- DFF

'y o ﬁgﬁz\ﬁiﬁ‘ y

O
‘

)




Wincanton

© Wincanton plc 2021. All rights reserved

Supplier Portal

Benefits of the Wincanton supplier portal

All Wincanton supplier's are encouraged to register for the supplier portal which allows them to update and maintain
their own details.

There are many benefits to the supplier from using the portal and allows the supplier to:
* View purchase orders

« View invoices and associated payment status

* Manage your supplier profile, account and associated details

« Register and manage any additional user accounts as you see appropriate

* Respond to any necessary questionnaires

This training guide provides suppliers with step by step instructions on how to use the portal, after registration.
Video demonstration links are on the next slide.

A supplier can register for the Supplier Portal by sending an appropriate single contact name and associated
email address to supplier.helpdesk@wincanton-services.com



mailto:supplier.helpdesk@wincanton-services.com

Wincanton plc - How to Use the Supplier Portal
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Essentlal Transactlons

Wmcanton Supplier Portal
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Contents
Using these Essential Transactions in the Supplier Portal

Overview of Tasks in the Supplier Portal How to login with Oracle Applications Cloud - Supplier Portal

Navigating on the landing page

Orders Viewing Purchase Orders and Progress

Invoices & Payments Viewing Invoices and Payments, Payment Details, Reconciling Self Bill
Invoices

Managing Profiles Manage, Submitting Change Requests

Changing and Updating Company Info
Changing Addresses
Adding User Accounts and Administrators

Changing Bank Details

Demonstration Video - URL links. Click on the Essentjal Transactions
title to launch the video Managing Profiles



https://360.articulate.com/review/content/03878d01-7955-423b-a7bc-7d5d96855a9b/review
https://360.articulate.com/review/content/24e698bf-d16d-4c24-a837-b3bb951909ab/review
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Login With Oracle Applications Cloud - Supplier Portal

After registration, follow these steps

1. Open your email ‘Congratulations your Oracle SIGN IN
| ORACLE APPLICATIONS CLOUD

Fusion Applications account has been
successfully created’. Note your username as
you will need this to log in each time to Oracle

2. Follow the link to the Oracle Sign on page

3. Type in User ID (username)

4. Click on ‘Forgot Password’ and then type follow
the password reset steps - remember your
password!!

5. Log in with this Password
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Home Page
Landing Page

Wincanton

Good afternoon, Natalie Zouch!

* sl

1. This is the landing page, with name and the
Supplier Portal infotile, click this to access the
Supplier Portal

1. Update your profile
2. See invoices
3. View Purchase Orders

Supplier Portal

2. The other menus on the top-right of the window
are ‘home’, Watchlist, Notifications and the sign
out drop down menu

ess Accessibility Settings

Settings and Actions

3. Use the ‘Home’ icon to return to the landing
page at any time, it is always on the top-right of
the window
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Supplier Portal
Landing Page

Requiring Attention Recent Activity Transaction Reports
| act 30 Davs Last 30 Days

Invoice Amount

1. The Supplier Portal & Infolets

2. The dashboard will identify any required B s M s
actions and produce a useful shortcut to
any recent activity - recent payments for
example. All shortcuts are in blue and
hyperlinked (hover on the word and click
to launch details)

1. View invoices - search for invoices
received and uploaded into Oracle
Cloud

2. View Payment

3. Manage Profile
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Wincanton

Orders

Manage Orders

On the ‘Task’ menu scroll down (use mouse/Page
Down/or the grey scroll bar on the right side of the
window) to find ‘Orders’, select the sub menu ‘Manage
Orders’

Click on ‘Status’ on the right-hand side of the Manage
Order window and click on the down arrow. Click on
‘Open’ and click on ‘Search’

Use ‘Actions’ to view the PDF, for example, ‘View’ to
enhance the column details

7

To export the file to Excel, click on the icon

Click on the ‘Order’ number highlighted in blue, to
open the window with this ‘Purchase Order’ window

Click on ‘View Details’ to view the progress of the
order - in a bar chart/progress format

To leave the page click on the home icon, or click on
‘Done’

