
1
GE Oil&Gas

iSupplier Portal User Manual

Oracle iSupplier Portal for Supplier
User Manual, V6.0

Imagination at work.



Index

iSupplier Portal Navigation
iSupplier Portal introduction
iSP Supplier Log in 
iSP Home and Search options

iSP Home and Search options
iSP Log In Page – Supplier Notification
iSP Home Page

Negotiation tab - Quote creation
Acknowledge RFQ
Create Quotation
RFQ Monitoring
On Line Discussion
Re-submit Quotation – Revised RFQ

Purchase Order Management
PO Acknowledgment
Order Tab Navigation
Change Requests
OSP Purchase Orders
Creation & View of GRR
Shipment Tab – Returns/Receipts & Overdue Shipments



Index

Finance Navigation
Invoice & Payment Search

Supplier info & Contact Details



iSupplier Portal Navigation



iSupplier Portal Introduction



iSupplier Portal Main Functionalities

➢ RFQ/Negotiation analysis

➢ Quote creation

➢ Inquiry on PO and Revision History

➢ Access to Engineering Item/BOM etc

➢ PO Change Requests and Concessions

➢ Delivery Maintenance

➢ Receipt/Return Information

➢ Inquiry on Invoices and Payments

➢ Document Submission/Approval



iSP Supplier Log in

For all Supplier Users is present only one responsibility and for this reason the system 
automatically opens the iSP home page. The Supplier Portal Full Access responsibility allows 
the Supplier Users to see and manage all the RFQs, and PO related with his company. Moreover 
this responsibility allows supplier to search and analyze all his POs, Invoices, Payments, etc.

The log in process for Supplier is made of two steps: access the GE extranet
first and log in Oracle iSP after.

To enter in GE extranet use the following link, 
http://pascalsourcing.geoilandgas.comenter your SSO and 
password and then click on Log In.1
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https://pascalsourcing.geoilandgas.com/


iSupplier Home and Search options



iSupplier Log In – Set Preferences

First Action is to  Set Preferences for the Time Zone 
that work in.   This is KEY to ensure correct date 
management.  Click on Preference 

Go to Regional:  Click on Territory; Select Country e.g. for UK Suppliers select United Kingdom and Select Time 
zone = GMT (London) 

Click on Apply ; the System will inform  you if Confirmation has been successful;

Click on Home 



iSuplier Log In Page - Supplier Notification
Work List shows all Open Notifications – that either require 
action or for information only.  Click on Full List – to view all of 
your notifications 

Click on Sent – for ascending/descending date order 

Notification View  - provides a list of all  notifications by 
criteria

Note

Email notifications will also have been 
transmitted in addition to these notifications.

Ignore Reassign as this is disabled 

Important notifications = To do List 

Access to iSupplier Home Page

click on iSupplier option



iSupplier Supplier home page

Quick search can be used to access directly any document (PO, 
shipment, invoice and payment) entering the number in the 
free text box.

Click on the link to view the 
document details.

This section provides an additional access to 
the relevant navigation tabs featured at the 
top of the page.

To view a complete list of your 
Notifications or POs click Full List.

Once finished using iSP remember to 
logout clicking this button.

In Preferences the User can find several settings the most important of 
which is the password change & Time Zone – to ensure alignment of 
dates & apply changes



Negotiations



Receipt and Acknowledgement
of RFQ



Supplier Invitation to Quote
Request for Quote (RFQ)  will be received via Email Notification & on Oracle Home Page on Worklist 

Note
If your company has multiple sites that are known to the Buyer who created the Negotiation, a separate invitation might 
have been sent to each site. If this is the case, you may see multiple entries having the same Negotiation number but 
associated with different sites. You can place a response on behalf of either or all sites. 

Note
To acknowledge participation do not use the buttons in the email as these have been disabled.  
Acknowledgement is required in iSP



Viewing the RFQ

Click on Negotiation number 
hyperlink to view the RFQ

On the iSP Negotiations tab all open negotiations to action will be viewed in the Your Company’s Open Invitations 
section.



Viewing the RFQ
RFQ T&C must be acknowledged before you proceed to View RFQ, ackowledge Participation or Create Quote 



Viewing the RFQ
Supplier may view the RFQ before proceeding to Acknwledge Participation or Create Quote

Quote Header:  contains RFQ validtity period, terms and attachments (if applicable) 

Quotes must be 
submitted BEFORE 
the Close Date. 



