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Registration Submission

In this Course you will learn how to
submit a registration to get access to the
City of Chicago's iSupplier Portal.

If you have already signed up for the
City's iSupplier Portal, you can log into
the system and do not need to register.

This is an example of a company
registering for access to iSupplier Portal.
You will need to use your Company's
information to register.
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Registration Submission

Step 1

From the City of Chicago's web site, you
will be brought to the Prospective
Supplier Registration window once you
click on the register link.

The first thing you will do is fill out your
company details.

Click in the Company Name field.
Note: Any field marked with an Asterisk

(*) is a required field and must be filled
in to continue with the registration.
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Step 2

Enter your company's name in this field.

Enter the desired information into
the Company Name field. In this
example, enter "Company Name Here".
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Step 5

A Popup window will appear.

R Click the Quick Select button for United
T — States. If you are not located in the
: s ' United States, please choose your

appropriate country name.
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Step 18

Enter the desired information into
the Phone Number field. In this
example, enter "123-4567".

You can also add a Phone Extension if
one is available for this contact.
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Step 19

Click the Next button.

Note: It is important only to click the
Next button once. Please wait patiently
for the next page to load.
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Step 20

The Prospective Supplier Registration:
Additional Details window now appears.

At least one address must be provided
for your company.

Click the Create button under the
Address Book section of the page.
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Step 21

The Create Address window now
appears.

Click in the Address Name field.
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Step 23

Click in the Address Line 1 field.
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Step 25

Click in the City field.
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Step 26

Enter the desired information into
the City field. In this example,
enter "Chicago".
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Step 27

Click in the State field.
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Step 28

Enter the desired information into
the State field. In this example,
enter "IL".



OoORrRACLE

USER PRODUCTIVITY KIT

e
R | 5 bt/ d <01 fmpsS0.cityofchicago.org8075/0A_HTML/OAJppeg O = B € X | &5 Create Address = |

CITYor CHICAGO  jSupplier Portal

Create Address
= Indicates required field _ I =
Ccancel Apply
* Address Name |Headquaters Fhone Area Code
Country  United States - Fhone Numbar
* Address Line 1 [123 Main St Fax Area Code
Address Line 2 Fa Humber

Address Line 3 Emall Address |
Address Line 4 [l Purchasing Address:
sy [Chicage | Payment Address
County
* Seate [a]
Frovince
= Postal Code :

| cancel | [ Apply |

Registration Submission

Step 29

Click in the Postal Code field.
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L Sl 5 hetpe//d <01 fmpsS0.cityofchicago.org 075/ 0A_HTML/C,

CITYor CHICAGO  jSupplier Portal

| Create Address

Indicates required fiedd | Apply
* Address Name ,W Fhone Area Code
Country  United States gt Fhone Numbar
" Address Line 1 [123 Manst. Fax Area Code
Addressitme2 [ Faxx Number
Addresstmes [ Email Address |

Address Line 4

[F] Purchasing Address
“cy [Chicogo :
cowmy [

“swte L

Frovince ,7
* Postal Code E

Registration Submission

Step 30

Enter the desired information into
the Postal Code field. In this example,
enter "60602".



OoORrRACLE
USER PRODUCTIVITY KIT

]
L | £ bt/ d <01 fimpsS0.cityofchicago.org 8075/ 0A_HTML/OA:

CITYor CHICAGO  jSupplier Portal

Create Address
= Indicates required field

[Apply |
* Address Name ,W Fhone Area Code g_
Country  United States gt Fhone Numbar
" Address Line 1 [123 Manst. Fax Area Code
Addressitme2 [ Faxx Number
Addresstmes [ Email Address |

Address Line 4

| FllPurchasing Address:
sy [Chicage ]
County
= smte [
Frovince
~ Postal Code [60B02

[ Payment Address

Registration Submission

Step 31

Click in the Phone Area Code field.