Tasks

Orders

» Manage Orders
T

Manage Orders

Search Results

Agvanced | Manage Watchlist | Saved Search | All Ords

Em view v Formatw Freeze |m| Detach Wrap

‘ Edit

Export to Excel

Cancel Document

Acknowledge

View PDF

Order Date Description

280712021
28/07/2021
28/07/2021

21/07/2021
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Wincanton

Invoices

Viewing Invoices

View invoices - search for invoices
received and uploaded into Oracle Cloud

1. On the ‘Task’ menu scroll down (use
mouse/Page Down/or the grey scroll bar on
the right side of the window) to find
‘Invoices and Payments’ and click on the
sub menu ‘View invoices’

2. Searches can be on ‘Invoice Number’ or
‘Supplier’ or ‘Purchase Order’, type in the
number and click on ‘Search’

3. To view all invoices received select the
down arrow next to ‘Supplier’, this will
identify the supplier. Select ‘Search’ for
all invoices

4. Note: you always need to place a search
criteria in the box where a ** is shown

5. To leave the page click on the home icon,
or click on ‘Done’

*Self Bill Invoices will have a ERS or SBA prefix*

Invoices and Payments

« Create Invoice

« Create Invoice Without PO

« View Invoices

=4 = BT

View Invoices

Search

™ Pu

Search Results
Vieww FE i Detach

Invoice Date  Type

- upplier -
w1 ** supplier
supplier Site

Purchase Suppli
Order upplier

Search Results
vieww 5 Detach

Invoice
Number

Invoice Date
30005017614- . 20/07/2021
ERS-2021-07-...  20/07/2021
ERS-19-JUL-2 19/07/2021

ERS-17-JUL-2..  17/07/2021

= Supnl\er‘ WINCANTON 1S

Supplier Site ‘
Purchase .
Type Order Supplier
Debit memo WINCANTON IS
Standard WINCANTON 1S
Standard WINCANTON IS
Standard WINCANTON 1S

Supplier Site

[ Advanced | saved search [Alnvoces — v]

* At least one is required

| searcn | Reset || save...|

zo
£g

| Search ||
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Wincanton

Invoices

Invoice & Payment Details

1.

To export the file to Excel, click on the icon | **

Expand the view to full screen, click on ‘detach’
icon

Through ‘View’ you can adjust what you see and
the format of the columns

Look at the ‘Invoice Number’ column and click on
the invoice number (marked in blue and
hyperlinked)

The invoice detail includes; invoice copy, invoice
description, amount, and purchase order link (this
will open a graph the PO value an amount
invoiced)

The ‘Items’, ‘Summary Tax Lines’ and ‘Totals’ are
now visible- scroll down to view more details of
the totals

Click on the ‘Payments’ tab to give details of the

Search Results

View w il Detach

Invoice

™ Invoice Number|

= Supp\ier| WINCANTON IS

Supplier Site |

** Purchase Order|

Purchase

Number Invoice Date Type Order
30005017614-.|.  20M07/2021 Debit memo
ERS-2021-07-...  20M07/2021 Standard
ERS-19-JUL-2...  19/07/2021 Standard
ERS-17-JUL-2...  17M07/2021 Standard

Supplier

WINCANTON IS
WINCANTON 1S
WINCANTON 1S

WINCANTON 1S

payments
Click ‘Done’ to return to the previous window

Invoice: 30005017614-4157

Business Unit  Wincanton Holdings Operations
Legal Entity Name Wincanton Holdings Limited
Supplier or Party WINCANTON IS

Supplier Site  Sales SN14 OWT

Wincanton Group Ltd, Chippenham, Methuen Park.
CHIPPENHAM, Wiltshire, SN14 0WT

Invoice Date  20/07/2021

Address

Lines Paymentis

Items
View w ‘ ‘ iw] Detach
) Lines | Payments
Line Amount Desc Paymenls
Number Payment Document Status Reconciled Payment Date
1 -377.33 Chan
No payments
Summary Tax Lines
y Installments
Vi
ey Amount (GBP)
Li * Regi Number Due Date Payment Method
ne egime Gross Unpaid
it 1 0310812021 713 -377.33 APIAR Netting
_—

377133 -377.33

Paid Amount Address
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Invoices

. |m|s ed Search
Creating a Statement of Account g .

