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Introduction

This document forms part of the WSCC's Oracle Fusion Training and Documentation
Suite.

This document is intended to be used by

e Supplier representatives using Oracle Fusion to access the information held on
them by West Sussex County Council (WSCC)

Scope of this document

e The purpose of this document is to provide guidance for supplier representatives
when performing tasks on the supplier portal.

Out of scope

e This document does not advise users on specific options to be selected for every
possible eventuality
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Introduction to the Supplier Portal

Overview

The Supplier Portal provides quick access to tasks and information relevant to your
organisation as a supplier to West Sussex County Council (WSCC).

The content that you can access in the Supplier Portal is controlled by pre-defined role
and data access settings. For example, this access determines whether you can:

e View and update the details that WSCC holds for your organisation (e.g. address
details, email contact information, bank account details etc)

e Add members of your staff to the supplier portal for your organisation

e View your purchase orders, the status of your invoices and details of payments
made.

This document provides details on how to use the available functionality within the
WSCC Supplier Portal.

Existing Suppliers to WSCC

Existing suppliers will automatically be provided with logins to the Supplier Portal, along
with these instructions on how to access it, and use it. Access will be rolled out
gradually during 2026.

New Suppliers to WSCC

Before a new supplier can access the WSCC Supplier Portal, they must go through the
new supplier registration process. Please contact the WSCC Procurement team if you
wish to become a supplier to WSCC.

Getting help using the Oracle Supplier Portal

If you need help using the Oracle Supplier Portal, please reach out to your contact at
WSCC who will be able to raise a support ticket on your behalf.

Whilst we believe that access to the self-service features available through the portal
will be beneficial to our suppliers, using the portal for ongoing activities is optional.



Activating your account and logging in for the first
time

When your supplier registration has been approved, you will receive an email from ‘no-
reply@identity.oci.oraclecloud.com’. Please ensure you check your spam folder if
you're unable to find this email.

If it has been confirmed to you that your supplier portal registration has been approved
but you’re missing this email, please contact Procurement via
BSDprocurement@westsussex.gov.uk

You will only need to follow this process on the first time that you login to the
supplier portal.

Oracle <no-reply@identity.oci.oraclecloud.com> Unsubscribe 12:33PM (3 minutes ago) Yy @ “
tome «

S west
sussex
county
council

Activate your profile in account -
wscc

Hi pbproject solutions,

You have been granted access to Cloud Console or an Identity Domain.
Activate your account before the expiration date.

Cloud Account/ Tenancy: wscc
Username: pbprojectsolutions@gmail.com

| Activate Your Account |

This link will expire on Monday, February 23, 2026 6:33:03 AM CST.

If you have any questions, please contact your Cloud Account admin at or at
Oracle Support.

Step 1. Select Activate Your Account to reset your account password




-
sussex
county
council

WSsCC

pbprojectsolutions@gmail.com

Identity domain &
WSCC-OracleLogin

Congratulations!

Your password has been reset. Please login using your new
password.

| Continue to Sign In

Step 2. Select Continue to Sign In

BN west
sussex
county
coundil

WwsCC
Oracle Cloud Account Sign In

Identity domain @&
WSCC-OracleLogin

User Name

|User name or email

Forgot Password?

MNeed help signing in?

Step 3. Add email used to register (this should be the email address that the link was
sent to)

Step 4. Select Sign In




28 west
sussex

county
council

WsCC

pbprojectsolutions@gmail.com

Identity domain (&
WSCC-OracleLogin

Enable Secure Verification

Secure verification methods prove who you are. Two types of
verification methods are passwordless and multi-factor
authentication (MFA). Passwordless verification allows you to
verify your identity without requiring you to remember a
password. MFA is an extra security step to the authentication
process. Your administrator might have set up one or both
verification methods and require that you enroll in them before
accessing your account.

Password Proof Secure Access
o) ]
= |+ = V

Click below to enable secure verification methods for your account.

I Enable Secure Verification I

What is Secure Verification?

Step 5. Select Enable Secure Verification

As part of supplier portal registration, you are required to use multi-factor
authentication (MFA).

You can set up Multi Factor Authentication needs in one of two ways:

1. Using a mobile authenticator app such as Microsoft Authenticator, Google
Authenticator or Oracle Mobile Authenticator OR
2. Using a mobile phone number that will receive codes via SMS text message.

We recommend using a mobile phone number unless you are familiar and
comfortable with using mobile authentication apps.