This is a phone number for this address.
This is NOT a phone number for a
specific contact.
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]
L Sl 5 hetpe//d <01 fmpsS0.cityofchicago.org 075/ 0A_HTML/C,

CITYor CHICAGO  jSupplier Portal

| Create Address

Indicates required fiedd | Apply
* Address Name ,W Fhone Area Code g_
Country  United States gt Fhone Numbar
" Address Line 1 [123 Manst. Fax Area Code
Addressitme2 [ Faxx Number
Addresstmes [ Email Address |

Address Line 4

[F] Purchasing Address
“cy [Chicogo 5
cowmy [

“swte L

Frovince ,7
* Postal Code W

[ Payment Address

Registration Submission

Step 32

Enter the desired information into
the Phone Area Code field. In this
example, enter "312".



OoORrRACLE

USER PRODUCTIVITY KIT

e
R | 5 bt/ d <01 fmpsS0.cityofchicago.org8075/0A_HTML/OAJppeg O = B € X | &5 Create Address = |

CITYor CHICAGO  jSupplier Portal

| Create Address
= Indicates required field | I Appiv
* Address Name |Headquaters Fhone Area Code 313

* Address Line 1 |123 Main St Fax Area Code
Address Line 2 Fax Number

Address Line 3 Emall Address |
Address Line 4
[l Purchasing Address
“Cly [Chicoge | Payment Address
County
= smte [
Frovince
* Postal Code [b0B02

| cancel | [ Apply |

Registration Submission

Step 33

Click in the Phone Number field.
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B hetp// dcllfmpeS0.cityofchicage.orgS0T5/ 0A_HTMLID,
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| Create Address

Indicates required fiedd | Apply
* Address Name |Headquaters Fhone Area Code
Country  United States gt Fhone Numbar
* Address Line 1 |123 Main St Fax Area Code
Address Line 2 Fax Humber

Address Line 3 Ermall Address |
Address Line 4
’— [F] Purchasing Address
Rl oo [ Payment Address
County
" State [BL
Frovince
* Fostal Code  [GDGOZ

Registration Submission

Step 34

Enter the desired information into
the Phone Number field. In this
example, enter "456-7890".
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CITYor CHICAGO  jSupplier Portal

Create Address

Indicates required field
Ccancel Apphy
* Address Name |Headquaters Fhone Area Code  |312

Country  United States - Fhone Number [458 7090
" Address Line 1 [123 Manst. Fax Area Code
Addressitme2 [ Faxx Number
Addressitmes [ Email Address |

Address Line 4

ﬁurl hasing Address:
“ciy [chicage r
County l—

“swte L

Frovince
* Fostal Code  |G0GOZ

[ Payment Address

Registration Submission

Step 35

Determine what this address can be
used for.

If this is a purchasing address, click
the Purchasing Address option.
(Checkbox)
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Create Address
= Indicates required field

* Address Name |Headquaters

Country  United States
= Address Line 1 [123 Mam St
Addressitime? [
Addressitimes [
Address Line 4 ,7
sy [Chicage
cowmy [
csmte L
Frovince
“ Postal Code  [60602

Fhone Area Code ,T

gt Fhone Numbar W
Fax Area Code l—

Fax Number ,7

Emall Address |

| [FlPurchasing Address:
ayment Address

Registration Submission

Step 36

If this is a payment address as well or
only, click the Payment Address option.
(Checkbox)
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R R Il 5 et/ a0 fimps50.cityofchicago.orgi075/0A_HTML/ OAjspTsg 2 - B € X '

CITYor CHICAGO  jSupplier Portal

Create Address
= Indicates required field

* Address Name |Headquaters

Country  United States -

Address Line 4 ,7
“ciy [chcage
County ’—
csme L
provinee [

* Fostal Code W

| [ttp/ded1fmps30.cityofchicage.org 075/ DA_HTML/OA jsplpnge=/armcie/a... |

Fhone Area Code ,T
Fhone Numbar W

Fax Area Code l—
Fax Number ,7

Emall Address |

[¥] Purchasing Address

[#lpayment Address

[ancel | [ Apply

Registration Submission

Step 37

You can also enter any of the other
fields as appropriate for your company's
address.

