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1. EXPLAINED 

Regal, as an organization with global footprint, developing a strong foundation of supply chain 
relationship with suppliers is paramount because it leads to potential increased process efficiency and 
business performance. As part of continuous innovative improvement, iSupplier has been developed to 
thrive open communication between the Regal & valuable suppliers. 
 
Oracle iSupplier Portal enables collaborative communication with our suppliers in terms of key procure-to-
pay information. It also enables both parties to have a real-time access to purchase orders, forecast or 
planning details, delivery schedules. It also allows both parties to acknowledge orders and change 
requests. 

 
2. PURPOSE 

The purpose of this document is to define a step by step procedure on how external suppliers navigate, 
utilize and understand iSupplier interface.  
 

3. SCOPE 

All Regal facilities with suppliers using iSupplier portal. 

 

4. RESPONSIBLE PARTY(s) 

Regal’s Sourcing Team 
Regal Materials Team 
Regal Suppliers 
 

5. ASSOCIATED DOCUMENTS 

5.1. iSupplier Internal Functions Standard Operating Procedure 

5.2. iSupplier Help Chain User Guide 

 
6. DEFINITIONS 

6.1. iSupplier – tool used for suppliers be able to interface with Regal’s Oracle ERP. Here they can 

view/acknowledge/change purchase orders, create/change/cancel ASN, view production schedule or 

forecast and view invoices and payments. 

6.2. PO – purchase orders. 

6.3. ASN – advance shipping notice 

 
 
 
 
 
 
 
 



 

UNCONTROLLED DOCUMENT IF PRINTED  
 

900 500 140  NEW 

 

950 500 140 REGAL BELOIT QUALITY STANDARD OPERATING PROCEDURE 

FOR ISUPPLIER EXTERNAL SUPPLIER FUNCTIONS 

 CORPORATE 
STRATEGIC 

SOURCING & 

SUPPLIER 

DEVELOPMENT 

Document 

Owner: 
Strategic Sourcing & Supplier Development  

Effective Date: Nov 25, 2020 Rev: 02 Page 2 of 26 

7. PROCEDURE 

7.1. Supplier Registration 

7.1.1 For supplier to have an access, below form located on https://www.regalbeloit.com/Suppliers  

shall be filled out and sent back to isupplierregistration@regalbeloit.com.  

 

7.1.2 Once the supplier has been registered in iSupplier, he/she will receive an email notification of 

iSupplier website access along with the username & password of logging in. 

 

https://www.regalbeloit.com/Suppliers
mailto:isupplierregistration@regalbeloit.com


 

UNCONTROLLED DOCUMENT IF PRINTED  
 

900 500 140  NEW 

 

950 500 140 REGAL BELOIT QUALITY STANDARD OPERATING PROCEDURE 

FOR ISUPPLIER EXTERNAL SUPPLIER FUNCTIONS 

 CORPORATE 
STRATEGIC 

SOURCING & 

SUPPLIER 

DEVELOPMENT 

Document 

Owner: 
Strategic Sourcing & Supplier Development  

Effective Date: Nov 25, 2020 Rev: 02 Page 3 of 26 

 7.1.3 User Log-in Details         

Login Username**  

Password User’s password** 

iSupplier Portal Site https://isupplier.regalbeloit.com/ 

**unique per user 

 

      7.2.  iSupplier Portal Navigation 

 7.2.1 iSupplier Homepage Navigation  

 

(1) Oracle iSupplier Portal Home page displays. It displays the four main functions of 

iSupplier portal. 

(2) Search section. Allows user to retrieve information needed from main portal. 

(3) Notifications section. Notifications are messages either waiting for your review, view-only 

or requires an action. 

(4) Orders at a Glance section.  This displays the five most recent purchase orders.  Click a 

PO number to view details. 

(5) Shipments at a Glance section.  This displays recent shipments.  Click a shipment 

number to view a list of your recent shipments. 

(6) Home Page Links Button.   

• Home – returns to main portal where you can select other functions 
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• Logout – logs you out from application 

• Preferences – brings you to user preferences setting 

• Help – accesses to help index page 

(7) Quick Links. Provides a high level hierarchy of the procure-to-pay functions through the 

iSupplier portal application.  

 

 7.2.2 Setting Up User Preferences  

  7.2.2.1 Click Preferences in the top right of the Home Page window. 

 

  7.2.2.2 Supplier may change the default settings in General tab and click Apply. 

   

 7.2.3 Notifications Section 

  7.2.3.1 In notifications list, supplier may click the link to expand and see the details. 
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 7.2.3.2 To manage the notifications, click Full List to redirect to view options. 

7.2.3.3 Select the desired view option and tick Go. Displayed result varies on the selected 

type of view. 

    

 7.2.4 Search Engine 

  Quick Search 

7.2.4.1 A dropdown allows to look on a certain criteria. Select the desired criteria & enter the 

search value and click Go. User may opt to use percent sign (%) for generic items. 

