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1.1 I1SUPPLIER 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 required 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)

State of Good Standing Letter (PDF)

Board of Directors (PDF)

SAM Registration Status (PDF)

Financial Statements (updated annually) (PDF)

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)

e 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:

e 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)

o 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? | 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.



https://www.sam.gov/
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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):

CZI'I;:‘E’G--r CHICAGO

7. Question:
Answer:

8. Question:
Answer:

* User Name |

{e=xample: michaeljamessmith)
* Password | |

(exxample: 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/VVCSearchWeb/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
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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_Reqistration.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
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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:
https://eprocurement.cityofchicago.org/OA HTML/OA.jsp?OAFunc=PON_ABS
TRACT PAGE&PON NEGOTIATION STATUS=ACTIVE

Do | 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 must be unique, and one single 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
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21. Question:

Answer:

22. Question:

Answer:

23. Question:

Answer:

proposal. If a user intends to respond to the same RFP and selects the same RFP
number, the system will assume the person is requesting to modify the draft or
previously submitted proposal.

How do view the attachments associated with a RFP?

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).

How do I know what to attach to a solicitation?

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.

How do I unlock my solicitation/quote?

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 TR TR
Search Open Solicitations |Tite |V | | Go |
Welcome, Jaya Darji.
Your Active and Draft Responses
Press Full List to view all your company's responses.

Response Number Response Sfatus Supplier Site Solicitation Number Title Type Time Left

123028

24. Question:

Answer:

25. Question:

Answer:

Active 70 6315,1 Office of Budget and Mangement RFP  RFQ 0 seconds

How do I add an attachment on a submitted solicitation?

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.

How do I delete my draft solicitation/quote?

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 M 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 Applicatﬁ'bns Home Page

.,
~ Main Menu Worklist

Personalize | Full List (1) I

1 [ ity of Chicago Supplier Portal with From Type Subject Sent -~ [Due

Invoice Creation

MCCLARN, Sourcing  Acknowledgement Required: Amendment 1 to RFQ 01-Jun-2018

# [ city of Chicage Online Bidding GRAYLEN Publish 6315 (Office of Budget and Mangement RFP)

30. Question:
Answer:

31. Question:
Answer:

CITYor CHICAGO  sourcing

Negotiations

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

Do I have to resubmit my RFP if there is an Addendum issued for an RFP?
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.

How do I confirm that my solicitation has been submitted?

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.

1 Navigator ¥ B Favorites ¥ Home Logout Preferences

‘@ Confirmation

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

Return to Sourcing Home Page

MNegotiations Home Logout Preferences

32. Question:
Answer:

Copynght {¢c) 2008, Oracle. All rights reserved

How will I know if the solicitation is submitted?

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
8 [ 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 Waorklist Access - Specify which users can view and act upon your notifications.

1 Navigator v =+ Favorites ¥ Home Logout H

Search Open Solicitations |Title :] | 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 | fr O
Your Company's Open
Full List
Supplier Site Soficitation Number Title Type Time Left
No results found.
Quick Links
Manage View Responses
* Drafts » Active
+ Deliverables » Disqualified
+ Personal Information e Awarded
« Rejected

11



35. Question:

Answer:

What happened to my un-submitted Draft Quote it disappeared after |
submitted my Quote, how do | get my Draft Quote back on the Sourcing
Home Page?

Oracle only keep active/submitted response. Before submitting your copy of
an RFP/RFQ, you should download a copy of your response/proposal for
historical purposes, by using the Action Dropdown List Printable View.

1.5 CYBERGRANTS AND HISTORIC INFORMATION

36. Question:

Answer:

37. Question:

Answer:

38. Question:
Answer:

39. Question:
Answer:

What will happen to the information that was stored in CyberGrants?
Will this information be available in eProcurement?

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.

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

What is a Program Code?

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.

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

1.7 MANAGE ADMINISTRATION AND ACTIVE AGENCY INFORMATION

40. Question:
Answer:

How do I Create or Inactivate Existing Contacts?

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

12
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41. Question:

Answer:

42. Question:

Answer:

43. Question:

Answer:

44, Question:

Answer:

organization. Instructions on Inactivating Users and Instructions for Creating a
New User

What if | accidently inactivate an existing contact?