Viewing the RFQ
Supplier may view the RFQ before proceeding to Acknwledge Participation or Create Quote

Quote Lines:  contains detials of the requirement, required dates and a link to Engineering Drawing (via ePims) 

Link to ePims for 
Spec, Drawings, Docs 
etc

Need by Date is GE 
Required to GE Dock 
Date



RFQ Acknowledgement

Acknowledge Participation – Yes or No 

Additional Notes to Buyer can also be entered  

Supplier should acknowledge RFQ and advise if they wish to participate 

1. Via Worklist Notification



RFQ Acknowledgement
Supplier should acknowledge RFQ and advise if they wish to participate 

2. Within RFQ (in Negotiations Tab)



Create Quotation



Supplier Quote creation

Go to Actions and Select Create Quote. 

Select the option Create Quote in the Actions 
menu and then click on Go.



Supplier Quote creation

The Create Quote screen appears. 

Manual Creation - Enter appropriate data fields information first at Header level and then Click on Lines tab to 
complete.

Click Add Attachments to supply the buyer with 
any additional information (file, URL, short text 

note)

You may add a Quote Ref or Note to 
Buyer

MANDATORY:  Enter the date on which your bid 
or quote expires. You can use the pop-up 
calendar to select a date.  This must be later 
than the close date  

Capability to amend currency



Supplier Quote creation
Complete the Quote Lines level details. 

Number of units on which you are 
quoting.. If the Buyer set bid controls 
to allow only full quantity bids, this 
field is display only and shows the 
quantity entered by the Buyer. 

The  quantity cannot be greater than 
the quote quantity therefore MOQ
are to be entered via notes to the 
Buyer

Enter your Unit Price

If the buyer has specified a starting price, that price is displayed in the 
Start Price column, and you must offer a lower price. 

If the buyer has specified a target price for the line and chooses to show 
it, that price is displayed in the Target Price column. 

Use the calendar to enter the Promise Date 
( Delivery to GE/Execution Date or FCA 
Collection Date ) **

This icon indicates more 
info required. In this case 
the User has to click on 
Update Pencil           to enter
these additional info (see 
next page).

Note – If you do not wish to participate in some fo the lines on the 
quote please do NOT click into the either the price and quantity fields 
as the system will force you to enter in a price and quantity.
Merely inform the buyer via the  “Note to Buyer” section.

** Note:  Promise Date on RFQ will become 
Material Handoff Date (MHD) on PO
(See Dates Explained)



Supplier Quote creation
To add in additional Requirements requested by the Buyer from the Update icon               , enter the required info 
and at the end click on Apply.

In this page for each line it is always possible to enter a Note 
to Buyer

Using this menu it is possible to switch form 

one line to another one.

Buyer may request more 
info using Attributes



Supplier Quote creation

Confirmation and Quote Number

Click Save Draft to save your response 
information for a later session. You can access 
your draft responses by clicking the Manage 
Draft quick link from the Negotiations Home 
page.

Submit is the last step that allows to send 
the Quote to the Buyer.

Note  All lines quoted will be on view but by default only 
the top line is selected but all lines will be submitted to 
GE.



Supplier Quote creation
Create Quote by Spreadsheet

This will open up the screen below.  Click 
on Export 



Supplier Quote creation

The Quote by Spreadsheet button appears.  Click on this

Open up the download file and click on the 
.xml file

Complete the fields as you would for an online 
quote.  Remember to complete Header and 
Lines Tab.

Save file to the desktop 



Supplier Quote creation
The  Quote by Spreadsheet  button appears.  

Select File and click on Import.

Complete the actions as per online quotation –
click on Submit or Draft    



RFQ Monitoring



Quote Monitoring

Full View to see full history



Quote Monitoring 
Quote decision will be done via email notification and by clicking on Awarded/Rejected Icons



Quotes Closing Early
If RFQ is closed early by the Buyer you will receive notification via email and on Worklist



RFQ Search



RFQ Search
Allows Search of where PO’s have been created

.

