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How to Guide

Complete Supplier Registration information 

using Theo (Oracle Fusion) Link
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Introduction

➢ Theo is the Heathrow internal name for our Oracle Fusion platform

➢ All Supplier registration details are to be performed on Theo

➢ This pack describes how to complete the supplier information on the 
Supplier Portal
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You will receive a link to use to log into 
the Registration form

When you first click on the link you 
will see a screen link this

Enter your Email Address in the box 
marked Email
Then Click on Send Access Code

Supplier Details – Landing Page

An Email will be automatically sent from email 
address 
encd-test.fa.sender@workflow.mail.em3.oraclecloud.com 

to the email address you provided with an 
Access Code

Enter the access code provided via this email 
to the box Access Code 
Then Click Continue

Internal – Feb 2025

Eg 123456
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You will then see this a screen like 
this

Fill in the various sections
• Company (your organisation’s 

legal name)
• Country,
• Organization type and
• Supplier type. 

• Add any notes you may want 
to complete that an Approver 
in Heathrow may want to know

• At this stage there is no need 
to add any attachments so 
please skip this step.

• Then click on Continue once 
information is populated

Supplier Details – Company Details
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For “Supplier Type” choose the 

correct type for you as a supplier.  

Most suppliers will be ‘Supplier’ 

but choose the appropriate one for 

your organisation.

For “Organisation type” choose 

the correct type for you as a 

supplier.  Most suppliers will be 

‘Corporation’ but if you are a CIS 

company then choose ‘CIS 

supplier’. Or choose the 

appropriate one for your 

organisation
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Enter in the Required Information; 
• First Name
• Last Name
• Job Title
     
• The email address will automatically 

populate from the email address you 
input at the very beginning

• Add in Telephone numbers

• Ensure for the first Contact you 
choose ‘Yes’ for the administrative 
contact.

• Ensure you choose ‘Yes’ for a User 
account (this will allow you to 
receive information through the 
portal)

• Click on Save

• If you want to add a new user 
contact click on Add Another 
Contact and complete the 
appropriate information

• Once complete then Click Continue

Supplier Details – Contacts
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• Enter your address information. 

• Our suggestion is to put in Post code first which will 
pre-populate some of the address. (please make sure 
that you click on the correct post code and double 
check that the post code is correct before proceeding)

• If applicable Add any phone numbers and other email 
addresses of the organisation

• Tick the box next to contact if associated with the 
Address.

• If you would like to add any other addresses, click on 
Add Another Address and repeat the process

• Once you are complete click Continue

Supplier Details – Addresses
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Start entering the Postcode. The 

combinations will start appearing. 

Keep entering the Postcode until 

the relevant one appears, then 

select .

Other parts of the address will then 

pre-populate so please edit as 

necessary
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• To ensure that we manage your 
organisation in the correct 
category, we need you to choose 
what type of products or services 
you will be providing.  Your 
Heathrow contact or buyer would 
be able to guide you as to the 
correct category to choose. (if you 
have no such guidance, please 
save your registration progress 
and reach out to your Heathrow 
contact for further guidance)

• Either choose the high level 
category, or 

• Choose a sub category by clicking 
on the small triangle next to a 
High level category which will 
then show more categories to 
choose from (more than one 
category can be selected but 
please make sure to choose the 
categories which are appropriate 
to the service or products you 
provide)

• Click Continue

Supplier Details – Products and Services
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• Your Procurement Contact will advise the 
appropriate questionnaire to be 
completed.

• Select the Question Set you have been 
guided to answer

• Answer all questions.

• Add any required attachments

• Once Complete, Click Save

• If you wish you can go back over the 
registration by clicking on any of the 
sections

• Once you are okay with the registration 
click Submit

Supplier Details – Questionnaire
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If Registration is Approved
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Once your request has been approved, an email 
will be sent advising this.
• Again, the email will come from
• encd-test.fa.sender@workflow.mail.em3.oraclecloud.com

Supplier Details - Approval
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Further information will be provided about 

how to log onto the platform with further 

guides about how to use the portal

This will be highlighted in a separate guide

mailto:encd-test.fa.sender@workflow.mail.em3.oraclecloud.com
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If Registration requires resubmission
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On Occasions, the Procurement Contact may 
need further information

• An Email Notification will be sent providing a 
reason for re-submission.  Again, the email will 
come from

• encd-test.fa.sender@workflow.mail.em3.oraclecloud.com

• Click on the link Update your Supplier 
Registration Request

Supplier Details – Request to Resubmit

Internal – Feb 2025
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• You will be taken to the initial registration site 
again.

• Input your email address you used for the original 
application

• Repeat the original process of clicking on Send 
Access Code

• Enter the access code you will be sent by email.

• Then go through the details you have already 
provided, and update based on the information 
requested by our Procurement Contact.

• Once completed your update click on Submit 
after the Questionnaire page of the registration

Supplier Details – Request to Resubmit Cont.
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• Then go through the details you have 
already provided, and update based on 
the information requested by our 
Procurement Contact.

• Once completed your update click on 
Submit after the Questionnaire page of 
the registration

Supplier Details – Request to Resubmit Cont.
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If Registration is rejected
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• If your registration has been rejected 
you will receive an email with the 
Rejected Reason and the Rejected 
Comments

• If you need further information on 
this then please contact the contact 
that you originally dealt with.

Supplier Details – Rejection
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