3 required

Account Number Inactive On | dd-menem-yyyy

Bank Name IBAN (All CAPS, No Spaces)

Payment Currency

Imnx Branch [SWIFT BIC/Sor CodelIFSC Code) I

Allow iMermanonal paymants Attachments

4 Additional Information

Additional information including Intermediary Bank
ceount Details

Alternate Account Name Purpose of Payment Code (Research Funding Only)

Account Suffix Purpose ol Payment Code {Suppliers and Individuals)

, Bank Instruction Code Further Credit ta (US
Check Digits Suppliors)

Account Type FCRA Number (Apgiies only to India)

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

ORACLE

Edit Profile Chang

Change Description | Eank detal: dged

Oogaration Dalsis  Tesloasliarn  Atiecias  Comlis  Peymests  Busnes Clsioston Priduss asd Sanices

Paymant Wamads  Bank Accounts

Aciens v Vaww Fomaw 4 4 XS
Primary Account Mumber AN Currency Lank Name
- KARNSASS AR WTERNATSNAL BANK

4. Now Click on Review changes button.

Dkt Changs Request | Review Chasges || Save

[ T g [ r—

Organzzon Dot Tuxidenmbers  Addwesses  Corics  Foymenls  Susines: Ciaseibcabons  Frogucts and Services

Fayment Methoss  Bask Arcousts

Aoz w Veww Formaiy § / X O
Pramary  Mecos) Number aw RN Carmncy Hank Narma

L] OENS4T5 ABC NTERMATIONAL BANK

Columns Higlen 3
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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.

ORACLE

Review Changes

4 Bank Accounts

IBAN Currancy Bk N Atmchmenis  Dutail

Review Changes

4 Bank Accounts

. *
View w Fommal w

Banik Mame Atachments Detalis

Changed From Changed To
Columns Hissen &

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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ORACLE

Company Profi

Default Fayment Method av FromDate To Dase:

Shack 02

& confirmation *® 0208

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.

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

Page 16 of 13 Individual Supplier portal set up


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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