PeopleSoft e-Supplier

Vendor Quick Reference Guide

OFFICE OF BUSINESS AND PROCUREMENT SERVICES (OBPS)
APRIL 2025



CITY COLLEGES OF CHICAGO PeopleSoft e-Supplier Quick Reference Guide

Contents
1.  SYSTEM ACCESS - NEW VEN D O RS ... e e e e e e e e e 2
2. SYSTEM ACCESS - EXISTING VEND O RS ..o e e e e e e e e e e e e 5
3. HOWTO VIEW INVOICES . ..o e e e e e e e e e e i, 8
A, HOW TO VIEW PAYMENT S ..o e e e e e e e e i, 11
CITY COLLEGES 1

OF CHICAGO 04/2025



CITY COLLEGES OF CHICAGO PeopleSoft e-Supplier Quick Reference Guide

1. SYSTEM ACCESS - NEW VENDORS

BEFORE YOU START:
A. Acompany must have been in business for at least 2 years before registering as a supplierin the CCC
system. If your business has not been in business for more than 2 years, STOP, the system will not allow
you to register.

B. Ifyou are anindividual proving services (e.g. independent contractor), you must have been providing
services for at least 2 years before registering in the CCC system. If you have not been providing services
for more than 2 years, STOP, the system will not allow you to register.

C. Thefollowing information is required and available on the OBPS website (Register as a Supplier page).
Please prepare this information before you sign in:

Signed IRS W-9 Form - available in the IRS website;

Economic Disclosure Statement (EDS) — available in the OBPS website;
Illinois Secretary of State Certificate of Good Standing;

Conditions of Purchase;

Ethics Orientation Document;

" ® o0 0o

Minority/Woman Business Enterprise Certificate, if applicable.

D. P.O. Boxes are not valid banking primary addresses.

E. Companies may identify up to two (2) authorized users to update company information.
INSTRUCTIONS:

1. Follow this link to the Office of Business and Procurement Services (OBPS) website where you will find the
latest link to e-Supplier Registration: https://www.ccc.edu/departments/procurement/

2. Selectthe Register as a Supplier link from the OBPS website.

3. Once there, review the steps involved in registering to become a supplier with the City Colleges of Chicago
(CCQC)

4. Selectthe Register as a Supplier in PeopleSoft button which will take you to the PeopleSoft welcome page
below.
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Favorites ¥ Main Menu v

oL

Welcome

Welcome to City Colleges Chicago eSupplier Portall The purpose of this eSuppier
Portal i to streamine the vendor registration process by allowing vendors to create.
maintain and provide the most updated information. Suliers will have the abilty to
access the following information

o Create a supplier profile
o Update supplier profile information
o Review invoices and payment status

Contact Us

Contact us at:
Procurementservices@ccc.edu and we'll ry to respond within 48 hours!

Visit our website for adcitional information Business 8 Brocurement Services - Cty.
Colleges of Chicago

Address:
3901 § State St, Chicago, IL 60609
st Floor — Room 102

Chicago, IL 60606

Phone: (312) 553-2590

Get Directions

5. Select the Register as Supplier Link

Supplier Login

User D

Password
signin

Forgot Password 2

Register as a Supplier

Select Register a New User 10 add 2 new user o an existing Supplier account

[5. Supplier Login

User ID

Password
Sign In

Forgot Password ?

Register as a Supplier

# Home Sign Out

S ®v  Announcements S ev
Announcements
In April 2025, the City Colleges of Chicago deployed the suppiier portal giving
suppliers the abilfty to create and update suppler profiles and view payment status
To access open salcitations and participate in the solicitation process, Suppliers
must register in Bonfire, the City Colleges e-sourcing pigtiorm at
Itips/ice bonfirehub com
Please note: Suppliers that have not conducted business with the Gity Golleges for
more than 24 months wil be de-activated from this portal and will be required to re-
register information in this system

Coming soon: Suppliers will soon be able to update payment information - stay
tuned for more!

