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Portal Login

1. Open UniCore using this link
2. Enter the email address and password used to create your Supplier Portal account and click
‘Sign In’.
Sign In
Oracle Applications Cloud

Company Single Sign-On

or

User ID

User ID

Password

Password

Forgot Password

Sign In

Select Language

[English v|

3. If you are an existing supplier and you do not know your password:

o Click ‘Forgot password’, enter your email address, select ‘forgot password’, then click
‘Submit’. You will receive a password reset email.

o Remember to check your junk mail/spam folder for the email. If you do not receive it,
contact procurement@nottingham.ac.uk

Create Invoice

1. Scroll to the Supplier Portal menu option and click the Supplier Portal tile.


https://fa-evyf-saasfaprod1.fa.ocs.oraclecloud.com/hcmUI/faces/FuseWelcome?
mailto:procurement@nottingham.ac.uk

ORACLE

Good morning, UonTest Approveds

Supplier Portal Tools EPM - PBCS Others

AppS

Supplier Portal

Things to Finish

0 »

You have no open notifications

2. Click on Create Invoice link, you may need to scroll down to see it.

ORACLE

Supplier Portal

Search | Orgers | Order Number

Requiring Attention Recent Activity
2690 Days

Negotiafion inviations

Transaction Reports
Last 30 Days

No data available

Supplier

ance documents is 31t October 2024

3. Select the Identifying PO using the dropdown, you may need to use the search function if there
are a lot of POs listed.

Supplier Site and Customer Taxpayer ID will auto populate.
Enter your reference number for the invoice in the Number field.

Enter the date, which must be today or later depending on when the invoice is due.

N o s

Click the Attachments + button and attach a PDF copy of the actual invoice, this part is
mandatory, and you will not be able to submit without doing so.

8. Under the lines section click the Select and Add button.
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Supplier

Taxpayer D G
* Supplier Site | Head Office v |
Address 1 Roady McRoad, Derby, DE1 1AB
Supplier Tax Registration Number v |
Customer
* Customer Taxpayer ID | RCO00S6: v
Lines
Vieww 4
Purchase Order
* Number * Type
* Number * Line * Schedule
No data to dispiay.

9. Select the line to add to the Invoice, use Select All

10. Click Apply
11. Click OK

Unique Remittance
Identifier

Unique Remittance
Identifier Check Digit

Description

Attachments

aoE o @

Invoice Actons | Save | Save and Closs | ‘gm.\

v * Number

&

Invoice Currency > Pound Sterfing

Payment Currency GBP - Pound Stetling

Tax Control Amount

Name  University of Notingham

Address

Consumption Advice

Number Line

Supplier Item Item Description Ship-to Location Tax Classification ‘m

if multiple lines all need adding.

Select and Add: Purchase Orders

4 Search

Advanced Saved Search v

** Consumption Advice

** Purchase Order | UON0001871 v
** Creation Date | dd-mmm-yyyy HHmm'ss (@
Search | Reset | Save...
Search Results
View v = Detach W
rd
Purchase Order Consumption Advice Suspiler item
Nu':l?ber Item Description Ship-to Location Ordered
Number Line Schedule Number Line
I UONO0001871 1 1 More test items JC-GSK - Carbon N 50
d
Cancel

12. Click Invoice Actions drop down on the black menu bar

13. Select Calculate Tax
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Calculate Tax  Crri+AlteX.

Cancel Invoice

Identifying PO Remit-to Bank Account v
Delete Invoice

Supplier A¢ Unique Remittance

Identifier
Taxpayer ID
ey Unique Remittance Type Invoice
Identifier Check Digit
Supplier Site Invoice Currency  GEP - Pound Stering
Description

Address Payment Currency GBP - Pound Sterling

Attachments  None =

Supplier Tax Registration Number v
Tax Control Amount

Customer

University of Nottinghar
Customer Taxpayer ID Name  University of Notinghar

Address
Lines
Vieww 4 X% [ | CancelLine
Purchase Order Consumption Advice s
* Number * Type Supplier ltem ftem Description Ship-to Location Tax Classification pimt
* Number * Line * Schedule  Number Line
1 More test iems K - Carby v STANDARD | w
Total
»
Summary Tax Lines
View v
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amount

No data to display.

This will populate the Summary Tax Lines section with the correct applicable tax, usually 20%.

14. Click Save

15. Click Submit to submit the invoice to the University of Nottingham for approval.
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Toxpoyerld G

Suppier S He

Ade

Supplisr Tax Regisvatian Number v

Customer
Customer Taxpayer 1D REOG0654 Natieghar
Lines
weww B | Concal Un
Purchaze Order Consumption Advice Avallable
* Numbsr * Typs. Supplier tem tem Description Shipo Location  Tex Clasaification gt Quantity  UnitPrice UOM “Amount  Des
* Number * Line *Schedule  Number  Line N
' Jono 1 { G- et w [ SaNua | w = L 5150 e
Total 3180
Summary Tax Lines
Line * Regime * Tax Name Tox Jurisdiction * Tax Status * Rate Name. Percentage Per Unit Amount
T OGHUATRSGINE WTTAX GEAALLIKS  RESH

You will receive an Invoice Submitted banner message to confirm the process has been
successfully completed.

ORACLE @ = a\
Invoice 2131411 has been submitte "
Invoice: 2131411 Create Another | Dane

Identifylng PO 0 Remito Bank Account Number
Supplier  Appro Unique Remittance Identifier Date
TaxpayerID G s ek Raekiance Wi o
Supplier Site Deseription Invoice Currency

Payment Currency  GBP

Address 1 AcRoad, Derby, DET 1AB

Attachments Contract

Supplier Tax Registration Number
PPl 4l Tax Control Amount