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.
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 I 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/\VVen
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
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https://www.cityofchicago.org/content/dam/city/depts/dps/isupplier/training/Vendor_Create_New_Address_and_Contact.pdf
mailto:eProcSupport@cityofchicago.org
https://www.cityofchicago.org/content/dam/city/depts/dps/isupplier/training/Vendor_Create_New_Address_and_Contact.pdf
mailto:eProcSupport@cityofchicago.org
mailto:eProcSupport@cityofchicago.org
mailto:eProcSupport@cityofchicago.org
https://www.cityofchicago.org/city/en/depts/dps/isupplier/login-register.html
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
https://www.cityofchicago.org/content/dam/city/depts/dps/isupplier/training/Vendor_Create_New_Address_and_Contact.pdf

— Workfist |
Personalize Full List
= 0 gy of Chicago Suppler Portal with From Type Subject Sent Due
Iovoice Creation There are no notifications in this view.
1= Home Page ¥ TIP Yacation Rules - Redirect or auto-respond to notifications.
8 3 gty of Chicago Onine Bidding ¥ TIP Worklist Access - Specify which users can view and act upen your notifications.

CITYo-CHICAGO  iSumniar Portal

Full st

CITYor CHICAGO  jSupplier Portal

T Navigator v B2 Favorites » Home Logout Preferences

IGeneraI I

+  Company Profile [ P— Organization Mame Chicago Test Vendor DUNS Number 1234567890
o Organization Supp\ierNun;Fer 1021758 . FFIN 12-4356789
o Atk o Bt Narls: Country of Tax Registration
o Contact Parent Supplier Number
Directory
_Attachments
i Search
Mote that the search is case insensitive
Title |
[ Showr More Search Options
T [Type Description  |category |Last Updated By Last Updated |Usage p Delete |Publish to Catalog
Insurance Certification Expires 2018.09 File  General Liability ~ From Supplier 29-Sep-2017 One-Time 7 ] B
45. 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
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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
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.

46. 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:

CITY> CHICAGO  |Supplier Portal

rders: | Shipments | Adwin | finance
Create Invoices | View Ivoices | View Paymants

Chicago Test Vendor

124356709
A (0FT 3x1734 1, A

yer [0 36-6005030
Hame  CITY OF CHICAGO - GRE

Fckas PO Bumber Line Shipakent  Dom Wumber  lem Ditoription Suppler Tem Mumber Ship To. Avallabhe Quantity “Quantity Dot Price  UOM Amount
20104 i a2 DR05-FROGRAM- PERSONNEL U50-2005 FAMRY | 100 1 usD 100

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

ITYoFr CHICAGO E-Business Suite: APS

nterprise Search All hd

yracle Applications Home Page

Main Menu

Personalize _J

FullList

— 1

¢ 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

N Navigator v BF Favorites ¥ Home Logout Preferences Help

Home | Orders | Shipments | Admin

Select Go —_— Create Invaice | With a PO[™ @

Note that the search is case insensitive

Supplier Chicago Test Vendor Do Net Enter Release PO Number

Invoice Number Anything in this Invoice Amount
) Secti —
Invoice Date From = S5O0, RESSS ¥R 1o Date To =]

[example: 15-Oct-2017) are se@rc}u'_r_;g_ for a
Invoice Status I~ Saved, Involce oL Currency
Go | [ Clear_

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

Create Invoice  |With a POV | | Go

Home Orders Shipments Admin Finance Home Logout Preferences Help

Copyright {c) 2008, Orscle. Al rights reservad

16



CITYor CHICAGO  jSupplier Portal

" Navigator v B2 Favorites w Home Logout Preference

Home | orders | shipments | Admin | Finance |
I nvo View Invoices

v Payment

L 2 ] € 5 )
Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Purchase Orders

Step 1 of 4 | Mext |

te 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 E

(=xample: 15-0ct-2017)

et

F - T ¥ ~Tremr Ttem Supplier Ttem Unit Ship Packing

Select PO Humber Line Shipment Financing Description Humber Humber Ordered Received Invoiced UOM Price Curr To Organization Slip ‘Wayhbill
No search
conducted.

