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Navigation

Note

This guide documents the procedure for 

updating your details on the Supplier 

Portal on Oracle Fusion.

Step 1

Log into the Supplier Portal and you will be taken to the home page as shown below. Select the ‘Supplier Portal’ tile as 

highlighted in red.



Navigating to Supplier Profile

Step 2

Select the ‘Manage Profile’ option highlighted below.
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Navigating to Supplier Profile

Step 3

You will be taken to the Company Profile page. From here, click the ‘Edit’ button at the top right corner. A change in profile will create a Change Request. Click on 

‘Yes’ to continue and a Change Request will be created.
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Creating your Change Request

Step 4

Select the tab relevant to what information you wish to change. For example, ‘Address’ tab to change address and ‘Payments’ tab to amend bank details.
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Changing your Bank Details

Step 5

If your Change Request relates to a change in bank details, select the ‘Payments’ tab and then select ‘Bank Accounts’, both highlighted below.
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Changing your Bank Details

Step 6

After selecting ‘Bank Accounts’, click on the ‘+’ symbol.
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Changing your Bank Details

Step 7

The following box will display. Select ‘United Kingdom’ under the ‘Country’ option and enter your Account Number in the box below. 
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Changing your Bank Details

Step 8

Ignoring the ‘Bank Name’ option, you must then enter your Sort Code under the ‘Bank Branch’ option, remembering to include dashes. Under ‘Currency’, enter 

‘GBP’. Under Account Name, enter the name of your Supplier Bank Account. 
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Finalising Changes and Submitting

Step 9

Once finished, select ‘OK’. You should then select ‘Review Changes’ and then select ‘Submit’. This will allow the change to come through to South Ayrshire 

Council for approval and once approved, your Supplier Profile will be updated.
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