If you want a consolidated view of all your invoices, for a specific date range, then (] o o [ s ]
follow these steps - o 7 S

Paid Status ‘ Equals

1. Click on ‘View Invoices’ in the Task list st

2. Click on ‘Advanced’, on the right-hand side of the window
3. Complete the Invoice Number or Supplier or Purchase Order box (marked as **) oo
4. In the ‘Invoice Date’ box, select from the list; for a date range select ‘between’ =

and enter the dates in dd/mm/yyyy order, for a specific date then select ‘Equals’
and type in the date

Invoice Status | Equals

Paid Status | Equals v” v|

5. The list of invoices will show in the box below peyment umber [ S

Inveice Date
Ao
Invoice Date | Between w | ddmmiyyyy

6. Click on the ‘export to Excel’ icon for your statement, open Excel

[y | B | dd/mmiyyyy

7. Click on ‘Done’ to return to the previous screen

Search Results

View w | | &} Detach | | i Detach
i Export to Excel
If?:l‘?‘:ﬁ:r E Export to Excel Supplier

er
No search conducted.
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View Invoices

Self Bill Reconciliation

™ Invoice Number‘ Starts with v|[sg,\|

Creating a Statement of Account e .
The new self bill process generates a self bill per transaction. B

Therefore, you are empowered to create your own Excel report to
view your own self bills statements.

1. Click on ‘View Invoices’ in the Task list

Click on ‘Advanced’, on the right-hand side of the window

2
3. In the ‘Invoice Number’ box type in ‘SBA’ (this will list all the self bill invoices)
4

In the ‘Invoice Date’ box, select from the list; for a date range select ‘between’ and
enter the dates in dd/mm/yyyy order, for a specific date then select ‘Equals’ and
type in the date

5. The list of invoices will show in the box below

Invoice Status | Equals vH v|
6. Click on the ‘export to Excel’ icon for your statement Pold Sats | il v v
Payment Number| Equals w H_
7. Click on ‘Done’ to return to the previous window invojcs Amount[Eqte o[ Imoie Date
Invoice Date | Between v ‘ dd/mmiyyyy E‘e H dd/mmiyyyy E&

| &) Detach EARE e -m
e Export to Excel o e s e

r
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Wincanton

Payments

Viewing Payments

1.

2.

To view payments made in Oracle, select ‘View
Payments’ from the Supplier Portal Page

Searches can be made on the basis of any criteria
with a **

To view all payment made, select the down arrow
for ‘Supplier’. Select ‘Search’ to view all
payments, ‘Reset’ to carry out another search
Searches can be made for specific ‘payment
numbers’, type in the number in the box provided
Similarly to ‘view invoices’, you can ‘export’,
‘detach’ or ‘expand’ the screen, by clicking on the
icons

Click on the ‘payment numbers’ to provide full
details, date paid and bank account remit, look at
invoice paid details and also the Purchase Order

Click ‘Done’ to return to the previous windows

Invoices and Payments

« Create Invoice
« Create Invoice Without PO

« View Inyoices

« View Payments

View Payments

4 Search

** Payment Number | |
Payment Status | “|

Payment Amount | |

Search Results
vieww 53 [ Detach

Payment
Number

Payment Date PaymentType  11V0IC®

No search conducted.

| Search || Reset || Save... |

| Advanced | saved

** supplier
Supplier Site

Payment Date

[-]

WINCANTON IS

16071 |

Supplier Site
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[ ]
< Ompa ny Prof'l le I Organization Details Tafldentifiers Addresses Contacts  Payments  Business Classifications  Products and Services

Manage Profile

1. View & edit your profile

‘Organizational details’
Tax identifiers (VAT number and VAT type) Change Description
Addresses (current address and adding new)

Contacts (those with access to the Portal and your contact details)
Payments - bank accounts with the facility to change

«  Wincanton ask you review your profile and update as necessary

SghwN =

£\ Warning x

P0Z-2130390Making edits will create a change request for the profile. Do you want fo continue?

* In the ‘Task’ bar, scroll and choose ‘Company Profile’, and the sub menu
‘Manage Profile’ Yes | No

*  Clicking on the tabs will open the last entry in ‘read only’ view

*  Click on the ‘Edit’ button when you want to make a change

*  Where a change is required you will be required to complete the ‘Change

Description’ box
« Clicking on ‘Save’ or ‘Save and Close’ will generate a ‘do you want to

continue?’ warning - click on ‘Yes or No’
*  Click ‘Done’ to return to the previous windows
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Com pa ny PrOfi le I Identifiers  Addresses Contacts Payments  Business Classifications  Products and Services
Submitting Change Requests

[ mthangeﬂﬂqueﬂ][ Hﬂ'iew(:hallnes] [ Sﬁrﬂ][ﬁﬁrﬂﬂlﬂtlﬂm][gﬂl{:ﬂ] '

1. These are the following options

a) ‘Delete Change Request’ this will cancel the request for change even after it has been submitted (as long as the
request is showing ‘pending approval’)

b) ‘Save’ allow you to save the changes in that window before moving to another

c) ‘Save and Close’ will save and close the window - this does not SUBMIT

To SUBMIT a request you need to select ‘Review Changes’ and then ‘Submit’.
Though you can ‘Edit’ and ‘Delete’ at this stage too

If the SUBMIT button is not selected the changes to the record will not take @ Confirmation X
place

3. Look for the ‘Confirmation’ message and click on ‘OK’ to finish

Your profile change request 305088 was submitted for approval.