Once finished with this address, click
the Apply button.
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| & :ﬁj hittp:// dc01frps50.cityofchicago.org:8075/0A_HTML/CAjsplpeg 2 ~ B € X || &5 Prospective Supplier Registr._. 3

CITYor CHICAGO  jSupplier Portal

-
Company Details

Prospective Supplier Registration: Additional Details
Blank label for insdruction test

Save For Later Back | Step 2of 3 | Mext

Company Name Company Name Here
Tax Country  United States
FEIN  3O0-XNXXNX
DUNS Number
Alternate Supplier Narme

Nate to Buyer

Hote to Supplier

Book
Al least one entry is required.
Create
Address Name Address Details Purpose update Delate
Headguaters 123 Main 5L, Chicago T. 60602 United States RF&} Only, Payment, Purchasing > -

Al lanst one entry is required.

First Homae Lot Havrma Phone Fmail Resquires; User Account Upeater  Dedeber
John Doe 312-123-4567 johndoe@company.com - »
Sanwes For Lal Back | Step 2 of 3 [ Hext

Close Preferences

httpe/ebc] fmpsS0.cityofchicago.orgB075/ 0k HTMLIOA jspTpages /oracie/a... |

Registration Submission

Step 38

You can add as many addresses for
your company as necessary. Once all
addresses have been added we will
then show how to add additional
contacts. If no additional contacts are
necessary you do not need to follow the
next steps.

Click the Create button under the
"Contact Directory" section of the page.

Note: At least one contact is required for
your registration.
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| Create Contact

* Indicates required field [Concel] | —
cancel Apply
Contact Title - * Phone Area Code |
ST — L ——
Middle Name 1 nd:::l-. phone tumber lor this specific
= Last Name Phone Extension i
Alternate Name Altarnate Fhone Area Code |
Job Title Alternate Phane Number |
Department x A i
Contact Email |
urL |
 Supplier User
[l Create User Account For The Contact
rm—re
Address Name Address Detalls Remove

Mo results found.
[ Add Another Row |

cancel | | Agply |

Registration Submission

Step 39

The Create Contact window now
appears.

Click in the First Name field.
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Step 40

i & berpe/dc01fmps50.cityofichicage.arg: 8075/ 0A_HTML/OAs

CITYor CHICAGO  jSupplier Portal

== ] Enter the desired information into
the First Name field. In this example,
enter "Bob".

Contact Title = * Phone Area Code l—
] — e ————
Middle Hame | T it chon b s i sl
* Last Hame ]7 Fhone Extension !7
Aternate Wame [ altarnate Fhone Ares Cods |
wbTie [ Alvrnate Phone MNumber |
pepartment | FaxAreaCode [
Contact Email [ FaxMumber [

urL |

 Supplier User.

] Create User Account For The Contact

for the

Address Name Address Detalls Remove
Mo results found.
[ Add Another Row |

cancel | | Apsly |
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Create Contact
= Indicates required field

Contact Title -
First Hame  (Bob]
Middle Narre [
Aternate Wame [
wbTie [
pepartment |

Contact Email |

urL |

. Supplier User Account

* Phone Area Code I—
“ Phone Number [

TR o it foc B rovctic
Fhone Extension 17
altarmate Fhone ares code [
Alernate Phone Number |
FaxAreacode [
Faxhumber [

[ Ereate User Account For The Contact

Address Name
Mo results found.
[ Add Another Row |

Registration Submission

Step 41

Click in the Last Name field.
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Step 42

i & berpe/dc01fmps50.cityofichicage.arg: 8075/ 0A_HTML/OAs

CITYor CHICAGO  jSupplier Portal

Create Contact

Eaamh Enter the desired information into

the Last Name field. In this example,

Contact Title - = Phone Area Code ]— enter "\JoneS".

oot wame fsob = Phone Mumber [
middie Namme | T it chon b s i sl

= Last Name : Fhone Extension !7

Aternate Wame [ altarnate Fhone Ares Cods |

wbTie [ Alvrnate Phone MNumber |

pepartment | FaxAreaCode [

Contact Email [ FaxMumber [

urL |

 Supplier User.

