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Department of Procurement and Contracts 

 
 
 
 
 
 
 
 
 
 

 



2  

You can access CHA’s Supplier Portal from the following links: 
 
http://www.thecha.org/doing-business/contracting-opportunities/supplier-portal/ 
http://tinyurl.com/CHA-Supplier-Portal 

 
 

The CHA Supplier Portal facilitates the exchange of information 
between a buying organization and its suppliers. 

 
Benefits of the application include: 
► Self-service supplier registration and account maintenance 
► Support for multiple commodity codes per supplier and contact 
► Improved communication via messages, including support of 

electronic attachments 
► Document upload capability 
► Enables data to be accessible in one location 

 
Note: Required browsers for the Supplier Portal are Chrome, Mozilla 
Firefox and I.E. 10 and above. 

http://www.thecha.org/doing-business/contracting-opportunities/supplier-portal/
http://tinyurl.com/CHA-Supplier-Portal
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Basic Steps to Register in the Supplier Portal 
To register in the Supplier Portal from the Chicago Housing 
Authority’s website: 
1. Go to CHA’s website at: www.thecha.org 
2. Click on “Doing Business” 
3. Click on “Supplier Portal” 
4. Click on “Click here to access the CHA Supplier Portal” 
5. Select “Register” (left hand side) and complete the entire 

registration process 

http://www.thecha.org/
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1. Click “Register” 
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 2. Accept Terms & Conditions  
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3. Complete Contact Information  
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4. Complete Company Information  
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5. Choose a Tax Id Type  
 

 
Note: A valid employer ID number (EIN) is nine digits long. The first two digits are 
separated from the remaining seven digits by a dash. 

Examples: 
Social Security Number: 111-22-3333 
Federal Tax Id/EIN: 12-3456789 
Foreign ID: 111-22-3333 
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Note: If any required fields are missing, you will 
receive an error message in red.  
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 6. Complete Address Information  
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7. Include a Remittance Address if applicable or 
check the box if it is the same as the mailing 
address  
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Select a Code 

8. Add Diversity Codes  
The diversity of the company’s CEO or Principle 
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 9. Include Compliance Certifications  
Only include current certifications, if applicable. 
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10. Include a current W-9 Form 
► Mandatory: Everyone must attach a current W-9 form to continue 

with registration. 
► Visit: www.irs.gov for a copy of the W-9 form to complete 

Example of W-9 

http://www.irs.gov/
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11. Add Commodity Codes 
 

Note: You must select at least one commodity code or your registration will not 
be complete. Selecting the correct commodity codes determines which event 
notifications you will receive by email. 
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How to Search for Commodity Codes  
When doing a commodity search simply type in a word or a phrase and the system will 
return commodities that contain the word or phrase in the description. 

 
For example, when you type in a phrase (i.e. “lawn service”), the system will return 
records that have the two words in the description. Note: Not case sensitive. 
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12. Add additional Proxy Notifications  
Adding additional proxy notifications allows other individuals to 
receive event notifications by email based on the commodity 
codes that were selected. 
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13. Registration Complete! 
 

 
 

 
 
 
 
 

14. Click “Done” and retain your login username and 
password for access to the Supplier Portal at any time. 
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Enter the email that was used to register. An email to reset your password will 
be sent shortly. 

Forgot User Name? 
 

 
 
 

To assist vendors with Supplier Portal issues or concerns, the following 
resources are available: 

For questions or issues regarding the Supplier Portal, please contact Harrette 
Herron-King @ HHerron@thecha.org, 312.913.7356 or Doretha Coleman @ 
docoleman@thecha.org, 312.786.3356. 

For technical questions, please call CHA Tech Support at 312.786.4000. 

mailto:HHerron@thecha.org
mailto:docoleman@thecha.org
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