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UNITE
STUDENTS

Supplier Portal Guide:
Setting up profiles

Access requirement: Supplier Self Service Administrator/ Accounts Receivable Specialist




Accessing the Supplier Portal

Good morning,
1
Supplier Portal Tools Oth SeleCt Supplier Portal-

APPS

+

Supplier Portal

Things to Finish

Supplier Portal
i Then select Company Profile.

Notifications
1 Unread

Supplier News

Company Profile This is testing new supplier news.




Accessing the profile editor

3
All the company information can be accessed and edited using the

headers but select Contacts to make a profile change request.

uS Ne @

Company Profile &

e o By Sisvohus Change Description
Last Change Request 33016 Requested By - Oceanus, Sisyphus

Request Dat~

4
Organization Defails ~ Tax Idenfifiers  Addresses Payments  Business Classifications  Products and Services 1 TO m a ke a ny C h a nges, Se | eCt Ed it i n th e tO p rig ht_ h a n d CO rn e r.

View v Fomat v Status [sctve v| 5 " Detach . If you are editing an existing profile rather than setting up a new one, be sure
Name ® 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.

Request Statug  Cancelet

Contact Name

Edit Erofile {’hange Request: 87010

— 5 r—
Change Description Select Yes to Create
a change request.

Organizglion Details  Tax Identifiers ddresses Contacts Business Classifications  Products and Services aming x

Format = 4 Status |Active | Detach o S0Making edits will create a change request for the profile. Do you want to continue?

2 o]



Creating a new contact

uS

Edit Profile Change Reques!

Organization Detalls  Tax|deniifiers Addresses Conmtacts  Business Classifications  Products and Services

Acions ¥ View v Formatw 4/ Status. Freeze [w] Detach Wrap

Name

I Argos, Diomedes
Contact, Dummy
Lymessus, Brisels
McElven, Tom
Thebe, Andromache:

Troy, Hecuba

5

Fill in all the necessary information for the
contact you are creating.

Job Title

receive emails regarding
supplier registration status,
insurance certifications,
standard certificates and

ffAn ‘Administrative contact’ will\;

\compliance.

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

v
Contact Addresses

Actions v View w Format v
Address Name Address Phone Address Purpose

No data to display

Columns Hidden 5

User Account

&% Job Title aw Email &% Phone

UAT-PO-Bishops-Diomedes@unite. .

UAT-PO-Bishops-Briseis@unitestu__.

‘Tom.McElveen@unitestudents.com

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.

Roles  Dala Access

Actions ¥ View v Format v

Role

fiviies for the supplier company . Primary tasks include.

tasks include acknowledging or requesting chan

Manages the profile information for the supplier company. Primary tasks include updating

deliverables for the supplier

de acknowledging or requesting changes to agreements in
terms. Updates contract deliverables that are assigned to the supplier party

AN

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.




Review changes

==

= ™
Edit Profile Change Request: 73010 Delete Change Requ ﬂ ‘ ‘ Save

-

Products and Services

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.

e

Review Changes




UNITE
STUDENTS

Supplier Portal Guide:
Resetting your password




Resetting your password

Sign In
Oracle Applications Cloud

If you ever need to reset
your password, please use
the Forgot Password option

on the signin page.

UserID

Sign In
Oracle Applications Cloud

UserlID

A o

Forgot Password

* User Name or Email

Enter your username or

email address, then select

either Forgot user name or

(Englsh ] Forgot password (as
appropriate) and then
Submit.

User Name or Email

Select Language
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Supplier Portal Guide:

Find & download a purchase
order (PO), including payment
terms

Access requirement: Supplier Customer Services Representative / Sales Representative




Accessing the Supplier Portal

Good morning,

Things to Finish

Supplier Portal Tools Oth
APPS
Supplier Portal

1

Select Supplier Portal.

2

Notifications
0 Unread

Supplier News

This is testing new supplier news. 15-Jan-25
2 Additional Links

Ad Shi t Noti:
e o Acknowledge schedules in

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.



Finding your PO

uS
—_—
Manage Orders @

Headers  Schedules

4 Search

Sold-to Legal Entity |

Bill-to BU | Unite Students w

Supplier Site |

Search Results
Actions v View v Format v r =4

Order Order Date Description

Mo search conducted.

Columns Hidden 27

4

3

Then click the order number.

Search to find the PO you need.