] Create User Account For The Contact

for the

Address Name Address Detalls Remove
Mo results found.
[ Add Another Row |

cancel | | Apsly |
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Step 43

W &5 hetp:/dctlfmpsS0.cityofchicago.org8075/0A_HTML OAjsplpag 2 = B & X || & create Contect = |l i

CITYor CHICAGO  jSupplier Portal

Close Prderences

Create Contact

" e e ] Click in the Phone Area Code field.

ot - e v cote ]
FifstiEmg ] sob = Phone Mumber [

Mididle Harme ’7 x:l-d\w- st for this spwedfic
= Last Name 11“".{7 Fhone Extension 17
Aternate Wame [ altarnate Fhone Ares Cods |
wbTie [ Alvrnate Phone MNumber |
pepartment | FaxAreaCode [
Contact Email [ FaxMumber [

urL |

. Supplier User Account

[ Ereate User Account For The Contact

[ Ak Another Row |
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Step 44

i & berpe/dc01fmps50.cityofichicage.arg: 8075/ 0A_HTML/OAs

CITYor CHICAGO  jSupplier Portal

Create Contact

Eaamh Enter the desired information into

the Phone Area Code field. In this

G < rene e ot ] example, enter "312".

oot wame fsob = Phone Mumber [
middie Namme | T it chon b s i sl

* Last Hame j]umi Fhone Extension !7

Aternate Wame [ altarnate Fhone Ares Cods |

wbTie [ Alvrnate Phone MNumber |

pepartment | FaxAreaCode [

Contact Email [ FaxMumber [

urL |

 Supplier User.

] Create User Account For The Contact

for the

Address Name Address Detalls Remove
Mo results found.
[ Add Another Row |

cancel | | Apsly |
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Step 45

W &5 hetp:/dctlfmpsS0.cityofchicago.org8075/0A_HTML OAjsplpag 2 = B & X || & create Contect = |l

CITYor CHICAGO  jSupplier Portal

Close Prderences

" s = Click in the Phone Number field.

Contact Title = * Phone Area Code 1312—
FifstiEmg ] sob = Fhone Number

Mididle Harme ’7 x:l-d\w- st for this spwedfic

* Last Hame liumi Fhone Extension 17

Aternate Wame [ altarnate Fhone Ares Cods | I

wbTie [ Alvrnate Phone MNumber |

pepartment | FaxAreaCode [

Contact Email [ FaxMumber [

urL |

. Supplier User Account

[ Ereate User Account For The Contact

[ Ak Another Row |
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Step 46

i & berpe/dc01fmps50.cityofichicage.arg: 8075/ 0A_HTML/OAs

CITYor CHICAGO  jSupplier Portal

Create Contact

Eaamh Enter the desired information into

the Phone Number field. In this

Contact Title - * Phone Area Code ]312— example, enter "098'7654".

middie Namme | TR S o it B s
* Last Hame j]umi Fhone Extension !7
Aternate Wame [ altarnate Fhone Ares Cods |
wbTie [ Alvrnate Phone MNumber |
pepartment | FaxAreaCode [
Contact Email [ FaxMumber [

urL |

 Supplier User.

] Create User Account For The Contact

for the

Address Name Address Detalls Remove
Mo results found.
[ Add Another Row |

cancel | | Apsly |
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Step 47

L P B hrrp//dcblfmps50.cityofchicago.org:8075/0A_HTML/ CAjsplpag O - B & X -‘

CITYor CHICAGO  jSupplier Portal

lose Preferences

— Click in the Contact Email field.

= Indicates required field

Contact Title b * Phone Area Code I312

First Hame  |Bob = Fhone Number [098- 7654

This i thw e i fow Wi s
Micietle Narre | s
~ Last Hame !Jum'-: Fhone Extension I

Alternate Name Altarnate Fhone Ares Coda | |
b Title Alternate Phane Number | I8
Deﬂﬂmlﬂl ’ Fax Arca Code I

Contact Emaill Fax Number I
{Emalinput |
URL

. Supplier User Account

] creato User Account For The Contact

Address Name Address Detalls
Mo results found.
[ Al Another Row |
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L )| ) betp /o0t fmpsS0.cityofchicago.arg8075/ OA_HTML/OAjsplpsg 2 = B & X Step 48

CITYor CHICAGO  jSupplier Portal

e e it Enter the desired information into
the Contact Email field. In this example,

e D « rone e ot fr—— enter "Bob@company.com".

farst tsre [ = Fhone Number [098-7654
Middle: Harme Thi s e hona e e s schc

——. PO s _ You can also add any additional

e ———— e : information for this contact by filling out

comc ot [ ) e | any of the other fields.

urL |

 Supplier User.

