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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 D0O.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 oracle portal. This document can be referred by any new user/existing joining in

supplier organization as a reference guide to perform how to access iSupplier Portal.

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

= |niSupplier Portal Homepage the Supplier is able to see his relevant data and transactions.

= To view this data the supplier has to login into Oracle Application using the URL provided and
User Name /Password provided.

= Once logged in, navigate to the iSupplier Portal by clicking iSupplier Portal full view. The
iSupplier Home Page opens up.

=  The Supplier can view his Purchase Orders, Invoices, Payments and from the iSupplier Portal
Home Page.
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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.

m— Userflame  5ccts@kafco.com
g, %// O e
Password | goneee] |
(Sxample: 4US9v23)

Cancel
Login Assistance

Accessibility None -

Select a Language:
English

Copyright (c) 2008, Oradle. All rights reserved

About this Page  Privacy Statement

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

ORACLE

Change Password

* Current Password
* MNew Password

* Re-enter New Password
Password must be at least S characters long.

Submit I cancel

* Indicates required field

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: Navigate to the iSupplier Portal by clicking iSupplier Portal full access. The iSupplier

Home Page opens up

.® Access iSupplier Portal full access Responsibility

1 0~ B¢ X || @ Oracle Applications Home ... %

E-Business Suite ‘

B Favorites ¥ Diagnostics Logout Preferences Help

Enterprise Search  All g | Search Results Display Preference  Standard ~
Logged In As ACCTS@KAFCO.COM

Oracle Applications Home Page

Main Menu Worklist
Full List
5 U isupplier portal Full Access Previous 1-25 v Next25 @
(5 Home Page rom Type |Subject ~ |sent |Due
4 L sourcing Supplier BUSTANI, RIZWAN Sourcing Auction Awarded A 12-Mar-2014
2eodle 21 BUSTANI, RIZWAN Sourcing Auction Awarded 18-Mar-2014
8 O3 supplier User Administrator BUSTANI, RIZWAN Sourcing Auction Awarded 15-Mar-2014

BUSTANI, RIZWAN Sourcing Auction Awarded
BUSTANI, VAN Sourcing Auction Awarded

16-Mar-2014
17-Mar-2014
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Chapter 3 — iSupplier Portal: Supplier Views

Step 3: On the iSupplier Portal Home Page the Supplier is able to see the recent notifications,

recent purchase orders. On the right hand side supplier can see the different transaction types,

which on clicking shall go to respective search page.

m 2 & ri201/zmedzppot fiydubsi.com5003/0A HT! O ~ B & X |[ € isupplier Portal: Home Page

() 2.9 805

1 Navigator v B Favorites ¥ Home Logout Preferences Help Diagnostics
Full List » Forecast Schedules
|pate o UM
(STAFF TRAVEL SOLUTION - 10-May-2014 18:09:05 Orders
(STAFF TRAVEL SOLUTION - fiydub 10-May-2014 17:52:25 A
o Adgreements
K h nap 09-May-2014 17:06:44 S Dk sabiden
09-May-2014 16:11:37 o Purchase History
Advance amount testing) 09-May-2014 16:02:00 SII!PIIIEII!S
o Delivery Schedules =
L o Overdue Receibts P
% [oniem At AN o Advance Shipment Notices
Full List Receipts
PO Number Description Order Date * Receipts
85 09-May-2014 14:41:09 o Retums
07-May-2014 23:34:16 e On-Time Performance
07-May-2014 23:34:07 Invoices
78-2 07-May-2014 14:59:11 o Invoices
78-1 -May-: 1591
781 07-May-2014 14:59:07 Payments
o Payments
l—L Shipments At A Glance :
Full List
Shipment Number Packing Slip Shipment Date
No results found.
Home Orders Shipments Planning Finance Product Intelligence Admin Home Logout Preferences Help Diagnostics

Aboutthis Page  Privacy Statement

Copyright (c) 2008, Oracle. Al rights reserved.
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Step 4: To view purchase orders: Click on Purchase Orders under Orders section available on the right

hand side. The Purchase Orders search page is displayed. The user can select from the predefined

search views or can click Advance search for specific search criteria.

Home | Orders | Shipments | Planning | Finance | Product | Intelligence | Admin
Purchase Orders | Work Orders | Agreements | Purchase History | Work Confimations | Deliverables | Deliverables | Timecards | RFQ
Home =

N Navigator ¥ B Favortes ¥

Home Logout Preferences Help Diagne

Purchase Orders
Multiple PO Change ‘ Export
Views
View  All Purchase Orders x| | Go Advanced Search

All Purchase Orders

Purchase Orders to Acknowledge
Select OfPurchase Orders Pending Supplier Change  jtion | Request Changes | View Change History

