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1. Supplier Registration



Sensitivity: General
1. Go to the Virtusa website and scroll down to the bottom of the page

▪ For the website URL, 
contact the Virtusa 
Supplier Administrator
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1. Accept the terms and conditions 

2. Next click on ‘Begin Enrollment’
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1. Select the Country and the Business unit

2. Next click on ‘Register’ to register a Spend Authorized Supplier or click on ‘Prospective Supplier 
Registration’ to register a Prospective Supplier (the registration steps remains the same)

Types of Supplier Registrations:

▪ Spend Authorized Suppliers - Approved for purchasing 
activities with whom transactions can be carried out

▪ Prospective Suppliers - Limited to sourcing activities 
with whom the Business would be interested in carrying 
out transactions in the future (Suppliers that are needed 
to be identified as possible future Suppliers)
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7
Fill your *mandatory and other required company details 
and scroll down to fill contact information details

Please select the 
relevant category based 
on the Goods/Services 
being delivered

▪ All mandatory documents to be provided by the Supplier must be attached at this stage, if not 
the Virtusa Supplier Administrator will reject the request due to insufficient data

▪ Local characters specific to countries should not be used when entering information
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1. Enter the *mandatory primary contact information (First Name, 
Last Name, Email, and Confirm Email Address)
2. Scroll up the page and click on ‘Next’ to enter other information
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1. Primary Contact will be created automatically 
from the details entered in earlier step 

2. Scroll up the page and click on ‘Next’ to enter 
other information
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Click on ‘+ Create’ to enter your Supplier  Address information



Sensitivity: General

11

1. Enter the *mandatory and other required Business Address 
information (Name, Country, City, Postal code) and enable 
Ordering and Remit To checkboxes

2. Click on the + icon to select the Address Contact 

Mention the 
right location 
address name 
based on the 
Goods/Service 
delivery location

The Email ID should be 
entered mandatorily at 
Address level
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1. The primary Contact which was created in earlier steps will be shown here
2. Select the Contact and click on ‘Apply’ and then click on ‘OK’
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The Contact gets added, click on ‘OK’



Sensitivity: General

14

The Address gets created, click on ‘Next’ to proceed
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Confidential – Oracle Internal/Restricted/Highly Restricted

1. Business Classification captures the certification details of any applicable Supplier diversity 
classifications (E.g., minority owned, small business and so on). If a Business Classification is not used, 
then ‘None of the classifications are applicable’ and the check box should be ticked in order to proceed.
2. Click on the Add icon to add information and select the Classification and Certifying Agency values
3. Click on ‘Next’ to proceed

▪ All mandatory documents to be provided by the Supplier must be attached at this stage, if not 
the Virtusa Supplier Administrator will reject the request due to insufficient data
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Click on ‘+ Create’ to enter Bank Account information
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17Enter the *mandatory and other required Bank Account details and click on ‘OK’

The Currency should be 
entered mandatorily at 
Bank Account level

Bank Name and Swift code, 
IFSC or Routing code should 
be entered mandatorily at 
Bank Account level The Branch field 

is also referred to 
as SWIFT/ IFSC/ 
ABA/ SORT Code
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The Bank Account gets created, click on ‘Next’ to proceed
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Click on ‘Next’ to proceed

▪ Products and Services – Information is not required
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Review the details and click on ‘Register’ 
to submit the registration request
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A confirmation notification will 
pop up, click on ‘OK’

▪ Once the Supplier Registration Request has been Approved/Rejected, the Supplier user will be notified 
with an Email on the Approval or Rejection

▪ If approved, the Supplier user will  receive the following e-mails:
1. E-mail confirming User Account creation
2. Welcome e-mail/ requesting to reset the Temporary Password
3. E-mail confirming Temporary Password reset
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2.. Welcome e-mail/ requesting to reset the 
Temporary Password – Sample Image

3. E-mail confirming Temporary Password 
reset – Sample Image

1.E-mail confirming User Account creation – Sample Image
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Click here to view all contents

2. Log in to the Velocity 5 Cloud 

ERP Application
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Go to the Virtusa website and click on ‘Login’ to 
navigate to the Velocity 5 Cloud ERP application 

▪ For the website URL, 
contact the Virtusa 
Supplier Administrator
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Enter the login credentials and sign in

Note: Upon Sign in, you will be navigated to 
the Velocity 5 Cloud ERP Supplier Portal page 

Trouble-shooting: 
▪ If you haven’t received the 

confirmation e-mails of your User 
Account creation and login 
credentials, contact the Virtusa 
Supplier Administrator for support