] Create User Account For The Contact

for the Contact

Address Name Address Detalls Remove
Mo results found.
Add Another Row |
cancel | | Apply |
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gl & brtpo//d bl fmpsS0.cityofchicago.org 8075/ OA_HTML/CA
K age.org 3

CITYor CHICAGO  jSupplier Portal

Create Contact

= Indicates rogquired field T
Contact Title - * Phone Area Code 512
e dame faob “ Phone Number [oss-76w
Middle Maernee [ T e s D mache
* Last Hame linmi Fhone Extension ,7
Aternate Wame [ Altarnate Fhone Area Coda
wbTie [ Alvrnate Phone Number |
pepartment | Fax Arca Code
Contact Emall  |Dobdkcompany.com Fax Number
urL |
 Supplier User. |
B‘.n-alv User Ateount For The Contact
For the Contact
Address Name Address Detalls Remove
Mo results found.

cancel | | Agply |

Registration Submission

Step 49

If you would like this user to be setup
with an iSupplier account for the City of
Chicago, click the Create User Account
For The Contact option.

If no iSupplier account is necessary, skip
the next step.
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Step 50

P 5 hrip.// dctlfmpsst.cityofchicago.orgB075/0A_HTML/OAjplpsg £ ~ B & X

CITYor CHICAGO  jSupplier Portal

= Click the Apply button.

Contact Tithe - = Phone Area Code |312
Farst Mame |uul| = Fhone Humber Iusa-xu:ﬂ
Mddowame [ Thia is U Bhrorm e Ko i scwcific ackdomss

Fhone Extension

* Last Name I'Iunl";
Alternate Fhone Area Code li
Alernate Name I
Alternate Phone Number I 1=

Job Title I
Eax Area Codee [

Department |
Eax Number |

* Contact Email  [Bobcompany.com

uRL [

“reate User Account For The Contact

concet | [}
L B —
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Basic Information

Err—"—

gll &5 hrepu//dc0lfmpsS0.cityofchicago.org8075/0A_HTML/OAjsplpag 2 ~ B € X

CITYor CHICAGO  jSupplier Portal

| P ive Supplier Regi

Blank label for insdruction test

Company Name Company Hame Here
Tax Country  United States

DUNS Number

Alternate Supplics Narme

Hote to Suppler

Af l2ast one entry is required.

Create

Address Name Address Details
123 Main SL., Chicago 1L 60602 United States

Headquaters

RF() Only, Payment, Purchasing

ct Directo
At laast one entry is required.

_f:n-.'nll-

First Navma: Lt Home
John Doe
Bob Jones

johndee@company.com

“Back | Step 2 of 3 [ Mext | | |

it
| Bitp:¢/dcdlfmps30. cityofchicage.orgR075/0A HTML/OA spTpage= /omcic/a..

Registration Submission

Step 51

If you need to update any information for
a contact or address, click
the Update button for that specific row.

(Pencil Icon)
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Step 52

E hetp://dellfmpeS0.cityofchicage.orgB0T5/0A_HTML/OAjsplpag 2O -
5 A0S g i hd b’}

Er—

CITYor CHICAGO  jSupplier Portal

| Update Contact

] Once you click the update button, you

can make your changes and then click

- < Frane v cose the click the Apply button.
First Nam: Iluhni = Fhone Humber W

Midilie tame | T i Hve Ao st For Wik Rorecic ackivme
Phone Extension |
* La=t Ham |nm-

P Alternate Fhone Area Code I
srnate Meme |
e Alternate Phone Number I
Job Ti I—

Eax Area Codee [
Department |
o Number [

= Contact Emall |johndoe@company.com

uRL [

 Supplier User Account

B Create User Account Far The Contact

For th

Adddress Hame Aclelres=: Delaik: Remove
No results found.
Add Another Row |

| ==
IR A mpeS0 cinyolchicaan o 0TS A T L O P o e e ——————————
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Step 53

