
How to respond to an RFQ; 
 

When you log in you should be able to see a screen that looks like this; 

 

You will receive notifications on the front screen inviting you to respond to 
Home Care packages. You should also receive a notification by Email to the 
account you have set up with Lancashire County Council. 

To respond click on to the notification which should show you the screen 
below; To view details of the offer click on the 'Negotiation Details' link. 

 

 

 

 

 

 

 

 

 

 



The details of the RFQ should now appear;  

 

  



At the bottom of the page, under the 'Notes and Attachments' section, select 
the attachment e.g. 'Care Package Details SU 123456' 

 

 

 

Click 'Open' on the bar that appears at the bottom of your screen; 

 

  



A PDF document with the details of the referral should now appear like the 
form below; 

 

 

  



Scroll through the document, take a note of any risks the SU may pose and 
look at the Needs/Outcome table for more detailed information regarding the 
care needs the SU has.  

When you are ready to respond go back to Oracle and go to the Actions bar 
detailed below. Click 'Create Quote' and Press 'Go'; 

 

Read the terms & conditions and then check the box advising you have done 
this before clicking 'Accept'; 

 

  



You will then be taken to the create quote screen, scroll down to the 
Requirements section and answer the questions as required. They are a series 
of Yes/No questions with free text fields to add additional information were 
required; 

 

It will now be specified by Care Navigation whether times required are for a 
specific reason e.g. medication, or whether care can be delivered within a 
certain time slot (highlighted below); 

 

 

 

 

 

 

 



Please note if you are rejecting a care package offer, you will need to answer 
'no' to all of the questions and provide a rejection reason; 

 

Once you have filled out all of the relevant questions, please press 'Continue' 
at the bottom of the screen. 

 

  



Please note: If you receive the following error message; 

   

A required field has been missed. Look through the requirements and ensure 
the question stated in the error message has a response. Once happy – press 
'Continue' again. 

 

This will bring up a 'Review and 'Submit' Screen, if you would like to review the 
details you have entered, press 'Show All Details' and it will allow you to review 
your responses. Once happy, press 'Submit';  

 

You will then receive a message of confirmation with your Quote number. 
Press 'Return to Sourcing Home Page' once complete; 

 

 

 

 

 

 



You can also view all of your active response and open invitations in your home 
screen.  

Click the 'LCC Sourcing Supplier' folder on the main menu; 

 

Click the 'Sourcing' folder that appears;  

 

And then click the Sourcing Homepage;  

 

Click on 'Full List' under 'Your Company's Open Invitations'; 

 



 

 

Click on the negotiation number of the RFQ you would like to look at (detailed 
in your notification); 
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