▪ If you have forgotten your 
Password, click on ‘Forgot 
Password’ and you will receive and 
email with a link to reset the 
Password
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If you wish to navigate to the Velocity 5 Cloud 
ERP home page, click on the Home icon
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Velocity 5 Cloud ERP home page
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Click here to view all contents

3. Manage Orders (PO Management)
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Click on ‘Manage Orders’ to view 
Purchase Order information
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2. The search results will be 
displayed below

1. Click on ‘Search’ to see all Purchase Orders or fill 
the  fields based on the search criteria (e.g., Sold-to 
Legal Entity, Status, Order Number etc.,) to search 
specific Purchase Order(s)



Sensitivity: General

Click on the Order number (e.g., P414210000064) to view the PO
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1. Click on ‘Acknowledge’ If this PO requires 
Acknowledgement

2. Click on ‘View PDF’ to download PO copy
3. Click on Actions to

i. View Document History
ii. View Change History
iii. View Revision History

4. Click on ‘Done’ to go back to previous screen
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1. Go to ‘Notes and Attachments’ to view any 
notes or attachments received from Virtusa

2. Go to the Lines, to view details of all Goods/Services ordered
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Go to ‘Schedules’ to view the Requested Delivery 
Date of each line of the Purchase Order
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Click here to view all contents

4. Manage Schedules (PO Schedules)
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Click on ‘Manage Schedules’ to view 
Purchase Order Schedule information
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1. Click on ‘Search’ to see all Purchase Orders Schedules 
or fill the  fields based on the search criteria (e.g., Sold-to 
Legal Entity, Status, Order Number, Line Description etc.,) 
to search specific Purchase Order Schedules2. The search results will be 

displayed below
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3. Click on the Order number (e.g., P414210000064) to view the PO
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1. Click on ‘Acknowledge’ If this PO requires 
Acknowledgement

2. Click on ‘View PDF’ to download PO copy
3. Click on Actions to

i. View Document History
ii. View Change History
iii. View Revision History

4. Click on ‘Done’ to go back to previous screen
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1. Go to ‘Notes and Attachments’ to view any 
notes or attachments received from Virtusa

2. Go to ‘Lines’ to view details of all Goods/Services ordered
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Go to ‘Schedules’ to view the Requested Delivery 
Date for each line of the Purchase Order
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Click here to view all contents

5. Manage Agreements 
(Blanket Purchase Agreements and Contract 
Purchase Agreements)
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Click on ‘Manage Agreements’ to 
view Purchase Agreements
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1. Click on ‘Search’ to see all Purchase Agreements or fill the 
required fields based the search criteria (e.g., Procurement 
BU, Status, Agreement Number etc.,) to search specific 
Purchase Agreements2. The search results will be 

displayed below

3. Click on the Agreement number (e.g., ACEN210000012) 
to view the Purchase Agreement
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1. Click on ‘Acknowledge’ If this Agreement requires 
Acknowledgement

2. Click on ‘View PDF’ to download Agreement copy
3. Click on Actions to

i. View Document History
ii. View Change History
iii. View Revision History

4. Click on ‘Done’ to go back to previous screen
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1. Go to ‘Notes and Attachments’ to view any notes 
or attachments received from Virtusa

2. Go to ‘Lines’ to view details 
of all Goods/Services ordered 3. Click on ‘Details’ to see Agreement line details
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1. The Agreed Price Break 
Type can be viewed here 
(Cumulative/Non-
Cumulative)

2. Any applicable price breaks will 
be listed below under Price Breaks
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6. Create Advance Shipment Notice
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Click on ‘Create ASN’ to create an 
Advanced Shipment Notice
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2. Select the Item and click on ‘Create ASN’ 
to create Advanced Shipment Notice for the 
selected line or lines

1. Fill the required fields based the 
search criteria (e.g., Purchase Order, 
Supplier etc.,) and click on ;Search’
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1. Enter the mandatory information (e.g., 
Shipment number, Shipped Date, Expected 
Shipped Date, *Quantity) 

2. Click on ‘Submit’ to 
complete ASN creation

3. A confirmation notification 
will pop up, click on ‘OK’
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Click here to view all contents

7. Manage Shipments
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Click on ‘Manage Shipments’ to 
View, Edit or Cancel Shipments

Note: Refer Create Advanced 
Shipment Notice topic to know 
how to create Shipments
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5. Click on ‘Cancel Shipment’ to cancel the shipment

3. Click on the Shipment number (e.g., SHIPMENT Number) to view Shipment details

2. The search 
results will be 
displayed below

1. Enter the Shipment 
number or Purchase Order 
number and click on ‘Search’

4. Click on the Edit icon to edit Shipment 
details (e.g., Cancel Shipment Line) 
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Click here to view all contents