Gl & betp/ /A0l fmpe50.cityofchicago.argS075/0A_HTML/ OAsplpeg 2 - B & X

| Exrre—"

CITYor CHICAGO  jSupplier Portal

.

e — Compasy Damt Once all information is entered, click

Blank label for instruction tex SrurLaber Back Step 2 of 3 th e N eXt b utto n
Company Name Company Name Here .
Tax Country  United States
FEIN  3O-X00000K
DUNS Number
Alternate Supplier Narme

Nate to Buyer

Hote to Suppler

Book

Af l2ast one entry is required.
Create

Address Name Address Details Purpose Update Delate
Headguaters 123 Main 5L, Chicago T. 60602 United States RF(} Only, Paymaent, Purchasing * -
- Contact Directo

At laast one entry is required.

Firsl Novmas Larst Haumes Phuone Fmail Requires User Account Upelate:  Dedele
John Doe 312-123-4567 Jjohndoe®company.com v

Bob Jones 312-098-7654 Bob@company.com v » i
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Step 54
T The Attachments window now appears.
Click the Add Attachment... button to
Mo rests four Add Atschmert ] e e e e e add any attachments to your supplier

e profile.
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Step 55

gll &5 hitp//dc0Lfmps50.cityofchicago.org 8075/ DA _HTML/CAjsplps,

- B & X || & isupplicr Portat: Add Attach.. = |

CITYor CHICAGO  jSupplier Portal

| Add Attachment

e e e The Add Attachment window now
Add n.-mupnh-,.ln-n;.nm - appears-

Title ]
Description

Click in the Title field.

Category Miscellaneous -

Type i@ File Bhrowsi .
SurL |
) Tent

Cancel | [ Add Another | | Apply |
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< EX T BT P S StepS6
CITYor CHICAGO  jSupplier Portal ]
e S e Give your attachment a title.
Add  Desktop Filef Text/ URL =
_ Attachment Summary Information i
e ] : Enter the desired information into
e e 3

o - the Title field. In this example, enter "W-
o 9 Form".

Type @ File Browsis .

SurL |
Text

Cancel Add Another | | Apply |
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©_ 7 IR Frmr—"— By Step 57
CITYor CHICAGO  jSupplier Portal ]

e i e Click the Browse... button. You will then
SE—— _. need to browse your computer and find
e I : the file to attach similar to an email
o, z attachment.

Type & File
- ::; [ ! [Fate and path input |

Cancel | [ Add Another | | Apply |
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2l @ htp:/ /<01 fmps50.ctyof chicago.arg:£075/0A_HTML OAiplpeg O = B & X

5 isuppiier Portal: Add Attech. > |

CITYor CHICAGO  jSupplier Portal

| Add Atachment

Cancel | Add Another I | Apply |

Add Desktop Filef Text/ URL =

_ Attachment Summary Information

Title [W-a Farm
Description

Category Miscellaneous -

Type @ rile Gl g Sl Impor o
Gure |
| Text

Cancel | [ Add Anvther | E

| [nttps /et frps50.cityofchicage.orgB0T5/ OA_HTML A sl pages/orackc/a...|

Registration Submission

Step 58

Once the file is seen in the attachment,
click the Apply button.



OoORrRACLE
USER PRODUCTIVITY KIT
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CITYor CHICAGO  jSupplier Portal

I Confirmation
Attachment W-2 Form has baen added but not it would be when you commit the rest of the current transaction.

Back | step3of 3

Add Attachment_
Title Type |Description |Category |Last Updated By |Last Updated \usage Update Delete
W-9 Form File Miscellantous GUEST 28-Dec-2015 Ono-Time » E

Back | step3of 3
Fegiter

[ hitp:/7dctl fmpsS0. cityofchicago-org 8075/ OA_HTML/OA jspTpage=/omckc/a... |

Registration Submission

Step 59

You will see your attachment added
below. You can add additional
attachments by repeating the previous
steps.

Click the Submit button to submit your
registration to the City of Chicago.
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Step 60

Tk i o83 o o 0 i o e ) 5 D 0 oD S S S You will receive confirmation that your
registration has been submitted. Upon
approval of your registration, you will
receive another email with details on
your username and password.

Click the Close link to close the
registration page.
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