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• Use your credentials to log on to Supplier Portal linked at ChicagoParkDistrict.com/supplier-

portal. Your username is your email. 

The Supplier Portal Landing Page Appears 

 

• Click on Supplier Portal Icon 

The Supplier Portal Homepage appears 

 

• Click on the View Receipts link. 

 

The View Receipts page appears.  
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• Enter the purchase order number in the Purchase Order field.  

• Click on Search.   

• Optionally enter additional search criteria to limit the search.  

• Review the Return Quantity field. 

• Click on the Receipt link to review detailed receipt information. 
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• If you would like to have a report on these transactions then Click on Export to Excel button.  

• The file is downloaded to your Download folder.  

Note: This option is available in most screens.  

 

• Click Done. 

 