Click on Quotation number

If Award Successful – PO 
number will be shown

RFQ Search also allows you to search by Part Number.  Other 
searches are underdevelopment



RFQ - Online Discussion



On Line Discussion
iSP allows to do a private On Line Discussion between Buyer and Supplier related to a specific negotiation. To do 
that it is needed to search and open the desired RFQ and then select the option Online Discussions present in the 
Actions menu.

Note
On Line Discussion only available for RFQ

If the Buyer uses on line discussion – you will be informed via the home page Worklist 



Online Discussion

In this section there are all the 
messages related to the selected 
Negotiation; it is a sort of Online 
Discussions history.

Note
When the counterpart responds to your 
message, you will get email and see the 
reply in iSP Online Discussions history.

Compose the message and 
then click on Submit.

By default the system populates 
the Sent To with the counterpart 
name.



Re-submit Quotation – Revised RFQ



Re-submit Quotation – Revised RFQ
You can see the revised RFQ under Open Invitations which uses the same Negotiation number followed by the revision 
no (e.g. 20001,1) 

Click on RFQ number in Open Invitations to see revised RFQ

The previous version of RFQ will show a warning sign 

and message



Re-submit Quotation – Revised RFQ

Click View Amendments and Verify the 
changes made to RFQ. Acknowledge the 
Amendments.

Note
There is a requirement to review the Amendment History first prior to creation of new round of quotes



Re-submit Quotation – Revised RFQ



Re-submit Quotation – Revised RFQ
At this point it is possible to update the RFQ and at the end Re-submit

Click on RFQ number in 
Open Invitations.



Re-submit Quotation – Revised RFQ

The system shows the original quote. Modify the Quote Header and Line details following the same procedure used in 
case of standard process.  After that click ‘Continue’ and ‘Submit’ the revised Quote.

Select the option Create Quote in the Actions 
menu and then click on Go.



Purchase Order Management



Orders Navigation



Purchase Order search

Use Order Search or Advanced 
Search options to find specific POs

The Orders screen helps the User search for PO’s by using predefined searches and Advanced Search options

Default – ALL Purchase Orders 



Purchase Orders Search

Embossed headings is only 
available for Order Date and 
Purchase Order No 

Click on PO Rev to see Revision History
New POs or Revised POs will 
require an acknowledgement 

Hyperlink – anything underlined is a 
Hyperlink, to open PO, click on the PO 
number 445550757



Purchase Order – Header details 

eInvoicing  – “Pay on Receipt”

If Yes = Do NOT submit an Invoice, this is an ERS PO

If no = Submit Invoice to usual Bill to Address

PO Header Details can be seen in Order Information including PO T&Cs etc. 

The User can also access all other related information to this PO using the Actions menu (History, Receipts, Invoices, 
Payments and Shipment). 

Order Information is the PO Header

View PDF allows to print a PO.

Attachments and 
Note to Supplier (if 
added by Buyer)

Line Details



Purchase Order – Line/Shipment details 
PO Lines (or Shipments) can be seen in PO Details (use Show ALL Details) 

Link to BOM, drawings, Docs etcLine attachments (full part description etc)

Qty Ordered (and Receipted) Purchase Order Dates

GRR – to submit 
a concession



Engineering Drawing
Clicking on the Engineering Drawing hyperlink present at line level the system opens the page shown in the picture 
below. 

The Engineering info
related to the item link to 
the selected PO line are 
organized by tab; the last 
one contains a sort of 
summary.



Purchase Order for Outside Processing (Service)
Header information will remain the same.   Line type = Outside Processing

Line attachments will show real parts, components and revisions

Show all Changes

Buyer should add “Real Part Number” in 
Supplier Item for easy reference



Purchase Order for Outside Processing (Service)
Line type = Outside Processing, has a link to Engineering Drawing of Assembly Item 



Purchase Order Acknowledgement



PO Acknowledgment
Once the PO is approved in Oracle PO the Supplier will receive a Notification via email and in the iSP Worklist area 
informing that a PO acceptance/acknowledgment is required which applies for any contractual revision of the PO.



PO Acknowledgment
The best way to Review a PO is using the Orders tab in which a list of POs created for the Supplier are displayed. 
The Supplier can select the PO to Acknowledge by clicking on the “Requires Acknowledgement” status.

