CHICAGO PARK DISTRICT

View Invoices
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

Others

e Click on Supplier Portal Icon

The Supplier Portal Homepage appears

Supplier Portal

Tasks
Orders

Requiring Attention Recent Activity Transaction Reports
» Manage Orders Last 30 Days Last 30 Days

- Acknowledge Schedules in Spreadsheet
Shipments

No data available
= View Receipts No data available
« View Retums K
Invoices and Payments El
Mo data available
» View Inoices

= View Payments
Company Profile

« Manage Frofile

Supplier News

e Click on the View Invoices link

The View Invoices page appears.
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CHICAGO PARK DISTRICT

View Invoices

View Invoices E

| Agvancedl Saved Search | ANl Inv

4 Search

] N
= Suppllerl XVZ Gampany ‘ v | Invoice Status l:l

Paid Status

Supplier Si(sl ‘ v |

e E— e

Search Results

Veww 7 & Detach
‘,;":::;; Invoice Date  Type E"";Z"‘a“ Supplier Supplier Site Unpaid Ameunt Invoice Amount Invoice Status Payment Number Comments
202408 030042024 S@ndad  GPO2113247  XYZ Company REMIT 2844 T6USD 284476 USD
2024110 (Z282024  Sandad  CFD: XYZ Gompany REMIT 508,10 USD s0arzz
202a.87 4 Smndad  CFD: XYZ Company REMIT Do USD
202452 02082024  Standard  CPD2NI248  XYZ Company REMIT 4251.98USD On hold

e Enter your Supplier name in the Supplier field.

e Click on Search to review all invoices.

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

e Review the Invoice Status column to see the standing of your invoice. (Approved, On Hold, In
Process).

e Review the Unpaid Amount and Payment Number columns to confirm if a payment has been
made against your invoice.

Note: that all of these columns can be sorted. Click on the column heading that you want to sort. Up and
Down arrows appear. Click an arrow to sort.

Search Results

* Detach
Invoice Date  Type El:;:ase Supplier
202498 03/04/2024 Standard CPD2113247 XYZ Company
2024-110 02/26/2024 Standard CPD2113248 ¥¥Z Company
2024-87 021 37202 Standard CPD2113245 ¥YZ Company
2024.52 02/05/2024 Standard CPD2113245 ¥¥Z Company
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CHICAGO PARK DISTRICT

o The file is downloaded to your Download folder.

Note: This option is available in most screens.

View Invoices
e If you would like to have a report on these transactions then Click on Export to Excel button.

Search Results

View w
Invoice
Number
2024-98 03/04/2024
2024-110 02/26/2024
2024-87 02/13/2024
202452 02/05/2024

Type

Standard
Standard
Standard

Standard

Purchase
Order

CPD2113247

CPD2113248

CPD2113246

CPD2113245

Supplier

XYZ Company
XYZ Company
XYZ Company

XYZ Company

Supplier Site

REMIT
REMIT
REMIT

REMIT

Unpaid Amount

2,944.76 USD
0.00 USD
2,364.00 USD

4,251.96 USD

e Click on the Invoice Number link to review detailed invoice information.

Invaice: 2024-98
Business Unit 3 Invoice Amount  2.944.78 USD
Legal Entity Name
Unpaid Amount 2,448 USD
Supplier or Party  XYZ Gompany
Payment Currency  USD
Supplier Site REMIT
Tax Control Ameunt
Address 1234’5 Main Stsst, CHICAGO, IL 60832
Invoice Date  03/04202¢
Lines  Paymens
Items
View w [F i Detach
Budgetary Control Purchase Order Receipt Consumption
. L " L. uOom dvice
Line Amount Description Quantity  UnitPrice jyone
BudgstDate  Funds Status Number  Line  Schedule  Number  Line  Number  Line
1 20418 GRCBrake Caliper Grasse. |cz:na",:cz4 @FRe 8 403 Eacn  GPD2113 1
2 6388 APPROVEDVENDORThr... | 03/0412024 2 184 Each 1
3 12 4130 Each 3 1
4 12 4139 Each 0 1
5 w Exiracior S 1 .25 Each 10 1
[ 200.04 ESCOEQUIPMENT SUFF. 0 2 149052 Each 1 1
7 1170 APPROVED VENDOR Qui.. |-:: 202 3 39 Each 14 1
2 w00 soemmEnuEunesae | ninsseos o e i s

