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Introduction to the supplier portal 
 
This guide explains how to use the Oracle Supplier Portal to manage supplier profile information, purchase orders, 
negotiations, invoices, payments, dashboard items, and notifications. 
 
For this guide, suppliers include organisations or individuals Wellcome pays for goods, services, activities, 
committee participation, or other approved work. 
 
The guide is intended for external suppliers and individuals who need to use Oracle to maintain supplier 
information and complete supplier-facing activities. 
Each section provides step-by-step instructions so users can go directly to the task they need to complete. 
 
Use this guide to add or update bank information, view invoices and payments, navigate the supplier dashboard, 
and respond to notifications or tendering activity where applicable. 

Quick Start 
Use this page if you only need to complete the most common supplier tasks in Oracle Supplier Portal. 

• Log in and open Supplier Portal: Use the Oracle link, sign in with your email address and 
password, then select the Supplier Portal application. 

• Update profile details: Open Manage Profile, choose the relevant section, select the edit option, 
describe the change, save, review, and submit. 

• View invoices or payments: Open View Invoices or View Payments under Invoices and 
Payments, apply filters if needed, and select Search. 

• Review purchase orders: Open Manage Orders, search for the relevant purchase order, then 
select the order number to view details. 

• Respond to negotiations: Open View Negotiations, select the relevant negotiation, review the 
requirements, create your response, validate, and submit. 

• Check notifications: Review Notifications, Things to Finish, or Worklist for information-only 
updates and actions requiring attention. 
 

Before you start: common navigation steps 
1. Log into Oracle using the Supplier portal please use the following link 

https://ialrme.fa.ocs.oraclecloud.com/fscmUI/faces/FuseWelcome email address, and password 
provided to you 

 
 

2. Select the Supplier Portal application from the landing page.

https://ialrme.fa.ocs.oraclecloud.com/fscmUI/faces/FuseWelcome
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3. For profile changes, open Manage Profile under Company Profile and select the relevant profile 

section 

4. Select the edit option 
 

The screen below opens, provides the description of the change in the Change description 
field (* mandatory field) make the updates to any section 
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5.  Add all the updates required and click save. 

6. You can continue to another section such as Organisation details, Tax identifiers, Addresses, Contacts, 
Bank details, Business classifications, and Product or Service categories. or move to step 7.  

7. Now Click on Review changes button. 
 

 
8. Review your changes on the next screen and click Submit if they are correct.  

 
This will notify Wellcome that a revision requires their attention; Wellcome cannot act on the changes until they 
have been formally submitted. If you choose not to proceed, you will need to delete the change request.  
You can Edit to make further updates before submitting. 
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9. Upon receiving the confirmation message, please click OK on the pop-up window. Then click done to exit 
the change request. 

 
Note: After submitting your request and prior to approval, you may select the Cancel Change Request button to 
withdraw your proposed change. 
 

 

10. These changes will be automatically implemented. 
 

Update Supplier Profile Information 
Use this section to update supplier profile information such as organisation details, tax identifiers, addresses, 
contacts, bank details, business classifications, and product or service categories. 

If you are already logged in and working in Manage Profile, go directly to the relevant profile area and complete 
the task-specific steps. 

All submitted profile changes are routed to the appropriate Wellcome team for review and approval, and 
you will receive email notifications for approvals, rejections, or requests for additional information. 

 

Organisation details 
1. Follow steps from the “Common navigation steps” section.  
2. Provide the description of the change in the Change description 

field (* mandatory field) and under Organisation details and click Save.  
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3. Now Click on Review changes button.  

  
4. On the next screen, review the changes and if everything is as expected click the Submit button. You may 

click on Edit button to make any further changes before submitting.  

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

Note: Post submitting the request and before approval, you may use the Cancel change request button to 
delete the change requested.   
No changes can be made unless, the existing change request is approved, rejected or cancelled.  
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6. Once approved by the Wellcome team, the changes made would be reflected on the Profile.  

