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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  

  

• Click Forgot Password to be sent an email with a link to reset their password if required.  

 

  

https://nottingham.ac.uk/unicore
mailto:newpaymentsystem@nottingham.ac.uk
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2. Add Bank Details 

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

 

• Click on the Manage Profile link, you may need to scroll down to see it. 

 

• Click the Edit button on the black menu bar. 

• Click Yes if a message appears stating any changes will require approval. 
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• To add or change bank details you must provide a copy of your banking document. 

FORMAT MUST BE ONE OF THE FOLLOWING: 

o Company letter head paper stating bank details and account name. 

o Bank Statement, paying in slip or void cheque. 

o An official letter from the supplier’s bank which includes bank details within the letter.  

• Click on the + in the attachments section. 

 

• Click on Choose file 
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• Select the correct file from your computer and click Open. 

• The file name and Title will prepopulate. 

• Enter “Bank Letter” in the description to help the approval team identify the correct document.  

 

• Click OK 

• Click on the Payments heading. 

• Click on Bank Accounts. 

• Click the Action dropdown and select Create. 

 

• On the Create Bank Account window start typing the country in dropdown box and it will show all possible 

matches, alternatively click the dropdown arrow and click search.  

• Enter the account number in the Account Number field 

• Enter your sort code into the Bank Branch filed and it will automatically populate the Bank Name above.  

• Select Currency from the dropdown, this will usually be GBP unless agreed otherwise with the University.  

• If you have an International Bank, and it has been agreed with the University, then tick the Allow 

international payments box. 

• Enter Account Name. 

• Select the Account Type from the dropdown, usually this will be Checking. 
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• Click OK 

• On the Edit Profile Change Request screen, the account number should now be visible along with a tick in 

the Primary column. 

• Click Review Changes on the black menu bar to see the change being submitted. 

 

• Click on Submit, to send the bank details to the University Payments Team for approval. They may 

contact you if there are any queries with the submission. 

 

• Make a note of the profile change request number in case you need to contact the University in relation to 

the change. 
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• Click Done to be returned to the main supplier portal screen where you can logout. 


