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Log into UniCore

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 M

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

Manage Orders

1. Click on 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

Things to Finish

You have no open notifications

2. Click on Manage Orders.

ORACLE

Supplier Portal

Search | Orders | Order Number

Tasks G

Orders

Requiring Attention

Acknowiedge Schedules in Spreacsneet :
Agreements 7
28

« Manage Agreemenis 582 1

Shipments «
a2
1
{
Supplier News

Test Noification - No 2 for Test 151672 - Manage Supplier News.

nding Invoices before 31t October 2024

Invoices and Payments

= jont
* Create Invoce This is 1o nofify that the last day to submd all the insurance documents is 31st October 2024

Any queries, please conlact UoN Procurement,

Negotiations

Search For Purchase Orders

1. Enter a Purchase Order number and click Search or just click Search to see all Purchase
Orders.



ORACLE

Manage Orders @

4 Search Advanced Manage Watchlist Saved Search All Orders v
Sokdo Logal Enty = [orer [ |
" 7 Ty 7
Supplier Site - Incluge Closed Documents | No v
Save...
Search Results
Adons v View v Fomalv  JE wze ] Detach
Order Order Date  Description Supplier Site Buyer Ordered Currency Status A Creaoon
ycle Date
8

Columns Hidden 30

2. Click on the corresponding Order Number you wish to view.

ORACLE

Manage Orders @

Headers  Schedules

» Search Agvanced | Manage Watchlist | Saved Search  All Orders v
Search Results
Actons v View v Fomatw ] Detach
Order OrderDate Description Supplier Site Buyer Ordered Currency Status c';':. g:’l:“"
UONOC 14-Mar-2024  Azlon Mukilingual Safety Venting Wash Botte, Capacity: 500m. . LOUGHBOROUGH  Darren Fumiss 2756 G8P T 14Mar2024
0 uon 07-Mar2024  Bel At SP Sciencs le Giove Box System, Glove Box  LOUGHBOROUGH  Darren Fumi o o7TMar202
16.Feb 2024 Corming HTS Transwell 96 Wel Perm pport Sy GHROROUGH  Darren Fu
16.Feb 2024 Bel At rame for Switch-Grid Test Tube . LOUGHBOROUGH  Darren Fus R T teFen-2024
16.Feb2024 BelArtSP e Glove Box System, Glove Box  LOUGHBOROUGH  Darren Fir T ABFeb2024
UONOO0041S  20-Feb-2024 Boney chemicals eicester Amanda Bastable 0 EUR Oper o
UONDO0039S  16-Feb-2024  special chemicals for tab LOUGHBOROUGH ona Burgoyne 8447944 08P 2024
NOT0000026 Bek-Art SP Scenceware Portable Giove Box System, Glove Box . LOUGHBOROUGH  Darren Furss 2024
UON0000379 Bel-At SP Scencewiare Plastic Frame for Swich-Grid Test Tube .. LOUGHBOROUGH  Darren Fumiss 157400 GoP
08 Feb 2024 Duran Dursplan AoroSiicate Perr Dishes, Diameter 120 mm H GHBOROUGH  Darren Fum 2024
30402024 Test for smant approval Leicester Joy Lakhani T 30Jan2024
UOND000337 124202024 Bones for hazardous chemica GHBOROUGH Jayson Bispham R 12an2024
UONOD00332  12-Jan-2024  Bones for hazardous chemica JUGHBOROUGH  Jayson Bispham 750000 GBP Slosed for R T 12an2024
L 5 12-Jan2024 Anthony Fidget Spinner GHBOROUGH  Jayson Bispham Ope T 12.Jan2024
UONOOO0I2¢  07-Feb-2024 Anthony Fidget Spin LOUGHBOROUGH  Jayson Bsoham D 12an2024
» Anmanda Bastable ope 0 124an2024
Thermo Scientiic Chart Recorder for Ulia-Lon Tempera LOUGHBOROUGH  Darren Fu T MJan2
Sones for hazardous chermica) LOUGHBOROUGH  Guy Wikling R : " i

3. Screen will display the details of the order.



ORACLE

Order Life Cycle
Purchase Order: UON0000427 @ 2

[ viewPoF | [ Actions | Retresn || ['Dons

o
- Description  Well Permeable Support - e
Order  LIONDOOD Supplier Contact System W Amount (GBF
Status  Glosed for Recening Bill-to Location  University Park —
Supplier Order View Details.
Byas’ Deinde P Ship-to Location KMC Campus Grid ey
Creation Date  16-Feb-2024

red

Acknowledgment "° Shipgiog Method, uires signature
Payment Terms 30 Days Freight Terms 3
— Buyer Managed Transportation -
FoB

