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D Replyall | ¥ {l Delete Junk | ¥ ees

il In this Course you will learn how to reply
o B S o to a registration invitation from the City
' ottt Deainemt of Chicago for access to their iSupplier
i D Portal.

fo  johmemith@upksupplior. com
Sent  29-DEC-2015 11:54:14
0 wsoruouz

RO OEHNS T S R This registration process will only
happen if the City has information from
your company prior to sending this
invitation.

| bttpe/dedlfmpsS0.cityofchicage.org:B075/0A HTMLGp/pos/suppreg/Suppli.. |
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Step 1

D Replyall | ¥ {l Delete Junk | ¥ ees x

FYI: Invitation to register

You will receive an email notification

P otk Ml SAPPAGE <SKPPHREQN/SRHcSa oS e from the City of Chicago. The Subject
' ottt Deainemt will read along the lines of the following:

wlosd  Save to OUneUrve - City of Chicage

Z e "FYI: Invitation to register”

sorLeI

The City of Chicago has imvited you to register a5 supplier ar

In order to access the registration, click
the Oracle Applications system link in
the email.

[ httpr/denlfmpsS.cityofchicage.orgBUTS/0A HTML Gip/pes/ suppreg/Suppli—. )
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iSupplier Portal

CITYor CHICAGO

ive Supplier Regi i Current Status

Thank you for registering with us. Here's the current status of your registration rogquest.
Detalls and Status

Company Name UPK SUPPLIER 2 Status  Supplier to Provide Details

Contact Information

Emall johnsmith@upksupplier.com Fhone Area Code 312
First Name John Fhone Number  102-2010
Last Hame Smith Phane Extension
. Status History
Drater Status Haote
29-DEC-2015 Invitation Sent

| [ttpe/7dcd1fmps30.cityofchicage.org 075/ OA_HTML/OA jsplpage=/oracie/a.. |

Reply to Registration Invitation (Email)

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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CITYor CHICAGO  jSupplier Portal

£
Dasic Information
Prospective Supplier Registration

= Indieates required field Step 1 0f 3 [ Mext
8lank label for instruction text

Company Delais
Al least ane tax id is required to be able b complele the registration request
* Company Name [UPK SUPPLIER 2
Tex Country =%
Vi peervnlad tha tas cesinary il b izsadd s vikdata the Forrue of he Ticr ageeransn Msdier sndfor Tepuper 10.
Fem ]
Formaty w0000
DUNS Number [

_Contact Information

Blank label for instruction text

= Email bohnsmuthmupksupp:.er.com
" First Hame [John

“ Last Name  |Smith

= Phone Area Code [312
* Phone Number [102-2010
Fioemur: xxx X

Fhone Extension

Step 1 of 3 | Mext

‘Copyright (o 200€. Craciu. All rights reserven

Reply to Registration Invitation (Email)

Step 3

The Prospective Supplier Registration
window now appears.

You will see some of the information has
defaulted based on inputs from the City
of Chicago. Anywhere you see
information which is incorrect, please
make the appropriate changes.

Click in the FEIN field. You will need to
enter your company's Federal Tax ID
EIN Number in this field.
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Step 4

rg 075/ OA MTMLIOA sptpag £ = B & X | & prospective Supplier Registr_.. » |

CITYo CHICAGO  jSupplier Portal

O — e o Enter the desired information into
sep o0 [ ] the FEIN field. In this example,

Blank label for Instruction text

s enter "XX-XXXXKXX",

AL least ane tax id is required to be able t complete e rogistration request.
= Company Name [UPK SUPPLIER 2

Tax Country =

Vuhare cocad the ta coiners il ba ot 1 aiciats tha foreat of tha Tax Hagatratn Numbar sndjor Taxpayer 10

FEIN

Fored, | SXPayEr 13 |
DUNS Number |

Blank label for instruction text

= Email hohnsmnthﬂupksuppl.er.com
* First Name  [lohn

“ Last Name |Smith

* Phone Area Code ‘31?

* Phone Number [102-2010

Ferrmat: XX

e
Fhone Extension I

Step 1 of 3 | Mext
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CITYo CHICAGO  jSupplier Portal

Dasic Information
ive Supplier Regi i

* Indicates required field

Blank label for Instruction text
- Company Detaiks

Al least ane tax id is required to be able to complele the registration request.

