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Quick Reference Guide for WCB Suppliers: 

WCB Nova Scotia Supplier Portal 
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Update Supplier Profile 
Login as Supplier in Supplier Portal 
URL: https://wcbns-iacazv.fa.ocs.oraclecloud.com/ 
Username:  email id used to register 
Password:  password reset using the link in welcome email 
 
Navigate to Supplier Portal > Company Profile 
 

 
 
Click on Edit button on the top right to edit Supplier Profile details. 
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Review Disclaimer by clicking Show More. 

 
 
 
Update details by clicking individual tabs 

- Update Organization Details 
- Update contact 
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- Update address 
- Update Payment Method 
- Update business classification 
- Update bank details 

 
Once done, click Review Changes. 

 
 
 
 
 
 
 
 
A summary of all the changes will appear on the screen. 
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Review changes and click Submit button to submit changes for approval. 
 
A confirmation message with a profile change request number will appear on the screen. 
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Acknowledge Purchase Orders 
- Login to Supplier Portal 
- Click on Notifications (XX Unread) 
 

 
 
Purchase orders pending acknowledgement will appear in this list. 
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Click on the notification to acknowledge the PO. Click the Review and Acknowledge 
hyperlink. 

 
 
Click on the ellipses (3 dots) and select Acknowledge on the top right to complete the 
acknowledgement. 
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Create an Invoice with PO 
- Log using supplier username/password 
- Click Supplier Portal icon 
- Click Create Invoice 

 

 

- Select Identifying PO 
- Enter invoice number and date. Click Save. 
- Click on the icon shown below and Select and Add lines 
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If the PO has lines (goods or services) that have already been received, Lines should be 
automatically populated, otherwise it will be blank. 

Select PO Line and click Apply and OK 

 

 

 

 

 

 

 

 

 

 

-Line can now be viewed under Lines 
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- Save and click Actions to Calculate Tax 

- Review Tax (Below Summary Tax Lines) 
- After review, hit Submit. The invoice will then be available in the AP clerk’s dashboard for 
validation and approval. 
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Create an invoice without PO 

- Log in using supplier username/password 
- Click Supplier Portal icon 
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- Click Create invoice without PO 

 
 
If Create Invoice without PO task does not appear, refresh the browser until the task 
appears (could need a couple of refreshes). Once the task appears, click it to proceed. 

- Select Supplier Site 
- Enter invoice number and date. Click Save. 
- Click on icon shown below and Select and Add lines 
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- If the PO has lines (goods or services) that have already been received, Lines should be 
automatically populated, otherwise it will be blank. 

- Select PO Line and click Apply and OK 

 

 

 

 

 

 

 

 

 

 

 

 

-Line can now be viewed under Lines 
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- Save and click Actions to Calculate Tax 

- Review Tax (Below Summary Tax Lines) 
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- After review, hit Submit. The invoice will then be available in the AP clerk’s dashboard for 
validation and approval. 
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View Invoices 
 

-Click on View Invoices 
 

 

- Enter Invoice Details (such as Invoice Number) or Supplier Name 
- Invoice Paid Status can be reviewed here 
- Click on Invoice Number to view Invoice 
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Refer to the table below for Description of Invoice Status 

Invoice Status Description 
Pending Not yet approved by requester 
On Hold Not yet validated by Finance team. 
In Process Not yet approved by Finance team 
Approved Approved by Finance team 
Rejected Rejected by Finance team 
Cancelled Invoice is cancelled  

 
- Review Invoice Details 

- Go to Payments to review payment details 
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View Payments 

 

- Click on View Payments to review payment details 

- Search for payments 

- Click on Payment Number to review payment details 

 