28 west
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county
coundil

wscC

pbprojectsolutions@gmail.com

Identity domain &
WSCC-OracleLogin

What are the differences? o

Download and Configure the Mobile App
1. Download the Oracle Mobile Authenticator App from the app store. @ #

2. Open the App, tap Add Account , and then scan the QR code below.

(] offline Mode or Use Another Authenticator App o

Can't Scan QR code?
Configure the App using this URL

What is Secure Verification?

2% west
sussex

county
coundil
WSCC

pbprojectsolutions@gmail.com

Identity domain ®
WSCC-OracleLogin

Select a Method

Mabile App G | Phone Number

Enter Your Phone Number

A passcode will be sent to your phone number.
Country Code
Select country code

Phone Number

Enter Phone number

Standard rates may apply.

What is Secure Verification?

Step 6. Follow the instructions that appear on the screen to either input your mobile
phone number or setup your mobile authentication app.



2% west
sussex

count
W counc‘n’l
WsCC

pbprojectsolutions@gmail.com

Identity domain &
WSCC-OracleLogin

]

Successfully Enrolled

pbproject's Phone-2 is enrolled.

I Done I

Additional Secure Verification Methods

It is recommended that you set up an additional method. This
ensures that you have a backup.

Mobile App
Install the Mobile Authenticator App and use the generated

passcode or approve requests through push notifications.

Phone Number
Receive a call or text with a one-time passcode to verify your

identity.

Step 7. When your setup is complete select Done

% west

sussex
county
council

Your profile password for wscc was
reset

Hi pbproject solutions,

Your password for Cloud Console or Identity Domain - idcs-
deeefbfb9964415693fde2b9d7843a14 account was reset.

Cloud Account / Tenancy: wscc
Username: pbprojectsolutions@gmail.com

If you have any questions, please contact your Cloud Account admin at or at
Oracle Support.

Step 8. Select Sign In
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& Favorites == Add Sort Name v E =
* *
@
Fusion TEST Oracle

Step 9. Select the Oracle icon

= ORACLE O s B Qa

Welcome, Phil Blowes &

You have a new Open it with the home icon or the company logo.
You can continue lo access this page by selecing the My
home page! Dashboard fiem in the navigation menu.

Step 10. Select the Home icon

Good morning, Phil Blowes

¢ Product Management Supplier Portal Procurement vy ols Configuration Others

apps.

+

Supplier Portal

Things to Finish

You have no open notifications.

Step 11. On the Supplier Self-Service Portal Oracle home page, click the Supplier
Portal tile.

You have now successfully logged into the Oracle Supplier Portal.




Logging in and using the Supplier Portal after the
initial setup

Once your account has been activated you can login to the Supplier Portal using your
username and password via the following link:

Oracle Supplier Portal login

Each time you want to use the portal you will need to sign in using:

e Your username and password and
A code from your chosen MFA (multi-factor authentication) method - either a
code sent to you by SMS text message or provided by your mobile authentication

app.

If you require technical assistance using the supplier portal, please reach out to your
WSCC point of contact who will be able to raise a service desk ticket on your behalf.

How to reset your password

== west
Sussex

county
council
wscC

Oracle Cloud Account Sign In

Identity domain @
WSCC-OracleLogin

User Name

| User name or email

I Forgot Password? I

Need help signing in?

If you need to reset your password, please navigate to the Oracle Supplier Portal login
page and click on ‘Forgot Password?’.

It will then ask for your username. Please enter the email address you've registered
to access the portal with. E.g. johnsmith@company.org.uk



https://idcs-dcccfbfb99644f5693fde2b9d7843a14.identity.oraclecloud.com/ui/v1/myconsole
https://idcs-dcccfbfb99644f5693fde2b9d7843a14.identity.oraclecloud.com/ui/v1/myconsole
https://idcs-dcccfbfb99644f5693fde2b9d7843a14.identity.oraclecloud.com/ui/v1/myconsole

View Purchase Orders, Invoices and Payments

Once approved and activated, you will be able to use the Oracle Portal to view
e Purchase Orders

e Invoices
¢ Payments

1. View Purchase Orders

All Purchase Orders will be sent to you by email, but you can also access copies and
view the status of these in the supplier portal.

ORACLE

Supplier Portal

AN S

Notifications
4 Unread

l

Receipts and Returns Invoices Hi Supplier. Please Submit your invoices by the 27th of
every month.

Supplier News
Orders

Additional Links

Acknowledge schedules in
spreadsheet

Payments Company Profile

Step 1. To start, select the Orders tile on the Supplier Portal page.

