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Suppliers — How to register

Overview

« This Quick Reference Guide (QRG) is one of many that has been designed for suppliers using the new supplier portal to register, tender, manage contracts and
quotations, submit invoices and track payments.

Supplier processes

+ Please ensure you are familiar with the council’s policy as well as the system steps to carry out these processes.
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Important — key points!

BEFORE registering as a supplier, please ensure:

v" You understand the council’s policy: CPS reserves the right to decline a request to add a new supplier if the commaodity is already available from a BCC contract,
of if the use of the supplier is not in the best interest of BCC.

v" All details should be in proper case, for example, A Jones Limited.

When you register as a supplier, please ensure:

v Ensure you attach a letterhead with Company Details and Bank Account Information.

v Ensure you complete contact details.
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How to Register




1| Register as a Supplier D

Use one of the following links to register as a supplier for either Birmingham
City Council (BCC) or Birmingham Children’s Trust (BCT).

Birmingham City Council:
https://enre.fa.em3.oraclecloud.com/fscmUl/faces/PrcPosRegisterSupplier?p
rcBuld=300000006062115

Birmingham Children’s Trust
https://enre.fa.em3.oraclecloud.com/fscmUl/faces/PrcPosRegisterSupplier?p
rcBuld=300000006062196
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https://enre.fa.em3.oraclecloud.com/fscmUI/faces/PrcPosRegisterSupplier?prcBuId=300000006062115
https://enre.fa.em3.oraclecloud.com/fscmUI/faces/PrcPosRegisterSupplier?prcBuId=300000006062196

2 |Company Details

On the Supplier Portal Homepage, you will be able start registering your company details:

(im} "l Overview - Suppliers - Oracle Ar X D Supplier Registration x  + - 0 X
@GR () https//enre-devi faem3.oraclecloud.com/fscmUl/faces/PrcP.. A & {5 ® & | = 4

This instance is for UAT. Cloned from Dev2 on 05-Jan-2022

= ORNa R =R

Company Contacts Addresses  Business BankAccounts Productsand  Rewvie
Details ficat S
Register Supplier: Company Details @ m mm m
hese fiekds: D-U-N-S Number, Taxpayer ID, or Tax Registration Number

* Tax Organization Type v Tax Country v
Supplier Type v Taxpayer ID
Corporate Web Site Tax Registration Number

Attachments None Note to Approver

Your Contact Information

-l O Type here to search

Company: Enter the company name in full as registered
with Companies House. For all other suppliers, HM
Revenue & Customs registered name should be used.
Tax Organisation Type: Choose the appropriate option
from the dropdown list.

First Name — Enter this.

Last Name — Enter this.

Email: Enter the suppliers' general email address.
Preference should be given to shared email inbox
address. Please provide an email address suitable for
receiving remittance advice information and purchase
orders.

Duns Number: The Dun & Bradstreet Duns number is
a unique none digit identifier for business. The number
is assigned once you have completed the D&B
resolution process which identifies a company as being
unique from any other. Duns numbers are often
referenced by tenders and potential business partners
to help predict reliability and/or financial stability of the
company in question. It also enables identification of
relationships between corporate entities.
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3 |Contacts

Enter contact details as shown below:

s - o x| The main contact details should be of the person who would

(m) |v Overview - Suppliers - Oracle Ap X D Supplier Registration X
receive general communications etc.

C @ () https://enre-dev7.fa.em3.oraclecloud.com/fscmUl/faces/PrcP... A & {g w 3 :

This instance is for UAT. Cloned from Dev2 on 05-Jan-2022

= aagwhR & @
v—@

Company Contacts  Addresses  Business  Bank Accounts Products ar
Details Classfications Services

OE EmEa e

Register Supplier: Contacts @

Enter at least one contact

Acons v View v Fomat v o Create  / Edit X Delete " Detach
Administrative  Request User
Name Job Title Emall Contact Account Edit Delete
Lee, Sharon sharon | o'redly @birmingh v v v/ X

Columns Hidden 7

HJll O Type here to search
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4 |[Addresses

Enter address details as shown below:

D | % Oveniew-Supplers- OradeAc X | [ supple Registaton x|+ - o0 X I The address should be the company address as set out in

G @ O httpsy//enre-devifaem3.oraclecloud.com/fscmUl/faces/PreP.. A Q@ 75 W {3 | ¢= ® - - Companies House.

This instance is for UAT. Cloned from Dev2 on 05-Jan-2022

= aaw P ¢ @
OU—00—0 O O 60 0

Company Contacts ~ Addresses  Business BankAccounts Productsand ~ Review
Details Classifications Services

Register Supplier: Addresses mm mw w ‘

Actions ¥ View v Format v == Create

Address Name Address Phone Address Purpose Edit Delete

No data to display.
Columns Hidden 3

1117
28/03/2022
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Hll © Type here to search
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Please ensure you enter the legal entity registration address validated by Royal Mail including post code:

im] | %@ Overview - Suppliers - Oracle Ap X ‘ [} Supplier Registration X \ + — (] X

C m (9 httpsy//enre-dev7.fa.em3.oraclecloud.com/fscmUl/faces/PrcP.. A @ 5 (I o= z

Create Address

*
Address Purpose Ordering

["] Remitto

* Country [ United Kingdom ['] RFQ or Bidding
r Biadil

Flat No/Unit
Number/T/AS/Room in T [44 ‘ = H
Building CIOIRO J

Ind Est/Building Name ‘ o [44 ‘ M H

* Street/Road/Lane Email ‘
(Number then Name)

¥ City/Town/Hamlet ‘

* Postcode ‘

4 Address Contacts

Select the contacts that are associated with this address.
Actions ¥ View ¥ Format v B Freeze ' Detach

Administrative

Name Job Title Email Contact

User Account

No data to display.
Columns Hidden 4

Create Another | OK || Cancel

11118

O Type here to search t ) e N = o .
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5 |Business Classification . s cescoon

Is your business classified as one of the following?

