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1.1 1SUPPLIER FREQUENTLY ASKED QUESTIONS FOR DELEGATE AGENCIES

1. Question:
Answer:
2. Question:
Answer:
3. Question:
Answer:

1.2 GENERAL REGISTRATION AND ADMIN

When will this new system impact my agency?

As of October 1, 2017, all Delegate Agencies doing business or intending to do
business with the City of Chicago are reguired to register and submit all
procurements, payment requests, and supplemental documents in the iSupplier
(eProcurement system) at http://www.cityofchicago.org/eprocurement .

Is iSupplier used for all City of Chicago’s business/procurement?

Yes. The Oracle is the City of Chicago’s Financial Management Procurement
System, used to the iSupplier portal. As of October 1, 2017, all delegate
agencies are required to register and manage all procurement and payments
through the iSupplier (eProcurement) portal.

Is there a standard naming convention for attaching files?

Yes. All attachments should be properly named to facilitate the processing of
requests submitted by our Delegate Agencies; documents with expiration dates
should include the expiration date at the end of the file name.

Please note: Some City departments may have specific requirements, please
contact the contracting department for additional instructions on requirements in
this area.

Suggested naming conventions, in BOLD:

e Articles of Incorporation (PDF)

e State of Good Standing Letter (PDF)

e Board of Directors (PDF)

¢ SAM Registration Status (PDF)

¢ Financial Statements (updated annually) (PDF)

o Certificate of Insurance XX/XX/20XX (indicate earliest expiration date
if more than one coverage period) (PDF)

e Signature Authorization PO12345 REL 1 (indicate associated PO
Number and/or Release Number) (PDF)

e Cost Allocation Plan Fiscal Year 20XX (required if budgeting for
indirect cost and must include Federal Authorization (PDF)

e Electronic Funds Transfer Request (PDF)
Audit Communication letter dated XX/XX/20XX (indicate date of
correspondence) (PDF)



http://www.cityofchicago.org/eprocurement

4. Question:

Answer:

5. Question:

Answer:

Question:

Answer:

Suggested naming conventions, in bold, for Contract Documents:
= Budget Document — Excel file format
=  Work Plan (Scope of Work) — Word or Pdf file format

Suggested naming conventions, in bold, for Invoice documents:

o Invoice — Excel format (includes summary, personnel, and non-
personnel)

e Support — Pdf format (support may include but not limited to payroll
register, ADP payroll register summary, time sheets for hourly workers,
receipts, vendor invoices for non-personnel cost over $5,000)

e Certification — Pdf format (includes Invoice Certification Form, Payroll
Certification Form, and/or Fee for Service Certification Form. if
applicable)

What should | do when my organizations required General Information
expire (l.e. Insurance, SAM, or State of Illinois Good Standing).

Delegate Agencies are required to upload updated information in iSupplier and
should not remove expired information from the system. Agencies are required to
maintain all updated information in the iSupplier portal and should add/upload
the new document and renaming the document appropriately and including the
appropriate expiration date.

Reminder: Expired information should not be removed/deleted. It is
recommended for documents that expire, that a date extension is added to the
document description. Delegate Agencies are discouraged from deleting historic
information stored in iSupplier.

What is SAM?

The System for Award Management (SAM) registration is required for agencies
to manage and maintain an active DUNS. When you update your agency’s
profile information, the system will acknowledge your updated information and
provide a valid through date. This indicates that your agency’s registration is
active. You can access the SAM website at: https://www.sam.gov .

What should I do if my organization’s historic information (i.e. Orders and
Payments) are not available in the system? I cannot see my agency’s
payments or orders in the system?

Orders and Payments are available for any agency with existing or previous
contracts with the City of Chicago. Agencies experiencing issues viewing or
accessing Orders, Budget Lines, or Payments could be a result of agencies
registered under multiple existing vendor names, numbers, or payment sites,
which could cause users to experience delays in accessing Order or Payment
information in the system. Assistance will be provided to Delegate Agencies by
contacting eProcSupport@cityofchicago.org and
OBMGMU@cityofchicago.org.
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6. Question:

Answer:

How can | reset my password?
The Login Assistance option is available on the login in screen at: Password and
Username Assistance. Please see the following screenshot(s):

CI'I;YOF CHICAGO

7. Question:
Answer:

8. Question:
Answer:

* User Name l

(example: michsel.james.smith)
* Password [

(example: 4u99v23)

Login Assistance

Users can change their password using the Preferences option on the Homepage
in iSupplier. Users are discouraged from modifying any additional information
under Preferences, as this may impact the messenger notification receipt feature
and functionality for the user.

If you do not receive an email providing instructions to reset your password,
please check your spam or junk folder. If you have not received the email after
verifying the previous step, please contact OBMGMU@cityofchicago.org or
(312) 744-0358 for further assistance.

How will I receive notification of my approved Purchase Order (PO) and
Release number?

All approved POs and Releases are available in real-time under the Orders tab
under the City of Chicago iSupplier Portal with Invoice Creation.

How will I receive a copy of my approved contract?

For contracts originated through eProcurement/iSupplier, if your agency’s
proposal is approved by the contracting City department, then the boilerplate and
final contract will be uploaded in the Online discussion section of the awarding
RFP. Also, the contract can be accessed through the City of Chicago Contract
Search at:

http://webapps.cityofchicago.org/V CSearchWeb/org/cityofchicago/vcsearch/cont
roller/agencySelection/begin.do
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9. Question:
Answer:
10. Question:
Answer:
11. Question:
Answer:
12. Question:
Answer:

Is my agency required to mail a signed original of the budget revision or
budget amendment? What is the submission requirement for budget
revisions and budget amendments?

Delegate Agencies should contact the contracting City Department for directions
on the proper format for sending contract documents and other documents that
require a “wet” or ‘live’ signature.

What is a ‘Conventional/Legacy’ PO and Release number?
Legacy/Conventional POs are purchase orders that were not created through an
eProcurement/iSupplier solicitation.

Can | export my information (i.e. Order history, Invoice, and Payment
History) from iSupplier?

Yes. The Export function is available on the Orders and Finance sections (tabs)
in iSupplier. The export will be generated as a .CSV text file. Users can save the
file and convert into Excel, as needed.

Where can | access the required templates (i.e. Excel Budget Template,
Invoice Signature Authorization Form, etc.)?
The contracting City Department is responsible for providing standard
templates. Please reach out to your appropriate contact or liaison.
e The Department of Public Health’s Contracting Documents are
available at: CDPH Supplemental Documents and Templates
e The Department of Planning and Development’s Contracting
Documents are available at: DPD Supplemental Documents and

Templates



https://www.cityofchicago.org/city/en/depts/cdph/supp_info/data-reports/required-contract-documents.html
https://www.cityofchicago.org/city/en/depts/dcd/supp_info/delegate_agency_contractdocuments.html
https://www.cityofchicago.org/city/en/depts/dcd/supp_info/delegate_agency_contractdocuments.html

13. Question:

Answer:

14. Question:

Answer:

15. Question:

Answer:

1.3 REGISTRATION

How do I register my agency?

Agencies can register at: iSupplier Registration. Scroll to the bottom of the page
until you see the Login/Registration icon. Once opened, click on registration
option and select the link that pertains to your organization (New or Existing)
and follow the instructions provided.

If you require additional assistance, please use the training link on registration
site available here:
https://www.cityofchicago.org/content/dam/city/depts/dps/isupplier/training/Ven
dor_Registration.pdf

How do I accept an Invitation?

The Department of Procurement Services will send an email notification that
includes the username and temporary password. Users are required to reset the
password to a new password. Please make sure to check the spam or junk mail if
a notification is not received.

Please note: There is a period (.) at the end of the sentence in which the
temporary password is generated. Please do not include period (.) in the entry of
your password in the Password login field or Current Password field when
resetting your password under Preferences.

If you do not receive an email providing instructions to reset your password,
please check your spam or junk folder. If you have not received the email after
verifying the previous step, please contact OBMGMU@cityofchicago.org or
(312) 744-0358 for further assistance.

How to add and delete users from my agency’s account?
Agencies can add or remove users from an agency’s account by navigating to the
Admin tab under the City of Chicago iSupplier Portal with Invoice Creation.
On the left navigation section, under Company Profile, select Contact
Directory.

e Select Create to add a new user

e Select Update to remove a user



https://www.cityofchicago.org/city/en/depts/dps/isupplier.html
https://www.cityofchicago.org/content/dam/city/depts/dps/isupplier/training/Vendor_Registration.pdf
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1.4 RESPONDING TO A RFP SOLICITATION/QUOTE

16. Question:

Answer:

17. Question:
Answer:

18. Question:
Answer:

19. Question:
Answer:

20. Question:
Answer:

Where can | find new Request for Proposals (RFP), also referred to as
Solicitations, Quotes, or Bid Opportunities?

Please use the following link for funding opportunities; Delegate Agency
opportunities are available under the Event named Delegate Agency.

Here is the website for Bid Opportunities:
http://www.cityofchicago.org/city/en/depts/dps/isupplier/current-bids.html.

Do I have to be registered to find a bid opportunity?
Users are not required to log into the system to view an opportunity. However,
users are required to log in to respond and submit the proposal.

What are the components of the iSupplier Solicitation?
The Delegate Agency solicitations consist of a Header and Attachment section,
Lines, and Review/Submit.

The Header section details the requirements of the RFP/solicitation and allows
the agencies to submit required documentation to support the proposal. The
documentation is in addition to the centralized General requirements, which must
be uploaded under the agency’s Admin section of the iSupplier portal. There is a
4000-text limitation (including spaces) to each requirements section, unless the
response is a drop-down selection.

The Lines section requires the agency to enter the amount desired on the
appropriate account. If an amount is not desired, the user must leave the field
blank. Do not enter a 0. The desired budget is the amount requested from the
City. The agency must also submit/attach a detailed Excel budget, provided by
the city department.

Review and Submit section requires the agency to review the solicitation,
acknowledge the City’s certification requirements, electronically, and submit the
solicitation. The agency can elect to print the solicitation prior to submission.
After the solicitation has been submitted, the system will generate a confirmation
message with a Response Number.

Can multiple people access and update an RFP at the same time?

Yes, multiple people within an organization can access the same solicitation,
however, access is limited to one user editing a document at a time. When one
user is editing a solicitation, the system locks the solicitation. For another person
to make additional edits, the solicitation must be unlocked.

Can an agency submit multiple responses to an RFP.

Yes, an agency can submit multiple responses to an RFP/solicitation. However,
each account is unique and a user cannot submit multiple RFP responses under
one account. Agencies considering applying for multiple RFPs under an agency’s
profile is required to apply under different unique user accounts. The iSupplier
system will only allow one user account to submit per proposal. If a user intends
to respond to the same RFP and selects the same RFP number, the system will



http://www.cityofchicago.org/city/en/depts/dps/isupplier/current-bids.html

assume the person is requesting to modify the draft or previously submitted

proposal.
21. Question: How do view the attachments associated with a RFP?
Answer: Under Online Bidding, Select Sourcing, and Sourcing Homepage. The system

will open the Negotiations page. Under the Search Open Solicitations Option,
Select Number from the drop-down list and enter the RFP number (listed on the
Solicitations page of the http://www.cityofchicago.org/eprocurement site).

22. Question: How do I know what to attach to a solicitation?

Answer: Each solicitation is different and may require different support documentation or
justification to attach. Review the RFP to identify all requirements of the
solicitation and contact the city department for additional questions on
attachment requirements. All agencies are required to provide and ensure that all
General Agency Information is available under the Admin tab of the iSupplier

site.
23. Question: How do I unlock my solicitation/quote?
Answer: Under City of Chicago Online Bidding, Select Sourcing, and Sourcing

Homepage. The system will open the Negotiations page. Navigate to the
bottom of the Negotiations page under Manage and select Drafts. Enter the
Response Number and Select the Radio button to select the Response. Select
Unlock. Select the Radio Button and select Update.

Negotiations [T —e T

Search Open Solicitations |T'|tle vl |i|
Welcome, Jaya Darji.
Your Active and Draft Responses

Press Full List to view all your company's responses.

Response Number Response Status Supplier Site Solicitation Number Title Type Time Left
123028 Active 70 6315,1 Office of Budget and Mangement RFP RFQ 0 seconds

24. Question: How do | add an attachment on a submitted solicitation?

Answer: Under City of Chicago Online Bidding, Select Sourcing, and Sourcing

Homepage. The system will open the Negotiations page. Under the “Your
Active and Draft Responses” section, click on the Response Number. On the
Right side of the screen, select the Actions drop down menu and select Create
Quote. If the user only desires to change or add an attachment, the user must add
the attachment, then navigate to the Header section. In any of the requirements
sections, enter a period “.”; this action triggers a change to the system. If the
update is to both the attachment and the Headers/Lines section, the user can make
the necessary changes and continue to submission of the solicitation.

25. Question: How do I delete my draft solicitation/quote?
Answer: Under Online Bidding, Select Sourcing, and Sourcing Homepage. The system
will open the Negotiations page. Navigate to the bottom of the Negotiations page
under Manage and select Drafts. Enter the Response Number and Select the



http://www.cityofchicago.org/eprocurement

Radio button to select the Response. Select Delete. The system will ask to
confirm that the user wants to delete the solicitation, select Yes or No.