= ORACLE

Manage Orders @

Headers  Senedules

4 Search | Aavancea | Mansge watchist | saved sesren |l croers v
(s 3|
Search Results
Actons v Vewy Fomaty J0 B 7 Fresze [ Detach
. - He Creation
Order Order Date Description Supplier Site Buyer Ordered Gurrency  Status e G

Mo search conducied.

Columns Hidden 28

Step 2. Use the Search criteria fields to search for specific Orders. To search all open
orders, leave the criteria blank and all orders will appear.

Step 3. Click Search.




ORACLE

Manage Orders @

Headers

Schedules

» Search

Search Results

Actons v View v Fomatw  FE I§ Freeze
rder Date Di
WsP000000043  [2-Jul-2025
Jul-2025

WSPO00000034

WSP000000031

WSPO00000030

00000029
© WsP000000024
WSP000000018
© WsPo00000017
WSP00000001C
WSPO00000006

Columns Hidden 28

23-Jun-2025
23-Jun-2025
21-Jun-2025
19-Jun-2025
16-Jun-2025
13-Jun-2025
13-Jun-2025
05-Jun-2025

26-May-20.

Detach

Supplier Site

SIT Supplier Address
SIT Suppher Address
SIT Suppher Adaress
SIT Supplier Address
SIT Suppéer Address
SIT Suppher Adoress
SIT Suppler Adaress
SIT Suppéier Address
SIT Suppier Address
SIT Suppher Adaress

SIT Suppier Adaress

Advanced | Manage Watchlist
Buyer Ordered
Hussain. Syed 3,000.00
Hussain, Syed 3,000 00
Hussain. Syed 900.00
Hussain. Syed 250.00
Hussain Syed 250,00
Hussain, Syed 000.00
Hussain. Syed 100.00
Hussain, Syed 500.00
Hussain Syed 250,001.00
Hussain. Syed 1,000 00
Hussain, Syed 1.000.00

Saved Search Al Orders

Currency Status

(:13 Open
Gee Open
GBP Open
GeP Open
GBP Open
GBP Open
GeP Open
1 Open
GBP Open
Gae Open
GeP open

Creation
Date

02-Jul-2025

02-Jul-2025

23.Jun-2025
23-Jun-2025
21-Jun-2025
19-Jun-2025
18-Jun-2025
13-Jun-2025
13-Jun-2025
05-Jun-2025

26-May-2025

Step 4. Click the relevant Order hyperlink from the search results to

This will open the Purchase Order Lifecycle page:

Order Life Cycie
Purchase Orde Acknowtedge
ordan
“.eenen 1 -
Sokd-to Legal Ent « County Cound Supplier  SIT Supplés
Sokb-to Legal Entity x County Councl upplier ~ SIT Supplier o0 00
Bilio BU x County Counci Supplies Site  SIT Supglier Address P VK 20k 20K
Order WSPDOOI0I043 Suppier Contact ~ SIT Supplier FN SIT Suppler LN
Source Agreement
tatus Open Billto Location  Courty Ha
- = e Supplier Order View Details.
Buyer  Syed Hussain Shipo Location  County Hat Master Contract
Creation Date  02-Jul-2025
Torms  Notss and Attachments
equirod Ackno ot Non Shipping Method
Required Acknowledgme e g Requres signature
Payment Terms  (mmet Freight Terms.
FoB — Pay on receit !
Contrming order
4 Additonal Information
Context Prompt
Lines  Schadules
Adicns v View v Fomatw T | Detach Wi
Additional Information
Line ltem Description Quantity UOM 5:1: Prico  Ordered Status c°':"i'r:°s‘ Contract Conkent
Monitoring
monitoring in Manager Email
oy Threshold
AR 1 Matiple PO in one Invoice 300000 300000 300000 Open




PO Lifecycle Page

On the PO Lifecycle page, you can see the full order details for the Purchase Order that
you've been issued.

ORACLE

I Order Life Cycle
Purchase Order: WSP000000043 | view PoF |  Actions v |[ Refresn | | Done |
orcerec |
Main
Received -
4 General Delivered -
Sold-toé.sgta; ‘West Sussex County Council Supplier Example Supplier Ordered 10000000 GBP !nvolced-
Bill-to BU  West Sussex County Council Supplier Site Example Site Description 0 40K 80K 1204
Order  \sP000000043 f;”o",ﬁ’a‘ﬁ{ John Smith Source B Amount (GBP)
Agreement
Status Open Bill-to Location County Hall Supplier Order
) View Details
Buyer Syed Hussian L::alfi.o'z County Hall Master Contract
Creation Date  02-Jul-2025
Terms Nptes and Attachments
Required Nara Shipping
Acknowledgment Method — Requires signature b
Payment Terms  Immediate Freight Terms  None @_

e In the General Section it displays information such as Supplier Site, Order
Number, Status, Buyer Name, Creation Date and Ordered Amount.