Supplier Site

| Advanced || Manage Watchlist | Saved Search |AII 0

Order |

Status |

Include Closed Documents | Mo v|

uS
—
Manage Orders @

Headers  Schedules

b Search

Search Results
Actions ¥ View ¥ Formal v rd ;— &
Order Order Date Description

PO-1111-1000307  10/07/25
PO-1111-1000296  27/06/25
PO-1111-1000194  03/06/25
PO-1111-1000154  02/04/25

PO-1111-1000148  @7/03/25

PO-1111-1000112  12/03/25

PO-1111-1000111  12/03725

PO-1111-1000110  12/03125

PO-1111-1000109  12/03/25

PO-1111-1000094  05/03725

Supplier Site

HQ
HQ
HQ
HQ
Wales
HQ
HQ
HQ
HQ

HQ

|Agvanced || Manage Watchlist | Saved Search | All Orders

Buyer Ordered Currency Status

60035 GBP Open
0.75 GBP Open
500 GEBP Open

5.00 GBP Open

Closed for |...

Open
Open
Open
5.00 Closed for R

17,079.00 Open

Creation
Date

10/07725
27106125
03/06/25
02/04125
2710325
1203725
12103725
12103725
120325

05/03725




Finding your PO

Main

4 General

Sold-to Legal Entity
Bill-to BU

Order

Status
Buyer

Creation Date

Terms:

Required

Motes and Attachments

Unite Integrated Solutions plc
Unite Students

PO-1111-1000145

Closed for Invoicing

270325

Payment Terms 45 Days

4 Additional Information

Lines Schedules

Actions w View w Format w T B

Line
1

Columns Hidden 16

Itern

Description

test #£2

View PDF || Actions ¥

Supplier

Ordered 250.00 GB

Supplier Site Wales

Description

Supplier Contact Source Agreement

Additional Contact Email Supplier Order

Bill-to Location Scuth Quay House Master Contract

Ship-to Location South Quay House

Shipping Method

Freight Terms

6
Payment terms are shown here,

FOR

Context Prompt

Quantity UOM

25 Each

Pay on receipt

~ Confirming order

Price

10.00

Ordered Status

250.00 Closed for...

5

Recaived -
peivered [

o 100 200

W Amount {GEF)

View Details |

Select View PDF to
download a copy.
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Supplier Portal Guide:
Locating invoice payment
date

Access requirement: Supplier Accounts Receivable Specialist




Accessing the Supplier Portal

Good morning,

Supplier Portal Tools

Others

1

Select Supplier Portal.

Supplier Portal

I &

Company Profile

Notifications
0 Unread

Supplier News

This is testing new supplier news. 15-Jan-25

Additional Links

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.

thout PO




Finding your PO

Search to find the
invoice by filling in at
least one of the

4 search required fields.

View Invoices

** Invoice Number Consumption Advice

** Supplier gyoice Status |
Supplier Site |

** Purchase Order | Payment Number |

Search Results

view w 57 [i] Detach US
St

:'«1:;;'53 Invoice Date Type Purchase Order Supplier

View Invoices

4 Search

Supl‘-‘lierl Invoice Status |
Supplier Site ] Paid Status |
** Purchase Clrderl Payment Number |
4 [ sewn | st s
Select Purchase Order (PO) by
clicking the invoice number.

Search Results
View w  FH

Invoice - § . " c - Unpaid
Number pe Purchase Order Supplier Supplier Site Amount

Standard  PO-1111-10001 B 10.50 GBP Incomplete
2 5 Standa (n] 30 P 200 3 4 ved

PO-1111-10001

Invoice Amount Invoice Status




Find payment due date

e —

[so]
Invoice: LC_ Test |

Business Unit Unite Students i
Invoice Amount

Legal Entity Name Unite Integrated Solutic I -
) Unpaid Amount  750.00 Invoice Type  Standard
Supplier or Party Description

Supplier Site Q
e GO tO the Payme ﬂtS ta b. Funds Status QI-In:nt requirad

Attachment None
Invoice Date

Payments

Number Payment Document Reconciled Payment Date  Paid Amount Address Remit-to Account

Installments Applied Prepayments

Amount (GBP) Purchase Applied Amount (GBP)
Number Due Date Payment Method Number Order Description
Gross Unpaid - Tax Item

19/05/25 7507 750.00 Electronic No applied prepayments.

6

Payment due dates
are shown here.