Negotiations

Search Open Solicitations |TTtIe il | Go
Welcome, Jaya Darji.
Your Active and Draft Responses

Press Full List to view all your company's responses.

Response Number Response Siatus Supplier Site Solicitation Number Title

Type Time Left
123028 Active 70 6315,1 Office of Budget and Mangement RFP  RFQ 0 seconds
26. Question: What mechanisms are in place to inform bidders about solicitations that are
about to close?
Answer: There is a real time count down of days and time identifying the exact date and time
that the solicitation will close. This information is available on the Negotiations
homepage.

Negotiations

Search Open Solicitations |TTt|e il | Go
Welcome, Jaya Darji.
Your Active and Draft Responses

Press Full List to view all your company's responses.

Response Number Response Siatus Supplier Site Solicitation Number Title

Type Time Left
123028 Active 70 6315,1 Office of Budget and Mangement RFP RFQ 0 seconds
27. Question: What is a Response Number?
Answer: A Response Number is a system generated unique tracking number assigned to

each response created and associated with a RFP solicitation.

28. Question: Will I receive notifications if there are changes to an RFP?
Answer: Yes, notifications of addendums will be sent to the originator of the RFP via

email. The notification will also be available in the users Worklist Notifications
within the iSupplier portal.

29. Question: Do I respond to an amendment?

Answer: If an amendment is issued, the system will send a notification to the user who
created the solicitation, which will be available under the users Worklist. The
user must review the changes and acknowledge the changes by clicking the
acknowledgement checkbox before proceeding with the update and resubmission
of the RFP. The system will issue a new Response Number and the status of the
Response Number will change from Draft to Active, upon submission. The
system will also provide confirmation that the solicitation has been processed.

*Please note that if there are amendments to the solicitation or the user’s
response in the form of attachments, the system will issue an error message that
the RFP has not been modified. If the amendment is a City-issued amendment,
the users are instructed to review the amendment’s attachments for any




modifications. If the amendment is a user amendment or revision to a submitted
quote, the user is instructed to add a period (“.”) to the last question/requirement;
this will allow the system to proceed with the submission without any further
errors.

If an amendment is issued, the RFP number will change from the original format
and will include a comma with a number following. (i.e. 1234, 1)

Oracle Applications Home Page

L3
Main Menu Worklist
Personalize Full List (1)
# [ ity of Chicago iSupplier Portal with From Type Subject Sent~  |Due
Invoice Creation MCCLARN, Sourcing  |Acknowledgement Required: Amendment 1 to RFQ 01-Jun-2018
+ [ City of Chicago Online Bidding GRAYLEN Publish 6315 (Office of Budget and Mangement RFP)

“TIP Vacation Rules - Redirect or auto-respond to notifications.
«TIP Worklist Access - Specify which users can view and act upon your notifications.

30. Question: Do I have to resubmit my RFP if there is an Addendum issued for an RFP?
Answer: Yes, if an agency has submitted an RFP and a notification of addendum is
received, the agency must review and acknowledge the addendum, then resubmit
the RFP.
31. Question: How do I confirm that my solicitation has been submitted?
Answer: When the user submits the solicitation, the system will generate a confirmation

message with the Response Number. The user can view the Response Number
and status to identify the status. If the status is Draft, the solicitation has not been
submitted. If the status is Active, the solicitation has been submitted.

CITYor CHICAGO  sourcing
L3

M Navigator ¥ B Fayorites ¥ Home Logout Preferences

Negotiations

‘@ Confirmation
Quote 125027 for RFQ 6319 (Office of Budget and Mangement RFP) has been submitted.

Return to Sourcing Home Page

Negotiations Home Logout Preferences
Copyright (c) 2006, Oracle. All rights reserved.

32. Question: How will I know if the solicitation is submitted?

Answer: When an agency submits a solicitation, the system will issue a confirmation
notice with a system generated Response Number. The Response Number is
the receipt for the solicitation and can be used to track the solicitation. If the
solicitation is amended, the agency must resubmit the solicitation and a new
confirmation and Response Number will be issued. The Response Number will

10



be available under City of Chicago Online Bidding, under the Sourcing

Homepage. The Navigations homepage will appear and the agency can view
“Your Active and Draft Responses”.

33. Question: How will I know if the solicitation response was approved?

Answer: Each respective city department is responsible for reviewing and evaluating all
submitted proposals. The user department is responsible for notifying agencies of
awarded/approved solicitations and notifying the agencies of non-awarded
solicitations. Please contact the user department for additional information.

34. Question: How do I access an Invitation-Only Bid opportunity?

Answer: Log into the system and select City of Chicago Online Bidding. The option will
expand; select the folder named City of Chicago Online Bidding. This will take
you to the Sourcing page, from there; you should see the invitation under the
section named Company’s Open Invitation (highlighted below).

Another option, Delegate Agencies can access the opportunity by using the
solicitation number. Delegate Agencies can go directly to the solicitation, and
select Number under the drop-down menu and enter that number in the box.
Select ‘Go’. This will take you directly to the opportunity. Screenshot below:

Oracle Applications Home Page

Main Menu

Worklist
Personalize Full List
B O ity of Chicago iSupplier Portal with From Type Subject Sent Due
Invoice Creation There are no notifications in this view.
& O ity of Chicago Online Bidding ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

“TIP Worklist Access - Specify which users can view and act upon your notifications.

. Navigator v =% Favorites ¥ Home Logout H

Negotiations

Search Open Solicitations |Title ﬂ | Go

Welcome, Lynn Lu.
Your Active and Draft Responses

Press Full List to view all your company's responses. Full List
p b p Status pplier Site Solicitation Number Title Type Time Left Monitor Unread Messages
26004 Active 6073 Community Receiver Program  RFQ 352 days 22 hours 0
Your C 's Open
Full List
Supplier Site Solicitation Number Title Type Time Left
No results found.
Quick Links
Manage View Responses

Active

Disqualified
Awarded

Rejected

+ Deliverables
+ Personal Information




1.5 CYBERGRANTS AND HISTORIC INFORMATION

35. Question: What will happen to the information that was stored in CyberGrants?
Will this information be available in eProcurement?
Answer: Information stored in CyberGrants is archived by the City of Chicago for

purposes of complying with record retention requirements. Delegate Agencies
are required to maintain documentation as identified in their grant agreement;
however, Delegate Agencies were encouraged to export any information from
CyberGrants prior to October 1, 2017.

36. Question: Do I have to re-upload my agency’s information (i.e. Articles of
Incorporation, Insurance, Good Standing Notice) in iSupplier even if |
already provided this information to the department or in CyberGrants?

Answer: Yes, agencies are responsible for uploading required documents in iSupplier’s
centralized portal. Standard required documents are Articles of Incorporation,
Insurance, SAM Registration Status, State Good Standing Letter, Board of
Directors, Financial Statements (updated annually)/ Most Recent Audit
Information, Signature Authorizations and Cost Allocation Plan (if indirect cost
is included). A list of required documentation is available on the following
website: https://www.cityofchicago.org/city/en/depts/dps/isupplier/delegates.html

1.6 PROGRAM

37. Question: What is a Program Code?
Answer: A program code is a unique code established by the City Department for
purposes of identifying their program. This code is required for all vouchers and
must be entered in the Invoice Description field.

38. Question: Where do | get/find the PO Department Program code?
Answer: The contracting City Department will provide the program codes to all
agencies.

1.7 MANAGE ADMINISTRATION AND ACTIVE AGENCY INFORMATION

39. Question: How do | Create or Inactivate Existing Contacts?
Answer: Agencies can add or deactivate users from an organizations profile in iSupplier.
This option is available under the Main Menu section, in the folder for City of
Chicago iSupplier Portal with Invoice Creation, under the Admin Tab. Click
on Contact Directory to Create or Edit and Deactivate a user from an
organization. Instructions on Inactivating Users and Instructions for Creating a

New User
40. Question: What if I accidently inactivate an existing contact?
Answer: Log into the system, Under in Menu, select the folder named City of Chicago

iSupplier Portal with Invoice Creation. Select the Admin tab and select
Contact Directory and select the Create option, and re-entered as a new contact.

12


https://www.cityofchicago.org/city/en/depts/dps/isupplier/delegates.html
https://www.cityofchicago.org/content/dam/city/depts/dps/isupplier/training/Vendor_Inactivate_Existing_Contact.pdf
https://www.cityofchicago.org/content/dam/city/depts/dps/isupplier/training/Vendor_Create_New_Address_and_Contact.pdf
https://www.cityofchicago.org/content/dam/city/depts/dps/isupplier/training/Vendor_Create_New_Address_and_Contact.pdf

41. Question:
Answer:

42. Question:
Answer:

43. Question:
Answer:

If the agency requires to reactivate a user with the same username as previously
established, contact eProcSupport@cityofchicago.org.

Instructions for Creating a New Address or Editing Address Information

Please note that changes to the address details or bank account details can be
initiated by the user; however, all final changes must be reviewed and approved
by DPS prior to the changes being reflected in the system. Agencies will receive
an email from eProcSupport@cityofchicago.org when additional information is
required or when changes are rejected.

What happens if the person (s) managing my agency’s account leaves and no
one else can access the Agency’s account?

eProcSupport@cityofchicago.org will assist in creating an account to access the
Agency’s profile. Delegate Agency must provide information confirming status
and authorization from the Agency’s Board or Executive Officer. Contact
eProcSupport@cityofchicago.org for further requirements.

If you are uncertain if an account has been created for you, use the Login
Assistance option at the following: Login/Register

Can multiple people register the same organization? How do | invite others
into my organization’s business account in iSupplier?

No. A Delegate Agency can only have one account in the eProcurement system.
It is linked using the organizations Federal Employer Identification Number
(FEIN). Delegate Agencies can add or deactivate users from an organization’s
account in iSupplier.
https://www.cityofchicago.org/content/dam/city/depts/dps/isupplier/training/Ven
dor_Create New_Address_and_Contact.pdf

Can | give View only access to members of my organization?
No. Currently, there are only two responsibilities:

1) City of Chicago iSupplier Portal with Invoice Creation manages the
organizations administrative information_and submit payment vouchers and;

2) City of Chicago Online Bidding manages solicitations. Delegate Agencies
must identify and assign the appropriate responsibilities to authorized users of the
organization.

https://www.cityofchicago.org/content/dam/city/depts/dps/isupplier/training/\Ven
dor Create New Address and Contact.pdf

13
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https://www.cityofchicago.org/content/dam/city/depts/dps/isupplier/training/Vendor_Create_New_Address_and_Contact.pdf
https://www.cityofchicago.org/content/dam/city/depts/dps/isupplier/training/Vendor_Create_New_Address_and_Contact.pdf
https://www.cityofchicago.org/content/dam/city/depts/dps/isupplier/training/Vendor_Create_New_Address_and_Contact.pdf

Personalize | Full List
3 Dty of Chicago Suppler Portal with From Type Subject Sent Due
Invoice Creation There are no notifications in this view.
~ Home Page ¥ TIP Vacation Rules - Redirect or auto-respond to notifications,
® Ity of Chicago Onine Bidding ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

CITYo CHICAGO  iQunnisr Portal

Full st

CITYorCHICAGO  iSupplier Portal

m Navigator v B2 Favorites ¥ Home Logout Pref

:

+  Company Profile Organization Name Chicago Test Vendor DUNS Number 1234567890
- Organization Supplier NuT\‘ber 1021758 . ;FIN 12-4356789
o Address Book arent supplier Narlr?as Country of Tax Registration
o Contact Parent Supplier Number
Directory
Attachments
Search
Mote that the search is case insensitive
Title | [so]
[ Show More Search Options
fle [Type Description  |category lLast updated By lLast updated |usage D Delete |Publish to Catalog
Insurance Certification Expires 2018.09 File  General Liability From Supplier 29-Sep-2017 One-Time V4 ] =
44. Question: What is the general required documentation and where do | add the
attachments?
Answer: Standard required documents are Articles of Incorporation, Insurance, SAM

Registration Status, State Good Standing Letter, Board of Directors, Financial
Statements (updated annually), Most Recent Audit Information, Signature
Authorizations and Cost Allocation Plan (if indirect cost is included). A list of
required documentation and any updated requirements or materials are available
on the following website:
https://www.cityofchicago.org/city/en/depts/dps/isupplier/delegates.html

Attachments can be uploaded using the following instructions: Log into iSupplier
and navigate to the folder named City of Chicago iSupplier Portal with Invoice
Creation, under the Main Menu section. Select the Admin tab and select
General Information and scroll down to Add Attachments. Add attachments.
Delegate Agencies are required to maintain active and updated organizational
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information, which could impact contractual negotiations and/or delay the release
of payments.

You can update your agency’s information by selecting the folder under the Main
Menu option for City of Chicago iSupplier Portal with Invoice Creation. When
you select this folder, a new form will appear. The new form will have an Admin
tab on the top. The Admin section, under General, is where you can upload your
required attachments. See screenshots below:

Invoicing

Please note: The ‘Save’ functionality has been corrected. Agencies can Save an
invoice for submission at a future date by selecting the ‘Save’ option on the second

page of the ‘Create Invoice’ form.