FAQs c ov

FAQ

”
Below is a list of Frequently Asked Questions (FAQ)

6. Ifyou are registering for the first time, follow the prompts, selecting ‘next’ as you complete each page until you

complete the process.

y
<

L~
=

Welcome

Welcome - Step 1 0of 6

7. Your registration will be routed to OBPS for review and approval.

Identifying Information

O

Addresses

o OO

Contacts Payment Information Submit

Exit | ¢ Previous Next )

8. After you complete your registration, you will receive an email from the City Colleges of Chicago

CITY COLLEGES
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r Vs City Colleges of Chicago - Your registration form has been submitted for approval - Message (HTML)

Help  AdobePDF  Q Tell me what you want to do

@ignore x = O Yy FeMeeting | [T soiestorce-Grants € To Manager Voo TRuless Y, =Il |> xk AP Find A
e [l (;‘ 5 € ; ')d M~ E3 Team Email ' Done Move B OneNote M e n s Tal’ DRested~ £ %
s . Delete Archive Reply Reply Forward __ O o o love ark Categorize Follow ~Translate _ ea
s Junk £l Al:y EiMore~ | |SeReply&Delete ' Create New : > B actions~ |iGicesdl = Up~ o Biseecs | aioud
Delete Respond Quick Steps fu Move Tags '. Editing Speech
Thu 4/1072025 1 M
(@ ccc @ccc.edu
| City Colleges of Chicago - Your registration form has been submitted for approval |
Your supplier registration form, registraior] ID SUPO000003 has been submitted for approval.
You will be notified at this email address of any changes in your registration status.
If you have any or feedback reg: g your regi 1D SUP0O000003, please call the procurement services at (312) 553-2590, or email Procurementservices@ccc.edu.

9. After OBPS approves your registration, you will receive two (2) additional emails to a) indicate that your
registration has been approved by OBPS, and b) share your New Account information.

e | Your Recent Supplier Registration with City Colleges of Chicago

Your supplier registration application, registration ID SUPOO00003| has been approved,

Supplier Name: TEST SUPPLIER 4
Supplier ID: 0000037965

If you have any questions or feedback regarding your|registration ID SUP0000003] please call the Procurement Services at (312) 553-2590, or email Procurementservices@ccc.edu

Note: Separate notifications containing logon information will be sent to all approved contacts created for this Registration.

CReply EReply Al S Forward UHIM

Thu 4710
u4/10

@ | City Colleges of Chicago - New User Account Creation

Your user creation request has been approvedl A user profile has been created for you in our system.

User ID: CCC@TSUPPLIER4
Supplier Name: TEST SUPPLIER 4

Please use the following link to get to our website for login.

https://www.ccc.edu/services/become-a-vendor/

If you have any questions regarding your user account, please call the Procurement Services at (312) 553-2590, or email Procurementservices@ccc.edu
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2. SYSTEM ACCESS - EXISTING VENDORS

A. Do youhave an Access Code? If you do not have an Access Code, you cannot proceed. Please contact
your OBPS representative to obtain an access code.

B. The following information is required and available on the OBPS website (Register as a Supplier page).
Please prepare this information before you sign in:

g. Signed IRS W-9 Form — available in the IRS website;

h. Economic Disclosure Statement (EDS) — available in the OBPS website;
i. Ilinois Secretary of State Certificate of Good Standing;

j.  Conditions of Purchase;

k. Ethics Orientation Document;

l.  Minority/Woman Business Enterprise Certificate, if applicable.

C. P.O. Boxes are notvalid banking primary addresses.

D. Companies may identify up to two (2) authorized users to update company information.
INSTRUCTIONS:
1. Vendors can access PeopleSoft e-Supplier by invitation only.

2. Vendors will receive an email from the City Colleges of Chicago (CCC) with an Access Code and a link to
PeopleSoft.

k City Colleges of Chicago - New User Registration - Message (HTML)

Help Adobe PDF Q Tell me what you want to do

~ — y D £ EiMeet Al s, .Grants &3 To Man i3 Rules - ]
@ Ignore x ’ ] ‘7(_ 3 « ng Salesforce-Grants &35 To Manager ¥ 3 Rules £ ¥ =IE =2

=S I}) £ Find A):y

e Reply Reply F - GEIM~ 3 Team Email v Done o B OneNote e (e T [) Related ~ t

e = ete Archive ep eply Forward _ ~ = . jove: = 71T Mark Categorize Follow Translate ea.

So Al E@More~ |« Reply&Delete ¥ Create New z - [EPActionst  ynread - Up~ v b Select~  Ajoud
Delete Respond Quick Steps ] Move Tags ru Editing Speech

Thu 4/10/2025 11:59 AM
i@ccc.edu

Q | City Colleges of Chicago - New User Registration

Dear Jefl

You have been invited to register as a user for City Colleges of Chicago. Once your User registration is complete you will be eligible for performing various tasks for the company.

Please use the link below to self register on our website,
Register as User.