UNITE
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Supplier Portal Guide:
Updating organisation
detalils

Access requirement: Supplier Customer Services Representative/ Self Service Administrator




Accessing the Supplier Portal

Good morning,
1
R S Select Supplier Portal.

APPS

+

Supplier Portal

Things to Finish

Supplier Portal

VIR Then select Company Profile.

Notifications
1 Unread

Supplier News

Company Profile This is testing new supplier news.




Accessing the profile editor

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

uS
——
Company Profile @

A e e

NP g
(=] e

- ad B o i Change Description
Requested By Oceanus, Sisyphus
Last Change Request 83016 equested By =4 vP

Request Status Canceled Request Date 1 4

To make any changes,
select Editin the top
View v Format w  Status |a'a.|:ti'.'e v| B [ Detach rlght_hand corner.

Name & v & ¥ Phone

Organization Details ~ Tax ldentifiers  Addresses Contacts Paymenis Business Classifications  Products and Services

Contact Name o

Select Yes to create
a change request.

Warming

OMaking edits will create a change request for the profile. Do you want to continue?

B




When to update

e

Edit Profile Change Request: 40005

Change Description)

=N |

Delete Change Request | Review Changes Save | Save and Close | Cancel

Organization Details  Tax ldontifiers  Addresses Confacls  Pay

4 General

* Supplier Name UK SPARES LTD

Supplier Number 1704
Supplier Type S
4 |dentification
D-U-N-8 Number 12345
Customer Number 0087654321
SIC | 4567
4 Corporate Profile
Year Established

Mission Statement  To spare the UK from shortages in

Year Incorporated
4 Financial Profile

Fiscal Year End Month  December v

Current Fiscal Year's Potentia
Revenue

Proferred Functional Currency | GBP

s Businoss Classfications Produd

Tax Organization Type Corpory

Status  Actve

Attachments None

National Insurance
Number

Corporate Web Site  www.op

Chief Executive Title  Lor

Chiief Exocutive Name  Luca

Principal Tite M

Principal Name

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.




Profile - Organisation Details

) al=Rr< N

e

Edit Profile ('hnnge chucst; 40005 Delete Change Request | Review Changes Save | Save and Close | Cancel

Change Description

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

Organization Details  Tax ldontiiors  Addresses Confaclts  Payments  Business Classfications  Products and Services Ste p

4 General

e G ; On the next page, you must click Submit
Suppher Number 1704 Status Actve to send your request for approval.
Suppher Type | Suopte Attachments None Please note: Using Save or Save and
4 \dentification Close will save your progress but will not
DAUNS Number | 123450788 submit it for our review.
Your profile will only reflect the new
« Corporate Profile information after our team has
Your Established Chiet Eaecutive Tk | Lo approved the change, and you will
Mission Statement | T spare the UK from shartages i Chie! Executive Name receive an email notification.

Principal Tite M

Principal Name
Year Incorporated

4 Financial Profile

Fiscal Year End Month  December v

Current Fiscal Year's Potentia
Revenue

Proferred Functional Currency | GBP




Profile - Tax Identifiers

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.

NE
Company Profile & Delete Change thuzst| | Edit | Done

¥ These aie prolle changes ihal aren'l subritied. You rust edii ihe changes io coniinue

2 — Change Updaled our profile bazed on
Last Chamge Regquest 249001 SRUESIES Y Description  cormespondence request from Unite

Studant
Request Date 27/225 Shdenis

Reguest Status  Draft

COrganization Details Tax Identifiers  Addrosses  Contacts  Payments  Business Classificatons  Products and Scraces

4 Income Tax O]
Taxpayer Country Tax Reporting Name

Taxpayer ID Hame Control

Frderal reporable Verification Date

Federal Income Tax

Type Use withhiniding tax

Siate repariable Withhalding Tax Group

4 Transaction Tax

Tax Registraticn

Country
Tar Registration
Humbar

Tax Repgistration Type

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 GB1234567809.

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
DE1234567809.




Profile - addresses

For locations which serve
different purposes, you
can specify addresses for:

Purchase Orders: for all

communications related to U NE o B
Order fUIfI | ment. Company Profile @ Delete Change RequestH[ Done

¥ There are profile changes that aren't submitted. You must edit the changes to continue.
P

Remittances: for
confirmations of
payments.

Change L

Requested By Description

Request Date

Organization Details ~ Tax |dentifiers Contacts Payments  Business Classifications  Products and Services

View + Format w Status | Active V‘ G Detach

Bids and Quotes: for all
bidding and quotation
exchanges.

