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1 .  S Y S T E M  A C C E S S  -  N E W  V E N D O R S  
BEFORE YOU START:  

A. A company must have been in business for at least 2 years before registering as a supplier in 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. If you are an individual 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. The following information is required and available on the OBPS website (Register as a Supplier page).  
Please prepare this information before you sign in:  

a. Signed IRS W-9 Form – available in the IRS website;  
b. Economic Disclosure Statement (EDS) – available in the OBPS website;  
c. Illinois Secretary of State Certificate of Good Standing; 
d. Conditions of Purchase;  
e. Ethics Orientation Document;  
f. 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. Select the 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 
(CCC) 

4. Select the Register as a Supplier in PeopleSoft button which will take you to the PeopleSoft welcome page 
below.  

https://www.ccc.edu/departments/procurement/
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5. Select the Register as Supplier Link  

 

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

 

 

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

8. After you complete your registration, you will receive an email from the City Colleges of Chicago  
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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.   
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2 .  S Y S T E M  A C C E S S  -  E X I S T I N G  V E N D O R S  
A. Do you have 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. Illinois 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 not valid 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.  

 

3. The link will take invited vendors to the Authentication page where they can update their account information.  
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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. Tax Identification 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.   

 

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.  

mailto:test@ccc.edu
mailto:test@ccc.edu
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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.   
 

 
6. Once your 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.   
 

 
 
 

 

  

https://www.ccc.edu/departments/procurement/


  

 

8 
04/2025 8 

C I T Y  C O L L E G E S  O F  C H I C A G O  PeopleSoft e-Supplier Quick Reference Guide  

3 .  H O W  T O  V I E W  I N V O I C E S   
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  

 

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

 

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

a. If you do 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.   

https://www.ccc.edu/departments/procurement/
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3. Scroll down to the invoice details to find the PO number and if paid, the payment number.   
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4 .  H O W  T O  V I E W  P A Y M E N T S   
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 

 

 

 

5. Enter the 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.  

 

6. Notice the following information under Payments Made.  

7. Select the Reference link, which is the check number, to drill down on the details.   

https://www.ccc.edu/departments/procurement/
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8. Notice the information in this example shows the Pay Status as “Paid,” and payment Method was ACH.   
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