e In the Terms Section it contains details such as Payment Terms and Freight
Terms.

e The Order Lifecycle Section provides a high-level graphical representation of
the Order Status, Receipt Status, Delivery Status, and Invoicing Status. The
‘Open’ status means that a purchase order has been issued.

e You can use the ‘View Details’ button to open a screen with more detailed Order
Life Cycle information

e The Toolbar Provides buttons that enable you to view a PDF of the PO, view the

history of PO revisions etc.

Scroll down the screen to view the Lines section (including Description, Price, Ordered
Quantity etc.).

Lines [Bchedules

Actions v View v Format w }E 5 Freeze aa Detach Wrap
Line Item Description Quantity UOM Price  Ordered Status
AR 1 Consultancy on XYZ 100,000... 100,000.00 Open

Select the Schedules tab to view the Requested Delivery Date.

Lines | Schedules
—
Actions w View w Format w _;"E = Freeze || Detach Wrap
. o . Requested Promised .. UOM Life
Line Description Location Delivery Date Delivery Date Quantity Name Status Cycle
A 1 Consultancy on XYZ Council Hs...  22/04/2024 Open ]




2. View invoices

Please note that invoices cannot be uploaded to the supplier portal and must be
submitted via invoices@westsussex.gov.uk Invoices must contain an Oracle-issued PO
number which begins with ‘WSP’.

ORACLE

Supplier Portal

AT &

Notifications
4 Unread

Supplier News

Orders Receipts and Returns Invoices Hi Supplier. Please Submit your invoices by the 27th of
every month.

Additional Links

Acknowledge schedules in
spreadsheet

Payments Company Profile

Step 1. Navigate back to the Supplier Portal page by click the ‘Home icon’ in the top
right-hand corner of the screen and click Invoices tile.

ORACLE

View Invoices

4 Search Advanced Saved Search | All Invoies v‘
** Invoice Number Consumption Advice
** supplier SIT Supplier v Involce Status | in process v
Supplier Site v Paid Status | ~
** Purchase Order Payment Number

e

Search Results

view v §3 ] petach
Invoice Purchase Unpaid Invoice Invoice Payment
Number Invoice Date Type Order Supplier Supplier Site A Amount S Number Comments

No search conducted.

Step 2. Use the Search criteria fields to search for the Invoices.

Note: User is required to enter search criteria in at least one of the mandatory fields
marked by a double-asterisk (**).

Step 3. Click Search.



mailto:invoices@westsussex.gov.uk

ORACLE
View Invoices

4 search Advanced  Saved Search | All Invokes v|

Invoice Number Consumption Advice
** Supplier SIT Supplier v Invoice Status | In process v
Supplier Site A Paid Status v
** Purchase Order Payment Number |
search | Reset || save...
Search Results
View v §5 . Detach
volce Invoice Date  Type Purchase  supplier Supplier Site Anpad Amvolce Mol PEYTMIC.  Comimanks
15-Aug-2025 Standard SIT Supplier SIT Supplier Ad. 120.00 GBP 120.00 GBP In p a
14AUg 2025 Standard SIT Supplier SIT Supplier Ad 1,00000GBP  1,00000G8P Inj

standard SIT Supplier SIT Suppiier A 1,00000GBP  1,000.00 GBP In proc

14-Aug-2025 Standard SIT Supplier SIT Supplier Ad. 1,000.00 GBP n p

2 025 Credit memo SIT Supplier 12.00 GBP "
KuTO0 17002025 Standara SIT Supplier SIT Supplier Ad 1,74000GBP  1,740.00 GBP In proc
Testinsurance 2 15-Jub2025  Standard SIT Supplier SIT Suppller A 23.00 GBP 27.60GBP In proc
DR-33 03-Jul-2025 Standard WSPO0O000050  SIT Supplier SIT Suppler Ad 300.00 GBP 360.00GBP Iny

Step 4. Click the relevant Invoice Number hyperlink from the search results to view
the Invoice.