= Company Name [UPK SUPPLIER 2

Tex Country A
wi iy wi

DUNS Number |

B075/OA HTMLIOA pipag O = B € X [l & prospective Supplier Registr... » |l

wtraton Numibar andjor Tapayer 0.

Step 1of 3 | Mext

Blank label for instruction text

= Email bohnsmuthﬂupksupp!.er.com
= First Name I'anlll I
= Last wame [smnh
= Phone Area Code [312.

* Phone Number [102-2010

Fermats XXX

Step 1 of 3 | Mext

Reply to Registration Invitation (Email)

Step 5

Click in the First Name field. You can
make any changes to the contact
information as necessatry.

Remember at least one contact is
required for this registration.
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Dasic Information Company Details
ive Supplier Regi i

* Indicates required field

Step 1of 3 | Mext

Blank label for Instruction text

Al least ane tax id is required to be able to complele the registration request.

= Company Name [UPK SUPPLIER 2

Tex Country A

Whare peerviced, the tae courtry wil ba s i valdats tha format of the Tax Hegetraten Numbar sndjor Taxpayer 10

DUNS Number |

Blank label for instruction text

= Email bohnsmlthﬂupksuppl.er.com
= First Name [lohn

“ Last Name |Smith

= Phone Area Code !3‘]?

* Phone Number [102-2010

Fermats XXX

Fhene Extension I

Step 1 of 3

Reply to Registration Invitation (Email)

Step 6

Click the Next button.

Note: It is important only to click the
Next button once. Please wait patiently
for the next page to load.
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-
Company Details

Save for Later Back | step 2 of 3 | Mext

DUNS Number
Alternate Supplics Narme

Nate to Buyer

Hote to Suppler

Book.

Al least one entry is required.

Create
Address Name Address Details Purpose pdate Delete
A 234 Morth Ave., Chitago 1L 60602 United States: REQ Only g

Update l

| Contact Directory

Al laast one entry is required.

Create |
First Hamae Last Navma Phone Email Resquires User Acoount Updhates  Dusbetes
John Smith 312-102-2010 johnsmith@®upksupplier.com £ s

Sawe For Later | | Back | step 2 of 3 [ Next

Close Preferences

| ttp://edcd] fmps50.cityofchicago.org:B075/OA_HTML/GA jsplpages /omcle/a... |

Reply to Registration Invitation (Email)

Step 7

Registration: Additional Details window
now appears.

At least one address must be provided
for your company.

Click the Update button (Pencil Icon) for
the Address Book. This will allow you to
make any necessary corrections to the
address.
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Ty

| = ﬂ" & hrtpi//dcbil frmps50.cityofchicago.org 8075/ 0A_HTML/OAjspipsg 2 = B & X || & Updste Address *®

CITYor CHICAGO  jSupplier Portal

Update Address

= Indicates required field

Ruotwrn

to Prospective Supplicr Begidration: Add

= Address Name |A
Country  United States
* Address Line 1 |234 North Ave.
Address Line 2
Address Line 3

Address Line 4
= Gty |Chicago

County

Fhone Area Code
e i

Email Address |

B"urchasing Addrass

] Payment Address

Reply to Registration Invitation (Email)

Step 8

The Update Address window now
appears.

Determine what this address can be
used for.

If this is a purchasing address, click
the Purchasing Address option.
(Checkbox)
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Step 9

S075/0A_HTML/OAjsplpag O = B € X | 3 Updete Address ~ |l

CITYor CHICAGO  jSupplier Portal

Update Address

If this is a payment address as well or

Botwn to Prospective Supplicr Registration: Add | Detaiks
= Address Name ,A_ Fhone Area Code
Country  United States -
* AddressUine 1 [234 Worth Ave.
Address Line 2

only, click the Payment Address option.
(Checkbox)

Address Line 3 Email Address |

Address Line 4 [}
ress ""? | [Flrurchasing Address
City [Chicago Baygm-ul Address

County
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Step 10

T — Once you have updated all of your
address information, click the Return to
Prospective Supplier Registration:

| E— ey e Additional Details link.