System will display list of orders which are not yet 
acknowledged. Click on PO number, acknowledge



PO Acknowledgment

Chose option Accept or Reject Entire Order. Click on 
Submit button (no partial acceptance is allowed).

Chose Show All  to view Line and 
Shipment information.  



PO Acknowledgment

The User can enter a 
Note to the Buyer



PO Dates Explained



PO Dates Explained

➢ Need by Date
GE required to GE location (i.e. ship to location) date for goods or execution date (for services)

➢ Material Handoff Date (MHD):-

Case 1:  Date Goods will be ready for collection FOB (FCA/EXW i.e. GE Organizes Carriage)

Case 2: Date Goods will be delivered to GE FOB (DDP i.e. supplier will deliver to GE)
Date Service will be executed FOB not applicable

➢ Promise Date

• Date goods will be at GE location

• Buyer can enter a Transport Lead Time (TLT) to calculate the Promise Date in case of FOB - FCA/EXW 

➢ Contract Date
Original MHD, and will be adjusted only if GE is agreeable.   OTD is measured against the Contract Date.  

Note:
Supplier can only modify Material 
Handoff Date (MHD)



PO Dates Explained
PO Creation

MHD + TLT   =       Promise Date
Contract Date =  MHD

Case 1:  GE Arrange Carriage (TLT = # logistics days) 

Case 2: Supplier Delivers to GE/Service Executed (TLT = 0)

Supplier slippage

MHD + TLT   =      Promise Date
Contract Date = Original or last mutually agreed 

MHD

In this example the MHD was agreed as 01-
Feb.  However, Supplier intimated a slippage 
to 28-Feb.  



PO - Request Changes



Request Changes
Supplier can initiate a revision change to PO that will go to Buyer for approval, Actions – Request Changes in Orders 
tab, GO  (N.B. Supplier can only request changes if PO is acknowledged) 

1. Request Change to Line Qty or Price 

Any field that opens in 
white box, is open to 
Change Request

Price /Qty can only be changed if no receipts Reason – enter reason for change

Action – CHANGE

[Action - Cancel - will submit a 
request to cancel the Line]



Request Changes
Supplier can initiate a revision change to PO that will go to Buyer for approval, Actions – Request Changes in Orders 
tab  (N.B. Supplier can only request changes if PO is acknowledged) 

2. Request Change to Line Due Date – Material Handoff Date (MHD) 

Changes to Material Handoff date – best 
commitment to delivery/execution, or goods 
will be ready for collection 

(see Dates Explained)

Reason – enter reason for change

Action – CHANGE

[Action - Cancel - will submit a 
request to cancel the Line]



Request Changes
Supplier can initiate a revision change to PO that will go to Buyer for approval, Actions – Request Changes in Orders 
tab  (N.B. Supplier can only request changes if PO is acknowledged) 

3. Advise that Contract has been executed – Material Handoff Date is Actual/Firmed** 

IMPORTANT:  check MHD before ticking the actual flag, 
ensure the MHD was the true date of Handoff/Execution 
and update if not accurate (THEN tick actual flag)

Reason – once MHD Actual Flag is 
ticked the Reason will pre-populate 
“Supplier Checked Actual Flag”.  Do 
not delete that message. You may 
add to it. 

Action – CHANGE

** Actual Flag ( see Dates Explained )

Case 1 (FCA):   When you have received Approval to Ship, Docs are approved and you have advised GE 
Logistics/Buyer that goods are Ready to Collected

Case 2 (DDP/Service):  When goods have been delivered to GE Location, and POD has been signed or 
Service Executed and GE acknowledged

**NEW **



Tracking Change Requests
Once a Change Request is submitted successfuly you will receive Confirmation

Whilst Buyer is reviewing the Change Request, Order will remain in Status ‘Supplier Change Pending’ 

In addition in the Orders Tab; Purchase Orders; Status will show Supplier Change 
Pending – this is awaiting buyer approval 

When Buyer accepts  changes an email notification and Worklist notification in will be generated.  

To check the status of the changes check in Orders Tab; Purchase Orders; Status if it shows Supplier Change 
Pending – this is still awaiting buyer approval .