Different contacts can be set up for Tendering; Accounts Receivable; Purchase Orders;

Remittances Company Staff Headcount | Turnover/
: Category Balance sheet
i total
D ‘ %# Overview - Suppliers - Oracle Ap X D Supplier Registration X |+ = 0 X
Medium-sized <250 <€50m=€43m
C ® () https://enre-dev7 fa.em3.oraclecloud.com/fscmUl/faces/PrcP... A Q@ {g w3 T :
This instance is for UAT. Cloned from Dev2 on 05-Jan-2022 Small <50 <€10m
= anw P e @
— - Micro <50 <€2m
O 0 60 0 0 60 0
Cgrentgﬁ:y Contacts Addresses CIi:?ér;eaiisonsBankAccoums Prg(ll.rla\cse:md Review Th' d S t O . t' F th' th th' d t . | d
Register Supplier: Business Classifications @ mm wm m Ir ec_ Or- rganisation - (_)r IS purpo_se’. € third sec 9r InC udes
any organisation where the profits are not distributable to an individual.
(oo cassfcations e cppcare This is also known as asset locked which includes the following
Actions v View v Formatv o ¢ Freeze |n Detach 2 Organlsathn typeS:
* Classification Subclassification  Certifying Agency 2;1?’;"""”"0 Certificate Start Date E:f;ra!ion Attachments Notes N

- Community Interest Company (CIC).

Micro Business v v dd-mmm dd-mmm | None #¢ E

- Charitable Incorporated Organisation (CIO).
- Registered Charity.
- Alimited company (LTD) that is wholly owned by one of the above.

- A Housing Association on the RSL (Registered Social Landlord)
register.

- Industrial and Provident Societies (IPS).

Ll O Type here to search P ] Afw Do P E D - Companies Limited by Guarantee can be included in the third sector,
but their constitution needs to be examined regarding distribution of
surpluses.
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6 |Bank Accounts

i) |" Overview - Suppliers - Oracle Ap X B Supplier Registration X -I- - 0 X |

G @ O https//enre-dev7 faem3.oraclecloud.com/fscmUl/faces/PreP... A @ Y5 W {3 | 1= ) 4

This instance is for UAT. Cloned from Dev2 on 05-Jan-2022

= anwB e @
OU—C0—0—0—=10 O 0

Company Contacts Addresses Business Bank Products and Review
Details Classifications ~ Accounts Services

Register Supplier: Bank Accounts @

Actions ¥ View v Format v = Create E Delete Freeze x| Detach

Account Number IBAN Currency Bank Edit Delete

No data to display.
Columns Hidden 8
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H-ll O Type here to search

Please attach a letterhead with your bank account details on it.

Complete the details within the screen as evidence that the
bank account belongs to you.

. IBAN Number: International Bank Account No. is the agreed

system of identifying bank accounts across national borders to
facilitate the communication and processing of cross border
transactions. The IBAN consists of 34 alphanumeric characters
comprising of a country code, two check digits and a number
that includes the domestic bank account number, branch
identifier, and potential routing information.
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7 |Products and Services

D [ suppler Regiswation « B _ g x| 1. Category Name: A comprehensive, easy to use
procurement classification is essential for any organisation
G @ O nhttps//enre-devifaem3oraclecloudcom/fscmUl/faces/prep.. A & 75 W 3 | 1% 9 - seeking to understand its third party expenditure. ProClass is
el S e ; tailored for use across the UK in local government to
= QanavwRP Qo @ categorise spend.
O—O0—0—0—00—=~0 0O
Compary  Comas  Adeses B Bark Ao Prodets and Revew 2. Choose the ‘Select and Add’ icon. This will bring up all the
Register Supplier: Products and Services B EEsEea choices available.
Actions ¥ View v Format v [l SelectandAdd ) Remove Freeze (s’ Detach
— = m— 3. Choose the category that best describes the
Supper Procuct an S > Glanng & ol Ceanng & anora X products/services you provide.
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8 |[Submit

O [ supplier Registration x + - 0 X l You will be able to review all your details.

C M () https://enre-dev7 fa.em3.oraclecloud.com/fscmUl/faces/PrcP... A & 6 w3 o= g a0 |

Then click OK on the Confirmation box.

~ This instance is for UAT. Cloned from Dev2 on 05-Jan-2022

= anw P o @ F

« Confirmation X

Your registration request was submitted. You will receive an email after your registration request is
reviewed

o]

1537
28/03/2022
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