ORACLE

Invoice: KUTAH1508

Business Unit

West Sussex County Council Invorce Amount 12000 GHE
Legal Entity Name  West Sussex County Council

[ Standa
Unpaid Amount  120.00 GBP nvoice Type Standard
Supplier o Party  SIT Supplier 3

Header DESC
Payment Currency  GBF Description  Heade:
Supplier Site  SIT Supplier Adaress
ERAL1NEW, Tax Control Amount
D. HERTFORDSHIRE

TED KINGDOM

Attachment  None

UP
Address  BOREHA!
WD6 1A, L

Invoice Date  15-Aug-2025

Lines  Payments

Iltems
view v ¥ 7 Detach
UoMm Purchase Order Receipt Cov:;:m;ﬂoﬂ Tax Determinants
Line Amount Description Quantity Unit Price Name
Number Line Schedule Number Line Number Line Ship-to Location
1 123.00 Header DESC County Hall
§Summary Tax Lines Shipping and Handling
View w
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amount Line Type Amount
1 WSCC_TAXREGIME ~GB_VAT WSCC_STD_STATUS STANDARD 20 245  Noshipping and handiing
v

Step 5. At the top of the screen, you can view the Invoice: General Information at
the header level.

Step 6. At the bottom of the screen, you can view the Invoice Line Items and
Summary Tax Lines details.




3. View Payments

ORACLE

Supplier Portal

A &

Notifications
4 Unread

Supplier News
Orders Receipts and Returns Invoices Hi Supplier. Please Submit your invoices by the 27th of
every month.

Additional Links

Acknowledge schedules in
spreadsheet

Payments Company Profile

Step 1. Navigate back to the Supplier Portal page by click the ‘Home icon’ in the top
right-hand corner of the screen and click on the Payments tile.

ORACLE

View Payments

EY
4 Search Advanced = Saved Search | All Payments v
teas ne ired
** Payment Number ** supplier SIT Supplier v
Payment Status v Supplier Site
Payment Amount Payment Date o mmm vyyy Y

el

Search Results

veww T L Detach
Payment Invoice Payment Payment
Number Payment Date Payment Type Number Supplier Supplier Site Amount Status Remit-to Account

No search conducted.

Step 2. Use the Search criteria fields to search for the Payments.

Note: User is required to enter search criteria in at least one of the mandatory fields
marked by a double-asterisk (**).

Step 3. Click Search.




ORACLE
View Payments
4 Search Advanced | Saved Search | All Payments v |
- e is require
** payment Number ** supplier | SIT Supplier v
Payment Status v Supplier Site v
Payment Amount | Payment Date | dd-mumim-yyyy
Search | Reset | Save...
Search Results
vieww 5§ <" Detach
Payment Invoice . - Payment Payment .
Number Payment Date Payment Type Number Supplier Supplier Site A Status Remit-to Account
13-Aug-2025  Payment ProcessRe  Mulliple SIT Supplier SIT Supplier Ad 2400000 GEP Negotiable  XXXX5678 -
57 13-Aug-2025 Quick sp SIT Supplier SIT Supplier Ad 340.00 GBF  Negotiable XXXX5678
62 12-Aug-2025 Payment Process Re 10001 SIT Suppher SIT Supplier Ad 24000 GBF  Negotiable XXXX5678
54 12-AUg-2025  Payment Process Re... 10003 SIT Supplier SIT Supplier Ad. 480.00GBP Negotiable  XXXX5678
61 N-Aug2025  Quick SIT Supplier SIT Supplier Ad 20000GBP Negotiable — XXXX5678
50 07-Aug-2025 Quick cIs SIT Suppher SIT Supplier Ad 20000 G XXXX5678
12 08-Jul-2025 Payment Process Re... Mufliple SIT Supplier SIT Supplier Ad. 3.10080GEP Negotiable  XXXX5678
07-Jul-2025 Quick SIT Supplier SIT Supplier Ad 50000 GBP Negoliable — XXXX5678
38 07-Jul-2025 Quick IDR14 SIT Supplier SIT Supplier Ad 1,00000GBP Negotiable XXXX5678
v

Step 4. Click the relevant Payment Number hyperlink from the search results to view
the payment details.

ORACLE

Payment: 65

Business Unit West Sussex County Council Payment Amount  24.000.00 GBP

Payment Date 13-Aug-2025

Payes S

Supplier

Payee Site  SIT Supplier Address Payment Type Payment Process Request
SIT SUPPLIER AL1 NEW, BOREHAMWOOD, HERTFORDSHI!

Addess :\le ) KINGDOM

WD6 1AB, Remit-to Account  XXXX5678

Payment Status  Negotiable Payment Document

Paid Invoices

. Purchase i Consumption " Invoice Invoice Paid
Number Invoice Date Type Order Receipt Advice Paid Amount A nt Status Due Date Status
11-Aug-2025 Standard WSP000000053 15.000.00 GBP  18.000.00 GBP  Workflow 11-Aug-2..  Fully paid
15-Jul-2025 Standard 9,00000 GBP 10,800 00 GEP Workflow 15.0ul-2025  Fully paid

Step 5. View the Payment general information at the header level.

