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Introduction 
 

Chicago Public Schools (CPS) Supplier Collaboration Network is available to all current suppliers. 
This application enhances the exchange of information and enables secure transactions between CPS 
and our suppliers using the Internet and our CPS Supplier Portal. Suppliers can monitor purchase 
orders, invoices and payments. 
 

This User Guide is designed to assist you with learning the functionality of the CPS Supplier Portal. 
There is an abundance of functionality that exists within the CPS Supplier Portal. 
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Account Registration 
 

Once your request to register a supplier user is approved by Chicago Public Schools, you will receive an 
email (from noreply_supplier@cps.edu), containing instructions to activate your account (set up new 
password and configure Multi-Factor Authentication). You should follow the steps below to successfully 
confirm your registration and to use the portal. 

 

Email Confirmation 
 

Step Action 

1. Open your “Account Activation” email and click “Activate Your Account” button. 
 
This email will be sent to the email address provided on the user account 
request form. 

 

An example of the “Account Activation” email is displayed below: 
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Step Action 

2. You will be redirected to a page to Reset Your Password.  

 

Enter and confirm the password. 
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Step Action 

3. You will get a confirmation page. 
 
Click on “Continue to Sign In” button. 
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Step Action 

4. You will be redirected to the CPS Supplier Portal website. 

 

 
  

https://dev.supplier.cps.edu/
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Step Action 

5. Click on the                button. This will open the Supplier Portal Login page in a new 
tab. 
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Step Action 

6. Enter the User Name (Email Address) 
This is the email address that you entered on the account request form. 

7. Enter the Password 
This is the password that you setup in Step 2. 

8. Click the   button 

9. You Will be redirected to Multi-factor Authentication setup page where you will have 
the options to get the OTP (One-Time Password) Code over SMS or E-Mail. 

 

The options are: 

•  

•  
 

Please note that if you select OTP over E-Mail, you cannot switch to the OTP over 
SMS option to receive your authentication code. 

 

If you selected OTP over E-Mail as your primary Multi-Factor Authentication 
method and want to switch to OTP over SMS later, you would need contact the 
Department of Procurement at 773-553-2280 or via Procurement Customer Service 
Request to reset your Multi-factor Authentication setup. 

 

  

https://www.cps.edu/procurementrequest
https://www.cps.edu/procurementrequest
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Setup OTP Over SMS 
 

Step Action 

10 (a). Setting up OTP (One-Time Password) Code Over SMS. 

 

Click on  button. 
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Step Action 

10 (b). You will be getting a field to enter your mobile number. Enter your mobile number starting 
with the country code. E.g. for US+1xxxxxxxxxx 
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Step Action 

10 (b). You will receive an OTP on your mobile phone. Enter this OTP in the “OTP Code” field and 

click on   button 
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Step Action 

10 (c). You will get a success message. 

 

Click on “Done” button and you will be logged into CPS Supplier Portal home screen. 
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Setup OTP Over E-Mail 
 

Step Action 

11 (a). Setting up OTP (One-Time Password) Code Over E-Mail. 

 

Click on  button. 

  
 

 
  



  

CPS Supplier Portal 
Initial Logon and View Policy Acceptances 

 

 

Revised on 04/10/2026 Page | 14 
  

Step Action 

12 (b). You will receive an OTP on your registered email address. Enter this OTP in the “OTP Code” 

field and click on   button 
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Step Action 

12 (c). You will get a success message. 

 

Click on “Done” button and you will be logged into CPS Supplier Portal home screen. 
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When you try to access CPS Supplier Portal Home Page, if you haven’t accepted all of the CPS Policies, 
you will be re-directed to the Policies Acceptance Page. 
 

 
 

Accept CPS Policies 
 

You will need to review and accept the various policies to comply with Code of Ethics, Indebtedness, 
Purchase Order Terms and Conditions, and Portal Usage. 
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Accept Disclaimer and Terms and Conditions 
 

Step Action 

1. Select ‘Disclaimer and Terms and Conditions’ and click on View Policy. The policy 
document will be displayed. 

 
 

 
 
 

Step Action 

2. Read through the policy and confirm your acceptance at the top of the window. 

 

Click the I Accept checkbox option, enter your Initials and click the ACCEPT button.  

 

You will be redirected to the Policies Acceptances Page where the remaining 
unaccepted policies, if any, will be displayed. 
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Accept Ethics Policy 
 

Step Action 

1. Select ‘Ethics Policy’ and click on View Policy. The policy document will be 
displayed. 

 
 

 
 
 
 

Step Action 

2. Read through the policy and confirm your acceptance at the top of the window. 

 

Click the I Accept checkbox option, enter your Initials and click the ACCEPT button.  

 

You will be redirected to the Policies Acceptances Page where the remaining 
unaccepted policies will be displayed. 
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Accept Indebtedness Policy 
 

Step Action 

1. Select ‘Indebtedness Policy’ and click on View Policy. The policy document will be 
displayed. 

 
 
 

 
 
 
 

Step Action 

2. Read through the policy and confirm your acceptance at the top of the window. 

 

Click the I Accept checkbox option, enter your Initials and click the ACCEPT 
button.  

 

You will be redirected to the Policies Acceptances Page where the remaining 
unaccepted policies will be displayed. 
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Accept Purchase Orders Terms and Conditions 
 

Step Action 

1. Select ‘Purchase Orders Terms and Conditions’ and click on View Policy. The 
policy document will be displayed. 

 
 

 

 
 
 
 

Step Action 

2. Read through the policy and confirm your acceptance at the top of the window. 

 

Click the I Accept checkbox option, enter your Initials and click the ACCEPT 
button.  

 

You will be redirected to the Policies Acceptances Page where the remaining 
unaccepted policies will be displayed. 

 
  



  

CPS Supplier Portal 
Initial Logon and View Policy Acceptances 

 

 

Revised on 04/10/2026 Page | 21 
  

Accept Faith's Law Trailer Bill Certification 
 

Step Action 

1. After accepting the policies, you will be redirected to Faith's Law Trailer Bill 
Certification page. 

 
 

 

 
 
 
 

Step Action 

2. Read through the policy and confirm your acceptance at the bottom of the page. 

 

Click the I Accept checkbox option, enter your Initials and click the ACCEPT 
button.  

 

You will be redirected to the Policies Acceptances Page where the remaining 
unaccepted policies will be displayed. 
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Set Primary Contact 
 
When you try to access CPS Supplier Portal Home Page, you will be re-directed to the Primary Contact 
page (where you will see all your active user accounts) if you have not set one user as Primary contact 
for your CPS Supplier account. One Primary contact is mandatory and he/she will be the one point of 
contact for CPS business communications, will have access to update Supplier Account business 
information in the Supplier Portal.  
 

 
 
 
Select one user and click on ‘Confirm’ button to set your Primary account.  
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Supplier Portal Home Page 
 

The portal is organized into three main menu options as displayed below. 
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Home Page 
 

The Home page provides access to all self-service functionality through tabs.  

You may navigate to Order to view Purchase Order related Information. The ‘Shipment’ Tab will 

display Receipt related Information. The ‘Accounts’ tab has the details of the Invoice and the 

Payments. 
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View Acceptance Status 
 
Allows users to review the policies accepted during the initial logon. Users can use this link to 
read the documents anytime. 

 

 

 
 

 

 

View Attestation History 
 
Allows users to review history of Supplier Attestations with CPS. 

 

 

Action 

Click the     link to return back to the home page. 

 
 


