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Supplier Portal Guide:
Working in Oracle Fusion
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Contents

• Setting up profiles
• Resetting your password
• Find & download a purchase order (PO), including payment terms
• Locating invoice payment date
• Updating organisation details
• Updating insurance documents
• Visibility of PO receipting

Click on the item 
you want or scroll 
to the next page.
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Access requirement: Supplier Self Service Administrator/ Accounts Receivable Specialist

Supplier Portal Guide:
Setting up profiles
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Accessing the Supplier Portal

Select Supplier Portal.

Then select Company Profile.
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Contact Name

All the company information can be accessed and edited using the 
headers but select Contacts to make a profile change request.

To make any changes, select Edit in the top right-hand corner. 
If you are editing an existing profile rather than setting up a new one, be sure 
to select the relevant Contact name before using the Edit button. 
If you’re setting up a new profile, you’ll be able to select + or Actions > Create 
once you’re in Edit mode. 

Select Yes to create 
a change request.
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Accessing the profile editor
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Creating a new contact Fill in all the necessary information for the 
contact you are creating.

If you are requesting a user account is 
created, you will need to provide an email 
address, so that Oracle can send them an 
email with steps to log into the system.

An ‘Administrative contact’ will 
receive emails regarding 
supplier registration status, 
insurance certifications, 
standard certificates and 
compliance.

Remove any role permissions that are not applicable to the user 
by selecting the roles, so they are highlighted, click actions, select 
remove and click ok once only the correct roles remain.

To clearly read a full 
description of each of the 
system roles, click detach.
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Review changes

Step 2: To check who’ll be approving 
your requisition, select the 3 dots in the 

top right, then View Approvers.

\\\\\When you have finished editing, click Review Changes to continue to the 
next step.

On the next page, you must click Submit to send your request for approval.

Please note: Using Save or Save and Close will save your progress but will 
not submit it for our review. 

Your profile will only reflect the new information after our team has 
approved the change, and you will receive an email notification.

6



C
O

LO
U

R
 P

A
L
E

T
T

E

Supplier Portal Guide:
Resetting your password
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Resetting your password

If you ever need to reset 
your password, please use 
the Forgot Password option 
on the sign in page.

Enter your username or 
email address, then select 
either Forgot user name or 
Forgot password (as 
appropriate) and then 
Submit.
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Supplier Portal Guide:
Find & download a purchase 

order (PO), including payment 

terms
Access requirement: Supplier Customer Services Representative / Sales Representative
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Then select Orders. 
Please note: you need to have been assigned the role 
of Supplier Customer Service Representative to access 
this area. See the ‘Setting up profiles’ Cheat Sheet for 
information.
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Accessing the Supplier Portal
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Search to find the PO you need.

Finding your PO

Then click the order number.
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Select View PDF to 
download a copy.

Finding your PO

Payment terms are shown here.
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Access requirement: Supplier Accounts Receivable Specialist 

Supplier Portal Guide:
Locating invoice payment 
date
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Select Supplier Portal.
1

Then select Invoices. 
Please note: you need to have been assigned 
the role of Supplier Accounts Receivable 
Specialist to access this area. See the ‘Setting 
up profiles’ section for information.
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Accessing the Supplier Portal
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Search to find the 
invoice by filling in at 
least one of the 
required fields.

Finding your PO

16569725

Select Purchase Order (PO) by 
clicking the invoice number.
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Find payment due date

Go to the Payments tab.

Payment due dates 
are shown here.
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Supplier Portal Guide:
Updating organisation 
details
Access requirement: Supplier Customer Services Representative/ Self Service Administrator
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Accessing the Supplier Portal

Select Supplier Portal.

Then select Company Profile.
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Contact Name

All the company information can be accessed and 
edited using the headers.

To make any changes, 
select Edit in the top 
right-hand corner.

Select Yes to create 
a change request.

3

4

5

Accessing the profile editor
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When to update

To ensure our records are up-to-date, please 
update your profile if your company name or 
ownership structure changes (e.g., through a 
merger or takeover). 

