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Supplier Portal  
Abcam Supplier Portal (Oracle Fusion) has been designed to collaborate with our suppliers, providing 

full visibility over the purchase to pay activities.  

Abcam suppliers will be managed in the Oracle Cloud, however, at this time only indirect products 

and services will be purchased via this method. All direct procurement will be purchased through our 

existing systems in line with our current processes.  

Direct procurement, also known as stock maintained, is defined as materials that are converted or 

processed to make the finished saleable product and have system-maintained stock. 

Indirect procurement, also known as non-stocked maintained, is defined as goods or services 

purchased to support the business operation, which do not have system-maintained stock and are 

not converted into finished products or resold. 

For direct procurement, except for purchase orders, receipts and returns, all other procurement 

activity will be managed in the Supplier Portal. This includes: contracts, requests for information, 

negotiations and invoice and payments.  

Please ensure the information that Abcam has stored is correct and up to date. This will help to 

ensure payments are made promptly and without error. 

Supplier Registration 
All current suppliers that were trading with Abcam prior to the 29th April 2019 will be provided the 

access to the portal as a phased approach and contact details will be requested to set required 

users up with access. The registration link to the supplier portal will be sent over when suppliers 

contact Abcam via procurement email address procurementqueries@abcam.com.  Further 

information on logging into the portal and accessing the information stored here, will then be 

emailed out to the contact details provided. For existing suppliers, please refer to the chapter, 

‘Supplier Portal: Logging in and Navigation.’ 

For all new suppliers that Abcam wishes to trade with, a registration link to the supplier portal will be 

emailed out.  Please follow the instructions contained in the email and the information available 

within this how to guide, to set up a new profile.  

1. This process starts from the Register Supplier: Company Details page. Update the fields as 

detailed in the steps below. Any fields marked with an Asterix (*) are mandatory fields. 

 
 

a. Enter the legal name of the company against the Company field. This is the name used 

when filing the company’s annual accounts.   

mailto:procurementqueries@abcam.com
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b. Select the relevant Tax Organisation Type from the drop-down list. 

 

c. Choose the Supplier Type from the drop-down list.  

 

d. Add a website in the Corporate Web Site field.  

 

e. The company tax information needs to be entered against one of the 3 fields; D-U-N-S 

Number, Taxpayer ID, or Tax Registration Number 

 

f. Select the Tax Country as applicable, from the drop-down list and add any tax 

information in the fields below this.  

 

g. Any attachments that could support the supplier application process can be added by 

clicking on the + icon against the Attachments field. 

 

h. Add the contact details of a person that can be contacted in relation to the registration 

information entered, in the First Name, Last Name and Email address fields.  

 

i. Click Next to continue. Alternatively, click on Save for Later to save the information 

entered so far.  

 

2. The Register Supplier: Contacts page will load.  

 

The contact information entered on the previous screen will automatically save as a contact 

against this supplier account. Further contacts can be added by clicking on the Create button. 

Alternatively, contacts can be edited or deleted using the relevant buttons against that contact 

line. 

 
 

3. Add the contact details as applicable. Fields marked with an asterix (*) are mandatory fields. To 

set the contact up with access to the supplier portal, please ensure Request User Account is 

ticked and the Role is selected from the list available at the bottom of the screen. Click OK to 

save the information or Create Another to continue to set up additional contacts. 
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4. Click on Next to continue.  

 

5. The Register Supplier: Addresses page will load.  

 

Click on the Create icon to add in a new address. Multiple addresses can be added and set up 

for different purposes. The address options are For Remittance, For Ordering or For RFQ (Request 

for Quotation) or Bidding. Addresses can be set up to have 1 or more of these purposes as 

required. 
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6. Add in the address details and pick all relevant options in the Address Purpose from Ordering, 

Remittance, or RFQ or Bidding. 

 
 

Contacts that have been created previously in the contacts page, can be attached to a 

specific site address using the Select and Add icon highlighted on the previous screen print.  

 

Once all information has been added, click on OK or alternatively click on Create Another to 

add additional addresses.  

 

7. Click on the Next button to continue. This will load the Register Supplier: Business Classifications 

page. This is not mandatory information but helps the procurement team to know the areas of 

industry and commerce that each of the suppliers operate in.  

 

8. Click on the + icon to create a new line. Select the Classification from the drop-down list and 

complete the relevant information against the line. Alternatively, if none of the available options 

are applicable, put a tick in the field None of the classifications are applicable. 

 
 

9. Click on Next to continue. This will load the Register Supplier: Bank Account page.  

 

10. Click on the Create icon to add bank account information. The information in steps 10 and 11 are 

only required for electronic payments. To be paid by other means such as cheque, skip to step 

12. 
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Please Note:  

Bank account information will need to be verified by the Finance team to prevent against 

security breaches and fraud. Please email the Finance team on 

supplierbanks@abcam.com with any bank account related queries. 

11. Select the Country from the drop-down list. The fields below this will change in accordance to 

any country specific details. Add in the bank account information as applicable. Click on OK to 

save.  

 

 
 

12. Click on Next to continue. This will load the Register Supplier: Products and Services page. This is 

where details of what can be supplied to Abcam can be added. This is not mandatory 

information however, again supports the procurement team to know what is available from their 

suppliers.  

 

13. Click on Select and Add to choose from the list of products and services available. 

 
 

14. Enter criteria to search on either in the Category Name or Description fields. A wildcard search 

can be done to broaden the search results by using a percentage sign (%). For example, to bring 

up all laboratory supplies, enter ‘lab%’. Select the options to add from the list and click on Apply 

to stay in this screen and continue adding on more items or OK to save and return to the previous 

screen. 