Pay on receipt

— Confirming order

4 Additional Information

Delivery Room
Number

Health and Safety/Technical Approval Health & Safety + Technical Procurement Process
Lines  Schedules
Actions w View w Fomatw 57 ceze [ Detach y
. 2 Base :
Line tem Description Quantity UOM Prce  Price  Ordered Status
1 Gorning HTS Transwell 96 Well Permeable Support System, Pon 10 PCK 30473 30473 304730 Closed for
Columns Hidden 21
Search | Orders v | Order Number 3
Tasks o
Orders
Requiring Attention Recent Activity
* Manage Orders Last 30 Days
* Manage Schedules : Orders changed of canceled 1
+ Acknowledge Schedules Orders opened 3
Agreements Receipts 3
211
A Payments 2
* Manage Agreements 584
Shipments *
41
* View Receipts Transaction Reports
* View Rewms Last 20 Days
1
341K GBP
Contracts and Deliverables
Invoice Amount 388K GBP
« Manage Contracts W Agreements o Acnowiedge o e Vi et o
e kel o A Invoice Price Variance Amount 0 cBP
« Manage Deliverables Questionnaires
8 Invoices Overdos
Consigned Inventory o
o Rl Gonsmation Ades ¢
« Review Consigned Inventory Supplier News
« Review Consigned Invertory Transactions Test Notfication - No 2 for Test 151672 - Manage Supplier News
Involces and Payments Please suomit pending Invoices before 313t October 2024

Atiention!
This 15 10 notify that the last day

0 submil all the insurance documents is 31st October 2024

= View Payments. Any queries, please contact UoN Procurement

Negotiations

« Manage Respons

Qualifications

« Manage Questionnaires

- ViewQu

2. Enter an Invoice Number or Purchase Order and click Search.



ORACLE

ew Invoices

4 Search Advanced | saved search [Alivoices
** Supplier | = Involce Status =
Supplier Site | v Paid Status v

Reset | Save.

Search Results

Vieww §7 2 Detach
involce ; Purchase : . Unpald Involce Involce Payment
Husbtier e O Order el SupplborSite Amount Amount Status  Number Comment.8

3. Click the Invoice Number to view details.

ORACLE

ew Invoices

4 Search

Invoice Number | 4155107322 Consumption Advice
** Supplier v Invoice Status v|
Supplier Site v Paid Status v

** Purchase Order Payment Number

Search || Reset | Save..

Search Results

Viewy [ Dstach

Invoice Purchase " Invoice Invoice Payment

g Invoice Date Type ook Sup) Supplier Site o ety el ol Comments
11-A0-2024  Standard LOUGHBOROU. 17.33G8P On hold

4. Screen will display the details of the Invoice.

Invoice: 4156107322

" UON BU
Business Unit  UONB Invoice Amount 1

Legal Entity Name

Invoice
Unpaid Amount  GBP Type
Supplier or Party S
Sz o Payment Currency GBP Bescdpdon
upplier Site
Tax Control Amount 2 89 AMoxhimec
Address
Involce Date  11-Apr-2024
Lines Payments
ltems
Vieww [F [ Detach
Purchase Order Receipt Consimption Tax Determinants
o o UOM Advice
Line Amount Description Quantity  UnitPrice o
Number Line Schedule Number Line Number Line Ship-to Location -
,
Summary Tax Lines Shipping and Handling
View v
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit _ Line Type Amount
% | Noshipping ard handing
Totals
Tax charges summary
0.0
inclusive Tax
eight 000

View Payments

1. Click on View Payments.



Search | Orders

Agreements

« Manage

Shipments

ns

Contracts and Deliverables

Invoices and Payments

Negotiations.

ations

« Manage

Qualifications

Company Profile

« Manage Profic

v| Order Numbar

Requiring Attention Recent Activity
Orders changed of cancese

Transaction Reports
Last30 Days

g invoic 15t October 2024

10 notfy that the last day to submit all the insurance documents is 31t October 2024

41K GBP

2. Enter a Payment Number (if known) or Click the Supplier drop down and choose your company

name.

ORACLE

View Payments

4 Search

Advanced | Saved Search  ANlPayments v

“* Payment Number

** Supplier

Payment Status.

Payment Amount

Search Results

Viewv T &l Detach
Payment
Number Payment Date Payment Type

v Supplier Site

Payment Date |

Invoice

Number Supplier

3. Click the Payment Number to view details

ORACLE

View Payments

Search || Reset | save.