45. Question: My invoice creation form does not have a Remit to location available. How
do I find my Remit To address?
Answer: There is an option to search the various “Remit To” codes associated with your

agency. If you do not see the “Remit To” as the default option, please select the
magnifying glass next to the field and select “Go” to do a general search for all
available sites. Please see the screenshot below:

CITYo"CHICAGO  iSupplier Portal

Ttems.

Suppler Ttem Number ship To Available Quantity “Quantity Unit Price  UOM_ Amount

Release PO Number Line Shipment Item Humber  Ttem Description
2010 0005-PROGRAM-PERSONNEL

If this option is not available after searching using the magnifying glass, please contact the
Department of Finance at 312-744-2204 or OBMGMU@cityofchicago.org or
eProcSupport@cityofchicago.org for further assistance.

46. Question: Where can | find the Create Invoice option?
Answer: You can access the Create Invoice section under the Finance tab. See

screenshot below:
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ITYOFr CHICAGO E-Business Suite: APS

nterprise Search All v

dracle Applications Home Page

Personalize

e Select the Finance tab.

CITYo* CHICAGO  iQuniierPortal

Ful List |

e When the Finance tab is selected, the system will default to the Create Invoices form below.
Select Go to Create the Invoice with a PO:

CITYor CHICAGO  jSupplier Portal

Finance
»

N Navigator ¥ B Favorites v Home Logout Preferences Help

Invoice Actions

Select Go ——. Create Invoice  |With a FD. IEI

Search

MNote that the search is case insensitive

Supplier Chicago Test Vendor e T Release PO Number
M2 (lmies Znything in this Invoice Amount
Secti unl —
Invoice Date From = REE00, WESSS YR  1ice Date To E

(example: 15-Oct-2017) are segarchang, for a

Invoice Status Saved, Involice or Currency

Lo | [ cear
Invoice Number Invoice Date Invoice Currency Code Invoice Amount Release PO Number Status Withdraw  Cancel Update View Attachments

Mo search conducted.

Create Invoice  |With a FD. El

Home Orders Shipments Admin Finance Home

Copyright scle. All rights reserved
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CITYo-CHICAGO iSupplier Portal

M Navigator v B Favorites ¥ Home Logout Preferences Help

Home | orders | shipments | Admin | Finance

O

Purchase Orders Details Manage Tax Review and Submit

Step1of4 |

Create Invoice: Purchase Orders

jote that the search is case insensitive [ Advanced Search

Release PO Number [12345-2| x @ Enter BO and, Release Number and Select GO

Release PO Date @

(example: 15-Oct-2017)

oo | | ar

- ; - Trem— Item Supplier Item Unit Ship Packing

Select PO Number Line Shi Fin ipti Number Number Ordered Received Invoiced UOM Price  Curr To Organization Slip Waybill
No search
conducted.

Cancel | Step1of4 | Next

o Enter PO and Release Number and Select ‘GO’. All approved budget lines will appear.

dote that the search Is case insensitive _ Advanced Search |
Release PO Number (31700 @D
Release PO Date =
(eample: 1-Sep+2017)

Select Ttems: | Add to Invoice |
Select All | Select None

ous |1-10  |V| Next10 @

| Advances or Item Supplier Item Unit | Packing
Select PO Number ~ Line Shipment Financing Item Description Number  Number Ordered Received Invoiced UOM Price  Curr Ship To ‘Organization Sip Waybill

¥ U 1o o 0005 PERS/AL 84773 0 39545.23 USD 1 USD FINANCE- CITY OF CHICAGO -
COMPTROLLER GRE

e 1 o 0005 PERS/AL 88292 0 86548.13 USD 1 USD FINANCE- CITY OF CHICAGO -
COMPTROLLER GRE

0 3 11 o 0005 PERS/AL 85762.550 8576255 USD 1 USD FINANCE- CITY OF CHICAGO -
COMPTROLLER GRE

¥ Am R 2 o 0044 FRINGE/AL 33909 0 15818.1 USD 1 USD FINANCE- CITY OF CHICAGO -
COMPTROLLER GRE

O 2 2 u] 0044 FRINGE/AL 35316 0 34619.19 USD 1 UsD FINANCE- CITY OF CHICAGO -
= COMPTROLLER GRE

0 2 2 o 0044 FRINGE/AL 33447.380 33447.38 USD 1 s FINANCE- CITY OF CHICAGO -
= COMPTROLLER GRE

g A . o 0340 PROR 728 0 1605 USD 1 UsD FRIANCE- CITY OF CHICAGO -
TEQUAL COMPTROLLER GRE

O 3¢ u] 0140 PROF 275 0 2675 USD 1 USD FINANCE- CITY OF CHICAGO -
. TECH/AL COMPTROLLER GRE

0 37 13 o G140 PROE 23619.750 23619.75 USD 1 USD FINANCE- CITY OF CHICAGO -
: TEGH/AL COMPTROLLER GRE

@ A 4 5 o 0200 TRAVEL/AL 1500 0 0 usp 1 Usp FINANCE- CITY OF CHICAGO -
COMPTROLLER GRE

Select Items: | Add to Invoice I Previous [1-10  [V] Next 10 &

e Select the appropriate lines and Select Next
e Enter Required Information, Attachments, Line item budget request and select Next
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CITYorCHICAGO  iSupplier Portal

1 Navigator v B Favorites ¥ Home Logout Prefer

¥ orders | Shipments | Admin
Create Invoices | View Invoices | View Payments
- P ©

@
Review and Submit

Purchase Orders Details Manage Tax
Back | Step 2 of 4 | Next

Create Invoice: Details
* Indicates required field

Supplier Invoice
~ Supplier Chicago Test Vendor | * Tnvoice Number [12345-4-17-03R o] |
2D Tivoice Date 15-00-2017
Invoice Type Invoice
Address 123 ADAMS ST. SUITE 99 CHICAGO IL 60603 ¥
= Invoice Description [09/01-17 - 08/29/17 CR
|Date Good/Services Recenved |28-Sep-2017 | ] |
* Department Number 50 | |
TEPT OF FAMEXAN
customer
Customer Tax Payer ID
Customer Name  CITY OF CHICAGO - GRE
Address 121 NORTH LASALLE STREET Chicago 60602 US
Items
Release PO Humber  Line Shipment Item Number | Ttem Description Supplier Item Number  Ship To Av: Quantity  Quantity Unit Price UOM Amount

050-2005 FAMILY AND SUPPORT SERVICES 6537 1500 | |1 USD 1500
Cancel

10-4 10 10 0300-PROGRAM-MATERIALS/SUPPLIES

o Complete the Voucher and select Submit.

CITYoFCHICAGO  jSupplier Portal

™ Navigator v B Favorites v Home Logout Prefers

it}}snmnts Admin
reate Invoices | iew Invoices | View Payments

) 3 o

Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Manage Tax
save | | Back | Step3of4 | Mext | | Submit
Supplier ( Invoice |
= Supplier Chicago Test Vendor * Invoice Number 12345-4-17-03R
* Invoice Date  15-Oct-2017

TaxPayer D 12-4356789
~RemitTo A (EFT XX1234) Invoice Type Standard
Address 123 ADAMS ST. SUITE 99 CHICAGO 1L 60603 * Currency USD
Remit To Bank Account  XXXXXX6961 Invoice Description  09/01-17 - 09/29/17 CR
Unique Remittance Identifier Date Good/Services Received 20-Sep-2017
Remittance Check Digit Department Number 50
DEPT OF FAMILY AND SUPPORT SERVICES
Web Disclosure
Attachment None

Customer
= Customer Tax Payer ID
Customer Name CITY OF CHICAGO - GRE
Address 121 NORTH LASALLE STREET Chicago 60602 US
Summary Tax Lines

Calculate

Summary Tax Line Number Tax Regime Code Tax Tax Status Code Tax Jurisdiction Code Tax Rate Code Tax Rate Tax Amount Line Status

No results found.

Items
Available Qty Quantity To InvoiceUOM | Unit Price  Amount

Supplier Item Number Ship To
6537 1,500.00 USD 100 1,500.00

PO Number Line Shipment Item Description
050-2005 FAMILY AND SUPPORT SERVICES

I 4 10 10 0300-PROGRAM-MATERIALS/SUPPLIES

47. How do | remove a budget line from my invoice?
Answer: If you add a line inadvertently or a line without any funds, the line must be
removed prior to proceeding to submit the invoice. If you add a line and want to
delete a line, please select the Back button and remove the selected line. See

screenshot below:
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CITYo CHICAGO  jSupplier Portal

Purchase Orders Details Manage Tax Review and Submit

Back | step 2 0f 4 | Mext

* Supplier Chicago Test Vendor
Tax Poyer D 12-4356789
*RemitTo A (EFT 1234  {
[} Address 123 ADAMS ST. SUITE 99 CHICAGO IL 60603

Customer Tax Payer ID
Customer Name  CITY OF CHICAGO - GRE
Address 121 NORTH LASALLE STREET Chicago 60602 US

Ttems.

Release PO Humber Une Shipment  Item Number | Item Description Suppher tem Number ship To Avaitable Quantity Quantity UnitPrice  UOM  Amount
4 0 10 0300-PROGRAM-MATERIALS/SUPPLIES 050-2005 FAMILY AND SUPPORT SERVICES 6537 1500 1 UsD 1500
and, Rempve. Line
Cancel tep 2 of 4 | Next

To, xemeve, a, Line, selec

e Remove selected line. Select Next to Continue with submission.

CITY>*CHICAGO  iSupplier Portal

=
Purchase Ords Detail tanage T R ¢ Sub
Create I Purchase Ord
Step 1 of 4 | Mext

Search

Mote that the search is case insensitive Advanced Search
Release PO Number @D
Releasa PO Date 3
Go Clear

Select Ttems: | Add to Invoice | 110 | ] ext 10 @
Salect All | Selact None
Select PO Number +  Line Shipmeat  Advances or Financing  Ttem Description Ttem Wumber  Suppher Item Number  Ordered Received Tnvoiced UOM Unit Price Curr Ship To forganization Packing Sip  Waybil

] i1 a (1-5DOP) 0005-PERSONNEL s 0 75 USD 1 USD 0522505 CHLYTHSRY  CITY OF CHICAGD - GRE

a 2 2 a (1-5DOP) 0044-FRINGE BENEFTTS. 5058 0 5058 usD 1 USD 052-2505 CHLYTHSRV  CITY OF CHICAGO - GRE

u] s 8 a (2-BC) 0005-PERSONNEL 8050 o 20050 usp 1 USD 0522505 CHLYTHSRV  CITY OF CHICAGD - GRE

[u] ) =] (2-6C) 0044-FRINGE BENEFITS an o 6171 usp 1 USD 052-2505 CHLYTHSRY  CITY OF CHICAGD - GRE

[m] 0 10 o (2-BC) 0100-OPERATING AND TECHNCIAL 3600 0 3600 usD 1 USD  052-2505 CHL YTH SRV CITY OF CHICAGO - GRE

O 12 1 o (2-8C) 1300-MATERIALS AND SUPFLEES 15608 0 15608 usD 1 USD 0527505 CHLYTHSRY  CITY OF CHICAGO - GRE

O “ oM o (2:8C) 0900-0THER: u2 o 1422 uso 1 USD 0522505 CHLYTHSRY  CITY OF CHICAGO - GRE

O ECR [m] (3-BP) D0OS-PERSONNEL e o 31932 USD 1 USD 0522505 CHLYTHSRY  CITY OF CHICAGO - GRE

[m] 6 16 a (3-BP) D044-FRINGE BENEFTTS s 0 7025 usD 1 USD 0522505 CHLYTHSRV  CITY OF CHICAGD - GRE

a 17 17 =] (3-BF) 0100-OPERATING AND TECHNICAL 2898 0 2898 usD 1 USD 052-2505 CHLYTHSRV  CITY OF CHICAGO - GRE
Select Ttems: | Add to Invoice 110 | v Next 10 @
| Purchase Order Teems Added to Tnvaice. |
Select Items: | Remove from Invoice
Select Al | Sslect tione
|Select PO Number Line Shipment Ttem Description Item Hufaber Supplier Ttem Number Ordered Received Invoiced UWOM Unit Price Curr Ship To Organization

0. + 1010 0300-PROGRAM-MATERIALS/SUPFLES 1us7 0 5000 USD 1 USD 050-2005 FAMILY AD SUPFORT SERVICES CITY OF CHICAGO - GRE

Cancel | Step 1 of 4 | Mest

48. Question: Why should you check the Remit address when submitting payment

requests?

Answer: The remittance address (Remit To) is where your payment will be directed. If
you have multiple sites, you would want the Remit To address to reflect the
proper location, and to ensure that funds will be transferred to the designated
bank account.

49. Question: I cannot see my agency’s bank account information?

Answer: Please contact the contracting Department to confirm the Vendor Site/Remit
To/Pay site associated with the PO. Additional inquiries regarding invoicing or
your bank account information, contact iSupplierinvoices@cityofchicago.org
and/or call Cash Management at 312-744-3233.