County

* Address Name |A
Country  United States -

* AddressUine 1 [234 Worth Ave.
Address Line 2

| [ttps/fded1fmps30.cityofchicage.org 075/ OA_HTML/OA jpTpage=/orcie/a.. |
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Step 11

Company e You can now also create an additional
Comweforster] [Bock] swp2cr3 (et ] address if needed. If no additional
address is need, you can skip the next

DUNS Number

Alernate Supplies Narme
Hote: to Buyer 7 Ste p S
.

Hote to Suppler

o Click the Create button under the

Al least one entry is required.

o Address Book section of the page.

Address Name Address Details Purpose Update

A 234 Horth Awe., Chicago T 60802 United States RF() Only, Payment, Purchasing » -]
Directory
Al laast one entry is required.
Create |
First Hamae Last Navma Phone Email Resquires User Acoount Updhates  Dusbetes
John Smith 312-102-2010 johnsmith@®upksupplier.com £ s

Close Preferences

| hitp /el fmpsS0.cityofchicago.org:R075/0A HTML/OA jsplpage=/oracic/a... |
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CITYor CHICAGO  jSupplier Portal

Create Address
= Indicates required field

[Appty |
* Address Name : Fhone Area Code
Country  United States gt Fhone Numbar
" Addresstine 1 [ Foox Area Code
Addressitme2 [ Fax Number
Addressitmes [ Email Address |

Address Line 4 =
] Purchasing Adedress:
= City 3

| Payment Address

County ’—
csemte [

prownce [
= Fostal Code ,—

Reply to Registration Invitation (Email)

Step 12

The Create Address window now
appears.

Click in the Address Name field.
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Create Address
= Indicates required field

Country  United States
= Addresstine 1 [ Loounty
Addressitime? [
Addressitimes [
Address Line 4 ,7
oy [
cowmy [
= Srate ’—
Frovince
= Postal Code

CITYor CHICAGO  jSupplier Portal

Cancel | | Apply
Fhone Area Code ,_
I;‘- Fhone Number ,—
Fax Area Code l—
Fax Number ,7

Emall Address |

7 Purchasing Address
[ Payment Address

Reply to Registration Invitation (Email)

Step 13

Give your address a name.

Enter the desired information into
the Address Name field. In this
example, enter "Headquarters".
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CITYor CHICAGO  jSupplier Portal

| Create Address

= Indicates required field _ I .
cancel | | Apply
* Address Name Ileadquaoerg Fhone Area Code
Country  United States gt Fhone Numbar
* Address Line 1 : Fax Area Code
Add) - Fax Humber
Address Line 3 Emall Address |

Address Line 4 [l Purchasing Address
= City Il Payment Address
County
= State
Frovince
= Fostal Code

(aﬂﬂeli_kwl\fl

Reply to Registration Invitation (Email)

Step 14

Click in the Address Line 1 field.
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Create Address
= Indicates required field

[Anpty |
* Address Name llleaqu Fhone Area Code
Country  United States gt Fhone Numbar
* Address Line 1 E Fax Area Code
Addressitime2 [ Fax Number
Addressitmes [ Email Address |
Address Line 4 ,7 Il Purchasing Address
oy [ |

| Payment Address

County ’—
csemte [

prownce [
= Fostal Code ,—

Reply to Registration Invitation (Email)

Step 15

Enter the desired information into
the Address Line 1 field. In this
example, enter "123 Main St.".
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Create Address
= Indicates required field

* Address Name |Headquaters

Country  United States
= Address Uine 1 [123 Mam St
Addressitime? [
Addressitimes [
Addressimes [
oy [
County
csmee [
Frovince
= Postal Code

Fhone Area Code ,_
Fhone Numbar ,—

Fax Area Code l—
Fax Number ,7

Close Preferences

Emall Address |

7 Purchasing Address
[ Payment Address

Close Preforences

[cancel | [ Apply
(aaﬂeli_naplyl

Reply to Registration Invitation (Email)

Step 16

Click in the City field.
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CITYor CHICAGO  jSupplier Portal

Create Address
= Indicates required field

[Apply |
* Address Name llleaqu Fhone Area Code
Country  United States gt Fhone Numbar
" Address Line 1 [123 Manst. Fax Area Code
Addressitme2 [ Fax Number
Addressitmes [ Email Address |