 

Update Tax Identifiers 
1. Follow steps from the “Common navigation steps” section.  
2. 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 Tax 
identifiers. 

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

  
4. Now Click on Review changes button.  

  
5. 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.  
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6. 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’  

  
Depending in the change requested it will be routed to appropriate Wellcome team before it is reflected in 
supplier profile.  
 

Update Address details 
1. Follow steps from the “Common navigation steps” section, then open Addresses 
2. 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 Tax 
identifiers.  

 
3. Once all the changes are made, click on Save.  
  
4. The screen below opens; under the Address tab You will be able to see the existing address. Provide details for 

the change being requested under change description 
 

• Edit existing address: To edit existing address, select the line and click on the Pencil icon 
• Add New Address: To add new address, click on the Plus (+) icon 
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Edit existing address: Below is the screen that appears when the existing address details need to be 
changed. Make required changes and click OK 

 

 
Add New Address: Below is the screen that appears when the new address details need to be added. Provide 
required details and click OK. Click ‘Create another’ to add more addresses. 

 

5. Once all the changes are made, click on Save. You can now continue to make further edits on the next sections 
contact information or move to step 9  

 

 

6. Now Click on Review changes button. 
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7. 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. 
 

Note: to see more details on the changes, click the icon under details. 
 

 
8. The following confirmation message will appear; click OK on the pop-up, then select Done. 

 
Note: After submitting the request and before approval, you may use the edit button to modify your changes or 
the Cancel change request button to remove any requested changes. Before the changes are approved, a 
message stating ‘there exists change request pending approval’ will be displayed at the top of the screen. 
 

 

 
Depending in the change requested it will be routed to appropriate Wellcome team before it is reflected in 
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supplier profile. 
 

Update Contact details 
1. Follow steps from the “Common navigation steps” section, then open Contacts. 
2. 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 Tax 
identifiers.  

3. Once all the changes are made, click on Save.  
4. The below screen opens, under the Contact, you will be able to see the existing contacts. Provide details 

for the change being requested under change description 
• Edit existing Contact: To edit existing address, select the line and click on the Pencil icon 
• Add New Contact: To add new address, click on the Plus (+) icon 

 

 
Edit existing Contact: This screen appears when you need to update contact details.  Make required 
changes and click OK. Use the Search and Add button under Contact address to link contact with 
another address from the supplier profile. Use the Search and Add button under Roles to add more 
roles to the existing user profile. 

 

 
Add New Contact: Below is the screen that appears when the new contact details need to be added. 
Provide required details, check on the administrative and User account checkbox if required to create 
user account for the new contact and to make them an administrative contact. 

• Use the Search and add button under Contact address to link address with the contact 
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• All linked addresses to the supplier profile would appear, select address to be linked and click OK. 

 

• Click OK to create contact or ‘Create another’ to add more contact. 
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5. Once all the changes are made, click on Save.  You can now continue to make further edits on the next 

section Bank information or move to step 9 to review and submit.  

 
6. Now Click on Review changes button. 

 

 
7. 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. 
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Note: to see more details on the changes, click the icon under details. 

 
You will see the confirmation message below, 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’ 
 

Depending in the change requested it will be routed to appropriate Wellcome team before it is reflected in 
supplier profile. 
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Update Bank and Payment details 
1. Follow steps from the “Common navigation steps” section, then open Bank and Payment Details. 
2. 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.  

 
 

• 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.   
o Enter the IBAN in capital letters only.   
o Do 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.  

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

 
  
4. Now Click on Review changes button.  

 
 
 
5. When the review screen appears, check the changes and select Submit. You can select Edit to make further 

changes before submitting. To view more detail on the changes, select the icon under Details. 

 

  
6. You will see the below confirmation message, Click OK on the Pop-up message. Click Done.  
Note: After submitting the request and before approval, you can use Edit to make further changes or Cancel Change 

Request to remove the requested change. Before approval, a message stating ‘there exists change request 
pending approval’ appears at the top of the screen. 
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Depending on the change requested, it will be routed to the appropriate Wellcome team before it is reflected in the 

supplier profile. 
 