8. View Receipts
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Click on ‘View Receipts’
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3. Click on the Receipt number to view Receipt details

1. Fill the required fields based on the search criteria 
(e.g., select Purchase Order number from list, Receipt 
or Receipt Date etc.,) and click on ‘Search’2. The search 

results will be 
displayed below
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Once reviewed, click on ‘Done’ to 
go back to the previous screen
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Click here to view all contents

9. View Returns
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Click on ‘View Returns’
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3. the Return Quantity will be shown here

2. The search 
results will be 
displayed below

1. Fill the required fields based on the 
search criteria (e.g., select Purchase 
Order number from list, Receipt or 
Receipt Date etc.,) and click on ‘Search’
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1. Click on ‘View Transaction History’ to 
view transaction details

2. Once reviewed, click on ‘Done’ to go 
back to the previous screen
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Click here to view all contents

10. Create Invoices (With PO)
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Click on ‘Create Invoice’
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1. Select the Identifying PO to create Invoice

3. Add required attachments supporting invoice 

Note: Attachments are mandatory

2, Fill the *mandatory fields and 
other required fields
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1. Go to ‘Items’ and click on the 
Add icon to add lines

2. In the pop-up window you will find a list of lines which 
are eligible for invoicing. Select the applicable lines

3. Click on ‘OK’ to add 
these lines to the invoice
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1. Enter invoice quantity in 
the Quantity field

2. If required enter the Ship-
from Location and Location 
of Final Discharge
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Go to ‘Shipping and Handling’ and click on the Add 
Icon to add additional charges, then select the 
Charge Type and add Amount and Description
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1. Once all required information is entered, 
click on ‘Submit’ to send the invoice to the 
Virtusa Payables team

2. A confirmation notification 
will pop up, click on  ‘OK’
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Click here to view all contents

11. Create Invoices (Without PO)
Users with the Supplier Representative role will not have access to this task.
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Click on ‘Create invoice Without PO’
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2. Add required attachments supporting invoice 

Note: Attachments are mandatory

1, Fill the *mandatory fields and 
other required fields

3. Enter the Requester Email (reach the Virtusa Finance 
team/Buyer to get applicable email address)

Note: Requester Email is mandatory
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1.  Go to ‘Items’ and  click on the Add icon 
to add required line level information

2. Go to ‘Shipping and Handling’ and click on the 
Add Icon to add additional charges, then select 
the Charge Type and add Amount and Description
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Once all required information is entered, 
click on ‘Submit’ to send the invoice to 
the Virtusa Payables team
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A confirmation notification will 
pop up, click on  ‘OK’
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Click here to view all contents

12. View Invoices
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Click on View Invoices
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1. Fill the required fields 
based on the search criteria 
(e.g., Enter Invoice number or 
Purchase Order number etc.,)

3. Click on Invoice number to view Invoice details

2. The search 
results will be 
displayed below
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The details can be viewed here. Once reviewed, 
click on ‘Done’ to go back to the previous screen
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Click here to view all contents

13. View Payments
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Click on ‘View Payments’
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3. Click on the Payment number to view Payment details

1. Fill the required fields based on 
the search criteria (e.g., Enter 
Payment Date or Supplier etc.,) 
and click on ‘Search’

2. The search 
results will be 
displayed below
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The details can be viewed here. Once reviewed, 
click on ‘Done’ to go back to the previous screen
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Click here to view all contents

14. Manage Profile
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Click on ‘Manage Profile’
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1. Click on ‘Edit’ to 
initiate Profile changes

2. A warning 
notification will pop 
up, click on ‘OK’
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Enter the Change description



Sensitivity: General

Click on ‘Organization Details’ to view 
or update organization information
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Click on ‘Tax Identifiers’ to view 
tax information
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1. Click on ‘Address’ to view, update the 
existing addresses or add new address

3. Click on the Add 
icon to add new 
address

2. Select the address and click on Edit 
icon to update the existing address
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1. Click on ‘Contacts’ to view, update the 
existing contacts or add new contact 4. Click on ‘Payments ‘to view or 

update payments information
5. Click on ‘Business Classifications’ 
to view information

3. Click on the Add 
icon to add new 
contact
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3.Click on ‘Edit’ to further update the 
Profile if any updates are missing

1.Click on ‘Submit’ to submit 
these changes to the Virtusa 
Supplier Administrators2. The change details of each 

section will be displayed below
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1. A confirmation notification 
will pop up, click on ‘OK’

2.If you wish to cancel the submission 
click on ‘Cancel Change Request’

3. If you wish to update 
further, click on ‘Edit’

4.Click on ‘Done’ to complete 
the Profile changes