50. Question: What are the benefits for electronic funds transfer?

Answer: iSupplier portal is a real-time procurement and payment system, allowing
Delegate Agencies to track all electronic payments as soon as requests are
approved and processed. The processing of paper checks will delay receipt of
payment when compared to the electronic payment option. Delegate Agency are
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51. Question:

Answer:

52. Question:

Answer:

53. Question:

Answer:

54. Question:

Answer:

55. Question:

anticipated to experience and can institute proper cash management through the
elimination and delays of receiving paper or “hard copy” checks. For more
information, please contact the Department of Finance at 312-744-2204

What will happen to PO’s and Releases/Contracts created prior to
iSupplier?

All Delegate Agencies contracts, PO’s and Releases are integrated and available

to all Delegate Agencies and/or Vendors doing business with the City of

Chicago. Payments under all previous purchase orders and releases are available

to agencies in the iSupplier portal and all payment preferences and options are

also available in the iSupplier portal.

Are voucher supplemental documents required for all departments?
Yes, supplemental documents (i.e. Invoice Signature Certification, Excel
budgets, Non-Personnel details/receipts, and additional department-specific
information is required.

Please note: Documents stored under the Admin portal of the City of Chicago
Portal with Invoice Creation is not required with each voucher submission or
RFP submission. Also, some there may require document-specific standards
depending on the contracting City department and/or program; please contact the
appropriate City contracting department as needed to clarify additional
requirements.

Is my agency required to submit the Excel Budget as an attachment to
RFP’s

and Invoices and what if I cannot sign the Excel document?

Yes, the Excel template must be used and submitted with all RFPs but are not
required for the invoices. There is a separate template that must be used for
invoices. If you do not have these templates, please contact your contracting
City Department. All applicable forms must be signed and uploaded with the
invoice submission.

Please note: The City has implemented a required Invoice Sighature Form
required for all invoice/voucher submissions in iSupplier; Delegate Agencies are
not required to sign the Excel document. Required information is available on the
http://www.cityofchciago.org/eprocurement site.

What is an Invoice Certification Form? Is this required for each voucher
submission?

The updated Invoice Certification Form is available from the contracting City
Department and is also available on the Training Materials tab of the iSupplier
website at: https://www.cityofchicago.org/city/en/depts/dps/isupplier/online-
training-materials.html . The Invoice Certification Form is required for all
voucher submissions (contact the City Departments for exceptions).

How will I communicate budget revisions?
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Answer:

56. Question:

Answer:

57. Question:

Answer:

58. Question:

Answer:

If you were awarded a PO that was not initiated through an RFP in iSuppler
(eProcurement), please contact your contracting City Department to identify the
correct method of delivery (i.e. hand-delivered, mailed, or emailed). POs created
from a solicitation in iSupplier are required to submit budget revisions and
contract amendment requests using the Online Discussion option in iSupplier.

How do | update my agency’s banking information in eProcurement?
Delegate Agencies are not able to update banking information in the system due
to security and confidentiality. Delegate Agencies should contact the Department
of Finance at (312) 744-2204 to update all financial institution information.

How should your agency number the vouchers/invoices?

There are specific methods for agencies with active Purchase Orders, which were
not initiated through an iSupplier solicitation and a separate requirement for
agencies that receive a new Purchase Order through an iSupplier solicitation.
Please see below:

1) Pre-iSupplier (Legacy) will use PO-Release Number-Fiscal Year-
Invoice sequence; and

2) Post iSupplier (New) Release Number-Fiscal Year-Invoice sequence.
If you have questions about the type of invoice sequence you should use,
please contact your contracting department.

Can | save my invoice to edit later? How do I find my saved

invoice?

Yes, users can save invoices for editing later and/or time. The Save option is on
the second page on the Create Invoice form. When you select Save, you will
receive a confirmation that the invoice has been saved. When the invoice is
saved, you can recall the invoice by going to the Create Invoice page, under
Search, Select Go and the un-submitted items will appear. Select the pencil
icon to update the invoice and continue to edit or submit the invoice.

*Search options are available for other options, like Status. Please see
screenshots below:

Step 1: Complete the Invoice Form with Attachments and Quantity and Select
Next
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CITYo: CHICAGO  iSupplier Portal

Home Logout Preferences

Create Invoices ~ View Invoices | View Payments

Purchase Orders Details Manage Tax Resiew and Submit

Create Invoice: Details

* Indicates required feld

Back | Step2of¢ | Hext

Suppler Invoice
* Supplier Chicago Test Vendor B = ioice humber J20104170R 0]
TaxFayer D 11f‘3567”9 . Invoice Date. 17-0ct-2017
A “RemiTo A(EFTXXI1334) L9 Invoice Type  Invoice
Adress 123 ADAMS ST. SUITE 99 CHICAGO 1L 60603 Curency

& Ivoice Description [g1/17-09729/17 CC

D, Date Good/Services Receved (29-Sep-2017 | B
B Department Number 50 2

OEPT OF FAMILY 24D SUPPORT SERVICES

% - 6

Aadment it 1| Add. |
Customer
Customer Tax Payer D 36-6005820
Customer Name  CITY OF CHICAGO - GRE
Address 121 NORTH LASALLE STREET Chicago 60602 US

Ttems
Release PO Humber Line Shipment  Item Number Ttem Description Supplier Ttem Kumber Ship To Available Quantity Quantity UnitPrice  UOM  Amount
320104 2 2 0005-PROGRAM-PERSONNEL 050-2005 FAMILY AND SUPPORT SERVICES 1799433 1799433 1 USD 1799433
320104 3 3 0044-PROGRAM-FRINGES 050-2005 FAMLLY AND SUPPORT SERVICES 5170.21 Ry 1 Usp 517021

Select 'Next". to continue or "Back'. to remove budget lines Cancel | | Back | step20f F_

Step 2: Click Save

Create Invoices | View Invoices | View Payments

@ @

G 8]
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Manage Tax N .
W (:ance_l‘ Save ‘ )_Bacl_( ‘ Step 3 of 4 | Hext Submit
N~
Supplier Invoice
* Supplier Chicago Test Vendor = Invoice Number 32010-1-17-19
Tax Payer I 12-4356789 * Invoice Date  06-Oct-2017
* Remit To A (EFT XX1234) Invoice Type Standard
Address 123 ADAMS ST. SUITE 99 CHICAGO IL 60603 * Currency USD
Remit To Bank Account 200006961 Invoice Description  09/01/17-09/29/17 HS
Unique Remittance Identifier Date Good/Services Received 29-Sep-2017
Remittance Check Digit Department Number 50

DEPT OF FAMILY AND SUPPORT
SERVICES
Web Disclosure

Attachment None

Customer
* Customer Tax Payer ID  36-6005820
Customer Name CITY OF CHICAGO - GRE
Address 121 NORTH LASALLE STREET Chicago 60602
us
59. Question: How do | find my saved invoice/voucher?
Answer: Saved invoices can be recovered by going to the Finance tab, under Create

Invoice, under the first Search option, select GO. Please see below for
screenshots:

Step 1: Recover Saved item by clicking on the Finance tab, Under Search,
Select Go *Agency can select other criteria, as needed

Step 2: All Invoices will appear. Under Update column, select the Pencil Icon.
Continue updating invoice ad needed.



CITYor CHICAGO

iSupplier Portal

T Mavigator ¥

B2 Favorites w

Home Logout Prefaren

View Payments
Invoice Actions

Search

Note that the search is case insensitive
Supplier Chicago Test Vendor
Invoice Humber

Invoice Date From =

Release PO Numfjer

Invoice Amount

Create Tnvoice  |With a FO . IEI

(example: 21-Sep-2017] HUEs BRI TRD E
Invoice Status - Currency
< Previous [1-10 . Next 10 &
i b | ice Date |Imm'|oe Currency Code ice A it Rek PO b Status Withdraw  Cancel Update

32010-4-17-155 31-Aug-2017 usD 16,755.0032010-4 In Process = = 2
32010-4-17-1999 25-Sep-2017 usD 10,000.00 32010-4 In Process = 2
32010-4-17-01R3 29-Sep-2017 usD 1,600.00(32010-4 In Process - 2
32010-4-17-01R4 29-Sep-2017 usD 200.00(32010-4 In Process = o 2
32010-4-17-1122233 06-0ct-2017 usD 1,700.00(32010-4 In Process = = 2
1201071—17719 06-Oct-2017 usp 100.00(32010-4 Unsubmitted = 7
32010-4-17-40 31-Aug-2017 usD 2.00[32010-4 In Process e — i

Create Invoices | View Invoices | View Payments

5 O 5 o
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Manage Tax N
s N
be cancel | [ save | JBack | step3of 4 [ Next | | Submit
Supplier Tnvoi
* Supplier Chicago Test Vendor * Invoice Number 32010-1-17-19
Tax Payer ID 12-4356789 * Invoice Date  D6-Oct-2017
* Remit To A (EFT XX1234) Invoice Type Standard
Address 123 ADAMS ST. SUITE 99 CHICAGO IL 60603 * Currency USD

Remit To Bank Account
Unique Remittance Identifier
Remittance Check Digit

HOOKK6961

* Custorner Tax Payer I 36-6005820

Customer Hame CITY OF CHICAGO - GRE
Address 121 NORTH LASALLE STREET Chicago 60602

us

Invoice Description

09/01/17-09/29/17 HS
Date Good/Services Received
Department Nurmber

Web Disclosure
Aftachment Hone

20-Sep-2017

50

DEPT OF FAMILY AND SUPPORT
SERVICES

Step 3: After you save, you will receive a confirmation that the invoice saved.
The invoice will disappear from the screen and will be stored for you to come

back later or you can recall the item for further action.

i1 orders | stipments | admin ] rnance N

Create Invoices | View Invoices | View Payments

5 Confirmation
Invoice 32010-1-17-19 has been saved for update and later submission.
ice Acti

s

Search

Note that the search is case insensitive
Supplier Chicago Test Vendor
Invoice Number

Invoice Date From =

(example: 11-5‘3!-2017

Invoice Date

Invoice Status

Invoice Number
No search conducted.

Invoice Currency Code

60. Question:

Release PO Number

Invoice Amount

Invoice Date To @

——

Currency

Invoice Amount Release PO Number

Status  Withdraw

How Do | remove a budget line item?

Cancel

Create Invoice  |Witha FU. IEI

Update

View Attachments

Create Invoice  |With a PO. El
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Answer: When an item is selected inadvertently or with Insufficient funds, select
the Back button and remove the lines from the invoice. Please see the

following steps:

e Step 1: Select the Back option

CITYosCHICAGO  iSupplier Portal

n Navigator v B Favorites ¥ Home Logout Preferences

Home E:;rders Shipments | Admin | Finance
Create Invoices | View Invoices | View Payments

0

@

Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Details
*
Indicates required field Cancel | [ Back | step 2 of 4  Hext
Supplier Invoice
* Supplier - Chicago Test Vendor * Invoice Number [32010-1-17-19 ®
TR R Invaice Date 06-0ct-2017
* Remit To. |A (EFT XX1234) RB Invoice Type  Invoice
Address Currency USD
* Invaice Description 09/01/17-09/29/17 HS
o
Date Good/Services Received |29-Sep-2017 E]
* Department Humber 50 | &
DEPT OF FAMILY AND SUPPORT SERVICES
* Attachment Hone| Add... | @
Customer
Customer Tax Fayer D  36-6005820
Customer Name  CITY OF CHICAGO - GRE
Address

Items

Release PO Number Line Shipment Item Number  Item Description Supplier Ttem Number Ship To Available Quantity ~ *Quantity Unit Price  UOM Amount
32010-4 2 R (0005-PROGRAM-PERSONNEL 050-2005 FAMILY AND SUPPORT SERVICES 17994.33 100 1 usp 100

Cancel lep 20f4 M

e Step 2: Select the line that you would like to remove
e Step 3: Click Remove from Invoice
e Step 4: Select Next to continue with the invoice

Purchase Order Ttems Added to Invoice

Select Ttemsf | Remove from Invoice

Select All | Select None
Received i Unit Pri ip To. Organization

cancel | step 1 offs [ Mext |
61. Question: What should be entered under the Goods/Services Date Received?
Answer: Enter the last date in which the services were received or rendered for the period

being vouchered. (l.e. if the voucher period of performance covers the period of
09/01/17-09/29/17, the Goods/Services Received date is 09/29/17. Note that this
field has a calendar date option

62. Question: What should I do if my invoice is rejected?
Answer: If invoice is rejected, please refer to the rejection note entered by the contracting
City Department and take the necessary action to address the rejection. Funds are
immediately reserved when invoices are created; All rejected and the invoice



must be cancelled by the agency. Once cancelled, funding will be available for
use.

The Rejection note is emailed to the user account submitting the invoice and is
also available under the Worklist. If a note is not received and the user has
checked the spam and junk email folders, please contact the contracting
department for additional justification.

