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1. Overview 

In this tutorial, we will provide instructions on how to set up an account:  

• Complete user registration request 

• Email notification of user registration regarding approval status (i.e., Approved or Not 

Approved) 

• Concept of EDS Team Captain and EDS Team Member within each company 

You will need to set up an account to fill out an online Economic Disclosure Statement (EDS). 

Below is a high-level summary of events:  

 

Figure 1: Registration Overview 

NOTES:  

• If you represent more than one company, you must register for a separate account for 

each company 

• If you are the first user to register for a vendor, then you are automatically assigned the 

role of “EDS Team Captain”, which entitles you to administrative rights that an “EDS Team 

Member” does not possess 
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2. Registration 

a. Click on the “Vendor Registration” menu item from the top navigation menu 

 

Figure 2: Home Screen 

b. Enter user details on the “User Details” screen of the Vendor Registration 

 

Figure 3: Vendor Registration - User Screen 
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1. Is this an existing City of Chicago ID? 

• “No” is initially selected 

• Click on the “Yes” radio button if you would like to change this answer 

• Most people should answer “No” to this question. Click on “Yes”, only if you have an 

existing online City account 

• If you have an existing online City account, then you can use that user ID and 

password for the online EDS system by clicking “Yes” to this question 

2. Enter your details in the appropriate fields: 

• Salutation 

• First Name 

• Middle Name 

• Last Name 

• Suffix 

3. Title. Your official title within your company 

4. Business Phone number. Must be in the following format: 

• 000-000-0000 for domestic numbers 

• +11111111111 (At least 11 digits) for international numbers 

5. User Id 

• If you have an existing City account, then enter your user ID 

• If not, provide a user ID that meets the requirements on the page. User ID 

requirements can be displayed by clicking on the “?” bubble next to the field title 

6. Password 

• If you have an existing City account, then enter the password for that account 

• If you do NOT have an existing City account, then enter password and confirm 

password in respective fields 

o No action is required if field is grayed out 

o Password must meet the requirements on the page, which can be displayed 

by clicking on the “?” bubble next to the field title 

7. Email Address. Email address where you wish to receive EDS electronic correspondences 

8. Confirm Email Address. Re-enter email address exactly as above 

9. Your secret question. Select a secret question that is easy to remember, as you will 

need to provide the answer to this question as part of your digital signature 

10. Answer to secret question. Provide an answer to secret question selected above.  You 

will need to provide this answer as part of your digital signature for the online EDS 

11. Click on “Next” to proceed to next screen or “Cancel” to end registration process 

 



Online EDS 2.0 - Instruction Manual - Vendor Registration 

 

Last Updated Date: 2/8/2021           Page 4 of 13 

c. Provide the requested information of the company you are representing 

 

Figure 4: Vendor Registration - Company Screen 

1. Do you have an EDS invitation number? 

• “No” is selected initially. Skip to the next step if you do not have this information 

• Click on “Yes” if you have an invitation number; then enter your invitation number 

in the Invitation Number field 

• The Invitation Number field is open for data entry only if you selected “Yes” to the 

question above 

2. Do you know your company’s tax id number (FEIN or SSN)? 

• “No” is selected initially. Skip to the next step if you do not have this information 

• Click on “Yes” if you know your company’s FEIN or SSN number; enter FEIN or SSN 

in FEIN / SSN field  

• The FEIN / SSN field is open for data entry only if you selected “Yes” to question 

above 

3. Do you know your company's vendor id? (Answer yes only when working with 

Online EDS support staff – this is not your FMPS/iSupplier vendor number) 

• “No” is selected initially. Skip to the next step if you do not have this information 

• Click on “Yes” if you know your company’s vendor id; enter vendor id in Vendor Id 

textbox field 

• The Vendor Id field is open for data entry only if you selected “Yes” to question above 

4. Company Legal Name 

• Enter a key word or partial word that is unique to your company name.  The system 

will try to find your company information in our records 

• Below are TIPS to find the most complete list of likely matches: 
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o One or partial word provides the best search results 

o Enter a fragment or a key word that is unique to your company name 

o Do not enter company suffixes such as “inc”, “co”, etc.    

o Example:  If the name of the company is “Fred Jones & Sons Co.” for best 

results, enter “Fred Jones” only.  DO NOT use special characters such as “&”, 

and “co” 

5. Click “Next” to proceed to next screen, “Previous” to return to previous screen, 

or “Cancel” to end registration process 

d. Based on the Company Name information you entered on the previous screen, one of 

the following scenarios is possible 

1. Scenario 1 – Match is found where the last 4 digits of FEIN/SSN matches that of your 

company 

2. Scenario 2 – Match(es) is found, but your company is not listed 

3. Scenario 3 – NO match is found 

Scenario 1 - Match is found where the last 4 digits of FEIN/SSN matches that of your 

company 

 
 

Figure 5: Vendor Registration - Match Found 

• Click on the radio button next to your company name. Select the company 

record if the last 4 digits of your FEIN/SSN or vendor id matches that of your 

company, even if any of the information is incorrect (e.g., Company Name, address, 

etc.).  After you have completed registration, you may request your company’s EDS 

Captain to correct your company’s information as appropriate. Your EDS Captain may 

correct this information by clicking “Company Admin”, “Site Administration”. 

