CHICAGO PARK DISTRICT

Update Payment Method

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 Toolks Others

e Click on Supplier Portal Icon

The Supplier Portal Homepage appears

Supplier Portal

Tasks
Orders
Requiring Attention Recent Activity
« Manage Orders Last 30 Days
« Manage Schedules

« Acknowledge Schedules in Sprezdshest
Shipments
= View Receipts No data available
« View Retums
Invoices and Payments El
No data available
« View Invoices
« View Payments
Company Profile

- Manage Profilz

Supplier News

Transaction Reports
st 30 Days

No data available

e Click on the Manage Profile link

The Company Profile page appears. Organization tab is displayed.
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CHICAGO PARK DISTRICT

Update Payment Method

Company Profile @ ﬂ@

Organization Details  Tax Identfiers  Addressss  Coniacts  Payments  Busness Classficstions  Products and Servces

4 General
Company XYZ Company Tax Organization Type  Corporation
Supplier Number 72851 Status  Aciive

Supplier Type  Supplier Attachments W2 Documnt docx (1 more..)

4 |dentification

D-U-N-5 Number National Insurance Number
Customer Number Corporate Web Site
SiIC

4 Corporate Profile
Year Established Chief Executive Title
Mission Statement Chief Executive Name

Principal Titie

Principal Name
Year Incorporated

4 Financial Profile
Current Fiscal Year's Potential Revenue
Preferred Functional Currency

Fiseal Year End Month

e 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.

£ Warning ®

POZ-2130300Making edits will create a change request for the profile. Do you want to continue?

e C(Click Yes to continue with making any changes.
e Click on the Payments Tab.

Change Description

Organization Detsils  Tax dentifiers  Addresses Contzcts  Payments  Susiness Classifications  Products and Services

PaymentMethods ~ Bank Accounts

\{Eﬂr Formatwy 4 B Freeze (37 Detach Wrap

Default Payment Method From Date To Date

Chack 10102/2008
Electronic 10/02/2008 ryyy
Wi 10102/2008

Y
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CHICAGO PARK DISTRICT

Update Payment Method

Indicate to be paid by Manual Check or Electronic Direct Deposit Payment. Select the payment
method by clicking on the name and the row will turn blue.

Edit Profile Change Request: 88010

Delete Change Request | Review Changes m Save and Close m

Change Description

Organizstion Details ~ Tax Identfiers ~ Addresses  Contscts  Payments Business Classificabons  Products and Services
Payment Methods  Bank Accounts
Actions v View v Fomatv & [ Freeze [ Detach ap
Default Payment Method From Date To Date
_— o
’E.mia l vavrans | [maons |
e 10002/2008 m dyyyy |

e Click on Actions

Qrganization Details  Tax [dentifiers  Ad

Payment Methods  Bank Accounts
- Vigw w Format v == [
Add Row Payment Method
oF = Check
Set Default
Electronic
Wire

e Choose Set Default. A Checkmark will appear next to the payment method you have chosen.
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CHICAGO PARK DISTRICT

Update Payment Method

Edit Profile Change Request: 88010

Change Description

Organization Detzils  Tax |dentifiers  Addresses  Contacts Payments  Business Classification
Payment Methods  Bank Accounts
Vizw w Formatw o [] Freeze iy Detach Wrap
Default Payment Method
Chack
] Elecironic

Wire

5 Producis and Services

e If Choosing Electronic as your payment method, Click on Bank Accounts tab to enter your

banking information.

Edit Bank Account X3(XX9999

Enter account number or [BAN unless account number is marked as required.

* Country | Unit=d States | v |

* Bccount Number | QODOODOD |
Bank Name |TCF | 7||
Bank Branch | ILLINGIS | v |

[[] Alow intermnatienal payments

4 Additional Information

Account Name | |

Alternate Account Mame | |

Account Suifix | |

From Date  03/05/2024

fe

Imactive On | mmyddiyyyy

IEAN |

Currency L4 |

Attachments Bank Docurmentdocx o g 3

Cheek Digits | |

Account Type

Deseription |

(o]

e Inthe Country field enter the country where this bank account resides.
e Enter your Account Number, Bank Name and Bank Branch. Verify the routing number in the
Bank Branch list of values. It is the description in the list of values.

e Choose the Currency of USD.
e Choose Account Type of Saving or Checking.

Note: If your bank does not appear in the list of values then you need to place a request with the
Treasury department to add the bank. See FAQ section on the website for more details on how to

make this request.
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CHICAGO PARK DISTRICT

Update Payment Method

You must attach a voided check or bank letter in order to be setup on ACH. Your change will not be
accepted without the proper documentation.

e In Attachments field click on the plus sign + to add an attachment.

Attachments x
+ a
Mo data to display. Add Attachments %

Type |:| Unzip sl zip files after upload
Category | ACH Reguest Form W Add Files

Choose Files | Mo file chosen

e Click on Choose Files and select the banking attachment to upload.
e Choose a Category from drop-down list.
Voided Check or Bank Letter are acceptable banking attachment types.

e Click on OK (You will see the attachment name) .
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CHICAGO PARK DISTRICT

Update Payment Method

Create Bank Account

Enter account number or IBAN unless account number is marked as required.

From Date  03/07/2024

* Country | United States | v |
Inactive O Jddyyyy [ig
IBAN
Bank Name | TGF BANK -~ =

c
Bank Eranch | CHICAGO | | urrency l:E|

Attachments Bank Documentdock of il X

[[] Aliow international payments

4 Additional Information

Account Name | | Check Digits | |
Altzrnate Account Name | | Aczount Type
Account Suffix | | Description | |
Create Another || Cancel |
e Click OK.

Note: If adding a new bank account to replace an existing bank account then make sure to set
the appropriate bank account as Primary.

e Click on primary bank account row. It will turn blue.
e Click on Actions.
e Choose Set primary.
A Green checkmark will appear next to the primary bank account.
e When updates are complete choose Review Changes button.

e Review the Changes.
e Click on Submit.

Page 6 of 6