Reminder: The user must Cancel the invoice, which un-reserves the funds; to
allow the agency to resubmit the invoice. Please see below for cancelling an
invoice:

CITYorCHICAGO  iSupplier Portal

1 Naigator v B2 Favortes ¥ Home Logout Prefere

Home | Orders | Shipments | Admin
e Ve s VP
Invoice Actions |
S

Create Ivoice  |Witha POI El

Search

Note that the search is case insensitive

Supplier Chicago Test Vendor Release PO Number |
Tnvaice Number
Invoice Amount
Invaice Date From )
Invoice Date To E
(mxample; 16-0ct-2017 =
Invoice Status i Currency
Cleal

L6o ] foear ]

Invoice Number voice Date Invoice Currency Code Invoice Amount Release PO Number Status  Withdraw Cancel  Update View Attachments
No search conducted,

ED

Create Invoice W\thaPO. ﬂ

CITYorCHICAGO  jsupplier Portal
L3

Home | orders | shipments | Admin
ces || View Invoices | View Payme

Create Tnvoice  [With a PO|~] | Ge.

Release PO Number
Invoice Amount
Invoice Date To =]

Invoice Number |Invoice Date Invoice Currency Code

2 Previous [1-10 Next 10 @
pr— e T

32010-4-17-155 31-Aug-2017 usp In P == 2 Tea 3
32010-1-17-01 11-0ct-2017 usp =5 = Ten b
32010-4-17-1999 25-Sep-2017 usp =5 = Ten
32010-4-17-01R3 29-Sep-2017 usD In Process _—.E 4 ’j@ &5
32010-4-17-1122233 06-Oct-2017 usD In Process = - - T
32010-1-17-19 06-Oct-2017 usp Unsubmitted _—.E _/‘b L]
8yr3oinf 06-Oct-2017 usD Cancelled = 2 T
9 Previous Next 10 ®
Cancel Icon

Please note: All created invoices must have a unigue Invoice Number. After all
the identified items have been addressed, the invoice should be resubmitted with
a unigue “Invoice Number” that includes reference to “R” for Resubmission for



Rejected invoice. The “R” should be referenced at the end of the Invoice
Number.

63. Question:
Answer:

Will my funds be available if an invoice is rejected?
No, the agency is required to cancel the invoice.

64. Question:
Answer:

How do I cancel my invoice?

Please follow these steps to cancel an invoice:

1) Go under the Finance Tab

2) Select Go under the first search option — This will allow for a general search
on all invoices/items

3) Alist of In Process, Rejected, Cancelled, and “Unsubmitted’ Invoices will
appear

4) Under the Cancel tab, there is an icon that will allow you to cancel the
invoice. When the invoice is cancelled, the funds are unreserved and you
can submit the voucher. Please remember that the invoice number must be
unigue when resubmitting a rejected or resubmitted voucher due to
deletions.

CITYorCHICAGO  iSupplier Portal

S M Navigator v B2 Favorites ¥

Home Logout Pref

Home | Orders | Shipments | Admin

Tnvoice Actions |
|
Create Invoice  [With a O[] [ 6o |
Search

Note that the search is case insensitive

Supplier Chicago Test Vendor

Invoice Number

Release PO Number

Invoice Amount

Invoica Date From @ moicebateTo [ B
{ample: 16-Oct-2017)
Tnvoice Status i Currency
[l ceor
Invoice Number voice Date Invoice Currency Code Invoice Amount Release PO Number Status  Withdraw Cancel  Update View Attachments

No search conducted.

Create Tnvoice  [With a FO[w] | Go

CITYorF CHICAGO  jSupplier Portal

L3 A Navigator ¥ B2 Favorites ¥ Home Logout Pre

Home | Orders | Shipments | Admin
Ve nokes VP
Invoice Actions !

Search

Create Invoice WithaPO. Go

Note that the search is case insensitive
Supplier  Chicago Test Vendor
Tnvoice Number

Release PO Number
Tnvoice Amount
Invoice Date From =] Invoice Date To

(mxampie: 16-0ct-2017
Invoice Status i Currency
Go | | Clear

9 Previous [1-10 V] Next 10 ®

Invoice Number ‘Invo'ioe Date Invoice Currency Code Invoice Amount Release PO Number Status Withdraw Update View Attachments
32010-4-17-155 31-Aug-2017 usD 16,755.00 32010-4 In Process = = 72 ﬁ 45
32010-1-17-01 11-0ct-2017 usD 300.00 32010-4 In Process _fj 4 ﬁ 45
32010-4-17-1999 25-Sep-2017 usD 10,000.00 32010-4 In Process Ji V4 ﬁ 45
32010-4-17-01R3 29-Sep-2017 usD 1,600.00 32010-4 In Process Ji V4 ﬁ 45
32010-4-17-01R4 29-Sep-2017 usD 200.00 32010-4 In Process J.:i . 7 45
32010-4-17-1122233 06-Oct-2017 usD 1,700.00 32010-4 In Process J.Ii . 7 @‘ 43
32010-1-17-19 06-0ct-2017 usp 100.00 32010-4 Unsubmitted = 7 45
32010-4-17-40 31-Aug-2017 usD 2.00 32010-4 In Process = __. 4 43
8yr3oihf 06-Oct-2017 uso 0.00 32010-4 Cancelled =1 7 45
32010-4-001 31-Aug-2017 usD 1.00 32010-4 In Process Jj 4 45
9 Previous Hext 10 ®
Question: How should I attach documents? Is there a specific preference that the City
requires for uploading and naming attachments?
Answer: See response to Question 3 for detailed explanation.
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65. Question:

Answer:

If I must resubmit a voucher, how should I number the invoice for
resubmission in iSupplier?

All resubmitted vouchers must be submitted with an ‘R’ at the end of the Invoice
Number to indicate that the invoice has been resubmitted. If more than one
resubmission, then the invoice should be numbered accordingly (i.e., 1, 1R, 1R2,

1R3, etc.)
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1.8 HoT ToPIC

CITYor CHICAGO  sourcing

1 Navigator ¥ B Favorites ¥ Home Logout Preferences Help
Negotiations

Negotiations >
Terms and Conditions

The following terms and conditions must be accepted before a quote is placed in this RFQ.

Accept

City makes no representations or warranties that the electronic procurement system utilized by the City on any procurement
will accurately and timely transmit any bidder’s bid or proposal or any other information to the City. All bidders use this
system at their own risk. The City disclaims all liability that may result or arise from the use by any bidder of the
eprocurement system, including claims for lost profits and consequential damages.

Question: What are my options if I can’t submit my response due to system problems?

Answer: When responding to an RFP using the electronic procurement system, you must

accept the Terms and Conditions which states, ** The City makes no
representations or warranties that the electronic procurement system utilized by
the City on any procurement will accurately and timely transmit any bidder’s bid
or proposal or any other information to the City. All bidders use this system at
their own risk. The City disclaims all liability that may result or arise from the

use by any bidder of the eProcurement system, including claims for lost profits
and consequential damages.”
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1.9 CONTACT INFORMATION:

+» Questions on Registration: eprocsupport@cityofchicago.org
+» eProcurement for Delegate Agencies: OBMGMU @cityofchicago.org or (312) 744-0358
+«» Up to Date Training Materials (PDF Documents and Videos): Training Material

29
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Materi al

o Q
el

CITY OF CHICAGO
DELEGATE AGENCY

475D 4

1Supplier (eProcurement) Grant
Writing and Online Bidding
Workshop

A SUPPLIER

eFProcuranment Bid Opporbunities




Delegate Agency iSupplier (eProcurement) Training 2

Grant Writing and iSupplier Agenda
< Grant Writing Tips
<QOverview of iSupplier (eProc)

<iSupplier Registration
<«Updating Organizational Information
<«Uploading Documentation

+RFP (‘Creating a Quote’) and RFP Addendums
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Material

Grant Writing Tips



Delegate Agency iSupplier (eProcurement) Training

Material

Grant Writing Tips — Proposal Development

Designed to Provide Helpful Tips and Recommendations for Grant Writing

- Read the Funding Announcement (RFP) Carefully and Ensure Alignment with
Organization’s Mission and Goals - Understand the Organizations Needs

- Thoroughly Review the Proposal and Incorporate a Team Approach for
Development and Review

- Ensure that the Organization Has the Capacity to Implement/Execute and
Accomplish Program Goals and Secure Executive/Board Approval (as
required)

- Conduct an Analysis of the Need, Cost Benefit, Resources, Current
Organizational Structure, and Fiscal Capabilities

- Ensure Capability to Comply with Fiscal, Programmatic Requirements, Long
Term Compliance Requirements

- Clearly define services to be provided directly or through partnerships/linkage
agreements with other agencies that are appropriate to achieving desired
outcomes



Delegate Agency iSupplier (eProcurement) Training

Material

Grant Writing Tips — Proposal Development

- “Tell the Story” with the Narrative and Budget and Write Convincingly/ Persuasively -
Present a logical solution to a problem.

- Demonstrate that the Organization Understands the Request and Can Meet the Need
of the Granting Agency
- Understand the Funder’s Needs and Target Population & Challenges

- Research to ensure that the program is a good fit for the organization’s
mission/goal/needs

- Provide Statistics when Possible and Necessary and Best Practices

- Highlight strong national or local evidence base that aligns with best practices for the
relevant program

- Demonstrate an effective approach to identifying and retaining program participants

- Show the Value the Organization will Bring to the Project; Identify Key Staff
Responsible for Completing the Proposal
- Experience
- Staffing
- Partnerships
- Knowledge-base
- Fiscal Capacity



Delegate Agency iSupplier (eProcurement) Training

Material

Grant Writing Tips — Proposal Development

- Basic/Major Areas of a Proposal:
- Overview of Organization and Mission Statement
- Problem Statement
- Proposed Solution
- Cost and Justification
- Goals and Objectives
- Proposal Details
- Impact/Results/Outcomes
- Implementation Timeline
- Risks and Challenges
- Collaborations/Partnerships
- Tracking Tools and Systems
- Resources and Capabilities



Delegate Agency iSupplier (eProcurement) Training

Material

Grant Writing Tips — Proposal Development

- Demonstrate Financial and Administrative Capacity to Execute
a City Contract

- Prepare a Responsible Budget with Current Job Descriptions
and Resumes

- Review Budget and Provide Appropriate Justification for
Expenses

- Ensure Budget and Narrative are Consistent and All Figures
Tie-Out

- Provide Realistic and Obtainable Objectives/Outcomes/Goals



Delegate Agency iSupplier (eProcurement) Training

Material

Grant Writing Tips — General Reminders

- Establish the Timeline and Work Backwards to ensure Timely
Submission —
- Project Planning/Resources/Required Documents/ Certifications
- Do Not Procrastinate Wait to Draft and/or To Submit
- Set Calendar Alerts
- Use an Outline and Checklist

- Participate in All Technical Assistance and/or Webinar Session
- Ask Questions/Take Notes

- Use Calculating Software to Minimize Human Error

- Spell Check



Delegate Agency iSupplier (eProcurement) Training

Material

Grant Writing Tips — General Reminders

vStart Early/Log In to Submission — - Letters of Support,
' Internal Control and Resumes,
/Organlze Confzepts Ouality Control Graphs/Charts,
v'Write persuasively Review Previous Results,
Follow the RFPand . _ . . etc.
Supplemental eview the - Name Attachments

Details as Instructed Evaluation Criteria - properly with

and the Associated Consistent

“Provide Strong Weights/Scoring Format/Style Titles
content and Value and Head?e/r
/SCS)QC(I:SOeI’I‘eCt vBe Honest/Forthright References (as
Grammar vUse a Checklist Necessary)
v Attend Pre- - Leverage calculating

v Complete All

Requirements and Conference _ softwa_re
Eields - Ensure All Required v'Submit Before or
/Double Check Prior Attachments are on Time

Submitted



Delegate Agency iSupplier (eProcurement) Training
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ISupplier/eProcurement Overview



Delegate Agency iSupplier (eProcurement) Training

Material

What is iSupplier (eProcurement)?

- New Real-Time Online Purchasing System with Data
Export

- Replaces Existing Processes and Systems

- Required for Doing Business with City of Chicago

- Full Service System Allows Agencies to:

Manage Review & Submit Communicate
Delegate Respond to Vouchers for with
Agency Info. Solicitations Payment Departments



Delegate Agency iSupplier (eProcurement) Training

Material

General Functions and Roles

» Register Organization
Maintain Organization Information in iSupplier
Delegate Agency * Research RFP Solicitations and Submit Proposals

Create and Submit Payment Requests

DPS Register Delegate Agencies in iSupplier >

O B M Manage Delegate Agency eProcurement Process
Provide Technical Assistance and Training

Delegate/G rantee Develop and Manage RFPs and Programs

Provide Program-Specific Technical Assistance and Training

Department Review Vouchers for Processing

F|nance Process Payments

NN



Delegate Agency iSupplier (eProcurement) Training

Material 13

iSupplier Site

L Registration
UFinding and Responding to RFP’s
dTraining Information and Alerts

HTTP:/WWW.CITYOFCHICAGO.ORG/EPROCUREMENT

CURRENT BIDS OHLINE TRAINING SIGN UP FOR DPS ALERTS
MATERIALS

LOGIN/REGISTER,


http://www.cityofchicago.org/eprocurement

Delegate Agency iSupplier (eProcurement) Training

Material

Registration and Requirements

All vendors must have:
- Federal Employer Identification Number (FEIN)

- IRS W9 for registration and confirmation of vendor business
information.