Update Business Classification 
1. Follow steps from the “Common navigation steps” section, then open Business Classification. 

 

2. When the screen opens, enter a description of the change and update the required details under 
Business Classifications. Select the Plus (+) icon to add classifications. If new classifications are 
added, clear the None of the classifications are applicable checkbox. 
 

 
3. Provide the classification details using the dropdown. If selecting Other as the certifying 

agency, provide the agency name under Other. Enter any other relevant details and select 
Save. 

4. When all changes are complete, select Save. You can continue to edit the next section, Products and 
Services, or move to review and submit. 

 

5. When the confirmation message appears, select Confirm, then select Review Changes. 
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6. Select Review Changes. 
 

 
7. When the review screen appears, check the changes and select Submit. You can select Edit 

to make further changes before submitting. 
 

 
8. When the confirmation message appears, select OK on the pop-up window. Click Done. 

 
Note: After submitting the request and before approval, you can use Edit to make further changes or Cancel 
Change Request to remove the requested change. Before approval, a message stating ‘there exists change 
request pending approval’ appears at the top of the screen. 
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Depending on the change requested, it will be routed to the appropriate Wellcome team before it is reflected in 
the supplier profile. 

 

Update Product & Service 
1. Follow steps from the “Common navigation steps” section, then open Products and Services. 
2. 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 Product and 
services.  

3. Select the Select and Add button to add a new category. 
4. When the screen opens, use the arrow pointers to expand and drill down into the categories. Select the 

checkbox to link a category, then select Apply and OK. 
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5. Once all the changes are made, click on Save. 
 

6. Select Review Changes. 
 

7. When the review screen appears, check the changes and select Submit. You can select Edit 
to make further changes before submitting. 
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8. You will see the confirmation message below, Click OK on the Pop-up message. Click Done. 

 
Note: After submitting the request and before approval, you can use Edit to make further changes or Cancel 
Change Request to remove the requested change. Before approval, a message stating ‘there exists change 
request pending approval’ appears at the top of the screen. 
 

Depending on the change requested, it will be routed to the appropriate Wellcome team before it is reflected in 
the supplier profile. 
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Invoices and Payments 

View Invoices 
Use View Invoices to search for invoices submitted to Wellcome and track their current status. 

 
1 Log in to Oracle and open the Supplier Portal application. 

 
From the Supplier Portal landing page, select View Invoices under Invoices and Payments. 
 

 
2 Use the available filters, then select Search to view matching invoices and their statuses. 

Possible invoice statuses include: 
a. Approved 
b. Cancelled 
c. In Process 
d. Incomplete 
e. Pending Import 
f. On Hold 
g. Rejected 
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View Payments 
1 Log in to Oracle and open the Supplier Portal application. 
2 From the Supplier Portal landing page, select View Payments under Invoices and Payments. 

 

 
3 Use the available filters, then select Search to view matching 

payments. 
 

4 Click on the Payment number to view the details of the payment. 
 

The payment details screen shows invoices linked to the selected payment; select Done when you have finished 
reviewing the information. 
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Purchase Orders 
Not all suppliers will receive purchase orders from Wellcome; where purchase orders are issued, this section 
explains how to review them in Oracle. 
 
Manage Orders 
Use Manage Orders to view purchase orders issued by Wellcome and track their status. 

 
1 Log in to Oracle and open the Supplier Portal application. 

2 The Supplier Portal landing page opens, click on “Manage Orders” under the Order section. 
 

 
3 Select Search to view purchase orders and their statuses, or use the available search fields to 

find a specific order. 
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4 Select the purchase order number hyperlink to review the order details. 
Note: If an order contains a change order, the system displays a notification using the information icon. 
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Negotiations/Tendering Process 
Some suppliers and individuals may be asked to use Oracle to submit proposals for competitive 
processes, usually where opportunities are advertised on Wellcome’s Contract Opportunities website. 
You must be registered in Oracle before you can submit information for a live tendering exercise. 