If it states Buyer Change Pending – then this is awaiting vendor acceptance of changes to the PO



Tracking Change Requests
Worklist Notification

Buyer may also REJECT:



Purchase Order History
There are various ways to query PO history

PO Revision History (Purchase History) will show ALL changes
PO Change History – will show only changes initiated by supplier as Change Request 

Full Revision History Supplier Change History 



Purchase Order History
Purchase History will show ALL changes

Show all PO Changes shows exact change, and what revision it was made in

Show all Changes



Creation and View of Global Rejection 
Record (GRR) or Non Conformance Record 

(NCR)



GRR/NCR – Creation 

Creation of GRR hyperlink present at PO line level the system opens the page called View Rejection Report. 

Click on New to create GRR.

Complete all relevant fields and click on 
Submit. 

The system will provide an rejection id – this is NOT the GRR/NCR number – this will follow via email 
or can be viewed by clicking on the GRR link again at PO Line level

The System can create either a  GRV (Global Rejection Vendor) or a NCR (Non Conformance Record).  The creation is 
however the same



GRR
When GRR has been created a flag will appear next to the GRR icon

Click on this to view all GRR details for that PO line.  If no GRR number appears within 
24 hours of submission then please contact the Buyer 

Once present click on GRR hyperlink to see its details.

If System is being created in ePIMS than the GRV Number will be created

If System is being created in Oracle then an NCR number will be created

Click on the GRR Number Hyperlink to access the full information regarding the defect – the notification will  provide 
all the relevant information.  

When GRV/NCR is created an email notification will be received at create (Author) stage and at each process step i.e. Review; Disposition; 
Release and Close. 



Shipment Tab



Tracking Delivery Date Schedules
To View PO Promise Dates click on Shipment Tab/Delivery – Advance Search 

Use predefined or Advanced Search options.  Add 
Promise Date select criteria of  after select date and 
then click on Go to run a query.

This will return all open order lines that are due 
after a specific date.

Note

The Overdue Receipt Tab, using 
advance search can also be used 
to find all overdue PO lines .  



Tracking Receipts and Returns
Receipts and Returns can be tracked using Shipment Tab

Use Predefined or Advanced Search options for 
adding in criteria  Select criteria and click on Go
to run a query.

This will return all receipts for the specific 
criteria entered

For Returns follow the same search criteria to 
query returns to the vendor site



Documentation



Document Upload for GEOG Quality Tab

iSupplier provides numerous additional functionalities. Focus for pilot is on the  quality 
tab

For Operating Unit OU_SS_UK_ABZ, Nigeria and Angola Sites 

All other operating unit follow Orders; Document Submission

If you do Not See GEOG Quality Tab – please contact your local isupplier admin who will arrange access 



Supplier quality tab view

Step 1 Enter in PO Number 
– this is a *Mandatory field

Document Portal ‘GEOG Quality’.

Step 2 – Click on Search to bring up the PO 
lines for that order



Supplier quality tab view

Step 3 Click + on doc line to attach doc. 



Supplier quality tab view

Step 4 -Click      icon for full list of doc’s  - select from the list the most appropriate description to what 
document you are submitting – Please note that this is a MANDATORY  FIELD

Search Filters - Use magnifying glass icon to open search window.  Enter in % and 
press Go to see all of the list of values 



Supplier quality tab view

Step 5 - Add  your document number along with revision number of the document –
THIS FIELD  IS MANDATORY



Supplier quality tab view

Step 6 – If you have any additional 
comments – enter them here



Supplier quality tab view

Step 7 – If required - Add trace information; 
NB* Take care to be accurate as details copied onto the authorisation to 
ship report 



Supplier quality tab view

- Step 8 Select icon 
Select - Country of Origin from list of values

Search Filters - Use magnifying glass icon to open 
search window.  Enter in % and press Go



Supplier quality tab view

Step 9 – MANDATORY FIELD - Select Document Approval Type;
• ‘Shipping’ for standard off shelf items e.g. ‘Certificate of 

Conformity’.
• ‘In Process’ for purchased assemblies containing document suites 

e.g. ‘Factory Acceptance Test’

Step 10 - Select if the line was source 
inspected or not ‘Yes/No’



Supplier quality tab view

Step 11 – now complete the SAR (Authorisation to 
Ship Line for that PO Line number 