When you submit a change request, please 
use the Change Description box to explain 
the update and attach supporting 
documents, such as a certificate of 
incorporation or official legal notice.
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Profile – Organisation Details 

Step 2: To check who’ll be approving 
your requisition, select the 3 dots in the 

top right, then View Approvers.

When you have finished editing, click 
Review Changes to continue to the next 
step.

On the next page, you must click Submit 
to send your request for approval. 
Please note: Using Save or Save and 
Close will save your progress but will not 
submit it for our review. 

Your profile will only reflect the new 
information after our team has 
approved the change, and you will 
receive an email notification.
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If you are registered for Value-
Added Tax (VAT) in the United 
Kingdom (UK), keep your VAT 
details up to date here. 

If you are based outside of the 
UK, then keep the sales 
taxation details of your 
country up to date. 

If you are registered for Value-
Added Tax (VAT) in the United 
Kingdom (UK), set: - 

• Tax Country as “United 
Kingdom”

• Tax Registration Type as” VAT”
• Tax Registration Number as 

your (VAT) Number in the 
format GB123456789.  

If based outside of the UK, then 
enter the sales taxation details of 
your country: - 

• Tax Country as your country
• Tax Registration Type as “Tax 

identification number”
• Tax Registration Number as the 

sales tax identifier of your 
country. The format is a two-
letter country code followed by 
a country-specific number of 
digits. For example, a German 
tax registration number is 
DE123456789.

Profile – Tax Identifiers 
8
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can specify addresses for:

Purchase Orders: for all 
communications related to 
order fulfilment.

Remittances: for 
confirmations of 
payments.

Bids and Quotes: for all 
bidding and quotation 
exchanges.

For locations handling 
distinct segments of your 
sales, create a new "Site." 
Contact us to set this up.

Profile – addresses
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If you are a sub-contractor registered 
under the United Kingdom (UK) 
Construction Industry Scheme (CIS), then 
set: - 

• Tax Country as “United Kingdom”
• Taxpayer ID as the Unique Taxpayer 

Reference (UTR) provided by the 
HMRC

• Tax Reporting Name as the exact 
name of your business as registered 
under the HMRC CIS scheme.

• Name Control as a short abbreviation 
of your name 

• Verification Date as the date you last 
confirmed your CIS status and 
deduction rate with HMRC.

• Set “Use withholding tax” as ticked if 
you are under the CIS scheme

• Withholding Tax Group as the CIS 
deduction rate to apply

Leave the remaining fields as blank.

Profile – Tax Identifiers 
11
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Supplier Portal Guide:
Updating insurance 
documents
Access requirement: Supplier Customer Services Representative/ Self Service Administrator 
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Accessing the Supplier Portal

Select Supplier Portal.

Then select Company Profile.
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Contact Name

All the company information can be accessed 
and edited using the headers but select Business 
Classifications to make a profile change request.

To make any changes, 
select Edit in the top 
right-hand corner.

Select Yes to create a change request.
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Accessing the profile editor
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Update the document(s)

Select Actions > Add.

Select the type of certificate and fill in the rest of the details.
You will always need to select Other under Certifying Agency and 
then add the name of the Agency in the next field.

6
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Review Changes

When you have finished editing, click 
Review Changes to continue to the 
next step.

On the next page, you must click 
Submit to send your request for 
approval.

Please note: Using Save or Save and 
Close will save your progress but will 
not submit it for our review. 

Your profile will only reflect the new 
information after our team has 
approved the change, and you will 
receive an email notification.
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Access requirement: Supplier Customer Services Representative/ Sales Representative

Supplier Portal Guide:
Visibility of PO receipting
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Then select Orders. 
Please note: you need to have been assigned the role 
of Supplier Customer Service Representative to access 
this area. See the ‘Setting Up Profiles’ section for 
information.
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Accessing the Supplier Portal
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Search to find the PO you need.

Finding your PO

Then select the order number.
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Review Receipts

Select the receipt number.

Select view details.
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Review Receipts

All details of received items are here.
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