Cancel | Step1of4 | Next

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

Search
inte that the search s case insensitive idﬁn_md search |
Release PO Number 31700 @
Release PO Date =
{wcampiar ¥i-5ep- 2007) :
[Go] [char |
Select Items: | Add to Invoice | ) Previous [1-10 [™] Next10 @
Seloct Al | Select tone
| Advances or Ttem Supplier Item Unit | Packing
Select PO Number - [Line Shipment Financing Item Description Humber Number ‘Ordered Recelved Invoiced UOM Price Curr Ship To ‘Organization Shp Waybdll
31209 1N 0005 FERS/AL 771 0 39545.23 USD 1 Usp FINANCE- CITY OF CHICAGO -
5 = COMPTROLLER. GRE
(] 2. 1 1 o 0005 PERS/AL 88292 0 B6548.13 USD 1 USD FINANCE- CITY OF CHICAGO -
COMPTROLLER GRE
1 1 o 0005 PERS/AL B5762.550 85762.55 USD 1 UsD FINANCE- CITY OF CHICAGO -
COMPTROLLER GRE
2 12 o 0044 FRINGE/AL 3909 0 15818.1 USD 1 UsD FINANCE- CITY OF CHICAGO -
COMPTROLLER GRE
2 2 o 0044 FRINGE/AL 3536 0 34619.19 USD 1 usp FINANCE- CITY OF CHICAGD -
COMPTROLLER GRE
2 2 o 0044 FRINGE/AL 3347.380 33447.38 USD 1 USD FINANCE- CITY OF CHICAGO -
! COMPTROLLER GRE
3 4 o 0140 FROF 7218 0 1605  USD 1 usp FIHANCE- CITY OF CHICAGD -
TECH/AL COMPTROLLER GRE
3 4 o 0140 FROF 275 0 22675 USD |1 UsD FINANCE- CITY OF CHICAGD -
TECH/AL COMPTROLLER GRE
3" i3 o 0140 FROF 23619.750 23619.75 USD 1 USD FRMANCE- CITY OF CHICAGO -
TECH/AL COMPTROLLER GRE
2 4 5 O 0200 TRAVEL/AL 1500 0 ] usp 1 Usp FINANCE- CITY OF CHICAGO -
COMPTROLLER GRE

Select Ttems: | Add to Invoice Pre

us 1410 {%] Next 10 3

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



CITYo: CHICAGO  Supplier Portal

Home ' Orders | Shipmonts | Admin | Fnance
e} < =
Purchasa Orders Dataile Manage Tax

Craate Involce: Detalls
= Indicates reguired fleld Back | Step 2 of 4 | mext
= Supplier  Chicago Takt andor. || = twoice Mumber [12395-4-17-03% |
s Faver 4356789 Tnvelce Date 15-0ct-2017
Invoice Type  Invoice
603 A
= Ivolce Description (0910117 - 09/26/17 CR
v B
[Bate GotdrEinices Ruconsl |20-Sap-2017 | o0 ||
* v, Humber 50 T
T O FANL A . Sl
Attachment Lo
Customer Tax Payer ID
Custorner Hame  CITY OF CHICAGO - GRE
Adress 121 BORTH LASALLE STREET Chicago 60602 US
T
Rk PO Mumber — Line Shipment  Them fumber | Ihem Description Suppler Iem Number  Ship To ; Uit Price UOM Amount
10-4 10 10 D300-PEOGRAM-MATERIALS/SUPPLIES 050-2005 FAMLY AND SUPPORT SERVICES  |6537 1500 || 1 UsSD 1500

*_ﬂwjim L..WE

o Complete the Voucher and select Submit.

