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Section 1 - Introduction to Direct Invoicing for Suppliers

As an alternative to sending an invoice to VAM staff to create a work order/PO/voucher in order to get
paid, suppliers now have the ability to log into the Edison Supplier Portal and create the work orders
from the invoice directly. (*You must first be registered as an active supplier with the State of Tennessee
and have the appropriate security prior to starting invoice entry.)

Prior to creating a work order on the Supplier Portal, the supplier must first do the following steps:
e Ensure you are an active supplier with the State of Tennessee.

e Create a user account on the Supplier Portal.

e Receive a TN@ username and temporary password via email after creating a supplier account.

e  Follow up with the appropriate VAM personnel to give them the TN@ username that was
received.

e VAM will submit a form to request to add additional security so you are able to create the work
orders from the invoice on the Supplier Portal.

e VAM will notify you when this additional security has been completed and invoice entry can
begin.

For additional assistance:

e For assistance registering to do business with the State of Tennessee or how to create a Supplier
Portal user account, visit the Central Procurement Office (CPO) website:
https://www.tn.gov/generalservices/procurement/central-procurement-office--cpo-/supplier-
information.html

e For assistance with issues logging into the Supplier Portal (i.e. passwords or locked account),
contact the Edison Help Desk at: 615-741-HELP.

o *NOTE: There could be a longer than desired wait time to speak with a representative, so
please attempt to reset your password first by using the Forgot Your Password link. If the
attempt fails, then call the help desk and someone will assist you.

e For assistance with supplier information, contact Supplier Maintenance at 615-741-9745 or

Supplier.Maintenance@tn.gov

e For assistance with entering invoices on the Supplier portal, contact VAM:
o Russell Winston
=  Phone: 615-253-4480
=  Email: Russell.Winston@tn.gov

o Erin Haywood
=  Phone: 615-741-6598
=  Email: Erin.Haywood@tn.gov

o John Lawrence (*unavailable until May 2021)
=  Phone: 615-532-8923
=  Email: John.Lawrence@tn.gov
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Section 2 - Getting Started
After ensuring all required supplier information has been submitted and approved, but before work

order entry from invoices can begin, you will need to create a new user account on the Supplier Portal
and get logged in.

In the pages to follow, you will learn how to do the following:

1. Create a User Account on the Supplier Portal
2. Logging into the Supplier Portal for the First Time

Dearmer
Page 4
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Create a User Account on the Supplier Portal
Prior to entering invoices, you must first establish a username and password for the Supplier Portal.

1. Loginto the Supplier Portal by navigating to www.edison.tn.gov and clicking on the Supplier

Portal Home Page.

Employee Portal Login P

Edison Service Desk Supplier Portal Home Page
1-866-376-0104 or If you have any question about your benefits
615-7T41-HELP (4357) contact the Benefits Administration Service
Center at:

Hours of Operation: Retrieve Access ID
1-800-253-9981 or

700 a.m. to 4:30 p.m. CST
Monday through Friday(except holidays) 615-741-3590 or visit:
https://www. tn. gov/partnersforheaith. html

First Time Login / New Hire

S§TS Customer Care Center

- P If you have questions about Outlook, Active
Bzl Ltz Directory, 3270 passwords, STS network
issues, STS server issues, telephone issues, or
Payroll Call Center hardware issues (copiers, fax machines, scanners)
contact the $TS Customer Care Center at:

If you have questions about your paycheck,
your bank account information, direct 1-800-342-3276 or
deposit, lost or stolen checks, taxes & 615-741-1001
deductions, or your W-2 form contact
(s (e e N (e A Maintenance/Special Notices

1-877-844-3873 or "
Mo artic il labl
615-741-PAID (7243) 0 arlicles currently available

2. Onthe Supplier Portal home page, click on the Create New User Accounts link.

Welcome to Supplier Portal

TN Tennessee
— State Government

Announcement: Update Supplier Commodity Codes )
Welcome to the Edison Supplier Portal. Contact Us:
For assistance with supplier information, please contact

Mclions {6 Upude SupaRar Comenauily Cioes This s the central access pointfor our suppliers and business partners to view
Supplier Commodity Codes Spread Sheet valuable information related to conducting business with us. In addition, active Supplier Maintenance at 615-741-9745 or

suppliers and business partners may also log in to our secure system from this
portal to access current transaction information for their accounts emal SupplienMainteriance@tn.gov

Please do not use Google Chrome when using the Edison Supplier Portal. Under
this browser, you will see issues with how pages are displayed and uploading =
documents. Please use either Mozilla Firefox or Internet Explorer. We apologize Do you have an existing Edison Access ID? For payment inquiries, please contact

Accounts Payable at 615-532-5150 or

for this inconvenience. . . 5 .
Click on Sign In to login to the Edison Supplier Portal.
email E_A Accounts@tn.gov.

Personalize | Find | & | B First (4) 1-60f6 () Last Looking to do business with the State of Tennessee?

Events
Event Name To do business with the State of Tennessee, you MUST. For Password and User ID Assistance, please contact the
Edison Help Desk at 615-741-HELP.