Step 6. Click the Paid Invoice Number hyperlink to display the payment details
against a particular invoice.




How to update your organisation details

You can make updates to your company profile (e.g. update your company name,
address and/or bank account details etc) via this self-service process using the Oracle
Supplier Portal.

ORACLE

Good afternoon, FN LN

Supplier Portal lools Others

APPS

-

Supplier Portal

Things to Finish

v

ORACLE

Supplier Portal

o 3

Notifications
4 Unread

Supplier News

Hi Supplier. Please Submit your invoices by the 27th of
Orders Receipts and Returns Invoices every month.

Additional Links

Acknowledge schedules in
spreadsheet

Payments Company Profile

Step 2. Click Company Profile.




ORACLE

Company Profile

Requested By LN.FN
RequestDate  31-0c1-2025

Last Change Request 25001
Request Status  Processed

Organization Detalls  Tax dentifers  Addresses  Contacts Paymen's  Business Classfications  Products and Senvices

4 General
Company  SIT Suppher
Supplier Number 200000 Status  Active
Supplier Type SUPPLIER

Tax Organization Type  **"~DONOTUSE™"""

Attachments None

4 |dentification

D-U-N-S Number National insurance Number
Customer Number Corporate Web Site
sic
4 Corporate Profile
Year Established 1995 Chief Executive Title
Miation St Chief Executive Name
Principal Title
g
Principal Name

Year Incorporated
4 Financial Profile
Current Fiscal Year's Potential Revenue

Preferred Functional Currency

Fiscal Year End Month

Change Description  Change Payment Method

Step 3. Click Edit to update the profile details.

4. Warning x
P0Z-2120390Making edits will create a change request for the profile. Do you want 1o continue?
o

Step 4. Click Yes to confirm the creation of change request.




Step 5. This will load up the edit screen for your organisation. Using the tabs you can
navigate to the section that you want to edit. While there are several different tabs,
please only make changes in the following areas:

e Organization Details

e Addresses

e Payments: Bank Accounts
e Business Classifications

e Contacts

When you make any changes, you can add a change description that will assist WSCC
in approving your requested changes.

ORACLE

Edit Profile Change Request: 54001

Change Description)|

Organization Details  Tax ldentifiers  Addresses  Contacis  Payments  Business Classifications  Products and Services

4 General

Note: Before you move between different tabs, please make sure that you ‘Save’ any
changes that you have made using the ‘Save’ button in the top right-hand corner of the
screen.

=Rl |

When you are ready to submit your requested changes, please first click ‘Review
Changes’, ensure that you're happy and then click ‘Submit’.

NP o 3

|Edit|| Eul:rmrtHE.amel|E

i B TuS—————



Updating payment details

You can edit the bank account details that WSCC holds on record for you. Please note
that requests to update bank account information will need to go for review and
verification before changes are made to your record.

ORACLE

Edit Profile Change Request: 54001

Change Description
Y
Organizaten Detals  Texldenfiess  Addresses Conlscusmessc\zssmcanurs Froducis and Sarvices

Payment Methods  Bank Accounts

Actans ¥ Veww Fomaty b ¢ Detach

Default Payment Method From Date To Date

Step 1. After you've clicked ‘Edit’ in the top right-hand corner of the screen and
confirmed that you want to create a change request by clicking ‘Yes’, select the
‘Payments’ tab

ORACLE

Edit Profile Change Request: 54001

o
4

Orgenization Detals  Tex[denifies  Addresses  Coniseis  Payments  Business Classficatons  Frodusts and Services

|
i
)

Acons v Veww Fomav Detach

Default  Payment Method From Date ol Eyample
170272028

Step 2. After you've selected the Payments tab, please then select ‘Bank Accounts’
Note: Please do not make any edits to under the ‘Payment Methods’ tab.

Step 3. Select the relevant bank account from the list (you may only have one) so it is
highlighted and then click the ‘edit (pencil icon)’ in the toolbar

You can add additional bank accounts using the 'Plus icon’ in the toolbar, or delete
bank accounts when they are highlighted using the 'X icon’

To set a bank account as the default, select it from the list so it is highlighted and use
the 'Tick icon’ in the toolbar.