Address Name Address Address Purpose Status

BRISTOL_UNIT_115 Ordering; Remit to; RFQ or Bidding Active @
Columns Hidden 5

For locations handling

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




Profile - Tax Identifiers

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

set: -
IN) O R &
b
Company Profile @ Delets Change Request ||| Edit [ Done Tax Country as “United Kingdom”
¥ These ae prodile: changes thal aren’l subimitled. Yow rust edil e changes 1o conlinue Taxpayer I D as the U n iq ue Taxpayer

b e =

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

Change iafile bazed on
Description « e request from Uinite

R sied By
Last Chamge Regquest 290 Fisqmaind By

Request Status  Draft Request Date 27225

Crganization Details  Tax Identifiers  Addresses  Comtacts  Payments  Business Classifications  Products and Seraices

4 Income Tax
Taxpayer Country Tax Reporting Name
Taxpayer ID Mame Control

Werification Date

Federal Income Tax

T'!"pl.‘ Uz wathhiplding tax

Siate reparable Withholding Tax Group

4 Transaction Tax
Tax Registration
Country

Tar Registration
HNumber

Tax Registration Type

Leave the remaining fields as blank.




UNITE
STUDENTS

Supplier Portal Guide:
Updating insurance
documents

Access requirement: Supplier Customer Services Representative/ Self Service Administrator




Accessing the Supplier Portal

Good morning,
1
Supplier Portal Tools Oth SeleCt Supplier Portal-

APPS

+

Supplier Portal

Things to Finish

Supplier Portal

SN

Then select Company Profile.

Notifications
1 Unread

Supplier News

Company Profile This is testing new supplier news.




Accessing the profile editor

<!
All the company information can be accessed

and edited using the headers but select Business
Classifications to make a profile change request.

35

Company Profile @

- ad B Change Description
Requested By g
Last Change Request 33016 €4 =

tequest D:
Request Status Canceled Request Dat

select Editin the top

Organization Details  Tax ldenfifiers  Addresses  Contacts  Payments § Business Classifications § Products and Services (j ro m a ke a ny C h a ngesl
right-hand corner.

View w Format w  Status | Active v| _'_-r | Detach

Administrative

Name & ¥ Job Title & ¥ Email & ¥ Phone Contact

User Account  Status

Contact Name ] Active

Select Yes to create a change request.

x
0Z-2130390Making edits will create a change request for the profile. Do you want to continue?

[0 0]




Update the document(s)

NE ¢ @

6 . [ctte crange reques ] seviem changes | | sov | save ana ose | conet
Select Actions > Add. _ _ —

Change Description | Adding Professicnal Indemnity cerlificate

L\

Organization Details dentifiers  Addresses  Contacts  Business Classifications  Products and Services

classifications are applicable
View v Formatw o= 3 i Detach

Other Certifying Confirmed

Classification Subclassification Status rtifying Agency Agency Certificate Start Date Expiration Date Attachments Notes Provided By on

Professional Indemnity v Current Other L4 Aviva 52218121 121224 11225 . ccpolicy. PNG = 3¢ -
| omer N [*] | || B b + B

CHAS or equivalent H&S standard Professional Indemnity

Cyber Essentials/Cyber Essenfials Plus

Employers Liability

15014001 (Environmental Management)
15027001 {IT Security Management)
1508001 (Quality Management)

Other Relevant Insurances

Product Liability

Professional Indemnity

Public Liability

7

y 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.




Review Changes

e

Edit Profile Change Request: 75007

Change Description | Adding Professional Indemnity certificate

Organization Details  Tax ldentfiers  Addresses  Contacts  Business Classifications  Products and Services

[ None of the classifications are applicable

Aclions ¥ View ¥ Formatv 4 X [ Detach
Classification Subclassification  Status Certifying Agency g!‘]'g"cgmw'"“ Certificate Start Date Expiration Date  Attachments Notes  Provided By
Professional Indemnity v Current Other | v | |Avwa ‘ ‘52213121 ‘ ‘ 121224 ‘ ‘ 1112125 ccpolicy. PNG o3¢ E

CHAS or equivalent H&S standard

Cyber Essentials/Cyber Essentials Plus
Employers Liability
1S014001 (Environmental Management)

15027001 (IT Security M;

1509001 (Quality Mana;

Other Relevant Insurances

Product Liability

Professional Indemnity

Public Liability

e

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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STUDENTS

Supplier Portal Guide:
Visibility of PO receipting

Access requirement: Supplier Customer Services Representative/ Sales Representative




Accessing the Supplier Portal

Good morning,

Things to Finish

Supplier Portal Tools Oth
APPS
Supplier Portal

1

Select Supplier Portal.