Register as a Supplier

VAM Vehicle Wrap Materials

Window Installation at Pickwick Landing Park o To help ensure your registration is completed accurately and to help For assistance with bidding procedures and commodity
avoid processing delays, click here for the Edison Supplier Portal

VAM Car Wraps Installations Registration Manual

o The IRS W-0 required to be attached to the registration can be found or emal Eidder Registration@1n.gov

TWRA CWD Crematory atthis link: IRS-W9 Form

codes, please contact Bidder Services at 615-741-6875

TDOC Inimate Televilan AFTER you receive a Supplier ID, you may complete a Supplier Direct Deposit
Cabin RepairiSiding Project Pickwick Landing Pk Authorization Form to have payments conveniently deposited into your account

with your financial institution. Section 4 MUST be completed by your financial
instiution. The original form MUST be mailed to the adcress at the top fight o the
form.

17 ye new or additional Edison Access IDs,
cliciiCreate New User Accounts. ffour Tax Identification Number is required.

3. Onthe Register New User Accounts page, Supplier List Section, enter your 10-digit Supplier ID
and your Tax Identification Number (TIN).

See all of my events

TN Department of
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TN Tennessee

— State Government

Register New User Accounts

To create a new user, please fill in the information below. Once you have completed the required information, click the "Submit" button
to submit your registration for consideration. You will receive an email confirmation shortly after submittal.

If you have any questions or feedback on the registration process, please contact Supplier Maintenance: 615-741-9745 or by email at
Supplier. Maintenance@tn.gov.

Authentication

Supplier List
*Supplier 1D Tax Identification Number
0000012345 0000000000 o

Forgot your Supplier ID?

4. Inthe User Account Information section, enter the following:

e Requested User ID — this will be used as your personal login to the Supplier Portal. It
must start with TN@ followed by the desired login.

e Description — this is not required but is helpful for VAM to identify you as a supplier.

e Email ID — this is the email address for this specific User ID. This email will be used for
password resets and as a point of security authorization when calling regarding any
issues with your account.

e language Code — this defaults to English but can be changed as needed.

e Time Zone — this is not required but West and Middle Tennessee would choose ‘CST’
and East Tennessee would choose ‘EST’.

e Current Code — this defaults to USD; this can be left as is.

TN Department of
Finance &
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5.

6.

TN Tennessee
_ State Government

User Account Information @)
* Requested User ID TN@DISUPPLIERS
Description DI Suppliers
* Email ID DISuppliers@gmail.com
Language Code English v
Time Zone |DST Q
Currency Code USD Q

In the Terms and Conditions section, check the box to accept the Terms of Agreement. Click the

Submit button.

Terms and Conditions

IMake sure you read terms of agreement fully before submitting your registration.

Select to accept the Terms of Agreement below.

Terms of Agreement

Submit ‘ ‘ Cancel

After clicking Submit, you will be returned to the Supplier Portal home page.

Department of
Finance &
.Administration
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TN Tennessee

— State Government Welcome to Supplier Portal

Announcement: Update Supplier Commodity Codes )
Welcome to the Edison Supplier Portal. Contact Us:

P00z 10 Unsale Supchar Conmagit: Zoda This is the central access point for our suppliers and business pariners to view

valuable information related to conducting business with us. In addiion, active ‘Supplier Maintenance at 615-741-9745 or

suppliers and business pariners may also log in to our secure system from this

portal to access current transaction information for their accounts email SuppliecMaintenance @tn.gov.

For assistance with supplier information, please contact

‘Supplier Commodity Codes Spread Sheet

Please do not use Google Chrome when using the Edison Supplier Portal. Under
this browser, you will see issues with how pages are displayed and uploading
documents. Please use either Mozilla Firefox or Internet Explorer. We apologize
for this inconvenience.

Do you have an existing Edison Access ID? For payment inquiries, pleasa contact
Click on Sign In to login to the Edison Supplier Portal. Accounts Payable at 615-532-5150 or
email E_A Accounts@tn.gov.

Events Personalize | Find | &1 | [ First 4/ 160f6 (b Last Looking to do business with the State of Tennessee?

Event Name To do business with the State of Tennessee, you MUST: For Password and User ID Assistance, piease contact the

Edison Help Desk at 615-741-HELP.

VAM Venicle Wrap Materials Register as a Supolier

o To help ensure your registration is completed accurately and to help For assistance with bidding procedures and commodity
avoid processing delays, click here for the Edison Supplier Portal
Registration Manual

Window Installation at Pickwick Landing Park
VAM Car Wraps Installations codes, please contact Bidder Services at 615-741-6875
© The IRS W-9 required to be attached to the registration can be found or email Bidder Registration@tn.gov.

