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1. Portal Login

Enter the UniCore website address https://nottingham.ac.uk/unicore

Enter email address and password used to create your Supplier Portal account and click Sign In. Existing
suppliers will have been sent details of your account to the email address we have on file, to request a
new one please email newpaymentsystem@nottingham.ac.uk
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Click Forgot Password to be sent an email with a link to reset their password if required.

2. Create Invoice

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

ORACLE

Good morning, UonTest Approveds

Supplier Portal

Things to Finish

0 b

You have no open notifications

Click on Create Invoice link, you may need to scroll down to see it.
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e Select the Identifying PO using the dropdown, you may need to use the search function if there are a lot
of POs listed.

e Supplier Site and Customer Taxpayer ID will auto populate.
e Enter your reference number for the invoice in the Number field.
e Enter the date, which must be today or later depending on when the invoice is due.

e 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.

e Under the lines section click the Select and Add button.
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e Select the line to add to the Invoice, use Select All if multiple lines all need adding.
e Click Apply
e Click OK
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e Click Invoice Actions drop down on the black menu bar

e Select Calculate Tax
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e This will populate the Summary Tax Lines section with the correct applicable tax, usually 20%.
e Click Save

e Click Submit to submit the invoice to UoN for approval.
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You will receive an Invoice Submitted banner message to confirm the process has been successfully
completed.
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