    

  7.2.4.2 Output will be displayed at the bottom of the window. 
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  Advanced Search 

 7.2.4.3 Supplier can build complex search queries containing multiply criteria by selecting the 

fields wish to search. Select from different operators that enables to match the conditions for 

search.  

   

 

 

  

 

 

 

 

 

Search Operators Use: 

• is – use this operator for an exact match 

• is not – use this operator to exclude a specific match 

• contains – use this operator to find a partial match 

• starts with – use this operator to find a partial match only at the beginning 

• ends with – use this operator to find a partial match that ends with criteria 
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7.3.   Purchase Order 

 

 

 

7.3.1 Viewing Purchase Order 

Supplier can view details of purchase order such as lines, shipments and attachments. 

7.3.1.1 To view & access PO for further processing, click the Orders tab from iSupplier 

Portal Home. 

7.3.1.2 From the view menu, choose which purchase orders to display. 

 

Types of PO Status: 

1. Accepted – all details in the PO has been accepted by Regal and the supplier. 
2. Rejected – PO has been rejected. 
3. Cancelled – cancelled PO. 
4. Closed – closed PO. 
5. Requires Acknowledgement -Regal asking for confirmation for the PO from the supplier. 
6. Supplier Change Pending – Supplier asked for changes in the PO where the buyer needs to confirm. 
7. Open – pre-iSupplier status where PO does not need any confirmation from the supplier. 
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7.3.1.3 To access the specific PO number you wish to view, click its PO number link. 

 

7.3.1.4 Upon clicking the link, detailed information of PO shall display.  Order Information 

section shows general information, terms and conditions, ship to address and bill to address. 

PO Details section shows line specification information. 

 

7.3.1.5 By clicking Show link, shipment summary will show below the line. 
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7.3.2 PO Acknowledgement (Header/Line) 

This is required by the business for the supplier to acknowledge important information within the 

PO. This maybe that we require a specific delivery date, change in quantity etc. The supplier 

can either “Accept”, “Change” or “Reject” the PO. 

 

7.3.2.1 Select PO with “Requires Acknowledgement” status and click on “Acknowledge”. 

7.3.2.2 Supplier can accept the whole order at header level (all lines) by clicking on “Accept 

Entire Order” button. They can also reject the whole order by clicking on “Reject Entire 

Order” button. 

7.3.2.3 Supplier can also accept/reject specific line items going into detail by clicking the 

Show link > Shipments table, go to action tab and selecting “Accept”, “Change”, “Reject” on 

the drop down and click “Submit”. The supplier is encouraged to put comments on the 

comments section. 
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7.3.2.4 If the supplier rejects the PO, the next screen will appear and they will need to put the 

reason and then click submit. Once submitted the status will show “Rejected”. 

 

7.3.3 PO Change Request (Header/Line) 

 Single Change Request 

7.3.3.1 Supplier can request changes by selecting the radio button for desired PO and then 

clicking the “Request Changes” button. 
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7.3.3.2 Supplier can then change QTY or Promised Date and then indicate reason, select 

“Change” on the dropdown menu, add comments and then click the submit button. 

 

7.3.3.3 Supplier can split orders by expanding the line details and clicking on the “split” icon. 

This will create another line within the PO. Main reason to do this is when doing partial 

shipments and updating the promise date field.  Once submitted the status will change to 

“Supplier Change Pending”. Buyer must approve the request to change. 

 

 Multiple Change Request 

Suppliers can update multiple orders simultaneously depending on the type of change needs 

to make.  Multiple changes can be done to standard POs. 
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7.3.3.4 To update multiple POs, on the Purchase Orders page, click “Multiple PO 

Change”. 

  

 7.3.3.5 Select desired group from shipments View dropdown and click Go. 

 

7.3.3.6 If you wish to change the same attribute (Promise Date, Quantity Ordered) for 

multiple PO to the same value, enter the new value in the default value fields. 

7.3.3.7 Select the appropriate POs by ticking the select box. 

7.3.3.8 Enter a short text explanation in the Reason field 

7.3.3.9 Select “Change” from Action dropdown. 
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  7.3.3.10 Click “Apply Default Values”. 

 

7.3.3.11 If you wish to update multiple PO attributes to different values, enter the new values 

directly into the fields of selected PO line table. 

7.3.3.12 Enter a short explanation in Reason field & select action.

 

 

7.3.4 PO Cancellation Request (Header/Line) 

7.3.4.1 Select the PO that needs to be cancelled and click on “Request Cancellation”. 
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7.3.4.2 Cancel the whole order by clicking the on “Cancel Entire Order”. Enter reason and 

click on “Submit”. 

 

7.3.4.3 Cancel a specific line by going into the line detail and select “Cancel” on the 

dropdown menu, note the reason and click on the “Submit” button. 