Address Line 4

F ] Purchasing Address
* City ] |

| Payment Address
County

= State
Frovince
= Postal Code

Reply to Registration Invitation (Email)

Step 17

Enter the desired information into
the City field. In this example,
enter "Chicago".
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CITYor CHICAGO  jSupplier Portal

| Create Address

= Indicates required field

* Address Name ,W
Country  United States
= Address Uine 1 [123 Mam St
Addressitime? [
Addressitimes [
Address Line 4 ,7
“ciy [chcage

Chicago
County
[

=se

Frovince

= Postal Code

Fhone Area Code ,_
Fhone Numbar ,—

Fax Area Code l—
Fax Number ,7

Close Preferences

Emall Address |

7 Purchasing Address
[ Payment Address

Close Preforences

[cancel | [ Apply
(aaﬂeli_naplyl

Reply to Registration Invitation (Email)

Step 18

Click in the State field.
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CITYor CHICAGO  jSupplier Portal

Create Address
= Indicates required field

[Apply |
* Address Name llleaqu Fhone Area Code
Country  United States gt Fhone Numbar
" Address Line 1 [123 Manst. Fax Area Code
Addressitme2 [ Fax Number
Addressitmes [ Email Address |

Address Line 4

7 Purchasing Address
= City |[Chicago "

County

=se

Frovince

= Postal Code

| Payment Address

Reply to Registration Invitation (Email)

Step 19

Enter the desired information into
the State field. In this example,
enter "IL".
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(__4\ i/ i $075/OAHTMUOASipTpsa © = BC X | @ cromensaress = |1l : Ste p 20

CITYor CHICAGO  jSupplier Portal

s Cron Click in the Postal Code field.
* Address Name ,W Fhone Area Code
Country  United States gt Fhone Numbar ,—
e W Fax Area Code l—
w2 [ Fachumber [
e 3 ,7 Email Address |

ddress;
Address Line 4 ,7 =
[7] Purchasing Address:
= City |[Chicago "
County
= smte [
Frovince
« et e ]

[ Payment Address
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CITYor CHICAGO  jSupplier Portal

Create Address
= Indicates required field

[Appy |
* Address Name llleaqu Fhone Area Code
Country  United States gt Fhone Numbar
" Address Line 1 [123 Manst. Fax Area Code
Addressitme2 [ Fax Number
Addressitmes [ Email Address |

Address Line 4

7 Purchasing Address
= City |[Chicago "

| Payment Address
County

= State [HL
Frovince

= Postal Code

[Petal Code §

Reply to Registration Invitation (Email)

Step 21

Enter the desired information into
the Postal Code field. In this example,
enter "60602".
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CITYor CHICAGO  jSupplier Portal

Create Address

Indicates required field
Cancel Apply
* Address Name |Headquaters Fhone Area Code

Country  United States gt Fhone Numbar

" Address Line 1 [123 Manst. Fax Area Code

Addressitme2 [ Fax Number
Addressitmes [ Email Address |

Address Line 4

ﬁurl hasing Address:
= City [Chicago B

County
“Swte [0
Frovince

= postal Code  [60604

| Payment Address

Reply to Registration Invitation (Email)

Step 22

Determine what this address can be
used for.

If this is a purchasing address, click
the Purchasing Address option.
(Checkbox)
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CITYor CHICAGO  jSupplier Portal

Create Address
= Indicates required field

[Apply |
* Address Name llleaqu Fhone Area Code
Country  United States gt Fhone Numbar
" Address Line 1 [123 Manst. Fax Area Code
Addressitme2 [ Fax Number
Addressitmes [ Email Address |

Address Line 4

| [FlPurchasing Address:
A e [~ beisiongevanm
County
= state [
Frovince
= Fostal Code [o00602

Reply to Registration Invitation (Email)

Step 23

If this is a payment address as well or
only, click the Payment Address option.
(Checkbox)
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Create Address

Indicates roquired field Cancel| [Anpiy
* Address Name ’W Fhone Area Code %
Country  United States gt Fhone Numbar
" Address Line 1 [123 Manst. Fax Area Code
Addressitme2 [ Fax Number
Addressitmes [ Email Address |
Address Line 4 ,7 [ Purchasing Address:
“ciy [Chicage [#lpayment address
County
csmte L
Frovince

= Fostal Code EU&UZ

Reply to Registration Invitation (Email)

Step 24

Click in the Phone Area Code field.