SelecthO Number Rev Operating Unit  Document Type Description |0rder Date Buyer Currency Amount
0 fiydubaiOU Standard PO 09-May-2014 14:41:09 BUSTANI  |AED 200000.00
0 fiydubaiOU Standard PO 07-May-2014 23:34:16 AN BUSTANI  |AED 310000.00
0 fiydubziou Standard PO 07-May-2014 23:34:07 AN BUSTANI  |AED 360000.00
0 flydubaiou Blanket Release 07-May-2014 14:50:11  |RIZWAN BUSTANI  AED 250.00
0 fiydubaiOU Blanket Release 07-May-2014 14:59:07 BUSTANI  AED 1250.00
0 fiydubaiOU Blanket Agreement 05-May-2014 21:32:24 AN BUSTANI  AED 20000.00
0 fiydubaiOU Standard PO 04-May-2014 14:32:21 AN BUSTANI  AED 10000.00
0 fiydubziou Standard PO 28-Apr-2014 20:47:00 AN BUSTANI | AED 250000.00
0 fiydubziou Standard PO 28-Apr-2014 13:05:28 AIZWAN BUSTANI | AED 220000.00
0 fiydubaiOU Blanket Agreement 28-Apr-2014 12:14:25 AIZWAN BUSTANI  |AED
0 flydubai OU Blanket Agreement: 20-Mar-2014 02:02:16 BUSTANI  AED
0 flydubai OU Standard PO 17-Mar-2014 14:08:06 BUSTANI  AED 18000.00
0 fydubaiou Global Blanket Agreemant 08-Mar-2014 13:38:11 AED 30000.00
0 fydubaiou Blanket Agreement 06-Mar-2014 15:29:24 AED

Status Ad

n

geBy  Attach

Open
Open
Open
Open
Open
Open
Open
Open
Open
Open
Open
Buyer Change Pending
Open
Open

)| &| &

1
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Step 5: Advance search screen for Purchase Orders is as below. Provide value in the suitable search
criteria and click Go.

T — T ——— T T T | |6 (s

IS © nitp:/fzvmedappOL fiydubaiicom:003/0A_HTH O ~ B & X || @ view Purchase Orders o e

M Navigator ¥ Home Logout Preferences Help Diagno:

Home | Orders | Shipments | Planning | Finance | Product | Intelligence | Admin
Purchase Orders = Work Orders | Agreements = Purchase History =~ Work Confirmations | Deliverables = Deliverables | Timecards @ RFQ

Purchase Orders

Multiple PO Change

Views

Specify parameters and values to fiter the data that is displayed in your results set.
how table data when all conditions are met.
how table data when any condition is met.

PO Number s -
Document s - Q@
Type B
Order Date s -

(esample: 26-Apr-2014)
Buyer s = Q

Go | | Clear |Add Another  Acknowledgement Status ~ | Add

Select Order:  Acknowledge | Request Cancellation | Request Changes | View Change History

Select/PO Number Rev Operating Unit  Document Type Description |Order Date Buyer Currency Amount  Status Acknowledge By  Attachi
® |85 0 flydubai OU Standard PO 09-May-2014 14:41:09 A AED 290000.00 Open T
28 0 flydubaiou Standard PO 07-May-2014 23:34:16 AED 310000.00 Open T
48 0 flydubaiOU Standard PO 07-May-2014 23:34:07 AED 360000.00  Open
78-2 0 flydubai OU Blanket Release 07-May-2014 14:59:11 BUSTANI ~ AED 250.00 Open
781 0 flydubai OU Blanket Release 07-May-2014 14:59:07 AN BUSTANI  |AED 1250.00  Open
78 0 flydubai OU Blanket Agreement 05-May-2014 21:32:24 BUSTANI  AED 20000.00  Open T
® (I3 0 flydubai OU Standard PO 04-May-2014 14:32:21 BUSTANI ~ AED 10000.00  Open =)
70 0 fiydubai OU Standard PO 28-Apr-2014 20:47:00 AN BUSTANI  |AED 250000.00 Open 0] I
‘ i v

Step 6: Click on the purchase order number to view the purchase order details. To view its related
information like Invoice, Receipts, Payments click the respective link under the Related Information

section on the right hand side.

:8003/0AHT! O ~ 8 ¢ X || (& isupplier Portal: View Ord:

& (3] oo [T

— . .
u al iSupplier Portal
1 Navigator v B Favorites v Home Logout Preferences Help Diagnostics
Orders | Shipments | Planning | Finance | Product | Intelligence
Purchase Orders =~ Work Orders | Agreements = Purchase History = Work | Timecards = RFQ
Home >
Standard Purchase Order: 48, 0 (Total AED 360000.00)
cumrency=AED Actions  Request Changes b Export
Reguest Changes
i Request Cancellation
Order Information View Change History
View PDF
General Terms and Conditions Suma View Receipts I—
View Invoices Do
Total 360000.00 Payment Terms NO10 Vew baments L
Supplier KUWAIT AVIATION FUELLING COMPANY, K.S.C. Carrier 2
(KAFCO) FOB Payment Status Not Paid
Supplier Site  KUWAIT Freight Terms AIR
Address SAFAT Shipping Control
KWI, KWI 965
Buyer RIZWAN BUSTANI Ship-To Address
Order Date 07-May-2014 23:34:07
Description Address DXB - TERMINAL T2
Status Open 2
Note to Supplier ’
Operating Unit  flydubai OU Bill-To Address
Sourcing Document
Supplier Order Number Address Abu Hail, Street 1
Attachments None 2
PO Details
Show All Details | Hide Al Detais
Details |Line ~ Type Item/Job Supplier Item Description uoM Qty Price Amount Status Attachments Reason
how 1 Gonds. 12 unifarm anainasring [Fach. 2000 120 2ANNNN NN Onan_ =

.  »
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Step 7: Click Receipts under related information. All receipt transactions done for the Purchase Order is
visible.

