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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 Profile link 

 

The Company Profile page appears. Organization tab is displayed.  
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• Click on Edit to make changes to profile information.  

You will see the following message. Any edits will create a change request that must be approved by the 

Chicago Park District before taking affect.  

 

• Click Yes to continue with making any changes.  
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• In the Change Description text box, enter the reason you are making the change.  

• Click on the Business Classifications Tab. 
 

 
 

• Click on the Plus sign + to add a business classification. 

 

• Classification - If you are a certified Minority Owned or Woman Owned business then identify 
the type in the classification drop down menu. If you are NOT a certified minority or woman 
owned business then choose None of the Classifications are Applicable from the drop-down 
menu.  

• Subclassification - Required for MBE Classification only. Otherwise leave blank.  

• Certifying Agency - Choose an agency from the list of values for the business that certified your 
status. 

• Other Certifying Agency - If the agency you are certified with is not in above list, then you can 
type in another certifying agency.  

• Certificate – Enter the number from your certification documentation.  

• Start Date - Add the date your certification is valid from. 

• Expiration Date - Add the date your certification is valid to. 

• Notes - Add any additional certification notes you would like for the approver to see. 
 

• Add current certificates and supporting documentation - Click on Drag and Drop to add copies 
of your certification. You must provide a copy of certification for the status to be accepted. 

 

 
 

• Upload the supporting documentation by clicking on the plus sign + under the Attachments 

column. 
 



 
Update Business Classification 

Page 4 of 4 

 
 

• Click Choose File and upload your supporting documentation. 

• Choose OK. 

• Verify the document is attached.  
 

 
  
 

• When updates are complete choose Review Changes button. 

• Review the Changes. 

• Click on Submit. 
 
 

 


