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Welcome to the Department of Procurement Services

Overview of eProcurement

eProcurementi s an enhancement to the Cityos
system that applies digital technology to the acquisition of goods and services.

The portal for vendors, iSupplier, will be a full service resource for vendors and
those interested in doing business with the City of Chicago.

NOTE: We have completed the phase in process of most contract types with only two
remaining. The expectation for the remaining two is by Summer 2018 (Vehicles & Heavy
Equipment & Work Services)
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Overview of iISupplier

A The City of ChicagoiSthpplerdo i @il eanle n©Oreldi n &
eProcurement System for all purchasing activities.

A As a Vendor registered in the iSupplier Portal you will be able to:
I View and Respond to Bids / Solicitations online
I View Orders, Payments, Invoices
I Update Your Company Information i contacts, address, phone, email

A To assist vendors with the transition to online bidding, the City has developed
and eProcurement microsite that includes information about the entire
eProcurement process.
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First Time Vendor Registration

Log in and registration:
I Existing Vendors will request an iSupplier invitation.

I New Vendors who have never previously registered with the City
of Chicago will click on the New Vendor Registration button.

What is needed?
I Federal Employer Identification Number (FEIN)

I IRS WO for registration & confirmation of vendor business
Information.

®, City of Chicago
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ISupplier Portal / Microsite /Security

www.cityofchicaqo.org/eprocurement

A Your information is secure, the City takes security
seriously and ensures all information is encrypted.

A The City uses the https: protocol for secure
communication. We use the same security that is
used for banking log-ins.

A Bids are not visible to employees or other vendors
prior to Bid Opening. Your Bid is secure.
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Registration Overview
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Vendor Registration

There are TWO separaie processes for regisiration as a vendor in the City's iSupplier Portal. It is imporiant that your firm determines which
pracess you should follow and that you read all the instructions below

Existing City of Chicago Vendors

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

= “endors who have only had contracts with Sister Agencies, as opposed to with the City of Chicago. Contracis with the following Sister
Agencies would not qualify for previous registration with the City of Chicago:

Chicago City Colleges

Chicago Housing Authority

Chicago Park District

Chicago Public Schools

Chicago Transit Authority

Melropalitan Pier & Exposition Authority (MPEA)

Public Building Commission

+ ‘endors who have done business only with Cook County, but not with the City.

¢ 8 & 8 & o

@

In order o register your business in the City of Chicago iSupplisr Portal, you will need to send an email 1o eProcSupport
the subject “Request an iSupplier Invitation”, or click on the button below. Within two business days. you will receive an e-mail invitation from
the City that provides a link to the iSupplier website and instructions for filling out and submitiing your registration

REQUEST ISUPPLIER INVITATION Click here to get
further instructions
on how to complete

New Vendors with the City of Chicago registration

‘“endors 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 Vendor Registration button below: it will take you to the registration
page in ihe iSupplier Foral where you can complele the process

¥ 3

How to register after

If during registralion you receive an eror message siating that a supplier with the same name or the same FEIN number already exists, your
business aiready has a Cify vendor number and you should follow the above “Registration for Existing City of Chicago Vendors™ process

NEW VENDOR REGISTRATION




Current Bid Opportunities for eProcurement
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Non-eProcurement Bid and Solicitation Gppanunmes
Non-aFrocurement opportunities are current competitively bid, RFP, RFQ, RF| and Small Order bids and addenda that cannot be responded to
using ISupplier, but avallale for downicading. Scme documents listed an the WeDsite are not avallable for downloading due to SIZe restnctions
All non-eProcurement documents are available in the Bid and Bond Room at 121 N. LaSalle St, Room 103, Chicago, IL.

** For companies who are NOT registered in iSupplier and wish fo download and review bid solicitations:

1) We encot aye you o register in (Supplier (Iink fo vendor registration page
ewing or downioading the solicitation after logging into iSupplier |
ra.hoa without logging in does not register you as a bid document ho.oe.—'

req
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2) If you are nof registered and are viewing or downloading & specificalion/solicitation onling, in order fo register as bid document holder and
receive nolice of clarifications and addenda, you musi provide your company’s contact information [0 us via email or fax. You may email the
information on your business card fo Us (your name, bUSiness name, business address, business phane, and emall adaress) at
idandbond@cityofchicago.org or fax your business card fo 312-744-5611 in order to be added ip the Specification Take-Out List. Piease include
the specificalion/solicitalion number
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eProcurement Site / iISupplier Portal Home Page

If Cﬂy QF Chicﬂgn The City of Chicago's Official Site

Procurement Services

iISupplier Portal
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The City of Chicago has implernented the “iSupplier” Portal Online eProcurement System for all purchasing activities.

Announcements

Introduction to eProcurement Vendor Workshops:

=18 eProcurement Vendor Workshops are listed balow. **

DPS is confinuing on the next phase of start-to-finish purchasing modemization via the implementation of a comprehensive eProcurement
system. eProcurement applies digital technology to the acquisition of goods and services. It will allow DPS to collaborate with City
Departments to create solicitations and contracts online reducing the time it takes to complete procurements. We invite youw to attend a
demonstration to learn about iSupplier registration, how vendors will 2ubmit bids, proposals, how to view confracts and payments online all
via the eProcurement process.

To Register for upcoming Workshops & Eveni=: www_cityoft hicago. orgfdpsevents
MAY 1TI}IUH. 21 = JUL. 19 = AUG, 16 = SEPT. 20 - OCT. 18 - NOV. 15

Wiorkzhop Time: 2200 P — 3:00 PM | 121 M. LaSalle, 11th Floor, Room 1103

Delegate Agency eProcurement Training Opportunities:
Register at:

www_SignUpGenivs com/go/ 0CIB4CADAAZ 3A1FOd-eprocurement1
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ISupplier Portal / Microsite /Security

www.cityofchicago.org/eprocurement

A Reviewing Bids / Solicitations
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ACurrent Bid Opportunities
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To View PreBid Altendee List CliCK link beiow.

PreBid and PreSubmittal Conference Attondees

Non-eProcurement Bid and Solicitation Opportunities

Non-eProcurement opportunities are current competitively bid, RFP, RFQ, RFI and Small Order bids and addenda that cannol be responded 1o
using ISupplier. but avaiiable for downioading. Some documents listed on the Website are not avaliabie for downloading due 1o size restrictions.
All non-eProcurement documents are available in the Bid and Bond Room at 121 N. LaSalle St. Room 103, Chicago, IL

** For companies who are NOT reg in and wish to d and review bid solicitations:

register ration pa
UR wing or downloading the solicitabon after logging into 1Supplier w
the solicitation without iogging In does not register you as a bid document holder!
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bidandoond@cityofchicago.org or fax your business card (o 312-744-5611 in order to be added to the Specification Take.

the specification/solicitation number
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