Access Code: HKINK91876

If you have any question or feedback,please call procurement services at (312) $53-2590 or email at Pracurementservices@ccc.edu.

3. Thelink will take invited vendors to the Authentication page where they can update their account information.

CITY COLLEGES S
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a. Supplier ID - if you do not know your CCC supplier ID you can find the ID in exiting POs or previous

checks.
b. TaxIdentification Number - Do NOT enter hyphens. Numbers only.

c. NOTICE: the User ID will be automatically created by the system using your first initial and last name.
For example, Joe Smith will receive a User ID: CCC@jSmith.

d. Also NOTICE the Description is optional

e. Last, make sure to open the terms of agreement before proceeding.

Authentication
I " Access Code HEINKS 1876

Supplier List
* Sapplier ID Tax identification Nmber
D00003T96E 99999696 o
User Account Information )
** First Name Test
** Last Name Suppsers
e CCCATSUPPLIERS
‘Password s -
*Confirm [T =
Password
Description Optianal /
* Email ID vendorgcee edu
Language Code English ~
Time Zone Q,
Currency Code usD a
Terms and Conditions
Make sure you read terms of fully Deft your

| Select to accept the Terms of Agreement below. I

Terms of Agreement

cone

4. After you submit the registration, it will be routed to OBPS for approval.

From: test@ccc.edu <test@ccc.edu>
Sent: Thursday, April 10, 2025 3:42 PM
To: vendor@vendor.com

Subject: User ID Registration

Your User ID CCC@TUSER associated with Supplier ID 0000037965 has been submitted.

You will be notified at this email address of any changes in your registration status.

. 6
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If you have any question or feedback regarding your User ID CCC@TUSER, please contact the Office of
Business and Procurement Services at procurementservices@ccc.edu.

Thank you.
Office of Business and Procurement Services

5. Once your registration is approved by OBPS, you will receive a system email indicating approval. The email
may be similar to the email below.

ClReply EReply All S Forward GSIM

Thu 4/10/2025 11:40 AM

i@ccc.edu

(-] | City Colleges of Chicago - New User Account Creation

Your user creation request has been approvedl A user profile has been created for you in our system.

User ID: CCC@TSUPPLIER4
Supplier Name: TEST SUPPLIER 4

Please use the following link to get to our website for login.

https://www.ccc.edu/services/become-a-vendor/

If you have any questions regarding your user account, please call the Procurement Services at (312) 553-2590, or email Procurementservices@ccc.edu

6. Onceyour account is approved, proceed to log in and update your information as needed. Login access is
available through the OBPS website: https://www.ccc.edu/departments/procurement/

7. Remember that every time you update your profile, the system will route changes to OBPS for approval.

er Supplier Login & o~ n

User D

Password
Sign In

Forged Password 7

Regsier a5 a Supplier
s

CITY COLLEGES !
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3. HOW TO VIEW INVOICES

1. Login access is available through the OBPS website: https://www.ccc.edu/departments/procurement/

2. Navigate to Main Menu > Review Payment Information > View Supplier Invoices

Search Menu:

3  Supplier Portal Configuration

3 Maintain Supplier Information »

3 Manage Orders I

3  Review Payment Infdu E view Supplier Invoices I

Change My Password E Review Supplier Payﬂnfnts

1. Selectthe search criteria, mainly your invoice number or a date range to specify when you submitted your
invoice.

ites ¥ Main Menu + 3 Review Payment Information ¥ >  View Supplier Invoices

) amisounss
= of CHICAGO

Review Invoices

Filter Options
NM11

Enter search criteria and click on Search. Leave blank for all values.

Search Criteria

From Invoice Number Q,
To Invoice Number Q
Item 1D Q

Supplier ltem ID Q

From Date |03/11/2025 B (example: 01/31/2000)

ToDate 0411172025 |F]  (example: 01/31/2000)
From Amount
To Amount

Approval Status | v |

Search

2. Select/click the invoice number of your choice. In the example below, the vendor has an invoice number
“TSTN

a. Ifyoudo not see the invoice number you were searching for, contact your City Colleges business
client/user, as the invoice has not been entered into the system.

