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1. Login to UniCore

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

e 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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2. Manage Orders

Click on the Supplier Portal tile.
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You have no open notifications

Click on Manage Orders.
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3. Search For Purchase Orders

Enter a Purchase Order number and click Search or just click Search to see all Purchase Orders.
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Click on the corresponding Order Number you wish to view.



ORACLE

Manage Orders @

Headers  Schedules

» Search Advanced | Manage Watchlist | Saved Search All Orders. v
Search Results
Actions w View w Formatw By eze ' Detach

Order Order Date Supplier Site Buyer Ordered Currency Status

Life  Creation
te

14-Mar2024  Azion Mulilingual Safety Venting Wash Bottle, Capacity 500m . LOUGHBOROUGH  Darren Fumiss 2756 GBP

14.Mar-2024

07Mar2024 8el At SP Sciencewara Port

le Glove Box System, Glove Box ~ LOUGHBOROUGH  Darren Fu

225400 GBP

Corning HTS Transwell .86 Well Permeable

Support System UGHBOROUGH  Darren Fumiss 304730 GBP

Bel At

Switch-Grid Test Tube . LOUGHBOROUGH  Darren Fum

Bel-AnS LOUGHBOROUGH  Darren Fumiss op
LON000D419 Feb-2024 Boney chemicals eicester Amanda Bastable e T 16Fen2024
UON00OD396 16.Feb-2024  specsal chemicals for tab LOUGHBOROUGH  Victona Burgoyne U 18Feb2024
NOT0000026 el-At SP Scenceware Portable Glove Box System, Glove Box GHBOROUGH  Darren Furniss cap
UON0000379 Bel-At SP Soencewiare Plastic Frame for Swich-Gid Test Tube . LOUGHBOROUGH  Darren Fumiss Gap
LON0000378 Feb-2024 Duran Duroplan BoroSilicate Petr Dishes, Diameter 120 mm, H GHBOROUGH  Darren Fumis 8P op
30-Jan2024 Test for smant approval Leicester Joy Lak e8P Open T 30-Jan2024
12-Jan-2024  Banes for hazardous chemica LOUGHBOROUGH Jayson Bispham EUR [ R T 12an204
12-Jan-2024  Bones for hazardous chemica LOUGHBOROUGH  Jayson Bispham 750000 GBI Closed for R T 12Jan2024
UONDOD0328 12-Jan-2024  Anthany Fidget Spinner LOUGHBOROUGH Jayson Bispham 10.00000 GBP 0 12Jan2024
LON0OOD324 Anthony Fidget Spinner LOUGHBOROUGH  Jayson Bispham 0 12Jan2024
UONOOOD316 unny Bones Leice: Amanda Bastable Open 0 12Jan2024
UON0000210 11-3an-2024  Thermo Scientiic Chart Recorder for Ullia-Low Temperalure Fre.. LOUGHBOROUGH  Darren Furniss Ope T MJan2024
ON0000293 11-Jan-2024  Bones for hazardous chemica Guy Wik R 0 11Jan2024

Screen will display the details of the order.
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Columns Hidden 21

4. View Invoices

Click on View Invoices.



Search | Orders v Order Number
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Click the Invoice Number to view details.
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Screen will display the details of the Invoice.
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ORACLE

Invoice: 4156107322

Business Unit  UON BU

Legal Entity Name
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Supplier Site  LOUGHBOROUGH

£ DEPARTMENT,
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GHBOROUGH, LE11
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Vieww [F [ Detach
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View v
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Tax charges summary
Inclusive Tax
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5. View Payments

Click on View Payments.

Search | Orders v| Order Number
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Agreements.
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Shipments
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Company Profile

« Manage Profis

Enter a Payment Number (if known) or Click the Supplier drop down and choose your company name.

Invoice Amount
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Payment Currency  GBP Descriptior
vE-
Tax Control Amount 289 Rt T A OSSO ATAT VSR
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ORACLE

View Payments

4 Search Advanced | Saved Search Al Payme: v
** Payment Number ** Supplier v ]
Payment Status v Supplier Site v
Payment Amount Payment Date | dc-mimin-yy
Search || Reset || Save..
Search Results
Viewv T &l Detach
Payment Invoice Payment Payment
it Payment Date Payment Type Nisnber Supplier Supplier Site fdotssligl Remit.to Account

Click the Payment Number to view details

ORACLE

View Payments

4 Search Advinced Saved Search | Al Payrers v
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Screen will display the details of the Payment
ORACLE

Paymen

Business Unit Payment Amount 1.20000 C

Payee D PaymentDate 12 Apr.
Payes Site LOUGHBOROUGH Payment Type

. FINANCE DEPARTMENT, BISHOP MEADOW ROAD
Address | GUGHBOROUGH, LE11 5RG

Remitto Account
Payment Status  Voided

Payment Document

Paid Invoices

Purchase . Consumption . Invoice Invoice Paid
Number Invoice Date  Type Bras Receipt i Paid Amount et e DueDate (&
31-Jan2024  Standard 120000 GBP  1,20000 GEP Manually a Not paid
31Jan2024  Standard Not paid

6. View Receipts

e Click on View Receipts
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Click the Receipt number to view details
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Screen will display the details of the Receipt
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» Additional Information
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Document Type
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Coming HTS Tr...  Purchase UON0000427
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Advancad | Soved Sasrch a1 R
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[ =yl
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7. View Returns

Click on View Returns
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Supplier News
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Invoices and Payments Ple:
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Any queres, plesase contact UoN Procuement

Negotiations

Qualifications

Company Profile

Enter a Receipt number or Purchase Order number

ORACLE

View Returns

4 Search
I" Receipt | I Supplier ltem
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I" Purchase Order | v l RMA
Search Reset  Save..
Search Results
Vieww §E
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Receipt Organization £eE™ Shipment  RMA RetunDate  ftem b Dok Guantity  Quantity UOM Name
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Click the Receipt number to view details

Screen will display the details of the Return
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