 

7.3.5 Viewing Purchase Order History Revision  

Supplier can get the summarized list of purchase orders that has been revised. You may 

compare each revised PO to the original PO. 

 

7.3.5.1 From Orders Tab, click Purchase History sub-tab. 

7.3.5.2 Enter search criteria to identify the purchase order(s) you wish to inspect. Click Go. 
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7.3.5.3 Click the desired history to inspect. You can choose “Compare to Original PO”, 

“Compare to Previous PO” or “Show all PO Changes”. 

 

7.3.5.4 Each option will show the detailed history of the selected PO. 

 

   

7.4 Shipments 

Suppliers enable to view existing shipments.  iSupplier portal enables to create, cancel and view other 

shipment information. 
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7.4.1 Creating ASN 

7.4.1.1 Click on “Create Advance Shipping Notices”  

7.4.1.2 Select the PO which are shipping and then click on “Add to Shipment Notice”. 

Important Note! Only PO shipping to the same location can be included in 1 ASN. 

7.4.1.3 On the shipment lines, you can edit the QTY or the lines shipping (click “remove” 

button). Then click on “Shipment Header”. 

7.4.1.4 Enter the following required field: 

 7.4.1.4.1  Shipment Number/Invoice Number 

7.4.1.4.2  Shipment Date 

7.4.1.4.3  Expected Receipt Date 

7.4.1.4.4  Freight Carrier 

7.4.1.4.5  Waybill/Airbill Number 

7.4.1.4.6 Bill of Lading (mandatory for International Suppliers only) 
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7.4.1.5 Click “Submit” 

 
7.4.2 View/Print/Modify/Cancel ASN 

7.4.2.1 In Shipment Notices sub tab, click on “View/Cancel Advance Shipment and 

Billing Notices”. 

7.4.2.2 On the next screen, you can view/cancel ASNs. 

7.4.2.3 To cancel an ASN, tick the corresponding ASN number and then click on 

“Cancel Shipment Notice”. 
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7.4.2.4 To print an ASN, click the shipment number link to redirect the window of details of 

ASN. 

 

7.4.2.5 Click “Print ASN” to view the summary.  Output is in pdf format and can be saved in 

local drive for reference. 
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7.4.3 Viewing Receipts 

Supplier can explore a historical view of all receipts that have been recorded for shipped goods. 

7.4.3.1 Here the supplier can view their corresponding receipts in Regal plants and their 

details. 
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7.4.4 Viewing Returns 

7.4.4.1 Here the supplier can view the returned shipments and their details. 

 

7.4.5 Viewing Overdue Receipts 

7.4.4.2 Here the supplier can view the overdue PO. This is based on the “Promised Date” 

parameter. 
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7.4.6 Viewing On Time Performance  

On-Time Performance page provides the delivery status of shipments suppliers made against 

purchase orders.   

7.4.6.1 On time performance is based on “Receipt Date” vs “Due Date”. Due date refers to 

promise date. For Regal, 3 days early and 0 days late is considered “On Time”. 

7.4.6.2 Click the PO number or receipt number to view further details. 

 

7.5 Planning 

Planning function in the main tab enables supplier to view demand forecasts from Regal.   
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7.5.1 Supplier Schedules/Forecasts 

7.5.1.1 To view a schedule, click the “Planning” tab and enter a “Schedule Horizon Start” 

(last day of the previous month). To view a specific schedule, click on the “Schedule Number” or the 

“Summarized View” button. 

7.5.1.2 Clicking on the “Schedule Number” will land you to the high level page. 

 

7.5.1.3 From the high level page, the supplier can click on: 

7.5.1.3.1  “Summarized View” showing the list of item numbers’ forecast covered 

within the horizon dates. 
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7.5.1.3.2 Click Item number link to access the “Item View” of detailed forecast 

information. Item view provides guide of minimum order quantity, forecast quantity, 

released quantity.  

  

7.5.1.3.3 If the MOQ (Minimum Order Quantity) is empty, contact the commodity 

manager to update the setting. Refer to Help Chain Guide document for further 

details. 

 

7.6 Finance 
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7.6.1 Viewing Invoices 

 

7.6.1.1 On the “View Invoices” tab, suppliers can see the status of their invoices. They may 

also be able to click on the specific invoices to know the details. 

 

7.6.1.2 Some things to note on this page are the following: 

 7.6.1.2.1 Status 

 7.6.1.2.1.1 Approved – will be paid on due date 

 7.6.1.2.1.2 In-Process – the invoice might be on hold, see “Hold Reasons” to 

see the reason. 

  

 7.6.2 Viewing Payments 

 

 7.6.2.1 In View Payment Summary tab, supplier can view payments completed by Regal. 
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 7.6.2.2 To understand which invoice are included on the payment, click on the “Payment 

Number”  link or the “Multiple” link below Invoice header. 

7.6.2.3 By clicking this link, below information will be shown. 
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8. RECORDS 
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