This is a phone number for this address.
This is NOT a phone number for a
specific contact.
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CITYor CHICAGO  jSupplier Portal

Create Address
= Indicates required field

[Apply |
* Address Name llleaqu Fhone Area Code g_
Country  United States gt Fhone Numbar
" Address Line 1 [123 Manst. Fax Area Code
Addressitme2 [ Fax Number
Addressitmes [ Email Address |

Address Line 4

[¥] Purchasing Address
sy [Chicage
County ’—
= State ’u_—
Frovince ,7
= Fostal Code W

[¥] Payment Address

Reply to Registration Invitation (Email)

Step 25

Enter the desired information into
the Phone Area Code field. In this
example, enter "312".
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Step 26

CITYor CHICAGO  jSupplier Portal

Close Preferences

" a8 = Click in the Phone Number field.

* Address Name |Headquaters Fhone Area Code 312
Country  United States gt Fhone Numbar l:
" Address Line 1 [123 Manst. Fax Area Code
Addressitme2 [ Fax Number
Addressitmes [ Email Address |
Addressunes [ [ Purchasing Address:
® Clty W [¥ Payment Address
county [
csmte L
Frovince
“ Postal Code [o0B02

(aﬂﬂeli_kwl\fl

Close Preforences




OoORrRACLE

USER PRODUCTIVITY KIT
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Create Address
= Indicates required field

Apply
* Address Name |Headquaters Fhone Area Code 312

Country  United States gt Fhone Numbar | I
* Address Line 1 |123 Main St Fax Area Code

Address Line 2 Fax Humber

Address Line 3 Erall Address |
Address Line 4 -
W] Purchasing Address
= City [Chicago
County
= Swate [0
Frovince
= Fostal Code  |60GOZ

[¥] Payment Address

Reply to Registration Invitation (Email)

Step 27

Enter the desired information into
the Phone Number field. In this
example, enter "098-0976".
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Create Address
= Indicates required field

* Address Name |Headquaters Fhone Area Code  |312
Country  United States - Fhone Number  |098 Og?a

Fax Area Code
Fax Humber

Emall Address |

Address Line 4
T — [ Purchasing Addres:
oy Khine [¥] Payment Address
County

= State [HL
Frovince

* Postal Code EU&UZ

| [ttps/ded1fmps3.cityofchicage.org 075/ OA_HTML/OA jspTpage=/omcle/a... |

Reply to Registration Invitation (Email)

Step 28

You can also enter any of the other
fields as appropriate for your company's
address.

Once finished with this address, click
the Apply button.
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| Prospective Supplier Regi i Additi | Details

Blank label for insdruction test

DUNS Number
Alternate Supplier Narme

>

Company Details Attachmants

Back | sep 2o [t

Nate to Buyer

Hote to Suppler

Book

Af l2ast one entry is required.

Create

Address Name Address Details

A 234 Nosth Ave., Chicago L 60602 United States

Headquaters 123 Main St., Chicago 1L 60602 United States

- Contact Directory.

Purpose update Delete
RF) Only, Paymant, Purchasing o B

RFQ Only, Payment, Purchasing

AR laast one entry is required.
Crusale:

First Name Last Name Phone Emall

John smith 312-102-2010

Jyohnsmath@upksuppler.com

S e
| Bitp:// 0l fmps30. cityofchicage.orgR075/0A HTML/OA jsplpage= /oracic/a..

Requires User Account

pdate  Delete
v

S For Later | [ Back | Step 2 of 3 | Mext | | |

Reply to Registration Invitation (Email)

Step 29

You can also update the Contact if
needed.

Click the Update button (Pencil Icon) for
the contact that needs to be updated..
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BIENG ciivecs cvesiseoar=onmasonssves =8 & X | @ comecomr Step 30

CITYor CHICAGO  jSupplier Portal
s a8 = Make any necessary changes to the
contact information and then click
the Apply button.