OK
4. You can find actions and responses in the ‘Worklist’, this is an infotile on the
landing page under ‘Tools’
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Wincanton

Organisation Details
Changes

Click on the ‘Organisation’ tab

Read through the current details and click on
‘Edit’

Complete the boxes as required

Click on + if you need to add an attachment
Follow the ‘Submitting Change Request’
process to ‘Save’ and/or ‘Review Changes’
etc

Remember to complete the ‘Change
Description Box’

I Organization Details Tafldentifiers Addresses Contacts  Payments  Business Classifications  Products and Services

Organization Details  Tax Identifiers Addresses Contacls Paymenis

4 General

Change Description

Business Classifications  Producis and Services

* supplier Name ‘ WINCANTON IS

Supplier Number 18071

Supplier Type | Unclassified

4 |dentification

D-U-N-5 Number ‘

Customer Number ‘

SIC ‘

4 Corporate Profile

Year Established ‘

o
A

‘Year Incorporated ‘

4 Financial Profile

Fiscal Year End Month

Current Fiscal Year's Potential Revenue ‘

Preferred Functional Currency \:E]

Status  Active

Attachments None s

National Insurance Number ‘

Corporate Web Site ‘

Chief Executive Title ‘

Chief Executive Name ‘

Principal Title ‘

Principal Name ‘
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Wincanton

Addresses
Changes

Click on the ‘Addresses’ tab

Read through the current details and click on
the address name in blue

Complete the boxes as required

Click on ‘OK’ when finished, ‘Cancel’ if
finished or the ‘X’ to close the window

To add an address then click on the ‘+’ button
To view all columns, click on ‘View’,
‘Columns’ then tick or untick from the list

If an existing site is not longer required, (eg
you have moved) do not change the existing
site, but place an ‘inactive’ date in the box
provided. Then choose ‘+’ in point 4, for a
new address

Follow the ‘Submitting Change Request’
process to ‘Save’ and/or ‘Review Changes’
etc

Remember to complete the ‘Change
Description Box’

Organization Details

Tax ldent@ers  Addresses  Contacts BPayments  Business Classifications  Products and Services

Crganization Details  Tax Identifiers  Addresses Contacts Payments  Business Classifications

Actions -+ View w Format « Status | Active w Freeze Wrap
Address Name @
SN14 OWT Edit Address: SN14 OWT x
Co|um|'|5 Hidden 3 * Address Name * Address [y| Ordering
* Country ‘umted Kingdom | - I Purpose [v/| Remitto
RFQ or Bidding
* Address Line 1 ‘ Wincanton Group Ltd
Phone ‘ ‘ v H H 01249 710458 H ‘

Address Line 2 ‘Cmppennam

Fax ‘

Address Line 3 ‘Metnuen Park

B3| | |
Inactive Date | da/mmiyyyy e

Organization Details ~ Tax Identifiers  Addresses Contacts Payments Ci[yorTuwn‘Cmppennam

County ‘ Wiltshire

. N Status  Active
Actions w m Fomatw o= Status
B Postcode ‘SNM owTt
Address Refresh less L
anguage v
SN14 0 About This Record enton Group Ltd,Chippenham Methus
Columns r| Columns > | Show All ‘
Inactive Date
Sort F| « Stalus
Reorder Columns Email
« Fax

v Address Purpose
+ FPhone

Country
+ Address

+ Address Name

Manage Columns
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Wincanton

Contacts
Changes

*Note*

*  An Administrative Contact will receive all system communications
» User Account, if this has a green tick, then access to the system has been

Organization Details  Tax |dentifiers  Addresses FPayments  Business Classifications  Products and Services

rganization Details  Tax Identifiers  Addresses

Actions v View v Format w

+ 7

Contacts

Payments

provided. Each user accessing Oracle Cloud has a unique user name and
password
Click on ‘Contact’ tab