- Vendor Names MUST MATCH Articles of Incorporation

New Delegates /Grantee and Existing Delegate Agencies

https://www.cityofchicago.org/city/en/depts/dps/isupplier/v
endor-reqistration.htmli



https://www.cityofchicago.org/city/en/depts/dps/isupplier/vendor-registration.htmli

Delegate Agency iSupplier (eProcurement) Training 15
Material

-

ISupplier Portal

eProcurement

Login and Regisiration Curmment Bids and Sol ation Opporiunities Online Training Materials Delegates

Vendor Registration

There are TWO separate processes for registration as a wendor in the City's iSupplier Portal. It is important that your firm determines which
process you should follow and that you read all the insthuctions below.

Existing City of Chicago VYVendors

IT your business has previously registered with the City, had a contract (excluding subcontracts) or received a payment from the City, your firmm
should follow the process directly below. The following are NOT included in this growup:

= “Wendors who have only had contracts with Sister Agencies, as opposed to with the City of Chicago. Contracts with the following Sister
Agencies would not qualify for previows regisiration with the City of Chicago:
= Chicago City Colleges
= Chicago Housing Awuthority
= Chicago Park District
= Chicago Public Schools
= Chicago Transit Authority
= Metropolitan Pier & Exposition Authorty (MEPEA)
= Public Building Commissicon
= “Wendors who have done business only with Cook County, but not with the City.

In order to register your business in the City of Chicago iSupplier Portal, you will need to send an email to eProcSuppori@cityofchicago_ org with
the subject “Reqguest an iSupplier Invitation™, or click on the button below. Within two business days, you will receive an e-mail invitation from
the Chity that prowvides a link to the iSupplier website and instructions for fillimg out and submitting your registration.

REQUEST 1ISUPPLIER INWITATION

How to register after receiving registration imvitation

New VWendors with the City of Chicago

“Wendors who have never previously registered with the City of Chicago, never received a payment from the City of Chicago or never had a
contract with the City of Chicago should follow this process. Click the New Wendor Registration button below; it will take you to the registration
page in the iSupplier Portal wiherse you can complete the process.

I douring registralicrn Voo receire an enror message stating that a suppiier with the same name or the same FEIN nomber alread)y exists, yor
business already has a City vendor number and youw showl/d folfow the abowve “Registration for Existing City of Chicago Vendors™ process.

NEW WENDOR REGISTRATION

How to Register

In either case, if more than one person at your business will use i Supplier, please add them as “contacts™ and check “Create User
Account For The Contact™ next to each contact. This will create separate iSupplier login accounts for each user.



Delegate Agency iSupplier (eProcurement) Training

Material

NEW USER REGISTRATION ONLY

Basic Information Company Details Additional Information Attachments

Prospecfive Supplier Registration

P 5
Indicates required field Step 1 of 4

Welcome to the City of Chicago iSupplier Registration portal. Here you can register for an iSupplier login account. Upon approval by the City, you will have access to iSupplier to respond to bids, RFPs and RFQs and to
view orders and payments from the City.

1. Please enter the full legal name of your company. Your FEIN is required.

2. Your email address will become your login user ID.

3. The system times out after approximately 30 minutes of inactivity, so please click "Save for Later” after each screen to avoid losing your work.

I
w
At least one tax id is required to be able to complete the registration request.
* Company Name l

Tax Country | | Q
Where provided, the tax country will be used to validate the format of the Tax Registration Number and/or Taxpayer ID.
*FEN |
Formatz XX-X20000
DUNS Number |

b
At least one contact is required for your company. Additional contacts may be added on the next page.
* Email |
* First Name |
* Last Name |

* Phone Area Code |

* Phone Number |
Format: X000

Phone Extension |




ISUPPLIER PORTAL
OVERVIEW




Delegate Agency iSupplier (eProcurement) Training

Login

- Self Management — Password Resets

CITkar’CHICAGO

“H % X --

* User Name

* Password

(example: michael.james.smith)

(example: 4u95v23)
Login || Cancel

Login Assistance
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Material

ISupplier Homepage

Main Menu: Worklist:
- 1 Invoice Creation - RFP Draft
- Contracts - Online Messaging
- View Payments and Create Vouchers - Addendum Updates/Notification

- 2 Respond to RFP

CITYorCHICAGO  E-Business Suite: SAPPHIRE

nterprise Search |All | | Go | Search Results Display Pr

Oracle Applications Home Page

r

o

| Personalize @

B B3 city of chicago iSupplier Portal with From Type Subject Sent Due
Invoice Creation & 1. There are no notifications in this view.
= Home Page ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
3 B3 ity of Chicago Online Bidding g ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.
8.3 Sourcing 2

D Sourcing Home Page
= workiist
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Material

ISupplier Portal

Home: Main Menu

Orders: All History of Approved Contracts and Releases (Real-time)
Admin: Agency Contact Information, Addresses, and Document Uploads
Finance: View Vouchers, View Payments, and Create Invoices (Real-time)

CITYor CHICAGO  igumniier Porta

2 | Orders | Shipments | Admin | Finance

Search |PO Nomber——Tv! 6o

. Motfcations

Rullst

*Actual Copies of Contract and Payment Information are Only Available for Items Initiated in iSupplier (eProcurement)



Delegate Agency iSupplier (eProcurement) Training
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Admin Portal

CITYor CHICAGO  jSupplier Portal

nm Navigator ¥ ' Favorites Home Logout Prefe

. W General
o mpanﬂ’roﬁle Drganiz_ation Name Chicago Test Vendor DUNS Number 1234567890
_ Supplier Number 1021758 FEIN  12-4356789
o Organization . —_—
Alias Country of Tax Registration
o Address Book Parent Supplier Name
o Contact Parent Supplier Number
Directory
 Attachments
Search

Mote that the search is case insensitive

Title | | 6o |

Show More Search Options

| Add Attachment...

Type |Description  |Category  [Last Updated By lLastUpdated |Usage  |Update Delete
Insurance Certification Expires 2018.09 File |General Liability From Supplier 29-Sep-2017  One-Time V4 ]

Publish to Catalog
5
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Material

General Requirements

All Delegate Agencies are required to upload and maintain an active status for
the following documents in the iSupplier portal:

< Articles of Incorporation
< lnsurance
< SAM Reqgistration Status
< State Good Standing Letter
<»Board of Directors
< Financial Statements (updated annually)
< Signature Authorizations
< Cost Allocation Plan (if indirect cost is included)
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BIDDING — RFP REVIEW
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ISupplier Online Bids

City of Chicago eProcurement Solicitations

Dets
- Documart IF i

To view or downioad solctations without loggng in, cick the — con at the Onine B Ink, then dick ’ st the keting by a specic coumn, cick on the desred column header. For regstration to bid and more information, vist

e ctyofchicago. org/eProcusement. For non-eProcurement bids, vist www.ctyolchicano org/bids

-oal

‘:.ﬂumm I;rmm m Deadine for

DEFT OF STREETS & 131009 131019: WTERIOR, EXTERIOR PAINTS AND  J0-MAY-2017  JO-MAY-201708:00:00  02-AUG-2017 11:00:00 16-7U8-2017 16:00:f
SANITATION SUPPLIES 08:00:00

Delegate
Agency
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View and Respond to RFP

CITYMCHICAGO  Sourcing

25

m Navigator ¥ B Favorites ¥

Negotiations >
Active Solicitations

Search

Note that the search is case insensitive

it

SMOKING CESSATION SERVICES FOR ADULTS

Return to Negotiations \L

View All
Attachments

Lo [ cea

Contact Time Left »
McGaughy, Ryan 402 days 16 hours

Solicitation
Number

Close Date
31-Aug-2018 10:57:45

All Responses
Blind

Contact |
Line |
Event I

]Your Company's Responses
0
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Material

Respond to RFP

UITYOrCHICAGO  Sourcing

N Naigar ¥ B Fawies ¥ Home: Logout Preerences el

Nlegotiations

Neqatiations > Active Solctatns »

RFQ: 57 T
Ations - {Create Quote I

Tie SMOKTIG CESSATION SERVICES FOR ADULTS

Satis Active Sunplie Response Sart Date- 21-Tub 2017 10:59;4
Time Let 402 days 16 hours Bid Openng Date/Supple Respanse Due Dete  31-Aug-2018 10:57:43
Hoader Lies Contdls Contac Tems
Buyer MoGaughy, Ryan (utrome - Delegate Agency Blanket Aqreement
Quote Style B Fient Delegate Agency

Descripton SMOKING CESSATION SERVICES FOR ADULTS

Torms
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Respond to RFP

< !Carme_l ‘ View RFQ | | Save Draft | (_Jont'muef
Title SMOKING CESSATION SERVICES FOR ADULTS Time Left 402 days 16 hours I

Bid Opening Date/Supplier Response Due Date  31-Aug-2018 10:57:45

iy (o

RFQ g L g,’," § Quote Valid Until |
o (zxample: 24-1ul-2017)
Quote Currency  USD eample: 24-Ju

Frice Precision  Any Reference Number

Hote to Buyer |

C,:
s Type Description Category Last Updated By Last Updated Usage Update Delete

S —

Mo results found.

N

Expand All | Collapse All
&

Target

Focus Value Quote Value

5 Requirements

4 | Dot —

T :

Q 4,000 Text

character Limit )
First Name

Last Name
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Respond to RFP

Title SMOKING CESSATION SERVICES FOR ADULTS

I-Ieader@

RFQ Currency USD
Price Precision Any

Line Update Quote Price Unit
11200 ysp

10005 - Personnel

2 0044 - Fringe Ben... 1200 usp

30100 - Operating/... usp

40140 - Profession... usp

50200 - Travel usp

610300 - Materials ... usp

70400 - Equipment uspD

80801 - Indirect uspD

uspD

LI sl

90999 - Other

Indicates more information requested. Click the Update icon to see more information on alternate bids, if applicable.
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Electronic Signature

Btion and inputting hs e name and it the person signing below certies that hej she is authorized to submit this b proposal application on behaf of the submitting party and warrants that al
certiicatons and statements contained inthe bid/ proposal application are true, accurate and coniplete as of the date furished to the Ciy. The person signing below undestands that this submission vil be binding on the submitting party.

g rure s, B i e o e Nameand T and a: e ey checg e e

Cancel Ea& Valdate “Save Draft Pﬁntahleﬁew Submit
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Addendums and Notifications

- Addendum - Solicitation Number will be amended with a
(zzzz,1)

Oracle Applications Hunl:?g Page = Worklist =

(i) Information

i n closed and did not require a response.
Acknowledgement Required: ymendment 1 to RFQ 58 (SMOKING CESSATION SERVICES FOR ADULTS)

¥, Ryan Company The City of Chicago
To JANE DOE Title SMOKING CESSATION SERVICES FOR ADULTS
Sent 25-Jul-2017 13:42:15 Mumber 58,1
Closed 25-Jul-2017 13:43:06
ID 97018347
Fesponder

Megotigtion Open July 25, 2017 12:44 pm Central Time
Megotiation Close October 31, 2017 10:00 am Central Time
Supplier CITY OF CHICAGO TEST SUPPLIER

Supplier Site

This Megofation has been amemgded. To be considered for award you must acknowledge each amendment and resubmit your respons

Please gd to Review Changes page to review the changes for this amendment.

[ Display next notification after my response
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Helpful Reminders

- Administration of Organizational Information — Maintain
Updated and Accurate Information

- Avoid clicking the Back/Forth browser buttons — Navigate
through iSupplier site

- Updating Agency Information and User Access —
Remember to Enter Email Address Before Granting
Access to Organizational Users .

- Assign Proper Responsibilities (Online bidding and/or Invoicing)
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Helpful Reminders

- Online Discussion Sent to Buyer Only
- Save Draft Often
- Check Attachment Submissions Prior to Submitting RFP

- Click Validate Prior to Submission - To Identify Missing
Requirement

- Prior to Submitting — Enter Name First THEN Click
Certify
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Who to Contact for Assistance

- Questions on Registration:
eprocsupport@-cityofchicago.orq

- eProcurement for Delegate Agencies:
OBMGMU @cityofchicago.org or (312) 744-0358

- Training Materials (Documents and Videos):

https://www.cityofchicago.orqg/city/en/depts/dps/isupplier/online-
training-materials.html



mailto:eprocsupport@cityofchicago.org
mailto:OBMGMU@cityofchicago.org
https://www.cityofchicago.org/city/en/depts/dps/isupplier/online-training-materials.html
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Useful Links

City of Chicago Search Online:

http://webapps.cityofchicago.org/VCSearchWeb/org/cityof
chicago/vcsearch/controller/agencySelection/begin.do

Vendor/Delegate Agency Registration:
https://www. c1tvofch1cago org/city/en/depts/dps/isupp
lier/vendor-registration.html

Funding Opportunities:
https://www.cityofchicago.org/city/en/depts/dps/isupplier/current-
bids.html



http://webapps.cityofchicago.org/VCSearchWeb/org/cityofchicago/vcsearch/controller/agencySelection/begin.do
https://www.cityofchicago.org/city/en/depts/dps/isupplier/vendor-registration.html
https://www.cityofchicago.org/city/en/depts/dps/isupplier/current-bids.html
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Material

Agenda

<+Welcome and Introduction
<QOverview of iSupplier (eProc)

<«Invoice Creation - Walk Through
<+View Orders and Releases
<«Invoice Creation/Vouchering
< View Payments
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Material

What is iSupplier (eProcurement)?