Contact Tithe - = Fhone Area Code i312
Farst Name ||uhn = Fhone Humber IIUZ-ZUIG

Thin s U B turbo bor Ui somedic kv

Middle Name I

Fhone Extension I
* Last Hame:  |Smith

Alternate Fhone Area Code I

Alernate Name i
Alternate Phone Number I

Job Title I
Fax Area Code I

Department I
Fax Number I

* Contact Emadl  [johnsmith@upksupphier.com

uRL [

. Supplier User.

B Create User Account Far The Contact

For kh
Adddress Hame Aucbdress: Delaiks Remove
No results found.
Add Another Row |

| ] (]
T ———
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Basic Information
Prospective Supplier Regi
Blank label for insdruction test

ional Details

DUNS Number

Alternate Supplics Narme

-
Company Details

Back | sep 2o [t

Nate to Buyer

Hote to Suppler

- Address Book

Al least one entry is required.

Create
Address Name Address Details Purpose Update Delete
A 234 Horth Avee., Chicago T 60802 United States RF() Only, Payment, Purchasing > ]
Headguaters 123 Main St., Chicago 1L 60602 United States RFQ Only, Payment, Purchasing 3
- Lontact Directory

AL least ona entry is required.
First N: " Last Name Phone Emall Requires User Account Update Delete
John e smith 312-102-2010 Jyohnsmath@upksuppler.com ! 2

S e
| Bitp:¢/dcd 1 fmps30. cityofchicage.orgR075/0A HTML/OA jsplpage= /oracic/a..

Sarwex For Later | [ Back | stepzofa [ mext | | ]

Reply to Registration Invitation (Email)

Step 31

You can also add additional contacts to
your company's profile.

Click the Create button under the
"Contact Directory" section of the page.

Note: At least one contact is required for
your registration.
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Step 32

CITYor CHICAGO  jSupplier Portal

" = The Create Contact window now
appears.

Contact Title = = Phone Area Code ]—

T i Click in the First Name field.
= Last Hame ]7 Fhone Extension ]7
Aternate Wame [ altarnate Fhone Ares Code |
wbTie [ Alvrnate Phone Mumber |
pepartment | FaxAreaCode [
Contact Email [ FaxMumber [

urL |

 Supplier User.

) Create User Account For The Contact

For the

Address Name Address Detalls Remove
Mo results found.
Add Another Row |

cancel | | Apsly |
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Step 33

CITYor CHICAGO  jSupplier Portal

=== =] Enter the desired information into
the First Name field. In this example,
enter "Bill".

Contact Title - = Phone Area Code ]—
Mictle Marre [ T o sl e For i menchic

= Last Hame ]7 Fhone Extension ]7

Aternate Wame [ altarnate Fhone Ares Code |

wbTie [ Alvrnate Phone Mumber |

pepartment | FaxAreaCode [

Contact Email [ FaxMumber [

urL |

 Supplier User.

) Create User Account For The Contact

For the

Address Name Address Detalls Remove
Mo results found.
Add Another Row |

cancel | | Apsly |
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B & o/ ctimpso oytchagoargtrsioN LA rons £ = B & %] @ cromocomos < Step 34

CITYor CHICAGO  jSupplier Portal

Close  Preferences

Create Contact

— Click in the Last Name field.

Contact Title = = Phone Area Code l—
Fifsr b ol “Phone Mumber [
Middle Harme ’7 ::_:':- ohone ot for this spwcific
= Last Name : Fhone Extension !7
Aternate Wame [ altarnate Fhone Ares Code |
wbTie [ Alvrnate Phone Mumber |
pepartment | FaxAreaCode [
Contact Email [ FaxMumber [

urL |

 Supplier User.

] Create User Account For The Contact

for the

Address Name Address Detalls Remove
Mo results found.

[ Ak Another Row |
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Step 35

CITYor CHICAGO  jSupplier Portal

Create Contact

Eaamh Enter the desired information into

the Last Name field. In this example,
Contact Title - * Phone Area Code [ enter "Dunham".

et name sl = hone Number |
Middle Hame ::—:'f‘ phone mamber or this specific

“tastMame | ] fhone extension |

Alternate Name I altarnate Fhone Ares Code |

Job Title Alternate Phone Number
Department Fax Arca Code
Contact Email | Fax Humber |

urL |

 Supplier User.