CITYo CHICAGO  iSupplier Portal

Purchase Orders Detals

Croate lavoice: Manage Tax

Elesiy and Sberd

Manage Tax

save | | Back | step3of4 [ Mest | | submit

Supgiler
* Supplier  Chicago Test Vendor * Ivaice Number  12345-4-17-03R
Tax Payer 10 12-4356789 * Irvaice Date  15-Oct-2017
= Romi To A (EFT XX1234) Invics Type  Standard
Address 123 ADAMS ST. SUTTE 99 CHICAGO IL G0G03 * Currency  USD
Remit To Bank Account  J0000KGI61 Involce Description  00/01-17 - 09/29/17 (R
Unigque Remittance Identifier Date Good/Services Receved  25-Sep-2017
Remittance Check Digit Depariment Mumber 50
DEST O EAMILY AND SUSOORT SERVICES
Web Disclosure
Attachment  Bone
= Customer Tex Peper 1D
Customer Nama  CITY OF CHICAGO - GRE
Address 121 BORTH LASALLE STREET Chicago 60602 US
Calculate |
Summary Tax Line Number Tax Regime Code Tax Tax Status Code Tax Jurisdiction Code Tax Rate Code Tax Rate Tax Amount Line Status
Ho results found.
Mems
PO Mumber  Line Shipment  Item Description Saupplicr em Monber Ship To Avaiabde Qry Quantity To lnvoice UOM Uit Price Asmount
- w1 DE00-FROGRAM-MATERIA 5/ SUFPLIES 050-200%5 FAMILY AND SUPPORT SERVICES 6537 1,500.00 S0 100 1,500.00

48. 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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49.

50.

51.

CITYo" CHICAGD  iSupplier Portal

Puchais Orden Details Maniage Tas

Mack | Step 2of 4 | Wit

* Sopplier Chicage Test Vindor
Tex Fayer B 12-4356789
- Remat To A (EFT 2001204 y o
Adaress 123 ADAMS ST, SUTTE 99 CHICAGO 1L 60600

i
Cutomer
Cusmomer Tax Fayer ©
Customer ame  CITY OF CHICAGO - GRE
Address 121 NORTH LASALLE STREET Chicago 60602 US
Thms
Hukise PO Mumber Suppler Tlom Rumber Shigt T Unit Price UOM Amount
050- 23005 FAMILY A0 SUPFORT STRVICES 1 50 1500

To. camgua. 4, Ling, s

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

CITY>* CHICAGO  iSupplier Portal

Gimase Invoice: Purchass Orders

Release PO Humber | W

Tebonse P Biate. |

Select Thems: | Add b Invaics

Selctirc Wi = Uine Shipment | Advances or fenckg W Doscription Tom Wumbor  Suppbor om Susber  Ordered  Rocohved Dnvoloed UOM et Price  Curr Ship To

Lo M..NI.;.W;, =] 298 2898 Uso 1 CITY OF CHICAGO - GRE e

et A T"'"’“"""”'""" ——

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.

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.

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

19


mailto:iSupplierinvoices@cityofchicago.org

52. Question:

Answer:

53. Question:

Answer:

54. Question:

Answer:

55. Question:

Answer:

56. 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 Signature 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?

20


http://www.cityofchciago.org/eprocurement

Answer:

57. Question:

Answer:

58. Question:

Answer:

59. 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 I 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

Dotails Manage Tax Riiew and Submst
Create Invodce: Details
* Widcates reguired fiskd Back | Step 2¢t4 | Mext
* G ¢ (i |1 T —
suppber Chicago Test Vendar 4 * vt fumber (2000417030 ]
TexFayer @ 124356789 % Tvice Oate 17-0ct-2007
A “RemdTo A[EFTX0i2M) q Irvce Type. e
Address 123 ADANS ST. SUITE 99 CHICAGO 1L 60603 Cumency USD
G mtee Deserpren Lo e
!
Cuslomer
Cusiomer Tax Payer B 36-6005820
Custormrer Hamm  CITY OF CHICAGO - GRE
Addess 121 WORTH LASALLE STREET Chikago 60802 US
Remis
Reases PO Number line Shipmenl  TemMember  Tem Duscription Suppir Tlem Nomber Shig To Avaiable Quantity Queamlity Unit Price  UOM Amounl
04 2 7 0005 PRUGRAM PERSORKEL 3502005 FAMLY AND SUFPORT SERVICES 15T | 173 1 150 17
T4 3. 0 04 FROGRAM FRINGES 502005 FAMLY AND SUPPORT SERVXES SE R [ St 1 USD SEM
Ssleck 'Heal® \w ceabipue or "Back’ \w emgve budgel Lises CCancel | Back | Step 244 | Meat
Step 2: Click Save
Create Invoices | View Invoices | View Payments
o 0 ! 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 Tax Payer ID  36-6005820

Customer Name

60. Question:
Answer:

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

How do I find my saved invoice/voucher?