Step 12 – copy 
down your 
vendor doc 
number and rev 
number 

Step 13 – Enter in 
Requested Qty. to ship

Step 14 – Enter in any 
comments you may 
have

Step 15 - Select Country of 
Origin from list of values



Supplier quality tab view

Step 16 – MANDATORY FIELD - Select Document Approval Type;
• ‘Shipping’ for standard off shelf items e.g. ‘Certificate of 

Conformity’.
• ‘In Process’ for purchased assemblies containing document suites 

e.g. ‘Factory Acceptance Test’

Step 17 - Select if the line was source 
inspected or not ‘Yes/No’



Supplier quality tab view

Step 19 – click on Save – Message display 
ribbon to state that records  have been 
successfully submitted

Step 18 – CRITICAL - Line select check boxes for both the document line and the Shipping 
Authorisation Request (SAR) 
• Top line for docs uploads.
• Bottom line Shipping Authorisation Request (SAR) line.

Step 20 - Document Submission 
Date should also populate if 
documents successfully uploaded 



Supplier quality tab view

Step 21 – Line status will show here;
• Submitted.
• Rejected.
• Approved



To upload more than one document for the same PO Line number 

Step 22  - PO number from previous step will remain – then just 
click on search to requery and refresh results

First document line and SAR submitted.
System automatically provides new place holder 
document line ready for next document to be 
submitted if required.   

Instructions only to be followed if wanting to upload more than one 
document for the Same PO Line



Supplier quality tab view

Partial shipment submitted;
New DB Sequence lines created 
to cover remaining PO line Qty.



Supplier quality tab view

Partial shipment submitted;
New DB Sequence lines created 
to cover remaining PO line Qty.



Shipping Authorisation Report (SAR)



Hints and Tips
Multiple Documents to submit?

• You can submit as many documents as you want ahead of time and without having to submit 
the SAR, simply select the document line only, add details and attach the document, click save 
and once saved click search, a new place holder line is now provided to add your next 
document.

Adding long Comments 

• If you need to share a detailed instruction with the document controller you can do this in the 
attachment section and refer to it in the short comments field, simply open the attachments 
screen and select text, this provides you with a text section where you can add your long 
comments to be shared with the document controller.

• To speed data entry in LOV fields, simply type the start text and hit the tab key, if there is no 
other matches the LOV auto populates, if there are several only those are shown which you 
can quick select.



Notifications



Notifications
Home Page:  Worklist Click on Full List  to show all notifications whether they 

are for information or for action 

There is also a sorting facility by clicking on the 
headers From; Type; Subject; Sent; Due (if buyer has 
entered a date); Open



Notifications
Full List



Finance Tab Navigation



Finance Tab
Using the finance tab you can search by PO/Invoice to check status and payments 

Enter PO number/Invoice number

Invoice has been PAID 16-Jan-17



Finance Tab
Using the finance tab you can search by PO/Invoice to check status and payments 

Enter Invoice number or Invoice Date 
Range

Invoice on hold until Line Receipted 



Contact Us



Contact Us Functionality
Key Super User Contacts for GE Oil & Gas UK Limited (OU_SS_UK_ABZ)

Product Line iSupplier Admin Email Address 

Trees - Aberdeen Melody Mamman Melody.Mamman@ge.com

Services - Offshore Margaret Gravill Margaret.Gravill@ge.com

Controls - Nailsea Jon Wood JonStuart.Wood@ge.com

Manifolds - Astec West/Aberdeen Vipul Sharma Vipul1.sharma@ge.com

Services - IWOCS - Astec West Jiao Jiang Jiao.Jiang@ge.com

Services - Montrose - Charleton Road
Jain Pam Jain.Pam@ge.com

Jodie Mitchell Jodie.Mitchell@ge.com

Services - Aberdeen Adele Lynch Adele.Lynch@ge.com

Services - Montrose - Brent Christopher Murphy Christopher.Murphy@ge.com

Wellstream - Newcastle Jack.Wilkinson Jack.Wilkinson@ge.com

ITO - Sourcing 

Nicola Rennie Nicola.Rennie@ge.com

Lajos Toth Lajos.Toth@ge.com

Adelaide Carlos Adelaide.Carlos@ge.com
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