) Create User Account For The Contact

For the

Address Name Address Detalls Remove
Mo results found.
Add Another Row |

cancel | | Apsly |
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CITYor CHICAGO  jSupplier Portal

Close  Preferences

Create Contact

= Indicates required field | Apply

Contact Title = = Phone Area Code l—
Pifsr NEme ol “Phone Mumber [
Middle Harme ’7 ::_:':- ohone ot for this spwcific
= Last Name W Fhone Extension !7
Aternate Wame [ altarnate Fhone Ares Code |
wbTie [ Alvrnate Phone Mumber |
pepartment | FaxAreaCode [
Contact Emall | | FaxMumber [
|

 Supplier User.

] Create User Account For The Contact

for the

Address Name Address Detalls Remove
Mo results found.
Addd Another Row |

Reply to Registration Invitation (Email)

Step 36

Click in the Contact Email field.
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Step 37

CITYor CHICAGO  jSupplier Portal

Create Contact

> S Aoy Enter the desired information into

the Contact Email field. In this example,
. | —— enter "bdunham@upksupplier.com".

eirst ame (Bl = hone Wumber |
Middle Narre [ TRl o ol A o N B
= Last Hame  [Dunham Fhone Extension
Aternate ame [ Altarnate Fhone Area Code |

Job Title Alternate Phone Number
Department Fax Arca Code
Contact Emaill || Fax Number |

R Email input

 Supplier User.

] Create User Account For The Contact

for the Contact

Address Name Address Detalls Remove
Mo results found.
Addd Another Row |

cancel | | Apsly |



OoORrRACLE
USER PRODUCTIVITY KIT

oL T ] ™

CITYor CHICAGO  jSupplier Portal

Create Contact

= Indicates required field [Gancel] | =
cancel Apply
s e —
First Hame (sl = Fhone Humber |
T T the stonm e ox i vl
= Last Hame  [Dunham Fhone Extension !
Alternate Hame Altarnate Fhone Area Code |
Job Title + Humnbe:
Department.
Contact Emall [bdunhamgbupksupplier.com|
urL |
 Supplier User.
7] Create User Account For The Contact
For the
Address Name Address Detalls Remove

Mo results found.
Add Another Row |

cancel | | Apsly |

Reply to Registration Invitation (Email)

Step 38

Click in the Phone Area Code field.
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Step 39

CITYor CHICAGO  jSupplier Portal

Create Contact

> S Aoy Enter the desired information into

the Phone Area Code field. In this
example, enter "312".

Contact Title - = Phone Area Code
First Hame (Bl = Phone Humber ‘hone Area Code
Mididle Hame 2:_':'?1 ehone e for this speciic

= Last Mame  |Dunham Fhone Extension ]7
Aternate Wame [ altarnate Fhone Ares Code |
wbTie [ Alvrnate Phone Mumber |
pepartment | FaxAreaCode [
Contact Email  |bdunhamupksupplier.com FaxMumber [

urL |

 Supplier User.

) Create User Account For The Contact

for the Contact

Address Name Address Detalls Remove
Mo results found.
Add Another Row |

cancel | | Apsly |
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USER PRODUCTIVITY KIT

Step 40

oL T ] ™

CITYor CHICAGO  jSupplier Portal

Close  Preferences

" = Click in the Phone Number field.

Contact Title = = Phone Area Code lﬁ—
Middle Harme ’7 ::_:':- ohone ot for this spwcific

= Last Hame W Fhone Extension !7

Aternate Wame [ altarnate Fhone Ares Code |

wbTie [ Alvrnate Phone Mumber |

pepartment | FaxAreaCode [

Contact Emall [bdunhamgbupksupplier.com FaxMumber [

urL |

 Supplier User.

] Create User Account For The Contact

for the

Address Name Address Detalls Remove
Mo results found.
Add Another Row |




OoORrRACLE

USER PRODUCTIVITY KIT
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CITYor CHICAGO  jSupplier Portal

Create Contact

Tndicates required field —_— ==
Contact Title -
eirst Hame  [aal
Midddle Hame v e spwciic
= Last Name  [Dunham Phone Extension
Alternate Name Altarnata Fhona Ares Coda
Job Title Alternate Phone Number
Department Fax Arca Code
Contact Email  |bdunhamupksupplier.com Fax Humber
urL |
] Create User Account For The Contact
for the Contact
Address Name Address Detalls Remove

Mo results found.
Add Another Row |

Cance] | Aﬂplv|

Reply to Registration Invitation (Email)

Step 41

Enter the desired information into
the Phone Number field. In this
example, enter "123-3243".