T T —— T —————— o W T T ||
m IREEVER © hitp://fzvmedapp01 flydubai.com:8003/0A HT! O ~ B & X ll@.Suppnerpomh Receipts Su YA E

Lt

Supplier Portal
1 Navigator v B Favorites ¥ Home Logout Preferences Help Diagnostics

| Home | Orders | Shipments | Planning | Finance | Product | Intelligence | Admin

Delivery Schedules | Shipment Notices | Shipment Schedules | Receipts | Returns | Overdue Receipts | On-Time Performance | Qualty
Home >

View Receipts

Simple Search
‘Advanced Search
Receipt Number Organization 2
PO Number | . Item Number | &
(example : 1234) = = =
Release Number | Supplier Item Q
(Smeles 20 Item Description |
Shipment Number
Shipped Date |
Receipt »  |Creation Date Organization Shipment \Shipped Date Packing Slip Containers  Waybill/Airbill Freight Carrier Bill of Lading PO Number  Invoice Attachments
17-Mar-2014 14:12:20 flydubai office 40-wrk 40
09-May-2014 15:32:15 flydubai office 85WK 85
28-Apr-2014 20:48:50 flydubai office 70wck 70
28-Apr-2014 16:09:39 fiydubai office 68WCK 68
19-Mar-2014 13:24:22 flydubai office 40-Wck2 40

Home Orders Shipments Planning Finance Product Intelligence Admin Home Logout Preferences Help Diagnostics
About this Page Privacy Statement acle. Al rights reserved.

Step 8: Click the Purchase Order Number to back to the Purchase Orders and then click Invoices. All
invoice transactions done for the Purchase Order is visible. Enter the suitable values in the search
criteria and click Go. The list of invoices based on the search criteria is displayed below the search
fields.

T TR s . I m——T e (-
m @, htp://fzvmedappOL. flydubai.com8003/0A HT! O ~ B © X |[ & isupplier Portal: View Invoic... X ’ o4

f dUbai iSupplier Portal

Orders | Shipments | Planning | Finance | Product | Intelligence | Admin
Create Invoices =~ View Invoices | View Payments
Home >
View Invoices

£
e

1 Navigator v B Favorites ¥ Home Logout Preferences Help Diagnostics

Simple Search
Advanced Search
Invoice Number \ Payment Status v
PO Number | Invoice Amount From | To
(e ; Amount Due From \ To |
Release Number
(ample s 12342) Invoice Date From | @ To | @
T
Payment Number | Due Date From | 8 1 ]
Invoice Status - (example: 26-Apr-2014)
Go Clear
L ] on Payment Remit-to Remit-to Supplier PO Discount Available
Invoice Invoice Date v Type Currency Amount  Due Status Hold Status Supplier Site Due Date Payment Number Receipt Date Discount Attachments
40-Re-  17-Mar-2014 Retainage AED 100.00 100.00 In- Not Paid 27-MAR-
INV Release Process

[[Export_

Home Orders Shipments Planning Finance Product Intelligence Admin Home Logout Preferences Help Diagnostics

Aboutthis Page  Privacy Statement acle. Al rights reserved.
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Step 9: Click view order details to go back to the Purchase Order and click payments under related
information. All payment details done for the Purchase Order is visible. Enter the suitable values in the
search criteria and click Go. The list of payments based on the search criteria is displayed below the
search fields. Similarly to see the list of invoices click on View Invoices available at the top left header.
So the invoice search page is displayed.

T — TR . e I —— v 21 i i)
mw e © hitp://fzvmedapp0l flydubai.com:3003/0A HT! © B & X || @ isupplier Portal: View Paym... {0 27 6o3

iSupplier Portal

M Navigator v ®% Favorites ¥ Home Logout Preferences Diagnostics

| Home | Orders | Shipments | Planning | Finance | Product | Intelligence | Admin
Create Invoices = View Invoices | View Payments

Home >

View Payments

Export
Simple Search
Note that the search is case insensitive | Advanced Search
Payment Number | Status | 1
Invoice Number }7 Payment Amount From To |
PO Number —
Payment Date From @ [ =]
(example: 26-Apr-2014)
Relaase Number
izl
Go | | Clear
Payment Remit-to Supplier Remit-to Supplier Site Payment Date Currency Amount Method Status  Status Date Bank Account Invoice PO Number
No results found.
Export

Home Orders Shipments Planning Finance Product Intelligence Admin Home Logout Preferences Diagnostics
Aboutthis Page  Privacy Statement Copyright (c) 2008, Oracle. Al rights reserved.
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