  

mailto:supplierbanks@abcam.com
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15. Click on Next. This will load the Register: Supplier Questionnaire page. The supplier questionnaire is 

a set of questions that Abcam asks all new suppliers before any orders are placed. This is to 

ensure that our suppliers meet any criteria set out such as financial background checks, or ethical 

standards. 

 

16. Answer all the questions by selecting a response as applicable. Some of the questions will require 

the documents that support the answer given to be attached. This can be done by clicking on 

the + icon against any Attachment fields.  

 

Move between the sections either using the navigation panel on the left or by clicking on the 

Next or Previous Section buttons. 

 
 

17. Once all the questions have been answered, click on the Next button. This will load the Register 

Supplier: Review page. Check the information that has been entered is correct. 

 
 

18. Click on Register to complete the application. A confirmation message will display that the 

registration has been submitted. An email with the login details will be sent to the contact details 

of any people that were registered on the system. 

 
 

Please Note:  

By registering on the supplier portal, this creates a Prospective Supplier account. Prospective suppliers 

can take part in negotiation and requests for information activity but are not able to supply Abcam 

with any goods or services.  

When a prospective supplier is approved by Abcam procurement and finance team with the 

information provided above, or if a prospective supplier is successful in a negotiation and is awarded 
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the business, Abcam will promote the supplier account to Spend Authorised. At this point, purchases 

can be made.  
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Supplier Portal: Logging in and 

Navigation 
Once registered on the Supplier Portal, Abcam will need to approve the registration. An email 

notification will be sent to the main administrative contact set up against the Supplier Profile to 

advise if the registration has been approved or not. Please check the ‘Junk’ folder to ensure the 

email has not been filtered into there. 

 

Once approved, an email will be sent to all contacts that have been set up with ‘Request user 

access. This will contain a link to the portal and the user’s login details. Click on the link contained in 

the email to login. 

 



11 

 

 

 Supplier On-boarding and Maintenance_A Supplier’s how to guide_Version 1.0 11/17 

On initial login, a user will be requested to change their password. Passwords must be at least 8 

characters long and be a combination of alpha numeric characters. 

 

Once logged in to the Supplier Portal, a menu displays on the left-hand side of the window with 

available tasks and activities. 

 

The main window will display a dashboard of activity and any news published by Abcam. Please 

note the email address to send all invoices to, displayed here.

 

The icon on the right of the screen, provides the option to change what tiles are displayed in the 

dashboard area of the home page.  Ticked items will display on screen. 
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Notifications will display in the Bell icon at the top of the screen and in any corresponding dashboard 

tile on the home page. Please ensure notifications are responded to timely. 

 

To make amendments to a user’s profile, once logged in, click on the users initials in the top right 

corner of the screen. From here, users can set accessibility requirements, change passwords and set 

the language as required. These options are all available from the Set Preferences option. Users can 

also sign out from here. 
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Maintaining Supplier Information 
Please ensure the data Abcam holds is kept up to date and accurate. This helps to ensure prompt 

payment for any invoices received. Where information is updated, Abcam will validate and confirm 

these changes. This is to prevent against any potential security breaches.  

1. This process starts from the home page of the Supplier Portal.  

 

2. To access the supplier profile information, scroll down to the bottom of the list of tasks showing in 

the menu on the left-hand side and click on Manage Profile. 

 
 

3. Use the tabs along the top to navigate to different sections of information to view and/or update 

as required. To amend the details displayed on screen, click on Edit. 

 
 

Please Note:  

Bank account information will need to be verified by the Finance team to prevent against 

security breaches and fraud. Please email the Finance team on APqueries@abcam.com  with 

any bank account related queries. 

 

4. Once in edit mode, a Change Description field will display at the top of the screen to record 

details of the change. This needs to be completed as all updates will need to be approved by 

mailto:APqueries@abcam.com
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Abcam. 

 
 

5. Ensure any past employees have their access removed in the Contacts tab. This will need to be 

done by the ‘Administrative user’. New employees can also be added in here. This is done from 

the Actions button. A user cannot delete themselves from the contact list. 

 
 

6. Once all updates have been made, click on the Review Changes button to validate the 

information entered. Click on Save and Close, to send a change request to Abcam and return to 

the main page of the supplier portal. Or click on Save to send a change request to Abcam but to 

remain in the Manage Profile screen. Alternatively, click on Delete Change Request to cancel out 

any updates made. 
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Responding to the Supplier Qualification 

Questionnaire 
The supplier qualification is a set of questions that Abcam asks all new suppliers before any orders are 

placed. This is to ensure that our suppliers meet any criteria such as financial background checks, or 

ethical standards. This questionnaire forms part of the registration process on the Supplier Portal as 

detailed in the chapter on ‘Supplier Registration.’ 

1. Further checks may be carried out periodically to ensure the information we hold is still correct. If 

this happens, a notification will display in the Bell icon on the main page of the Supplier Portal. 

Details will also display in the Requiring Attention info on the dashboard. Access the questionnaire 

by clicking on one of these options, alternatively, navigate to it using the Manage Questionnaires 

task from the menu on the left. 

  
 

2. Click on the Questionnaire Title hyperlink to access. Details of the stage the questionnaire is at will 

display in the Status column. 
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3. Answer all questions as applicable. Progress can be saved using either the Save button or the 

Save and Close button. When the answers are ready to be submitted to Abcam, click on Submit. 
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Further Help 

For further help and clarification, please contact Abcam Procurement team on 

procurement.queries@abcam.com 

 

Related Documents 

Supplier Terms & Conditions  

Supplier Code of Conduct 

Supplier Policy 

Order Management How to Guide  

Contracts and Negotiations How to Guide  
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