You can also add any additional
information for this contact by filling out
any of the other fields.



ORACLE Reply to Registration Invitation (Email)
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|« |5 ErT——— T [ — Step 42

CITYor CHICAGO  jSupplier Portal

a8 —— If you would like this user to be setup
with an iSupplier account for the City of
P — < e e cote f—— Chicago, click the Create User Account

s, — o EE— For The Contact option.

= Last Hame W Fhone Extension ,7

Aternate Mame [ altarnate Fhone ares code [ |

i ——— e ————— If no iSupplier account is necessary, skip
Contact Emall [bdunham@upksupplier.com FaxMumber [ the next Step_

urL |

B‘.n-all' User Account For The Contact

For the Contact

Address Name Address Detalls Remove
Mo results found.
Add Another Row |

Cance] | Aﬂplv|
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B g oy oSS ON I OASBTong P = B G %] @ crmcomos |l Step 43

CITYor CHICAGO  jSupplier Portal

Bt — e Click the Apply button.

Contact Tithe - = Phone Area Code |312
Farst Name Imll = Fhone Humber Il 23-3243
Mddorame [ Thin is U phrorm st Ko i sgwcific ckdmss

Fhone Extension

* Last Name Inunhalll
Alternate Fhone Area Code I
Alernate Name I
Alternate Phone Number I

Job Title I
Eax Area Codee [

Department |
Eax Number [

= Contact Emall [bdunhamupksupplier.com
urL |

. Supplier User Account

[ Flicreate Usee Account For The Contact

Address Name Address Detalls Remove
Mo results found.
Addd Another Row |

L B —
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CITYor CHICAGO  jSupplier Portal

Close Prelerences

>
Basic Information Company Details Antachmants
| Prospective Supplier Regi i dd | Details
Blank label for instruction tex Back | step 2 of 3
Company Name  UPK SUPPLICR 2 .
Tax Country Lo |
FEIN  3X-00000000K
DUNS Number
Alternate Supplier Narme
Nate to Buyer B
Hote to Suppler
Book E
Al l2ast one antry is required.
Create
Address Name Address Details Purpose Update Delete
A 234 Horth Ave., Chicago TL 60802 United States RFQ) Only, Payment, Purchasing o+ ]
Headguaters 123 Main St., Chicago 1L 60602 United States RFQ Only, Payment, Purchasing o+ 8
- Lontact Directory
AR laast one entry is required.
| Create
First Name Last Name Phone Emall Requires User Account Update Delete
John smith 312-102-2010 Johnsmth@upksuppler.com ! 2
Bill Dunham 312-123-3243 bdunham&Eupksupplier.com -l 2 3 3

Save for Later | | Back | step 2 of 3 | Mext

Reply to Registration Invitation (Email)

Step 44

Once all information is entered, click

the Next button.



OoORrRACLE

USER PRODUCTIVITY KIT

g E075/ OA_HTML/CAjspipag 2 = B € X || & Oracke Applications « |

Dasic Infermation Company Details Attachments

Back | Step30f 3

Add Attachment... |
Tith: Type Lt Uy By et Upckated e upkate Dedkete
Mo results found.

| [ttps/ded1fmps3.cityofchicage.orgB075/ OA_HTML/OA jspTpage=/aracie/a.. |

Reply to Registration Invitation (Email)

Step 45

Click the Submit button to submit your
registration for approval to the City of
Chicago.



ORACLE' Reply to Registration Invitation (Email)

USER PRODUCTIVITY KIT

Step 46

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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[ PV Tnvitation to reqister SWARABWEIR

rﬁ?_h“Ps autlook e, comlon . y ﬁ Step 47

D Replyall | ¥l Delete Junk | ¥ eee x

FYL: Invitation to register

You have just finished submitting a

N Watlac Waler S PHRE L SAPPHIREGCERSCAON0S st registration to gain access to the City of
' Nottcaton Dt Chicago's iSupplier Portal.

e Bha Once your submission is approved, you

O i AT S A A 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.
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