Organization Details  Tax Identifiers Addresses Contacts Payments Business Classifications  Products and Services

Payment Methods  Bank Accounts

Actions v View v Formatw =) / X @

Primary Account Number IBAN  Currency Bank Name
XXXX5678 HSBC BANK PLC

(] XXXX4321 AAVE LIMITED



Step 4. Make any edits to your bank account and when you’re happy click ‘OK’

Edit Bank Account XXXX4321

Enter account number or IBAN unless account number is marked as required.

United Kingdom v From Date 14/03/2024

‘ Inactive On ‘ddﬂmmfyyyy te ‘

* Country

Account Number ‘ XXXX4321

Bank Name [AAVE LIMITED E] IBAN ‘ |

Bank Branch [Aave Limited-040670 ‘ v ] Currency \:B

\:| Allow international payments

4 Additional Information

Account Name ‘ | Check Digits ‘ ‘
Alternate Account Name ‘ | Account Type ‘ N ‘
Account Suffix ‘ ‘ Description ‘ |

Step 5. When you're happy with the changes you can either ‘Save’ to come back to
them later or click the ‘Review Changes’ button in the top right-hand corner of the
screen.

Step 6: On the review changes screen, check you’re happy with your requested
changes and click ‘Submit’ to send them to WSCC for review.

ORACLE

Review Changes

Change Description CR for changs to Suppéer name.

4 Organization Details
View v Fomat v Freeze [ Detash | wsp
Attribute Changed From Changed To
®  Suppiertame Ragression Test Supplier 1 Ragression Test Suppiier 1A (Update 2}

®  National Insurane Number B 1224557

4 Addresses
View v Format v Freeze Wrap
Address Name & ¥ Address Fhone Address Purpose Fax Status. Details.

+  oToud CRABBICK FARM WATERLOOVILLE HAMPSHIRE FOT 6LF Qndering; Remit to Actve

a

Columns Hidden 3

Step 7. You get a pop-up. Click OK on the Confirmation pop-up to continue.

Attachments)

Hational Insurance Number,

Confirmation

“Wour profile change request 54002 was submitted for

f Executive Title)

Chief Executive Name|

Principal Title|

Principal Mame|

Some changes will be automatically updated on the system and others will need to be
approved by the Procurement and Accounts Payable Teams at WSCC before they are
eflected on the system.




Contacts

Under your Company Profile the Contacts tab shows Contact details on record for
your organisation, if previously submitted. It is possible to have multiple contacts (for
example, one person for dealing with purchase orders, another for dealing with invoicing
and payment).

It also indicates which contacts have been classified as Administrative Contacts, and
whether they have a User Account for accessing the Supplier Portal.

Organization Details ~ Tax Identifiers ~ Address@ls Contacts Flyments Business Classifications  Products and Services

View w Format v  Status ‘Acllve V| Ey Freeze |m' Detach Wrap
N - Administrative
Name &7 Job Title &7 Email &7 Phone Contact User Account  Status
Attenborough, David alanfrussell@yahoo.com [] (] Active

Columns Hidden 7

Editing existing contacts

Step 1. After you've clicked ‘Edit’ in the top right-hand corner of the screen and
confirmed that you want to create a change request by clicking ‘Yes’, select the
‘Payments’ tab

Step 2. Select the user from the list so that the row becomes highlighted in blue
and click the 'Edit (pencil) icon’.

Organization Details  Tax Identifiers ~ Addresses Contacts Payments Business Classifications  Products and Services
Actions w View v Formatw == # Status |Active V‘ Freeze [m| Detach Wrap
Name & <7 Job Title & <7 Email & <7 Phone Adn&i:rii;:;tive User Account Status
Attenborough, David alanfrussell@yahoo.com Q Q Active
Step 3. Edit the contact as necessary.
Edit Contact: David Attenborough x

Salutation ‘ V‘ Phone [ v ‘ H H ‘
‘ Mobile \ B ‘ ‘ ‘ |
Middle Name [Shaka\ ] Fax [ i ‘ H |

* First Name ‘ David

* Last Name ‘ Attenborough Email ‘ alanfrussell@yahoo.com ‘

Job Title ‘ Status ‘Active V|

| Administrative contact

4 Contact Addresses

Actions ¥ View v Formatw 3 [El Freeze = Detach Wrap
Address Name Address Phone Address Purpose Status
The Helpful Pecple Helpful House,Helpful Road, HELPFULTOWN,London,E3 5JB Ordering; Remit to Active

Columns Hidden 5

4 User Account

Account Status ‘ Active v ‘

User Name alanfrussell@yahoo.com

Step 4. When you're finished, scroll to the bottom of the page and select OK



Step 5. When you're happy with the changes you can either ‘Save’ to come back to
them later or click the ‘Review Changes’ button in the top right-hand corner of the
screen.

