
Reply for Additional Information (Email) 



Reply for Additional Information (Email) 

In this Course you will learn how to reply 

to a registration invitation in which the 

City of Chicago for needs additional 

information regarding your registration to 

provide your company access to their 

iSupplier Portal. 
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Step 1 

You will receive an email notification 

from the City of Chicago. The Subject 

will read along the lines of the following: 

 

"FYI: Notification to Prospective 

Supplier" 

 

Please read the "Notes from The City of 

Chicago:" section of the email. Here is 

where the City will provide you with the 

details to what they need done by your 

company to approve your registration. 

 

Click the Prospective Supplier 

Registration Status Page link to go 

back to your registration. 
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Step 2 

The Prospective Supplier Registration: 

Current Status window will pop up. In 

order to finish your registration, click 

the Respond button. 
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Step 3 

Based on the information the City needs 

you to provide, please make the updates 

where necessary. 

 

Click the Next button. 
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Step 4 

Again, based on the City's request make 

the appropriate changes as necessary. 

 

Click the Next button. 
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Step 5 

Again, based on the City's request make 

the appropriate changes as necessary. 

 

Once you have made all the updates 

requested by the City of Chicago, click 

the Submit button to re-submit your 

registration request to the City of 

Chicago. 
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Step 6 

You will receive confirmation that your 

registration has been submitted. Upon 

approval of your registration, you will 

receive another email with details on 

your username and password. 

 

Click the Close link to close the 

registration page. 
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Step 7 

You have just finished submitting a 

registration update based on the City of 

Chicago's request to grant you access to 

their iSupplier Portal. 

 

Once your submission is approved, you 

will receive an email with instructions to 

log in. You can also use the provided 

training material to help gain access to 

the iSupplier Portal. 

 

End of Procedure. 