CITY COLLEGES 8
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Review Invoices
Invoice List
NM11

Set fiter options

Invoice List Personalize | Find | £2| & First ‘4 10f1 2 Last

Invoice Number Inyoice Date Gross Amt e

Status Due Date Voucher
ST« ofn3z02s

$10.00 USD Approved 01/1372025 00199082

3. Scrolldown to the invoice details to find the PO number and if paid, the payment number.

Favoriles « Main Manu

Review Payment Information ~

Review Invoices
Invoice Details

MNM11
T
Invoice Number TST il
Gross Amount £10.00 USD
.
Involce Date 01122025 Discount £0.00 USD
Dee Data: 1H3R0ZS Net Amount $10.00 USD

Discount End Date
Approval Status Approved

Payment Status Paid in Full
Terms DUE IMMEDIATELY
Inwoice Line Details Personalize | Find | View All | £ E_J.' First ‘& qof1 ‘& Last

Hem 1D Description Statistic Amount DM Unit Price Merchandise: Ami

G99-T9 IT Conzulting Services HR 1000000 510,00 USD

Payment Schedule Personalize | Find | View an | 2| B First ‘4 q1of1 ‘& Last

Scheduled fo

Pay Payment Number Gross Amt Discount Method Status On Hold  Wihd Hold
0171 31025 0000220523 $10.00 USD 50,00 USD ACH Paid Mo Mo
+ Payments Made Personalize | Find | View an | &) B First ‘& 10f1 ‘b Last
Reference Date: Amoamnit
00043281 01132025 510.00 USD

CITY COLLEGES 9
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999-79 IT Consulting Services HR 10.00000 $10.00 USD

¥ Payment Schedule Personalize | Find | View Al | £ | 2] First ‘4 1of1 ‘&' Last
s";:“’“'e“ % payment Number Gross Amt Discount Method Status. On Hold  Wihd Hold
IN32025 0000229523 $10.00 USD $0.00 USD ACH Paid Mo Mo

+ Payments Made Persanaliza | Fing | view an | &) B2 First ‘4 1of1 "% Last
Referenoe Date Amount
00043281 D11 32025 510,00 USD

- i & & . 1 *

Purchase Orders Personalize | Find | View All | 2] E&  First 1ol1 Last

Purchase Order PO Date Status
000054534 32025 Dispatched

+ Receipts Personalize | Find | view A | 2] B Fist 4 1011 ) Last
Received  peceipt Number  Billof Lading Packing Slip by

0325 0000121514

CITY COLLEGES 10
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4.

HOW TO VIEW PAYMENTS

3. Login access is available through the OBPS website: https://www.ccc.edu/departments/procurement/
4. Navigate to Main Menu > Review Payment Information > Review Supplier Payments
: Search Menu:
( JCITYC 5)
’ " { g~ L ]
-/ of CH )
L3 Maintain Supplier Information > |
3 Review Payment Inforr | View Supplier Invoices
™ l| | Review Supplier Payments
5. Enterthe available search criteria. For example, you may want to know which invoices got paid for with a given
check. You can enter a CCC check number under payment reference to find the Invoice that corresponds to
the received check. You can also simply enter a date range and search.
Favorites « Main Menu + » Review Payment Information > > Review Supplier Payments
CITY COLLEGES
of CHICAGO
Review Payments
Filter Options
NM11
Enter search criteria and click on Search. Leave blank for all values.
Search Criteria
Invoice Number
Payment Reference
From Payment Date |01/01/2025 |5 (example: 12/31/2000)
To Payment Date |03/21/2025 |[5] (example: 12/31/2000)
Seﬁh
6. Notice the following information under Payments Made.
7. Selectthe Reference link, which is the check number, to drill down on the details.
CITY COLLEGES iy
04/2025
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Favorites v Main Menu v

Review Payment Information ¥

Review Supplier Payments

Review Payments
Payments Made

NM11

Set filter options

Payments Made Personalize | Find | & | & First ‘4" 10f1 ‘»' Last

Reference Invoice Number Payment Date ¥ Amount

00043281 TST 01/13/2025 $10.00)USD

8. Notice the information in this example shows the Pay Status as “Paid,” and payment Method was ACH.

Favorites v Main Menu v Review Payment Information ¥ Review Supplier Payments

Review Payments
Payment Details

NM11

00043281

Invoice Number TST

Method ACH

l Amount $10.00 |

Paid To NM11
i1

Country USA United States
Address 1 123 Main St
Address 2

Address 3

City chicago
County

State IL llinois

From JPMorgan Chase Bank, N.A

Payment Advice

Invoice Gross Amount

ST 10.00 USD

Return to Payments Made

| Payment Date 01/13/2025 I

Pay Status Paid

Currency USD

Postal 60606

Personalize | Find | &2/ &8 First ‘& 1of1 ‘& Last

Discount Discount Taken Paid Amount

0.00 USD 0.00 USD 10.00 USD
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