2

Notifications
0 Unread

Supplier News

This is testing new supplier news. 15-Jan-25
2 Additional Links

Ad Shi t Noti:
e o Acknowledge schedules in

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.



Finding your PO

oS 3

Search to find the PO you need.
Manage Orders (

Headers  Schedules

4 Search Advanced | Manage Watchlizt | Saved Search | Al O
| | | |

Sold-to Legal Entity | Order |

Bill-to BU | Unite Students v Status |

Supplier Site | Include Closed Documents | Mo v|

Search Results US
Actions v View v Format v r =4
Manage Orders

Order Order Date Description Supplier Site

Mo search conducted. Headers  Schedules

Columns Hidden 27

b Search |Agvanced || Manage Watchlist | Saved Search | All Orders

Search Results
Actions ¥ View ¥ Formal v rd ;— B
Order Order Date Description Supplier Site Buyer Ordered Currency Status Ban:gtion Y
PO-1111- 10/07125 4 HQ 600.35 GBP Open 8 10/07125
PO-1111 27/06/25 0.75 GBP Open ;- 2710625
Then select the order number. —
PO-1111 02104125 500 GBP Open % 02/04/25

PO-1111 2 Wales Closed for |... o 2710325

PO-1111 12/03125 HQ Open o 1203725
PO-1111 12703725 HQ Open ;- 12103725
PO-1111 12703125 HQ Open H 12/03/25
PO-1111 12103125 HQ 5.00 Closed for R o 120325

PO-1111 D5/03/25 HQ 17,079.00 Open - 05/03725




Review Receipts

0S

Purchase Order: PO-1111-

Rersived -

4 General peivered [
Sold-to Legal Entity Unite Integrated Solutions plc Supplier Ordered 250 00 GBP Invoiced _@ S | t Vi d | iI
Bill-to BU  Unite Students Supplier Site Wales Description 0 100 200 === )0 e e C e e s °

by
W Amount (GBP)\__/

Order PO-1111- Supplier Contact Source Agreement
Additional Contact
Status  Closed for Invoicing Email Supplier Order

Bill-to Location Master Contract

Buyer South Quay House

Creation Date  27/03/25

Ship-to Location  South Q¢

Notes and Attachments

Order Life Cycle: PO-1111

Required

Acknowled ¢ None Shipping Method
cknowledgmen Sold-to Legal Entity  Unite Intearated Solutions ~- Order Life Cycle onseres 22000 e
Payment Terms 45 Days Freight Terms None Order  PO-1111- w00
shipped  0.00 GBP
FOB Supplier 250

Received 70.00 GBP

Supplier Site  Wales

Shipped

Supplier Contact
P Recaived

Delivered 70.00 GEP

Ordered  250.00 GBP
M Invoiced Invoiced 250.00 GBP

4 In-Transit Shipments

Aclions ¥ View ¥ Formatw 1 [ [ Detach

Shipment Ship Date  Tracking Number Packing Slip Expected Receipt Date Shipped Carrier Bill of Lading

Ho results found

Columns Hidden 2

4 Receipts

Fomatw 7§ Detach

Returned Received Delivered

Receipt Receipt Date  Shipment Ship Date  Packing Slip Invoiced Open to Invoice

170 08/05/25 10:12 10.00 10.00

171 08/05/25 10:18 2000 2000

6

08/0525 10:21 40.00 40.00

Select the receipt number.

4 Invoices

Actions ¥ View ¥ Formatw 51 Detach

Invoice Invoice Date  Status Invoice Total Paid Matched Amount Receipt Packing Slip

2410625 On Hold 300.00 0.00 250.00



Review Receipts

Receipt: 1067

Summary
Supplier Packing Slip

Shipment Waybill
Shipped Date Bill of Lading

Shipping Method Note

Number of Supplier Packing Units Attachments None
Supplier Site UIS_PETERLEE

} Additional Information

Lines

Actions w View w 5

Item Document Quantity
Description Document Type Number UOM Name  Cumrency  Receipt Date
Returned Net Received Rejected

Single Mattress Purchase order PO-1111- o 1 0 Each 21/01/25 12:14

7
All details of received items are here.
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