CHICAGO PARK DISTRICT

View Purchase Order

e 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

Good morning, Robert Jones

Supplier Portal Tools Others

e C(Click on Supplier Portal Icon

The Supplier Portal Homepage appears

Supplier Portal

Tasks

Orders

Requiring Attention Recent Activity
Last 30 Days

wiedge Schedules in Spreadsheet
Shipments
= View Receipts No data available
= \View Retuns
Invoices and Payments El
Mo data available
» View Inoices

= View Payments

Company Profile

« Manage Frofile

Supplier News

Transaction Reports
Last 30 Days

No data available

e Click on the Manage Orders link

The Mange Orders page appears.
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CHICAGO PARK DISTRICT

View Purchase Order

ol iy arF o @

Manage Orders &

4 Search Agvanced = Manage Watchlist | Saved Search | Al Orders -
Sod-to Legal Entity - Order
Billto BU - Status -
Supplier Site - nclude Closed Documents | Ne v

Suarch | Resel | Save.

Search Results

Actors w Veww Fomatw 7§ Detach

Ordar Ordar Date  Description Suppliar Sita Buyer Ordered Currency Status rL,-'Zek Greation

Na search conducted.

e Click on Advanced to enhance the searching capabilities.

a
Manage Orders @ m

Headers  Schecuies
4 Advanced Search Basic | Manage Watchist | Saved Soarch | A3 Orders v
Sokd-to Legal Entity | Equats v - | ern
B0 BU | Equatt v v - ~
suppher S | Equats v v
search || Resat | save... | Add Fiids v || Reorder
Search Results
Aors v Vieww Fomaiw 77 Detach
Order Ordor Date Dascription Supplier Sita Buyer Ordared Currency Status c""!; Sreatien

Mo search conducted.
Columas Hidden 27

e Enter your Purchase Order Number in the Order field.

o Alternatively enter “CPD” in the Order field and Starts With as the search type. All purchase
orders will be displayed.

e Change Include Closed Documents to Yes.

e Click on Search to review PO information.

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

e Optionally, choose Save to retain these search parameters. Name the folder.
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CHICAGO PARK DISTRICT

View Purchase Order

Manage Orders @

Headers

Scheoules

» Advanced Search

Search Results

Columas Hidden 27

Actons v Vieww Fomatw O =" Detach
Order Order Date  Description Supplier Site
CPO2113246 [ ONOTI2024 REMIT
cPoataze B om07024 REMT
cPo21132 [ REMIT
PO B REWIT
cPo2tiazm B REMIT

Buyer Ordered
'Brian, Nisianie 57005 L
Duran, Robeno 381259 LS
Duran, Raberto 236400
Duran, Roberto 42519 U
O'Brien, Nieiane 575370

Currency

Status

Open

moicing

Basic | Manage Watchiist | Saved Search | All Orders

Cycle

Creation
Date

o3aniz024
owurizeze
ovuriz0ze
o072026

owuT2024

e Review the purchase order summary information.

e Click on Life Cycle to get a quick overview of the amounts invoiced and received against this
purchase order line.

Order Life Cycle: CPD2113246

Sold-o Legal Entity Chicago Pk Distrct

Supplier Site  REMIT

Suppier Conact  Roben Jonss 2

Ordored 235400 USD

4 In-Transit Shipments

Ao w vieww Fomaw 1§ Detach
Shipment ShipDate Tracking Number Packing Siin
‘Comans Hidoen 2
4 Receipls
Abons v Vieww Fomstw §1 GF Detach
Receipt ReceiptDate  Shipment ShipDate  Packing SIip
71530 03072024 5
Comas Hidden 3
4 Invoices
Adions v Vieww Fomstw 1 57 Detach
Invoice Invoice Date  Status Ivoice Total
202487 0132024 Ve 236400 000

Cobumns Hidden 3

Paid  Matched Amount

238400

Receipt

Order Life Cycle

Packing Slip

Ordered 2

Shipped

Received 2364 0
Delivered 236400 USD

Invaiced 236400 USD

Expected Receipt Date Shipped Carrier
Relrmed  Received  Deliversd
000 236400 236400

8l of Lading =

Invoiced Open 10 Invoice

()

e Click Done.
e Perform search again.

Page 3 of 7




CHICAGO PARK DISTRICT

View Purchase Order

il i aro @

el
Manage Orders (3 =3
Headers  Schochie

4 Advancad Search [ a— RSN . E

Soldto Logal Enty s x Ordes St it «|[eo
81080 [Euan v v Stats [ Ecots - v
Supple S [Equan v - nclude Ciosed Documents Equae | ves
Searcn] [ Reset [ save.. | Ao rtes || Reoraer

Search Resulls
hctoms v Vew v Famay Detach
Order Ouder Dote Description Suppier Site Buyer Ordered Cunency status e

REmaT Bren, Melane 57305 UsD Open

cPoat

REnaT Duran, Roberta Open
REnaT Dutan. Robarto Ciosod
RENT Duran, Roberta Closed for Invaicing
RERT Oen, Molanie 575370 UsD Opan

Colums Hidoen 27

Note: that all of these columns can be sorted.