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.
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CITYoF CHICAGO  jSupplier Portal

T Mavigator ¥

B2 Favorites Home Logout Preferen

Create Invoices | View Invoices | View Payments
Invoice Actions

Search

Note that the search is case insensitive
Supplier Chicago Test Vendor Release PO Numifer

Invoice Number Invoice Amount

Invoice Date From =) Invoice Date To =

(example: 21-Sep-2017]
Invoice Status Currency

Create Tnvoice  |With a FO . IEI

< 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 - P
32010-4-17-1999 25-Sep-2017 usD 10,000.00 32010-4 In Process - P
32010-4-17-01R3 29-Sep-2017 usp 1,600.00 32010-4 In Process - 4
32010-4-17-01R4 29-Sep-2017 usp 200.00 32010-4 In Process S5 - a
32010-4-17-1122233 06-Oct-2017 usp 1,700.00 32010-4 In Process = - 2
12010*1*17*19 06-Oct-2017 usD 100.00(32010-4 Unsubmitted _J‘l'j P4
32010-4-17-40 31-Aug-2017 usD 2.00|32010-% In Process =4 = v

Create Invoices | View Invoices | View Payments
[} O 3

Purchase Orders Details Manage Tax
Create Invoice: Manage Tax

O
Review and Submit

s
Supplier Invoice

* Supplier Chicago Test Vendor
Tax Payer ID 12-4356789
= Remit To A (EFT XX1234)
Address 123 ADAMS ST. SUITE 99 CHICAGO IL 60603
Remit To Bank Account  XXXXXX6961
Unique Remittance Identifier
Remittance Check Digit

* Custorner Tax Payer I 36-6005820
Customer Name CITY OF CHICAGO - GRE
Address 121 NORTH LASALLE STREET Chicago 60602
us

Cancel ( | Save | J‘,Back |Step 3 of4| Next | ‘ Submit

* Invoice Number 32010-1-17-19

* Invoice Date D6-Oct-2017
Invoice Type Standard
* Currency USD

Invoice Description 09/01/17-09/29/17 HS

Date Good/Services Received 29-Sep-2017
Department Number 50

DEPT OF FAMILY AND SUPPORT
SERVICES

Web Disclosure
Aftachment Hone

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.

i 1 orders | stipments | admin ] rnance

Create Invoices | View Invoices | View Payments I}

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

Search

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

Release PO Number
Invoice Amount

Invoice Date From =l Invoice Date To ]

(example: 21-Sep-2017
Invoice Status . Currency

Invoice Number Invoice Date Invoice Currency Code Invoice Amount Release PO Number Status  Withdraw

No search conducted.

61. Question: How Do | remove a budget line item?

Cancel

Create Invoice  |Witha FU. IEI

Update View Attachments

Create Invoice  |With a FO. 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

CITYo CHICAGO  isupplier Portal

v B Fades v tome Logoat Preferences

Home: |>r|!en Shipmenls | Admin | Fance
Create Invoices ~ View Invoices  View Payments

Purchase Orders Details Manage Tax Review and Submit
Create Invoice: Details
= Indicates required field

Cancel | | Back | Step2of4 | Mext

* Suppler Chicago Test Vendor * nunice Numbar [32010-1-17-1 i
TAe -1 Foeied S Invoice Date 06-0ct-2017
*RemaTo A (EFT XKL23) 10 bnicoType. lokn
Address Currency  USD
* Tnvnice Reseriphon (og/01/17 05/25/17 115
_i:l
Date Good/Services Receved (20-Sep-2017 |
* Department Number 50 .
DFST OF FAMILY AND SLOBORT SERVICES
* Alachment None Add_ | [
Customer
Customer |2 Payer [0 3h-hINSE20
Customer ame  CITY OF CHICAGO - GRE
Adilress
Items
Release PO Numher  |ine Shipment  Trem Number  Trem Description Supplier Ttem Number  Ship Ta Avaiable Quantity  *Quantity Ui Price UIOM Amaunt
0104 2 2 005 PROGHAM-FERSONNEL D5U-2005 FAMAY AND SUPFURT SERVICES 1799433 100 1 U0 100

Cancel Iepch liext

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 e Added 1o nvoice

Sedect temst | Remove from Invoice |

“;m“uﬂ':;lwuuw — nmnﬂnrmwmmmmmmmwmu?uwkmc:niwm = — — rl)rg:ln'hzlinn -
62. 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

63. 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
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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:

