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Vendor Guide 
Order Management Utility 
 
 
The following document outlines the purpose, process and behavior of the new order management utility 
deployed by Regency.  Primarily, this utility will streamline how orders for print, promotional and apparel 
items are delivered to and managed by our suppliers, ultimately replacing the need for vendors to process 
orders through the Four51 webstore login. 
 
 
To access the utility, simply click the link in the notification email that will be released each time an order is 
submitted.  The link is unique for each user, therefore, each unique user that should have access to the vendor 
dashboard will need to be added to the system as a contact.  The link will redirect to the vendor dashboard 
which will be displayed as below: 
 

 
 
The vendor dashboard will display all orders for you as a vendor in one of three tabs: 

• New/Open orders are waiting to be processed 
• Fulfilled orders have been shipped, but without recording tracking information 
• Completed orders have been shipped and tracking information has been provided 

 
As a vendor you are able to communicate with the Regency team through the order notes, and can also use 
the ‘Hold Order & Notify Regency’ button to place an order on hold.  When a problem is reported, the job is 
automatically placed on hold and a ticket is created for internal management of the issue.  The team at 
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Regency will manage the ticket to have the error fixed, and once the problem has been resolved, will release 
the purchase order back into the queue along with the necessary comments or instructions.  Clicking the PO 
number in the list view will display the details of the selected order.  From the order page, clicking the “+” 
symbol will expand the item(s) and display the full specification of the products; clicking the “-“ will collapse. 
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The expanded product view will provide all needed details for the items and for printed goods will also include 
a link to download production-ready artwork.   
 

 
 
Comments can be added at the product or the order level as well and will be visible to both the supplier and 
Regency.  Comments are tagged with the name of the user based upon the link used to access the dashboard. 
 
For order management purposes, we have provided a ‘Reference #’ field to be used by vendors to apply their 
own project ID.  This value will also be transferred back to the vendor dashboard where it can be used to 
search and sort orders. 
 

 
 

The Regency UPS account # is provided in the top left corner of the dashboard for reference.  All suppliers 
should use this account for shipping Regency product if possible. 
 

 
 
 
To close orders out, do ONE of the following: 

• Complete the shipping information and click the ‘Fulfill’ button if NOT shipping on Regency’s account 
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• Check the box “Shipped on Regency account” and click the ‘Fulfill’ button: if using the Regency account 
no additional information is required 

 
 

Suppliers will have visibility to all orders both current and historical for 90 days from completion after which 
the orders are archived on the Regency side.  Completion is considered the date that tracking information is 
provided for the order and it is marked fulfilled. 
 

 
 