- New Real-Time Online Purchasing System with Data
Export

- Replaces Existing Processes and Systems

- Required for Doing Business with City of Chicago

- Full Service System Allows Agencies to:

Manage Review & Submit Communicate
Delegate Respond to Vouchers for with
Agency Info. Solicitations Payment Departments
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Material

General Functions and Roles

» Register Organization
Maintain Organization Information in iSupplier
Deleg ate Agency * Research RFP Solicitations and Submit Proposals

Create and Submit Payment Requests

DPS Register Delegate Agencies in iSupplier

O B M Manage Delegate Agency eProcurement Process
Provide Technical Assistance and Training

NN N

Delegate Develop and Manage RFPs and Programs

Provide Program-Specific Technical Assistance and Training

Department Review Vouchers for Processing

Flnan Ce Process Payments

NN



ISUPPLIER PORTAL
OVERVIEW
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Login

- Self Management — Password Resets

CITkar’CHICAGO

(example: michael.james.smith)

(example: 4u95v23)
Login || Cancel

Login Assistance
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ISupplier Homepage

Main Menu: Worklist:
- 1 Invoice Creation - RFP Draft
- Contracts - Online Messaging
- View Payments and Create Vouchers - Addendum Updates/Notification

- 2 Respond to RFP

CITYorCHICAGO  E-Business Suite: SAPPHIRE

nterprise Search |All | | Go | Search Results Display Pr

Oracle Applications Home Page

r

o

| Personalize @

B B3 city of chicago iSupplier Portal with From Type Subject Sent Due
Invoice Creation & 1. There are no notifications in this view.
= Home Page ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
3 B3 ity of Chicago Online Bidding g ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.
8.3 Sourcing 2

D Sourcing Home Page
= workiist
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ISupplier Portal

Home: Main Menu

Orders: All History of Approved Contracts and Releases (Real-time)
Admin: Agency Contact Information, Addresses, and Document Uploads
Finance: View Vouchers, View Payments, and Create Invoices (Real-time)

CITYor CHICAGO  igumniier Porta

2 | Orders | Shipments | Admin | Finance

Search |PO Nomber——Tv! 6o

. Motfcations

Rullst

*Actual Copies of Contract and Payment Information are Only Available for Items Initiated in iSupplier (eProcurement)
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INVOICE CREATION
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Create Invoice Detalls

City of Chicago iSupplier Portal with Invoice Creation
1. Select “City of Chicago iSupplier Portal with Invoice Creation.”

ITYor CHICAGO E-Business Suite:APSPROD

B Favorites ¥

nterprise Search  All v Go Search Results Displa
Logged In As DENNIS.RONOWSKI@HEKTOE
Jracle Applications Home Page

~ Main Menu  Worklist
| :
Personalize | Full List
'ﬂ'JQiE! of Chicago iSupplier Portal From Type Subject Sent Due

There are no notifications in this view.

¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
" TIP Worklist Access - Specify which users can view and act upon your notifications.

City of Chicaqo iSupplier Portal with Invoice

Creation

Chicago Online Bidding
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Create Invoice Detalls (Cont.)

2. Once you have the PO/Release information, click on the “Finance” tab at
the top of the screen. In the upper (and lower) right hand side of the Finance
tab click the “Go” button to create an invoice with a PO/Release

CITYcor CHICAGO  iSupplier Portal

M Navigator ¥ BE Favorites v Home Logout Preferences Help

Home | Orders | Shipments | Admin

| View Invoices | View Payments
Invoice Actions

Search

Create Invoice  |With a PO . @

Note that the search is case insensitive

Supplier Chicago Test Vendor Release PO Number I
Invoice Number I 5 . " S Invoice Amount I
: I = cave is sectiocon an
Invoice Date From Invoice Date To I

(example: 16-Oct-2017
Invoice Status Currency I
(e

Invoice Number Invoice Date Invoice Currency Code Invoice Amount Release PO Number Status Withdraw Cancel Update View Attachments

Mo search conducted.

Create Invoice  |With a PO . @

Home Orders Shipments Admin Finance Home Logout Preferences Help
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Create Invoice Detalls (Cont.)

3. Enter the PO/Release information, click the “Go” button to create an invoice
with a PO/Release

CITYorCHICAGO  iSupplier Portal

n Navigatorv B Favorites ¥ Home Logout Preferences Help

— 9 O O
Purchase Orders Details Manage Tax Review and Submit

Step 104 | Next

Create Invoice: Purchase Orders

|
te that the search is case insensitive Advanced Search
Release PO Number |12345-z] x @ Enter RO and Release Number and Select GO
Release PO Date | &
(example: 15-0?:3917)
o]
; — —Advancesor—Ttenr" Item Supplier Ttem Unit Ship Packing
Select PO Number Line Shipment Financing Description ~ Number  Number Ordered Received Invoiced UOM Price  CurrTo  Organization Slip Waybill
No search
conducted.

Cancel | Step1of4 | Next
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Create Invoice Detalls (Cont.)

4. The next screen will show all of the available lines on this agreement
(PO/Release). Based on what you are vouchering for, check the box next to all the
lines that apply. 0005 Personnel; 0044 Fringe Benefits; 0100 Operating Expenses,
etc. Once the appropriate boxes have been checked, click on the “Next” button.

‘Search

Jote that the search Is case Insensitive Advanced Search |

Release PO Number 31700 )

Release PO Date 3

(ecample: 18-Sep+2017)

| Go | [ Clear |
Select Items: |~ Add to Invoice Previous ]1-10 [v] Next 10 @

Select All | Select None

| | Advances or Item Supplier Item Unit Packing
Select PO Number ~ Line Shipment Financing Item Description Number Number Ordered Received Invoiced UOM Price  Curr Ship To ‘Organization Shp Waybill

@ 31200 1 o 0005 PERS/AL 84773 0 39545.23 USD 1 USD FINANCE- CITY OF CHICAGO -
COMPTROLLER GRE

O 31200 B o 0005 PERS/AL 88292 0 86548.13 USD 1 usp FINANCE- CITY OF CHICAGO -
COMPTROLLER GRE

] 37200 1 o 0005 PERS/AL 85762.550 85762.55 USD 1 UsD FINANCE- CITY OF CHICAGO -
COMPTROLLER GRE

@ 31700 2 o 0044 FRINGE/AL 33909 0 15818.1 USD 1 USD FINANCE- CITY OF CHICAGO -
COMPTROLLER GRE

[ 31200 2 3 o 0044 FRINGE/A1 35316 0 34619.19 USD 1 usp FINANCE- CITY OF CHICAGO -
= COMPTROLLER GRE

] 21700 2 3 o 0044 FRINGE/AL 33447.380 33447.38 USD 1 UsD FRNANCE- CITY OF CHICAGO -
- COMPTROLLER GRE

] 21700 3 4 o 0140 PROF 27218 © 1605 UsD 1 usp FENANCE- CITY OF CHICAGO -
TECH/AL COMPTROLLER GRE

O 31200 3¢ M O 0140 PROF 22725 0 22675 USD 1 UsD FINANCE- CITY OF CHICAGO -
TECH/AL COMPTROLLER GRE

O 2129 3 O 0140 PROF 23619.750 23619.75 USD 1 USD FINANCE- CITY OF CHICAGO -
: TECH/AL COMPTROLLER GRE

@ 2120 4 9 O 0200 TRAVEL/AL 1500 0 0 UsD 1 USD FINANCE- CITY OF CHICAGO -
v COMPTROLLER GRE

Select Items: | Add to Invoice

Previous

[0 1<) Mot 10 ®

/’ — M —
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Create Invoice Detalls (Cont.)

4. Enter Required Invoice Information (See Next Page for Details):

CITYor CHICAGO  iSupplier Portal

n Navigator v B Favorites Home Logout Preferences

Create Invoices | View Invoices | View Payments
o @ 5 0

Purchase Orders Details Manage Tax Review and Submit

Create Invoice: Details

* Indicates required field Step 2 of 4
 Supplier Invoice

* Supplier Chicago Test Vendor § * Tnvoice Number [32010-4-17-01R 6}

TaxPayer D 12-4356789 Invoice Date  17-0ct-2017

A *RemitTo A (EFTXX123) Q& Tnvoice TypeInvaice

Address 123 ADAMS ST. SUITE 99 CHICAGO 1L 60603 Currency USD
c * Invoice Description 09/01/17-09/28/17 CC

D Date Good/Services Received
E * Department Number qQ

DEPT OF FAMILY AND SUPPORT SERVICES

*
RSt o vt .| Ad | (D

Customer
Customer Tax Payer D 36-6005820
Customer Name CITY OF CHICAGO - GRE
Address 121 NORTH LASALLE STREET Chicago 60602 US
Items
Release PO lumber Line Shipment  Ttem Number Ttem Description Supplier Ttem Number Ship To Available Quantity Quantity Unit Price ~ UOM Amount
32010-4 2 2 0005-PROGRAM-PERSONNEL 050-2005 FAMILY AND SUPPORT SERVICES 17994.33 17994.33 1 UsD  17994.33
32010-4 3 3 0044-PROGRAM-FRINGES 050-2005 FAMILY AND SUPFORT SERVICES 517021 5170.21 1 Usb 570,21

Select 'Next" to continue or "Back" to remove budget lines Step20f4
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Create Invoice Detalls (Cont.)

5. Review and Submit Invoice
The next two screens are a chance for you to review and revise your invoice (if

need) before submitting it.

Manage Tax Revigw and Siomit

15
Purchs # Crdmn Cent

Greate Inwnice: Manage Taw

Concel | Save | lack | sp 3ol | Mext | || Subme |
Supplier lnvoice )

* Super Chicago Test Vendor Thaa F2I0- 417008
Tt Pwyae I 124356789 * busicn Dube 17-0ct-2017
*RemtTo A (EFXX1234) Invocs Tyoe Standand
Ay 175 ADAME ST. SUITE 39 CHICAGO IL 60603 * Grraey 1D
Rt To Bark Aount 20000006961 Invoice Descrtion 09/01/17-09/ 29/17 @€
riqe Remitancy Kertfier Dute Good Sanices Recsed  T-Sep 1017
Raittance Chick igit vt umbar 50
I TR0
Web Dsdosure
G tomer
Clatomer Tax Fuyer ' 36- 6005820
Qstomar hame  CITY OF CHICAGD - GRE
Adbeni 121 NORTH LASALLE STREET Chicago 60602 LS
 Summary Tax Lines
Cakulate

Summary Tax Lne umber Tax Regime Code Tax Tax Status Code Status
Hareuts fand.
Rems.
PO Hursber Lne  Shipment Suppher Tem Mamber Ship To Huailable Gty Quantby To Invoice UDH Unit Price Amosnt
120104 2 ] W PROCRAM FERSONNEL 050-2008 FAMILY AND SUFFORT SERVICES 1R 4.0 USD % 1799430
10104 1 ] O PROGRAM FRINGES 050-2008 FAMILY AND SUPFORT SERVICES $170.21 5.170.21 USD 0 517021
 Ship
Charge Type Amacunt Desc nption
Mo reuts ford,

hems p=S L
Lo Retainage L]
Fraight [T
lllnlm w

| Recakubte Total  Toisl [Lﬂ] ﬂ.l“

QM}M Back | Siep 3o 4 M-
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Create Invoice - Attachments

Add Required Supporting Documentation

1. Invoice Forms: include Invoice Summary, Invoice Salary Expenditure Only,
and Invoice Non-Personnel Expenditure Form (Excel version only).

a. Enter “Invoice” in the Title section

b. Attach Invoice copies

2. Supporting Documentation “Support”. e.g., Payroll Register Form,
Invoice copy for non-personnel cost, etc.

a. Enter “Support” in the Title section

b. Attach supporting documentation copies

3. Certifications: e.g., Voucher Certification Form, Tax Payment Certification
Form, etc.

a. Enter “Certificate” in the Title section

b. Attach certification copies
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Create Invoice Detalls (Cont.)

Remit To: Verify that the remit-to address and bank account detail for your institution is correct. It can
be changed by selecting a different “remit to” site.

Invoice Number: This field is identified as a unique number assigned for tracking and billing purposes
and applied in the system to avoid duplication of invoices.

a. Conventional invoice number consists of four elements: PO number-Release number-
Expenditures covered year (2 digits)-Sequential number (2 digits), e.g., 33328-1-17-01.

b. eProcurement invoice number omits the PO number, and consists of three elements:
Release Number-Expenditures covered year-Sequential number, e.g., 45672-17-01.