Manage Orders @

Headers  Schedules

» Advanced Search

Search Results

Actions v View v Formatw FE Freeze Wra
Order &% Order Date Description Supplier Site Buyer
CPD2113244 B 02/07/2024 REMIT O'Brien, Melanie
CPD2113247 B 03/07/2024 REMIT Duran, Roberto
CPD2113245 B 03/07/2024 REMIT Duran, Roberto
CPD2113248 B 03/07/2024 REMIT O'Brien, Melanie
CPD2113246 B 03/07/2024 REMIT Duran, Roberto

Columns Hidden 27

e Click on the column heading of any column that you want to sort by. Up and Down arrows
appear.
e Click an arrow to sort.
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CHICAGO PARK DISTRICT

View Purchase Order

Manage Orders @

Headers  Schedules

» Advanced Search

Search Results
Actions v View v Formatw B
Order Order Date Description
CPD2113244 B 03/07/2024
CPD2113247 B 03/07/2024
CPD2113245 B 03/07/2024

CPD2113248 B 03/07/2024

CPD2113246 B 03/07/2024

i Detach

Supplier Site

REMIT
REMIT
REMIT
REMIT

REMIT

Buyer

O'Brien, Melanie
Duran, Roberto
Duran, Roberto
O'Brien, Melanie

Duran, Roberto

e 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.

The file format and extension of "export.xls’ don't match, The file could be corrupted or unsafe. Unless you trust its source, don't open it. Do you want to open

fes

Mo

e C(Click “Yes” to download the report.

Help

e The file is downloaded to your Download folder.

Note: This option is available in most screens.

o Click on blue purchase order link under the ORDER column to see more detailed information

about the purchase order.
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CHICAGO PARK DISTRICT

View Purchase Order

CPD Purchase Order: CPD2113248 @

Main

4 General

Soldio Legal Entity  Chicago Pask Diskict Suppher X2 Company

Billto BU Supplier Site  REMIT

COZNED 3

Oroeesd STRUS USD

Ovder Life Cycle

Oencription o )
Order Supplier Contact  Rsbert Jones
Source Agreement
atus 0 Location 000, CENTRAL ADMIN
Siah Biio L 000, CENTRALAD) T
Buyer  Melanie O'Bden Ship-to Location 618 KENMICOTT PARK L
Creanon oate w7024
Terms.  Hotes ang atachments
Requezd Acknawlesgment  Hers Shiping Method
Payment Terms  Net 30 Freight Ternms  None. Pay on mceipt
FOB. Desinsicn Confaming cder
4 padditional Information
Specication Number Conteet Promot
Lines  Schedies
sdosw Veww Famav 51 - W Detach
Line 1tem Deseription Quantity UOM Price  Ordered Status
- T-SHIRTS LIGHT BLUE , YS-AXL 19 Ex 885 17005 Ciosedfor
- 3 s 0 4500 Cosa
- r AME AS ABCBE 2L 2 e 1085 2090 Closed
B o ADAPTIVE SUMMER CAMP T-SHIRTS LIGHT BLUE Y5-AXL Ean B85 33115 Closed
P 5 wmomm TLSHIRTS SAME AS ABGBE 20 i Eshn 1085 1095 Closedfor

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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CHICAGO PARK DISTRICT

View Purchase Order

STANDARD PURCHASE ORDER

Date 03/07/2024
. . . PO# CPDA 13248
Chicago Park District Source
Agreement MNone
Page Number Page 10of2
Ship To

Chicago Park District

Robert Jones AccountsPayable@ChicagoParkDistrict.com  DEPARTMENT OF PURCHASING
XYZ Company Chicago Park District 4830 SOUTH WESTERN AVENUE
1234 5 Main Street 4830 S. Western Ave CHICAGO, IL 60609

Chicago, IL 60632 Chicago, IL 60609 TELEPHOME: 1-312-742-4432

FAX (312) 742-5326

Requisition Number Requestor. Dale Of Order Payment Terms

_
F.OB Quote Number Vendor Telephone Vendor Email Spec:ﬁmhon Number
Destination cpdtrainingd9@gmail.com

Comments or Special Instructions

If you have any questions about this purchase order, please contact

| Danielle Bertueei , Danielle.Bertuccif@ ChicagoParkDistrict.com

Line # Description Vendor ltem No. Qry UOM Unit Price Total
1 T-SHIRTS LIGHT BLUE |, ¥YS-AXL T-SHIRTS 19 EA 8.95 170.05
2 NEW SCREEN 3 EA 15 4500
3 T-SHIRTS, SAME AS ABOBE 2XL T-SHIRTS 2 EA 10.95 21.90
4 ADAPTIVE SUMMER CAMP T-SHIRTS a7 EA 8.95 331.15
T-SHIRTS LIGHT BLUE YS-AXL
5 T-SHIRTS SAME AS ABOBE 2XL T-SHIRTS 1 EA 10.95 10.95
Note To Supplier :  SPEC. REC. ADAPTIVE SUMMER CAMP QUOTE #2023-113- IF YOU TOTAL $579.05
HAVE ANY QUESTIONS, PLEASE CONTACT: Danielle Bertucei @312-206-

1749

Close the PDF
Click on blue Purchase Order Number to review detailed purchase order information as needed.
Click Done.
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