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Introduction 

User reference manual is a document is a document which helps all the suppliers/supplier 

Users, how to give a response to the RFQ/RFP published by flydubai. 

 

Objective 

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

supplier users to perform day to day activities till they become familiar and convergent with the 

flydubai processes. This document can be referred by any new user/existing joining in supplier 

organization as a reference guide to perform how to give response to the rfq/RFP published by 

flydubai. 

 

 

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 

 Process Overview: To respond to an RFQ or RFP the Supplier has to log into Idea 

applications using the Oracle Applications link provided during the User Id creation. 

 The Supplier has to create a quote against RFQ sent by the Buyer 

 Login into flydubai Oracle Applications system using the login link User Id and Password 

Provided. Navigate to Sourcing and Sourcing Home Page 

 Open the RFQ/RFP for which to respond. Use action acknowledges participation to send 

notification to buyer. Use action Create Quote / Create Response to respond  

 Once all the data is filled on the header, lines save the data, review the details and then 

submit. 

 On Submit the quote /response shall be available for the Buyer for his review  
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Chapter 1 – Supplier logs in to oracle application 

1. Oracle Application login  

 

Step 1: The Supplier user Logs into Oracle Applications using the URL link provided and 
the User Name /password provided. 

 

  

 

User Name: Enter the user name provided to you  

Password: Enter your default Password. The system will insist you to change the password 

at the first sign on into the application 

 

 

You can change the password as you wish with minimum of 5 Characters long. 
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Chapter 2 – Responsibility Navigations 

2. Navigating from Login screen to Navigator 

Step2: After you log in to the Oracle Applications, your E-Business Suite Home page is displayed. 

From here, you can: 

• Access Sourcing Supplier responsibility 

 

 

To view the RFQ’s or RFP’s to which supplier has to respond, Supplier Navigates to Sourcing 

Supplier-> Sourcing -> Sourcing Home Page 
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Chapter 3- Sourcing Home Page 

 

1. Open Invitations 

Step3: Click the Sourcing Home page. The sourcing dashboard opens up. Under the section Your 

Company’s Open Invitations review the RFP’s /RFQ’s to which supplier has to respond. Click on 

the Negotiation Number to create quote or response. Under the section Type the document 

type RFQ or RFP is specified 
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2. Acknowledge Participation 
 

Step4: Review the entire RFQ by Clicking Header, Lines, and Controls. Select actions 

Acknowledge Participation to send notification of participation to Buyer that intimates him you 

are working on RFQ.  
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3. Create Quote 
 

Step 5: To respond to the RFQ or RFP select action Create Quote (Create Response in case of 

RFP) and Click Go. 

 

 

 

 

 

 

 

 

 

 

 

 

4. Terms & Conditions 
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Step 6: The Terms and Conditions Page Opens up. Read the Terms and Conditions and if it is fine 

Click on “I have read and accepted the terms and conditions” and then Accept to proceed 

further. 
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5. Response to Quote  
Step 7: In the quote enter the appropriate field’s important fields like Quote Valid Until at 

headers. Respond to the header level requirements as per the questionnaire mentioned. All 

required attachments shall be attached at headers (Click on Add Attachment button).  

 

 

 

 

Step 7: In lines click the symbol under Update icon on the line as more information is requested 

on the line. 
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Step 8: Provide the additional information in the Attribute Parameters requested by Buyer. 

Provide price factors details requested by Buyer. Response to all the attributes in Quote value 

field. Specify Note to Buyer or add technical documents using Add Attachments and click Apply. 

 

 

 

 

 

 

 

Step 9: The Create Quote page appears again. Click Save Draft and then Click Continue 
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Step 10: Review the details on Header and Lines and Click Submit. On Clicking Submit the quote is 
visible to the Buyer for review. 
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