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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.  

• Click on the Payments Tab. 
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• 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.  

 

 
• Click on Actions  

 
 

• Choose Set Default. A Checkmark will appear next to the payment method you have chosen.  
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• If Choosing Electronic as your payment method, Click on Bank Accounts tab to enter your 
banking information.  

 
 

• In the Country field enter the country where this bank account resides. 

• 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.  

• Choose the Currency of USD. 

• 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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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.  

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

 

 
 

• Click on Choose Files and select the banking attachment to upload.  

• Choose a Category from drop-down list. 
Voided Check or Bank Letter are acceptable banking attachment types.  
 

• Click on OK (You will see the attachment name) . 
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• 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.  
 

• Click on primary bank account row. It will turn blue. 

• Click on Actions. 

• Choose Set primary. 
 
A Green checkmark will appear next to the primary bank account.   
 

• When updates are complete choose Review Changes button. 

• Review the Changes. 

• Click on Submit. 
 
 

 