• Click “Next” to proceed to next screen, or “Previous” to return to previous 

screen, or “Cancel” to end registration process 
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Scenario 2 - If matches are found, but your company is NOT listed, in that case click on 

radio button next to “Add my information as a new vendor” 

• If you have done business with the City of Chicago, but no match is found 

for your company, click on “Previous” button to return to previous, check 

the spelling entered in the Company Legal Name and try again. 

• FEIN/SSN. Enter your company’s FEIN or SSN (domestic companies only) 

• Company Legal Name. Enter the legal name of your company; It is important to 

review this information for spelling accuracy 

• Enter your company’s address information. Business Address Line 1, Business 

Address Line 2, Business Address Line 3, City, Country, State/Province, and Zip 

Code/Postal Code  

• Click “Next” to proceed to next screen, or “Previous” to return to previous 

screen, or “Cancel” to end registration process 

Scenario 3 - If match is NOT found to any company records in our system, then you 

must enter the following information: 

 

Figure 6: Vendor Registration - New Company Record 

• FEIN/SSN. Enter your company’s FEIN or SSN (domestic companies only).  If your 

company is not a US domestic company or is a joint venture that does not have a 
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FEIN number, leave it blank and explain the lack of an FEIN in the “Comments” box 

that will appear. 

• Company Legal Name. Enter the legal name of your company; It is important to 

review this information for spelling accuracy 

• Enter your company’s address information. Business Address Line 1, Business 

Address Line 2, Business Address Line 3, City, Country, State/Province, and Zip 

Code/Postal Code  

• Click “Next” to proceed to next screen, or “Previous” to return to previous 

screen, or “Cancel” to end registration process 

e. The following screen will be displayed only if there are other users in your company 

that are already registered with the Online EDS system: 

 

Figure 7: List of EDS Team Captains Found for your Company 

1. Click on the radio button next to the user that is authorized to review and 

approve your registration 

2. Click on “Next” to proceed to next screen, or “Previous” to return to previous 

screen, or “Cancel” to end registration process 
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f. Review the summary screen for accuracy 

 

Figure 8: Registration Summary 

1. Verify that your User Info, Email, and User Id are accurate.  If yes, complete the 

CAPTCHA, then click “Confirm” 

o Your company name and address may be corrected by your EDS Captain 

2. If revisions are required, click “Previous” to edit your responses on the previous 

screen.  Click “Cancel” if you wish to end your registration process 

g. Registration Complete 

 

Figure 9: Registration Summary as EDS Captain 
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Figure 10: Registration Summary as EDS User 
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3. Email notification of user registration 

a. Email notification of registration submission if you are an EDS Team Captain for your 

company 

• The role of EDS Team Captain is automatically assigned to the first person to register as a 

user for this vendor 

• The email will provide the rights and responsibilities of an EDS Captain 

• The email contains a link that activates your account.  Click on the activation link to activate 

your account before logging in.  You will not be able to login until you have clicked the 

activation link. 

 

Figure 11: Email Notification - Assigned EDS Team Captain 

 

Figure 12: Email Notification - To EDS Team Captain when Secondary User Registers 
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b. Email notifications of registration submission if you are NOT an EDS Team Captain for 

your company 

• The first email notification acknowledges receipt of your registration.  No further action is 

required at this time until you receive the second email which contains the action on your 

registration request by your EDS Captain. 

 

Figure 13: Email Notification - Registration Acknowledgement 

• The second email notification states the approval status of your registration request. If your 

request is approved, then you will receive the following email which provides confirmation of 

the approval 

 

Figure 14: Email Notification - Registration Approved 
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c. If your request is not approved, then you will receive the following email which 

provides contact information of your EDS Team Captain for further information 

 

Figure 15: Email Notification - Registration Not Approved 

d. Log In to EDS System 

 

Figure 16: EDS Log In Screen 

• Enter User Id and Password in respective fields. (Use the password which you selected when 

your account was created) 

• Click on “Log In” to proceed to next screen or click “Forgot User ID/Password” if you forgot 

your credentials 
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e. After successfully authenticating, the Home page is displayed 

 

Figure 17: Authenticated User - Home Screen 

 


