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Agenda:

• What is eProcurement – overview

• Accessing iSupplier Portal / eProcurment Site

• How to register

• View Bids / Solicitations

• How to respond to Bid/Solicitation

• Questions
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Welcome to the Department of Procurement Services

Overview of eProcurement

eProcurement is an enhancement to the City’s procurement and financial 

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 iSupplier

• The City of Chicago has implemented the “iSupplier” Portal Online

eProcurement System for all purchasing activities.

• As a Vendor registered in the iSupplier Portal you will be able to:

– View and Respond to Bids / Solicitations online

– View Orders, Payments, Invoices

– Update Your Company Information – contacts, address, phone, email

• 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:

– Existing Vendors will request an iSupplier invitation.

– New Vendors who have never previously registered with the City

of Chicago will click on the New Vendor Registration button.

What is needed?

– Federal Employer Identification Number (FEIN)

– IRS W9 for registration & confirmation of vendor business

information.
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iSupplier Portal / Microsite /Security

www.cityofchicago.org/eprocurement

• Your information is secure, the City takes security

seriously and ensures all information is encrypted.

• The City uses the https: protocol for secure

communication. We use the same security that is

used for banking log-ins.

• Bids are not visible to employees or other vendors

prior to Bid Opening.  Your Bid is secure.

http://www.cityofchicago.org/eprocurement
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Registration Overview

Click here to get
further instructions
on how to complete

registration
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Current Bid Opportunities for eProcurement
Bids

4 options on
this page
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eProcurement Site / iSupplier Portal Home Page
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iSupplier Portal / Microsite /Security

www.cityofchicago.org/eprocurement

• Reviewing Bids / Solicitations

http://www.cityofchicago.org/eprocurement
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•Current Bid Opportunities

•TO ACCESS
CURRENT BID

OPPORTUNITIES –

CLICK HERE
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Current Bid Opportunities
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Current Bid Opportunities
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Pre-Bid Attendees

Select the

year the
Pre-Bid was
conducted
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Take Out List Access

https://webapps1.cityofchicago.org/vcsearch/
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Take Out List Access
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Take Out List Access



•City of Chicago

•Department of Procurement Services

•City of Chicago

•Department of Procurement Services

Take Out List Access

ONCE YOU ENTER SPEC NO., LIST
OF VENDORS ARE VISIBLE
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Current Bid Opportunities
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Access the Abstract
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Abstract - Details View
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Solicitation
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•View Bids/Solicitations

Log in:

Username & temporary password will be
emailed to you once you have

completed the registration process
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View Sourcing Page

•Upon logging in, the below screen will appear (do not click on City of Chicago
•iSupplier Portal with Invoice Creation).
 City of Chicago Online Bidding
 Sourcing
 Sourcing Home Page (stop here and click)



View Solicitation

•Department of Procurement Services

This page is also called the ‘Landing
Page.’ Pay attention to the terms
‘Active,’ ‘Draft,’ and ‘Resubmission

Required’ and to ‘Solicitation Number’



•City of Chicago

•Department of Procurement Services

•City of Chicago

•Department of Procurement Services

Respond to Solicitation Number

Make sure you are
searching ‘active’

solicitations
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Terms & Conditions Acknowledgement

When you accept
the terms and

conditions your firm
is added to the Take

Out List

•City of Chicago
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Header Page (Cover Page)
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•List of Requirements

•Provide a ‘Yes’ or
‘No’ for each
requirement

•City of Chicago
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Adding Attachments
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Lines
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Save Draft –save early, save often
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Online Discussions
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•Online Discussions - Continued
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Online Discussions - Continued

•City of Chicago
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Amendment Acknowledgement

WHEN YOU
ACKNOWLEDGE YOU
ARE ADDED TO THE
TAKE OUT LIST FOR
THIS SOLICITATION
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Electronic Signature

•City of Chicago
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Training Materials
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•eProcurement Site / Workshops

•City of Chicago
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Who to Contact for Assistance

 Access Help Page on the iSupplier Portal –information on this page

 Questions on Registration:

•eprocsupport@cityofchicago.org

 Training Materials (Documents and Videos):

•https://www.cityofchicago.org/city/en/depts/dps/isupplier/online-training-materials.html
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DPS on Social Media

Will post bid advertisements and 
addenda, upcoming workshops and 
events, and new policies and 
procedures that affect vendor 
community

•City of Chicago
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For more information visit:
www.cityofchicago.org/procurement

City of Chicago
Department of Procurement Services 

121 North LaSalle Room 806

312-744-4900

Sharla Roberts
Chief Procurement Officer
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Thank you for visiting the

Department of Procurement Services




