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Introduction 

This document will provide the information required to efficiently use the Oracle Advanced 
Procurement module as a tool for transaction processing and information retrieval for meaningful 
analysis of data.  

 

Objective 

The objective of System Operating Procedure (SOP or DO.060) is to provide hands on to the 

suppliers to perform Supplier registration activities till they become familiar and convergent with 

the flydubai processes.  

 

Approach 

This document only covers the process to be adopted or steps to be followed in performing 

certain activities in Oracle Applications as outlined as below. This document covers aspects 

such as:  

1. Navigation paths in flydubai oracle applications 

2. Flow of Inquiry of each process  
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Process Overview 

 Supplier has to visit flydubai portal to register himself as a registered supplier in flydubai 

organization 

 Supplier has to click on the link given at flydubai portal to register. There would be two 

links provided at portal one with ‘Registration’ and one for ‘Login’ 

 Contractors/Consultants/ Service Providers can click on Prequalify link, Suppliers Of 

Goods/Commodities/Consumables can click on registration link. 

 Login can be used for login to the flydubai oracle iSupplier portal using supplier user 

credentials shared by flydubai once approved 

 Supplier has to enter all the mandatory fields started ‘*’ and the other information has to 

enter which is optional but required for registration 

 Supplier has to be ready with the scan copies of the following documents before 

registration 

1> Trade license  

2> 3 yrs. audited balance sheet and P&L statement  

3> Product catalog brochure  

4> Health & Safety or Other Certifications  

5>  Copy of Insurance Policies 
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Chapter 1 – Supplier Registration Process 

Step1: The Supplier visits the flydubai portal to register 

Supplier click on the Registration link given at flydubai portal  
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Step2:  Once click on the above link below page opens enter the following mandatory values in the 
same page. 

Company Details:  

1. Company Name 

2. Trade License Registered Country  

3. Trade License Number/Registration Number 

Contact Information: 

1. Email 

2. First Name 

3. Last Name 

4. Phone Area Code 

5. Office Phone Number  

6. Mobile Number 

 

  

 

After Entering the details click on Next. 
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Step3: Enter all the Key points about your Company which you want to inform the buyer in ‘Note 
to Buyer’ field. 

Enter if you have any other registration number as well in ‘Additional Registration Number’. 
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Step4: In Address Book click on Address button to Enter Address details 

 

   

 

Step4.1: Enter all the mandatory fields marked with ‘*’. 

1. Address Name 

2. Country 

3. Address Line1 

4. City/Town/Locality 

5. State/Region 

6. Postal Code 

Optionally can enter  

7. Phone area code  

8. Phone number 

9. Fax Area Code 

10. Fax Number 

11. Email Address 

Once enter the entire details click Apply. 
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Step5: Contact details shall be carried from first page of supplier registration if you want to add 
more contact details please click on Create in Contact directory 

 

 

 

 

 

Step5.1: Enter the following mandatory information marked with ‘*’ 

Click on create user account for the contact 
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Step6: Click on create to add Products and services. 

 

 

Step7.1: 

Please choose the Main Product and click on Sub-Categories for the symbol  

It will direct you to select all the sub-categories of the products, select all the desired products and 
services by clicking on apply. 
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Step7.2: 

 

 

Added list of Products and services shall be listed under Products and services window. 
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Step8: To enter the banking details click on creates option in Banking Details Section. 

 

 

 

Step8.1: Create option opens the banking details page enter the following details: 

 

 

 

 
 

Enter the following details in Create Bank Account Section. 

1. Country 

In Bank filed: 

1. Search for the Bank or Branch Exist in the List of Values in oracle by clicking on  option 
against Existing Bank or Branch. 

2. If not please click New Bank and Enter the Bank and Branch details to create 

3. If you have more details about Bank/Branch please click on Show more details and enter 
the fields where you have information available. 
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In Bank Account field:  

Enter the following: 

1. Account Number 

2. Account Name 

3. IBAN (If Exist) 

4. Currency 

Optionally you may enter Additional details in details field. 
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Enter any comments wanted to write to buyer and Click on Apply. 

 

Step9: Click next to enter Supplier Registration details. All the fields are mandatory and need to be 
entered. 
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Step10: Click next to add attachments. All the agreed attachments shall be attached here. 

 

 

 

Click on Attachments Add Attachment page opens Browse and attach the desired files and then 
Apply. 
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Step11: Once enter all the details please review once and click on Submit. 

 

 

 

Step12: Confirmation Receives as your registration request submitted for approval. 

 

 

 

 

Step13: Based on the flydubai Procurement guidelines, an email notification will be sent to you, 
please click the same and the below page will open up and click on ‘Respond’. 

 

 

  



  
 
 
 
 
 
QMS-REV-1.0-03.06.13 
 

DO.060 User Reference Manual 
Error! Reference source not found. 

 
 

 

   
   

 
 
 
DO 060_FLYDXB_SCM_Supplier Registration Process Page 18 of 25  
  
 
 

 

               Doc Ref: DO 060_FLYDXB_SCM_Supplier Registration Process 
 

Step14: Please enter the Country name once again as Validation in the first page and click Next 
button. 

 

Step15: Validate all the details on the Second page and modify if there are any errors. 
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Step16: Don’t change any details in the Third page and Click ‘Next’. 

 

 

Step17: In the Pre-Qualification and Evaluation Assessment page, please click on the  icon. 

 

 

 

Step18: Enter responses for all the Questions, and Enter ‘Not Applicable’ as and where required 
and the click ‘Continue’ once you have responded to all the questions. 
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Step19: Recheck all the responses and then click Submit. 
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Step20: Click ‘Next’ on this page. 

 

Step21: Attach all the documents which are required in Step 18 and click ‘Submit’ 
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Open and Closed Issues for this Deliverable 

 

Open Issues 

 

ID Issue Resolution Responsibility Target Date Impact Date 
      

      

      

      

      

 

 

Closed Issues 

 

ID Issue Resolution Responsibility Target Date Impact 
Date 
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Signatures 

 

Flydubai      TransSys  

Customer      Supplier 

 

Signature: __________________   Signature: __________________ 

 

Name:       __________________   Name:       __________________ 

 

Position:   __________________   Position:   __________________ 

 

Date:         __________________    Date:       __________________ 

 
 
 


