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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 Manage Orders link 

The Mange Orders page appears.  
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• Click on Advanced to enhance the searching capabilities.  

 

• Enter your Purchase Order Number in the Order field.  

• Alternatively enter “CPD” in the Order field and Starts With as the search type. All purchase 

orders will be displayed.  

• Change Include Closed Documents to Yes. 

• Click on Search to review PO information.  

• Optionally, enter additional search criteria to limit the search.  

• Optionally, choose Save to retain these search parameters. Name the folder.  
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• Review the purchase order summary information.  

• Click on Life Cycle to get a quick overview of the amounts invoiced and received against this 

purchase order line.  

 

• Click Done. 

• Perform search again. 
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Note: that all of these columns can be sorted.  

 

• Click on the column heading of any column that you want to sort by. Up and Down arrows 

appear.  

• Click an arrow to sort.  
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• If you would like to have a report on these transactions Click on Export to Excel button shown in 

yellow. A message about the file format may pop up.  

 

 

• Click “Yes” to download the report. 

• The file is downloaded to your Download folder. 

Note: This option is available in most screens.  
 
 
• Click on blue purchase order link under the ORDER column to see more detailed information 

about the purchase order. 
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• Click on View PDF to see a copy of the purchase order. The file will be download to your Download 

directory.  
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• Close the PDF 

• Click on blue Purchase Order Number to review detailed purchase order information as needed. 

• Click Done. 

 

 

 

 

 