Payment Payment

Awod St Remit-to Account

Supplier Site

»

4 Search

44 Payment Number * Supplier
Payment Status v Susplier Site
Payment Amount PaymentDate o i v
Search Resulls
Vieww T 57 Detach
Payment Involce "
e Payment Date Payment Type Nobo: Supplier

Lous

4. Screen will display the details of the Payment

Supplier site

LOUGHEORO

Advanced Saved Search [ Al Payrers v

| sesrcn | Reset | save.

Payment Payment

e e Remitto Account

oRO!




ORACLE

Paymen

Business Unit UON BU

Payment Amount  1.200.00 GE|
Payee FISHE!

CUKLTD Payment Date 12 Apr 2024

Pay

Site LOUGHBOROUGH

Payment Type  Nett
Adaress FINANCE DEPARTUENT. BISHOP MEADOW ROAD

Remit-to Account
DROUGH, LET1 5

Payment Status  Voided Payment Document

Paid Invoices

Purchase Consumption Invoice Invoice Paid
Number Invoice Date  Type ora Receipt i Paid Amount s e DueDate (&
I-Jan2024  Standard 120000 GBP  1,20000 GBP Manuaily a... 26 Not paid
31Jan2024  Standard 200,00 G 120000 GBP Manuallya . 26 Not paid

View Receipts

1. Click on View Receipts

ORACLE

Supplier Portal

Search Order Number

Tasks.

Orgers

Requiring Attention

Recent Activity
1 30 Diays

Agreements

snage Agrecment A ) Payments

Somonts

Contracts and Dellverables

chase Amount 3K

s
mvcsce Amount e oo
+ Maringe Contraci e e vosce Prce Varance Amount o
e Guesticna
Consigned Invantory voices 1 )
. mption Advices §

Supplier News
Test Notfication - No 2 for

Manage Supplie

Invoices and Payments lease subimil pending fovisces before 31st October 2024

« Create nvoce

T s 10 oty this the: st ciay 0 st a8 s insurnce o

rrenis is 313t October 2026

cantact UoN Procurement

2. Enter a Receipt number (if known) or Purchase Order number

ORACLE

iew Receipts

Search

Allea: equie
T =) “ tom =
Supplier item
Search || Reset | Save...
Search Results
View v
Recelpt RecelptDate  Organization  Shipment Ship Date Purchase Order Invoice Packing Slip Bill of Lading Suppler Site
No scarch conducied

3. Click the Receipt number to view details



ORACLE

View Receipts

» Search Advanced | $aved Search [ Al Recngtn v

Search Results

ReceiptDste  Organizstion  Shipment Ship Dste Purchase Order Involce PackingSlip  Bill of Lading Supplier site

O7ar 202400, e JGHBOROUGH

4. Screen will display the details of the Receipt

ORACLE

Receipt: 88

Summary
Suppller Packing Sllp
Waybill
Shipment v
8ill of Lading

Shipped Date
Shipping Method Note

Number of Supplier Packing Units Ansiohasents: Nons

Supplier Site BOROLIGH

» Additional Information

Lines

Actions w View v §

e D t Quantity
ttem Desciipiion Document Type  JoTHeM OMName ~ Currency  Receipt Date
P Ordered Returned  Net Received Rejected
Coming HTS Tr. Purchase order UONO0D0427 10 0 10 0 EA 07-Max
Search O 7 Order Number i ]
Tasks. o
orders
. Requiring Attention Recent Activity
' rdees changed ancelec 1
2 rdess openex
Transaction Reports
UK GBP
388K G8F
mount o cef
« Review Consumption Advice L
. Consigned Inventory Supplier News.
s ansigned Inventoey Transactons Test Notifcation - 1872 - Manoge Spples News

before 31t October 2024

bmit pen

Invoices and Payments

. il
« Create invoico 18 10 naty th

st cay to submit sl e insur

ayments Any queres, plesase contact UoN Procuement

Negotiations

Company Profile

2. Enter a Receipt number or Purchase Order number

10



ORACLE

View Returns

4 Search Advanced | Saved Search v
I" Receipt | I Supplier ftem
Organization v ** Shipment v
I" Purchase Order v I RMA

Search Reset | Save...

Search Results

View w

Purchase
e

Supplier  ltem Recelved Return
Order Item

Receipt Organization Shipment  RMA RetumnDate  Item Doseittian Quantity  Quantity UOM Name

3. Click the Receipt number to view details

4. Screen will display the details of the Return