Step 6: On the review changes screen, check you’re happy with your requested
changes and click ‘Submit’ to send them to WSCC for review.

ORACLE SN : |

Review Changes E HS";"“"H E"‘E
o

4 Organization Details

View v Format v Freze [ Detach ! Wiep
Attribute Changed From Changed To
& Supplier Name Regression Test Supslier 1 Ragresson Test Suppier 14 (Updats 2)
L] Mational Insurance Number JB 1224567
4 Addresses
View v Format v Freeze Wrap
Address Name & ¥ Address FPhone Address Purpose Fax Status Details
+ po7 Guf CRABBICK FARM WATERLOOVILLE HAMPSHIRE.POT 8UF Ordering; Remit to Active =

Columns Hidden 3

Step 7. You get a pop-up. Click OK on the Confirmation pop-up to continue.

Attachments)

Hational Insurance Number,

R rporate Web Sitg
Confirmation X

“Wour profile change request 54002 was submitted for approval.

Chief Executive Name|

Principal Title|

Principal Mame|

Editing contacts does not require WSCC review and so changes will be made
immediately.

Adding a new contact

You can add additional members of staff who can also be granted access to manage
your data in the supplier portal on your behalf.

Step 1. Navigate to the Contacts tab

Organization Details ~ Tax Identifiers ~ Addresses Payments  Business Classifications  Products and Services
Actions w View v Format w Status |Activ9 v ‘ Freeze aa Detach Wrap

Name A7 Job Title & <7 Email &7 Phone

Administrative

Contact User Account  Status

Attenborough, David alanfrussell@yahoo.com (] (] Active

Step 2. Add a new contact by clicking the ‘Plus icon’ from the toolbar.




Create Contact

Salutation | Ms. ~ Phone | 93 w | 123 123 123

* First Name | Major Mobile | 358 v [[321 321
Middle Name | Tomalina Fax | 355 w || 421 421
* Last Name | Bowie * Email | tomalina_bowie@soc.org n

Job Title | Chief Administrator

+| Administrative contact

Step 3. Complete all the relevant information.

Tick the Administrative contact checkbox if you wish this contact to receive key
system-generated notifications.

In the User Account region, tick the Create user account checkbox if you wish for an
Oracle Fusion account to be automatically created for this contact.

Step 4. Select the Roles this contact needs. You can see a description of what each
role does below:

WSCC Supplier Self Service Administrator
e This system role enables supplier users to manage the profile information for the
supplier company.
e Primary tasks include updating supplier profile information and requesting user
accounts to grant employees access to the supplier application.

WSCC Supplier Sales Representative

e This system role enables supplier users to view purchase orders and agreements,
view receipts and returns.

WSCC Supplier Customer Service Representative

e This system role enables users to view the status of POs and Invoices.
(Mandatory) IAM PROD SUPPLIER BACKSYNC

e This is a system role that facilitates the secure sign-in process. Please ensure

this is selected for any contacts you create. Without this role, the user will
not be able to sign into the portal.

Step 5. When you've chosen your roles, click OK

Step 6. When you're happy with the changes you can either ‘Save’ to come back to
them later or click the ‘Review Changes’ button in the top right-hand corner of the
screen.

Step 7: On the review changes screen, check you’re happy with your requested
changes and click ‘Submit’ to send them to WSCC for review.



ORACLE [ =R

Review Changes E H“;"“"H E"‘E
-

Change Description  CR for change to Suppser name.

4 Organization Details

View v Format v Freeze 7" Defach Wrap
Attribute Changed From Changed To
®  Supplier Name Regression Test Supplier 1 Regression Test Supplier 14 (Update 2)
®  National Insurancs Number B 1234587

4 Addresses

View v Fomst v Freezs 41 Wrap
AddressName & ¥ Address Phane Address Purpose Fax status Details
+ pores GRABBICK FARNM WATERLOOVILLE HAMPSHIRE POT SUF Orsering: Remt o rciive ]

Columns Hidden 3

Step 8. You get a pop-up. Click OK on the Confirmation pop-up to continue.

Attachments|

Mational Insurance Number|

rporate Web Site

Confirmation b

“four profile changs request 54002 was submitted for

Chief Executive Mame|

Principal Title|

Principal Name|

Adding contacts does not require WSCC review and so your new contacts will be notified
by email. Please send them a copy of this guide so they can successfully setup
their account and sign in.
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