Invoice Description: Enter the period covered followed by the two letter program code. For example:
08/01/2017 — 08/31/2017 PH. PH stands for “Public Health” program; RW stands for “Ryan White”
program; SH stands for “Shelter” program; CC stands for “Childcare Program” YN stands for “Youth Net”
pr%gram. If you do not know the program code, you may just enter the period covered with no program
code.

Date Goods/Services Received: This will be the end date of the expenditure covered period in the
format DD-MMM-YYYY. We recommend choosing the day from the calendar selector. Example:

Date Good/Services Received |31-Aug-2017 jeT

Department Number: You can select the magnifying glass to see a list of department numbers, but
common departments are: 41 Department of Health; 48 Mayor’s Office for People with Disabilities; 50
Family and Support Services; 54 Planning and Development; 57 Chicago Police Department; 70
Business Affairs and Consumer Protection.
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Remove Lines from Invoice

CITYor CHICAGO  iSupplier Portal

N Naigator ¥ B% Favorites Home Logout Prefe
Home | Orders | Shipments | Admin | Finance
Create Invoi | View Invoices | View Payments
@ @ € ol
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Details
* Indicates required field - -
| k | Step2of4
 Supplier  Invoice
* Supplier - Chicago Test Vendor * Invoice Number |12345-4-17-03R ®
TaxPayer D 124356789 Invoice Date 15-0ct-2017
* Remit To |A (EFT XX1234) q @ T T
% Address 123 ADAMS ST. SUITE 99 CHICAGO IL 60603 Currency USD
* Invoice Description  {gg/01-17 - 08/29/17 CR
@
Date Good/Services Received |29 2017
* Department Number Q
DEPT OF FAMILY AND SUPPORT SERVICES
=
Attachment Hone @
 Customer
Customer Tax Payer ID
Customer Name CITY OF CHICAGO - GRE
Address 121 NORTH LASALLE STREET Chicago 60602 US
Ttems
Release PO Number Line Shipment  ItemNumber | Item Description | Supplier Item Number Ship To Available Quantity Quantity Unit Price  UOM  Amount
T4 10 10 0300-PROGRAM-MATERIALS/SUPPLIES 050-2005 FAMILY AND SUPPORT SERVICES 6537 1500 1 usb (1500

To remove a line, select Back and Remove Line

from Invoice

btep 2 of 4
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Remove Lines from Invoice

CITYorCHICAGO  isupplier Portal

Home Logout Prefere
Home | Orders | Shipments | Admin | Finance
Create Invoices | View Invoices | View Payments

@ € { o
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Purchase Orders
Search
lNote that the search is case insensitive Advanced Search

Release PO Number @
Release PO Date

(example: 15-0ct-2017)

Select Items: 2 Previous |1-10 . Next 10 @

Select All | Select None

Select‘PO Number + ‘Ijne ‘Shipment Advances or Financing  Ttem Description Ttem Number  Supplier Item Number Ordered Received Invoiced UOM Unit Price |0urr Ship To Organization Packing Slip  Waybill
Oz 1 Q1 O (1-SDOP) 0005-PERSONNEL 37785 0 37785 usb 1 USD |052-2505 CHL YTH SRV CITY OF CHICAGO - GRE
O v 2 2 O (1-SDOP) 0044-FRINGE BENEFITS 5058 0 5058 usp 1 USD |052-2505 CHL YTH SRV CITY OF CHICAGO - GRE
0z 8 8 O (2-8C) 0005-PERSONNEL 28050 0 28050 usb 1 USD |052-2505 CHL YTH SRV CITY OF CHICAGO - GRE
0 5 8 O (2-BC) D044-FRINGE BENEFITS 6171 0 6171 usb 1 USD |052-2505 CHL YTH SRV CITY OF CHICAGO - GRE
0z 10 10 O (2-8C) 0100-OPERATING AND TECHNCIAL 3600 0 3600 usb 1 USD |052-2505 CHL YTH SRV CITY OF CHICAGO - GRE
O Z 12 12 O (2-8C) 0300-MATERIALS AND SUPPLIES 156.08 0 156.08 usp 1 USD 052-2505 CHL YTH SRV CITY OF CHICAGO - GRE
Oz 14 4 O (2-BC) 0900-0THER 1422 0 1422 usb 1 USD |052-2505 CHL YTH SRV CITY OF CHICAGO - GRE
O 15 |15 O (3-BP) 0005-PERSONNEL 31932 0 31932 usb 1 USD |052-2505 CHL YTH SRV CITY OF CHICAGO - GRE
O 16 |16 O (3-BP) 0044-FRINGE BENEFITS 7025 0 7025 usp 1 USD |052-2505 CHL YTH SRV CITY OF CHICAGO - GRE
[ 17 17 O (3-8P) 0100-0PERATING AND TECHNICAL 2898 0 2893 usb 1 USD |052-2505 CHL YTH SRV CITY OF CHICAGO - GRE
Select Ttems: 2 Previous HNext 10 &)
Order Items Added to Invoice

solct s

Select Al | Select Hone |
Select PO Humber Line Shipment Item Description Ttem Number Supplier Item Number Ordered Received Invoiced UOM Unit Price Curr Ship To Organization
| 0 4 10 10 0300-PROGRAM-MATERIALS/SUPPLIES | 11537 0 3000 usD 1 USD 050-2005 FAMILY AND SUPPORT SERVICES CITY OF CHICAGO - GRE
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Cancel Invoice

- Search for All Invoices, Under Finance tab, Select “GO”

- Cancelling an Invoice will release the funds reserved in the voucher

CITYo"CHICAGO  iSupplier Portal

s m Naigstor v B Favortes ¥ Home Logout Preferences Help
Home | Orders | Shipments | Admin m
[eRETSS |, Ve e | ViwFapnets
Create Invoice El
Search

lNate that the search is case insensitive

Supplier Chicago Test Vendor Release PO Number

Invoice Number Tnvaice Amount
Tnvoice Date From E Invoice Date To

(example: 16-0c-2017
Invoice Status i Currency
@ Clear

Invoice Date Invoice Currency Code Invoice Amount Release PO Humber Status  Withdraw Cancel  Update View Attachments

Invoice Number
No search conducted.

Crete Invoice |With a ko I @
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Cancel or Edit Invoice (Cont.)

- Invoice History will appear; Select the Invoice to Edit or Cancel

CITYor CHICAGO  Supplier Portal

B2 Favorites v Home Logout Preferen

Home | Orders | Shipments | Admin
Ci i | View i | View F

Invoice Actions

- Search

Create Invoice Iwn:h a PD. IE'

Note that the search is case insensitive
Supplier Chicago Test Vendor

Invoice Number

Invoice Date From

(example: 16-0ct-2017]
Invoice Status

e ueaz]

|invoice pate

Invoice Number

32010-4-17-155 31-Aug-2017
32010-1-17-01 11-0ct-2017
32010-4-17-1999 25-Sep-2017
32010-4-17-01R3 20-5ep-2017
32010-4-17-01R4 29-Sep-2017
32010-4-17-1122233 06-Oct-2017
32010-1-17-19 06-0ct-2017
32010-4-17-40 31-Aug-2017
8yr3oihf 06-Oct-2017
32010-4-001 31-Aug-2017

Invoice Currency Code
usD

usD
usD
usD
usD
usD
usD
usD
usD
usD

Release PO Number l—
Invoice Amount l—
Invoice Date To l—

Currency l—

<) Previous [1-10 . Next 10 &

Invoice # s PO b Status withdraw Cancel Update View Attachments
16,755.0032010-4 In Process E]E - _/ :D‘- 45
300.00 32010-4 In Process _]“é - _/)
10,000.00|32010-4 In Process El% - /
1,600.0032010-4 In Process 55 . 4
200.00(32010-4 In Process %= . 2
1,700.00(32010-4 In Process = Vd “ EE)
100.0032010-4 Unsubmitted 55 7 &
2.00(32010-4 In Process El% / &5
0.00(32010-4 Cancelled 5 - 2 &
1.0032010-4 In Process _;é - _/) +5

2 Previous [1-10 || Next 10 ®
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Cancel or Edit Invoice (Cont.
Cancel [con ) -

CITYor CHICAGO  jSupplier Portal
M Navigator ¥ B Favorites Home Logout Preferen

eate Invoices View Invoices | View Payments
| Invoice Actions !
Create Invoice IWith a PD. EI
- Search

Note that the search is case insensitive

Supplier Chicago Test Vendor Release PO Number

Invoice Number Invoice Amount
Invoice Date From Invoice Date To

example: 16-0ct-2017

Invoice Status Currency

[co]
(=) Previous |1-10 . Next 10 @

Invoice Number |In|mic\e Date Invoice Currency Code Invoice A t Relk PO Numb ~ Status Update View Attachments
32010-4-17-155 31-Aug-2017 usD 16,755.00 32010-4 In Process 2 o
32010-1-17-01 11-0ct-2017 uso 300.00 32010-4 I Process 2 T dg
32010-4-17-1999 25-Sep-2017 usD 10,000.00 32010-4 . In Process 2 B 4o
32010-4-17-01R3 29-Sep-2017 usD 1,600.00 320104  In Process 2 T dg
32010-4-17-01R4 20-Sep-2017 usD 200.00 22010-4 . In Process = - 2 4
32010-4-17-1122233 06-0ct-2017 usD 1,700.00 32010-4 . InProcess = 2 T b
32010-1-17-19 06-0ct-2017 usp 100.00 32010-4 | Unsubmitted = 2

32010-4-17-40 31-Aug-2017 usD 2.00/32010-4 . InProcess = 2
Byr3oihf 06-0ct-2017 usD 0.00/32010-4  Cancelled = - 2 45
32010-4-001 31-Aug-2017 usD 1.00/32010-4 . In Process = - 2 45

2 Previous [1-10 . Next 10 &)
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Post Invoice Submission

Delegate Agencies have an obligation to regularly check
the invoice status and take an appropriate action
accordingly.



Delegate Agency supplier (eProcurement) Training

Material

Post Invoice Submission (cont'd)

A. Rejection
1. Under the following circumstances, an Invoice may be Rejected:
a. Incorrect Payment Site selected
b. Incorrect Date Goods/Services Received
c. Incorrect Release matched
d. The expenditures covered in the two-year period
e. Other

2. Delegate Agencies have an obligation to follow up with the Rejection
Notification and take an appropriate action to fix the root cause for
Rejection accordingly.

3. When delegate agency resubmits the rejected invoice, the original
invoice number should be used and followed by a suffix “R”. For
example, 45672-17-01R.
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Major Changes for Current vs. New
Contracts

Pre-eProcurement

1. Budget Revisions and Amendments Must be Sent via Email to User Department
2. Invoice Number Requirements Must Have (PO#, Release#, Year, Voucher#)
3. Invoice Description Must Have Program Suffix (i.e. “CR” for Community Receiver)

Post-eProcurement

1. Budget Revisions and Amendments Must be Sent via Online Discussion

2. Invoice Number Requirements Must Have (New Release#, Year, Voucher#)

3. Invoice Description Must Have Program Suffix (i.e. “CR” for Community Receiver)
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Helpful Tips and Lessons Learned

1.

10.

Use Internet Explorer Browser and Avoid Back/Forth Browser Buttons
Enable Pop-Ups and Check Internet Security Settings

Check Email Spam/Junk Mail box for City of Chicago Mailer notifications
Check Attachment Submissions Prior to Submitting

Online Discussion Sent to Buyer Only

Save Draft Often

Check Attachment Submissions Prior to Submitting RFP

Click Validate Prior to Submission - To Identify Missing Requirement
Prior to Submitting — Enter Name First THEN Click Certify

Updating Agency Information and User Access — Remember to Enter Email
Address Before Granting Access to Organizational Users .

Assign Proper Responsibilities (Online bidding and/or Invoicing)
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Who to Contact for Assistance

City of Chicago Search Online:

http://webapps.cityofchicago.org/VCSearchWeb/org/
citvofchicago/vcsearch/controller/agencySelection/be
gin.do

Vendor/Delegate Agency Registration:
https://www.cityofchicago.org/city/en/depts/dps/1i
supplier/vendor-registration.html

Funding Opportunities:

https://www.cityofchicago.org/city/en/depts/dps/isupplier/cur
rent-bids.html



http://webapps.cityofchicago.org/VCSearchWeb/org/cityofchicago/vcsearch/controller/agencySelection/begin.do
https://www.cityofchicago.org/city/en/depts/dps/isupplier/vendor-registration.html
https://www.cityofchicago.org/city/en/depts/dps/isupplier/current-bids.html
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Useful Links

City of Chicago Search Online:

http://webapps.cityofchicago.org/VCSearchWeb/org/cityof
chicago/vcsearch/controller/agencySelection/begin.do

Funding Opportunities:

https://www.cityofchicago.org/city/en/depts/dps/isupplier/current-
bids.html



http://webapps.cityofchicago.org/VCSearchWeb/org/cityofchicago/vcsearch/controller/agencySelection/begin.do
https://www.cityofchicago.org/city/en/depts/dps/isupplier/current-bids.html
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