Invoice Type  Standard

Description

Funds Status @ Reserved

Attachment  None

Tax Determinants

Ship-to Location

534, South Trades

554, South Trades

A, South Trades

o Click on Purchase Order link to review purchase order information.
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CHICAGO PARK DISTRICT

View Invoices

CPD Purchase Order: CP
Main
4 General
Sold-to Legal Entity
Billto BU
Order
Status
Buyer
Creation Date
Terms  MNotes and Afiachments

Required Acknowledgment

Payment Terms

4 Additional Information

D2113247 @

Chicage Park District Supplier
Chicage Park District BU Supplier Site
CPO2113247 Supplier Contact

Clo

Bill-to Location
Roberto Duran ‘Ship-to Location
o0am7I024

Nane Shipping Method

et Freight Terms.

FOB

XYZ Company
REMIT

Raben Jones
000, CENTRAL ADMIN

654, South Trades

None

Dastinztion

m m Order Life Cycle
Ordered

Dl

Ordered 331250 USD eiced
Description 0.0 10K 20K 30K
Amaunt (USD)
Source Agreement = .

Supplier Grder

- Payeonreost

— Confirming ordar

Specification Number NJFA-0D1 Context Prompt
Lines
Actons w WView w Format w =4 Freeze Wrap
Line ltem Desoription Quantity UOM Price _ Ordered Status
o Click Done You will be returned to the Invoice Details page.
Invoice: 2024-98 [ oo |
Business Unit  Chicago Park Distric: 8U
Invoice Amount
Legal Entity Name  Chicago Park District
- Unpaid Amount Invoice Type
Supplier or Party  XYZ Company Deseription
Payment Currency  USD
Supplier Site  REMIT
Tax Cantrol Amount Funds Status & Reserved
Address 1234 S Main Strest, CHICAGO, IL 80632
Attachment  Non=
Invoice Date 020472024
Lines  Payments
Items
Viewy BF
Budgetary Control Purchase Order Receipt Consumption Tax Determinants
. - § uom
Line Amount Desoription Quantity Narme
BudgetDate  Funds Status Number  Line  Schedule  Mumber  Line  Number  Line  Ship-to Location
1 20418 CRCBrake Caliper Gresse-.. | 02/0412024 © Reserved & 3403 Each CPO2M3. 3 1 654 South Trades
2 G3.85 APPROVED VENDOR Thr.. | 03042024 2 184 Each 7 1 68, South Trades
E 406.68 MECHANDXWEAR Diposa... | 030412024 @ Reserved 12 4130 Each  CPOZM3. 3 1 64 South Trades
4 49652 MECHANDXWEAR Diposs... | 02042024 @ Reserves 12 4120 Esch g 1 &84 South Trades
5 11125 MALCO Serew Extractor S.. | 03042024 & Reserves 1 Escn  CPOZN3. 10 1 &84 South Trades
8 200.04 ESCOEQUIPMENTSUPP.. | 02042024 @ Reserves 2 14952 Eacn  CPD2MM3. 11 1 &84, South Trades
7 1170 APPROVEDVENDOR Qui.. | 03042024 @ Reserves 3 32 Escr 18 1 &84 South Trades

e On left side of page Click on Payments tab to review any payment information.
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View Invoices

Invoice: 2024-98

Businass Unit

Legal Entity Name  C

Supplier or Party

Supplier Site  REMIT

Address 1224 § Main Strest, CHICAGO, IL 60832

Invoice Date 0310412024

Lines  Payments

Paymenis

Number  Payment Document Status
No payments.

Reconciled  Payment Date

Instaliments

Amaunt (USD)
Number  Due Date Payment Method
Gross Unpaid

1 04032024 254478 284478 Check

2,844.76 234476

Inveice Amount  2,844.78 USD

Unpaid Amount 2,844 78 USD
Payment Currency USD

Tax Control Amount

Paid Amount Address

uso

Applied Prepayments

Purchase
Order

Invoice Type  Standard
Description

Funds Status

Attachment  None

Remit-to Account

Applied Ameunt (USD)
Deseription
Tax Item

e C(Click Done.

Note: Information can be viewed in several different places. Any field in blue is a link to that invoice,
purchase order or payment transactions.
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