CITYor CHICAGO  iSupplier Portal

— Create Tnoie. [Wiha P01V [60 ]
Wt that the ssarch is case insensitive
Supplier Chicago Test Vendor Release PO Number |
Inog I ,___‘ moceAmot [
Invaice Date From ,,,_ = Tnvgice Date To ,_ =
e S |__ 1 ormeny [
[[6o ]| cear

Trwnice Humber ice Nate Townice Currency Cnde Tnvnice Amnint Release PO Humber Statis  Withdraw Cancel  lipdate View Attachments
Ho scarch conduded,

Creafe Tvire [ Wih 2 Fﬂﬂ E

CITYo  CHICAGO  Supplier Portal
L3

Create bvoice  [With o O[] | Go |
Search
Supplier lm_h:gornstvuﬂm Release PO Number |
S L Ivosce Armosint ’7
B e
TP m— | T —
0 Chear
[1-16" 5] mestao
Trvwokoe Musidee Invosce Date Invokce Currency Code Invokce Amount Releaso PO Buember View Attachments
I2010-4-17-155 31-Aug-2017 uso 16,785.00 10104 Tew 4
I2010-4-17-1122233 06-0c-2017 usp 1,700.00 320104 a Ten @r
32010-1-17-19 06-0-2017 uso 100.00 32010-4 O 3
32010-4-17-40 31-Aug-2017 usoD 2.00 JE2010-4 a +
Byr3oihf O6-0t-2017 usp 0.00 32010-4 Concelled o - Y
3J2010-4-001 31-Aug-2017 usp 100 32010-4 In Procaess o Y
i [1-10 [w] Hext1g &
| | 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 unique “Invoice Number” that includes reference to “R” for Resubmission for
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Rejected invoice. The “R” should be referenced at the end of the Invoice

Number.
64. Question: Will my funds be available if an invoice is rejected?
Answer: No, the agency is required to cancel the invoice.
65. Question: How do I cancel my invoice?
Answer: 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 humber must be
unigue when resubmitting a rejected or resubmitted voucher due to
deletions.

CITYo" CHICAGO  iSupplier Portal

Hame Logoul Prol

Shipments | Admin

Create Ivolee  [With a O[] [ 69 |

Hote that the search i& case insensitie
Suppher  Chicage Test Vendor e e
Trnica: Humiser -
Irvaice Date From —_— N
Involce Status | | Currency
IEI' Chear |
Invoice Number " Date Invokce Currency Code Involce Amount Release PO Humbear Status Withdraw Cancel Update View Attachments

No search conductad.

Create Invoice  [With 2 rO| ]| | Go |

CITYo CHICAGO  jSupplier Portal

Haome Logout Preferences Help

Create voice  [with 2 PO v | Go |

Hote that the search s cose insenstve
Supplier #ﬂe Test Vendor Redpas PO Number |7
Fwoice Humber P i—
Invoice Data From I __ inketeTo [ @
Invedcs Status. e v' Currency |
Go Clear |
vous [1-10 ] Mest i @
Involkce Number Involce Date Invoice Currency Code Invoice Amount Release PO Number Status Withdraw f.l)dm View Attachments
32010-4-17-155 31-Aug-2017 uso 16,755.00 320104 In Process ) =T g 7
32010-1-17-01 11-0ct-2017 uso 300.00 320104 In Process = oy
32010-417-1599 25-5ep-2017 uso 10,000.00 120104 In Process A &
32010-4-17-01R3 29-Sep-2017 usp 1,600.00 312010-4 In Process 8 &
32010-4-17-01R4 29-Sep-2017 usp 200,00 32010-4 In Process .0 .- L
32010-4-17-1122233 06-Oct-2017 uso 1,700.00 32 i In Process = - 4
32010-1-17-1% 06-0ct-20017 usnp 100.00 J2010-9 Urrsubrnitted B E L
F2010-4-17-40 3-Aug-2007 usop 2.00 F201(0-4 In Process = - Vv
Byrdoihf 06-0ct-2017 usD 0.00 J2{i4 Cancalled s +
I2010-4-001 I1-Aug-2017 usop 1.00 + in Process +c
[0 9] testan
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.



66. Question:

Answer:

If I must resubmit a voucher, how should | 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

71 Navigator v B Fayorites v 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

ECity 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 | 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
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