. You can use the ‘View’ button to add columns and + or - to add or remove users

ADDING USERS

1. To add a contact, click on ‘+’; all boxes with a * are mandatory

2. Click in the box whether the user is an ‘administrative contact’ - this means they
can add users, rather than a user account permissions

3. To ‘Request’ a User Account’ click in the box provided

4. All users have all ‘roles’ which are listed. To remove one or more ‘roles’, click
on ‘X’. Click on ‘Create Another’ or ‘OK’

5. Remember to complete the ‘Change Description Box’

EDITING USERS

1. Click on the User’s name in blue to ‘Edit Contact’, complete the boxes as
appropriate.

2.  You can make their status ‘active’ or ‘inactive’, if you no longer want them to be
a user

No data to display.
Columns Hidden 5

4 User Account

+4 User Account

o
Roles  Data Access

Actions v View w Format w

. | Role

Supplier Accounts Receivable Specialist

Supplier Bidder

Supplier Customer Service Representative

Create Contact X
Salutation Phone ‘ | v H H H ‘
e — e [l \
L w0 |
: st
‘Administrative contact
4 Contact Adresses
Actions w View w Format w E Freeze | Detach Wrap
Address Name Address Phone Address Purpose Status

Request user account

@-F

E-mail is required when requesting a user
account

x B Freeze

| Detach

A Description
Manages invoices and payments for the supplier company. Primary tasks include submitting invoices as well as tracking in
Sales representative from a potential supplier responsible for responding to requests for quote, requests for proposal, requ.

Manages inbound purchase orders and communicates shipment activifies for the supplier company . Primary tasks include...

Create Another HE” Cancel ‘
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Payments

Changes

You can change the Company’s bank details directly into Oracle. It is the

suppliers responsibility to use the portal to update any bank details in a
timely and accurate manner

Payment Methods  Bank Accounts

Actions w View v Format w o= (] Freeze @} Detach

1. Select the ‘Payments’ tab Payment Methods  Bank Accounts
2. There are two tabs ‘Payment Methods’ and ‘Bank Accounts’
3. To change the ‘Payment Method’, select the method by clicking on Actions v View w Format , Freeze Wrap
the method name (eg BACs) and complete the ‘from’ and ‘to’ date
4. Follow the ‘Submitting Change Request’ process to ‘Save’ and/or Primary  Account Number
‘Review Changes’ etc | oo
5. Remember to complete the ‘Change Description Box’ e )
1. Select the ‘Bank Accounts’ tab -
2. Click on ‘+’ to create a new account, all the *mandatory fields need o
to be completed s | ] B
3. ‘Bank Name’ is selected from a drop down menu — — \
4. Click on ‘Create Another’, ‘OK’ or ‘Cancel’ e
5. Follow the ‘Submitting Change Request’ process to ‘Save’ and/or
‘Review Changes’ etc
6. Remember to complete the ‘Change Description Box’
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Appendices

Hints and Tips
Watchlist
Worklist

Contact Us

Should you have any questions then please contact our dedicated supplier helpdesk:
Email - . Telephone - 0844 736 2412 (UK). Open 8:30am to 5:00pm

Monday to Friday (excluding bank holidays)


mailto:supplier.helpdesk@wincanton-services.com
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Hints & Tips

« All items can be exported into Microsoft Excel - look for the Excel Icon-

* Oracle Cloud can be accessed 24/7, using Google Chrome or Microsoft Edge on any mobile device
« Add additional ‘Contacts’ to access the Portal in ‘Manage Profile’

« Keep Wincanton updated with changes of address etc in ‘Manage Profile’

« Changes are made instantly in Oracle Cloud
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Wincanton

Watchlist

Accessing the Watchlist - click on ‘Flag’
Click on any of the blue titles for information: -

‘Agreements’ (between Wincanton and the
Supplier),

‘Negotiations’ (RFP, open/closed),

‘Orders’ (Purchase Orders),

‘Questionnaires’ (initiatives/renew their self
bill/insurances/service level agreements etc)
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Worklists

Accessing and Using Worklists

Good afternoon, Natalie Zouch!

Access Worklist by using the bell icon on the landing page or .
select Tools Tab and then Worklist Infotile Worklist

* Your latest changes and responses from Wincanton are
held in this Infotile/Bell icon

Worklist: Notifications and Approvals @&