 
View Negotiations 
Use View Negotiations to see negotiations that are open to you or that you have been invited to participate in. 

 
1. Log in to Oracle and open the Supplier Portal application. 
2. From the Supplier Portal landing page, select View Negotiations under Negotiations. 

 

 
3. The Negotiations page opens with open negotiations displayed by default. 

 

4. Use filters or the search box to find the relevant negotiation by title, number, or status. 
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Example: 

 

 

Responding to a Negotiation 
You can respond to a negotiation if you have been invited to participate or if the negotiation is open to 
suppliers. 

1. To view all the open negotiations, follow all the steps from the View Negotiation section. 
2. Click the Negotiation hyperlink for the required negotiation. 

 

3. The negotiation details page opens. Select each hyperlink under the Table of Contents to 
review the details. You can also select View under Actions, then select View PDF to 
download a PDF version of the negotiation to your local drive. 
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4. If you have been invited to a negotiation, you may need to acknowledge participation. 

To acknowledge participation, select Actions, then select Acknowledge Participation under View. 
If the negotiation is open to all suppliers and you have not been specifically invited, this option may not 
be available; you can create a response directly. 

 

5. When the pop-up window appears, select Yes or No, then select OK. 
 

6. To respond to the negotiation, select Create Response. In the response overview train stop, review 
and provide any required details or attachments, then select Next. 

 

7. At the Requirements train stop, provide responses to all negotiation questions. Use the pointer 
symbols to move between sections and answer the questions. When all required questions are 
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complete, select Next. 
 

8. For applicable negotiations, such as RFPs, you may need to provide response pricing at the Lines train 
stop. Enter your response price for the line and select Next. 

 

 
9. At the Review train stop, select Validate under Actions. 

 
 

10. If there are errors in the response, a pop-up window appears. Correct the errors and 
validate the response again. 

 

11. When the pop-up window appears, select OK, then select Submit. 
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12. Depending on Wellcome’s negotiation control setup, you may see the message below if 
only one response is allowed. Select Yes. 

 

13. When the submission confirmation message appears, select OK. 

 

 

View Responses 
You can view the responses to the negotiations you have participated in. 

 
1. Select Manage Responses under the Negotiations header. 



 

Page 32 of 37  

 

 
2. The Manage Responses page opens. Use the search fields, then select Search. Responses matching 

the search criteria will appear, including their response status. Possible statuses include: 
• Active 
• Draft 
• Awarded 
• Disqualified 
• Pending Award 
• Rejected 
• Resubmission required 

 

3. Click on the Response number to view the submitted response. 
 

4. When the response page opens, use the section headers to review the submitted response. 
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Select Done after reviewing. 
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Supplier Portal Dashboard and Notifications Pane 

Supplier Portal Dashboard 
Dashboard infolets provide an interactive view of real-time supplier activity, updates, and items that require 
attention. 

 

 

Supplier Work Area Search Options 
In the Oracle Supplier Work Area, you can search across the following categories: 

1. Purchase Orders 
You can search for purchase orders based on their status, enabling them to track the progress of orders 
they have received. 

2. Invoices 
You can search for invoices according to their status, allowing them to monitor the payment process. 

3. Payments 
You can search for payments based on their status, which includes tracking payment progress, 
identifying pending or completed payments, and checking payment details for specific transactions. 

4. Negotiations 
You can search for negotiations based on their status. This allows them to track the progress of 
negotiations they are involved in, including open, closed, or in-progress negotiations. 

5. Negotiation Responses 
You can search for responses to invitations for negotiations, based on the status of the response.
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Notifications 
Oracle Supplier Portal notifications appear as either For Your Information or Action Required, depending on 
whether acknowledgement or action is needed. 

You can access and respond to notifications from the Notifications tab or the Things to Finish section. 

 

You can also go to the Tools work area and select Worklist to view notifications and approvals requiring attention. 
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Queries 
 
If you see this error, refresh your screen and try again. 
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