TWRA CWD Crematory atthis fink: IRS-W9 Form

TDOE I fanats TeleVicioi AFTER you receive a Suppiier ID, you may complete a Supplier Direct Deposit
Authorization Form to have payments conveniently deposited into your account
with your financial institution. Section 4 MUST be completed by your financial
institution. The original form MUST be mailed to the address at the top right of the
form

Cabin Repair/Siding Project Pickwick Landing Pk

See all of my events

If you have a Supplier ID and need new o additional Edison Access IDs,
click Create New User Accounts. Your Tax Number is required

7. Within minutes, you should receive 3 emails from erp.prd@tn.gov.
1. User ID Registration - showing your account request has been approved and it lists your

Supplier Portal login and Supplier ID.

User ID Registration
- < [ sen
erp.uat@tn.gov © [ ol
Te 12:31 PM
Retention Policy 90 Day Delete (90 days) Expires 6/15/2021

Welcome Tennessee State Government User,

Your supplier user account request has been approved. Below is your Edison Access ID. You will receive
multiple emails during the approval process. Once your account has been fully created, you will receive a
temporary password to access the Edison Supplier Portal and begin doing business with the State of
Tennessee.

Edison Access 1D: TN@DISUPPLIERS
Supplier 1D: 0000012345

If you have any questions, please contact Supplier Maintenance team at 615-741-9745 or by email at

Supplier.Maintenance@tn.gov.

This is a system generated email, please do not reply.
Thank you

2. New User Account Creation — states that your user account has been successfully
created and it lists your Supplier ID/Name and Supplier Portal login.

Department of
TN Finance &
= Administration Page 8
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New User Account Creation

& -
erp.uat@tn.gov il b
To 12:31PM
Retention Policy 90 Day Delete (90 days) Expires 6/15/2021

Welcome Tennessee State Government User,

A user profile has been created for you in the Edison Supplier Portal. The Supplier Portal is a self-service
module that provides prospective suppliers with important information about how to go about doing
business with the state and provides suppliers access to view the real-time status of their purchase orders,
invoices and payment information.

Your Edison Access ID is provided below and your Edison Temporary Password will be sent in a separate
email.

Supplier Name: DI Suppliers
Supplier ID: 9ppp012345
Edison Access ID: TN@DISUPPLIERS

If you have any questions, please contact Supplier Maintenance at 615-741-9745 or email
Supplier.Maintenance@tn.gov.

This is a system generated email, please do not reply.

Thank you.

3. Edison Login Information — states that a temporary password has been setup for your
Supplier Portal login.

[Secure Email] — Edison Login Information for DI Suppliers

« %y Reply All F d
erp.uat@tn.gov D Reply %) Reply —> Forwar

To Wed 3/17/2021 12:36 PM

Retention Policy 90 Day Delete (30 days) Expires 6/15/2021
Your Edison Access 1D and Temporary Password have been established:

ame: D) Suppliers
Edison Access ID: TN@DISUPPLIERS
Edison Temporary Password: bv7\dovs

Please type in your Edison Access 1D along with the Edison Tempeorary password above. Dnce you have entered the
temporary password, you will be prompted to setup a new password that you will use to log into Edison. You will also be
required to set up a secure profile. Please login and change your password as soon as possible. If you have questions on
changing your password, instructions are located at: Identity and Access Reference Guide, The Edison Welcome Packet
and other helpful documents are available in Edison on the Training Work Center at: Training>Self Service Training>
Getting Started in Edison.

External Agency Learners:
Please use the login information in this message to access the system at the URL provided below. Click here to change

your password:  https://www.edison.tn.gov

Suppliers:
If you registered to become a supplier for the State of Tennessee, please consider this email confirmation and approval
of your application. Please use the login information in this message to access the system at the URL provided below.

Click here to change your password: https://www.edison.tn.gov

If you need assistance with changing your password, please contact:
For Suppliers and External Agency Learners:

Edison Help Desk

7:00am. -4:30 p.m. CT

Department of
TN Finance &
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Logging into the Supplier Portal for the First Time
After receiving your emails from erp.prd@tn.gov with your TN@ user name and temporary password,
you can now log into the Supplier Portal and change your password.

1. Loginto the Supplier Portal by navigating to www.edison.tn.gov and clicking on the Supplier

Portal Home Page.

Employee Portal Login Partners for Health

Supplier Portal Home Page

Edison Service Desk
If you have any question about your benefits

1-866-376-0104 or
contact the Benefits Administration Service

615-741-HELP (4357)

Hours of Operation:
7:00 a.m. to 4:30 p.m. CST
Monday through Friday(except holidays)

Payroll Call Center

If you have questions about your paycheck,
your bank account information, direct
deposit, lost or stolen checks, taxes &
deductions, or your W-2 form contact

the Payroll Call Center at:

1-877-944-3873 or
615-741-PAID (7243)

TN Tennessee
— State Government

Announcement: Update Supplier Commodity Codes

Instructions to Update Supplier Commadity codes
‘Supolier Commodity Codes Soread Sheet

Please do not use Google Chrome when using the Edison Supplier Portal. Under

this browser, you will see issues with how pages are displayed and uploading

documents. Please use either Mozilla Firefox or Internet Explorer. We apologize

for this inconvenience.

Retrieve Access ID

First Time Login / New Hire

Center at:

1-800-253-9981 or
615-741-3590 or visit:

https://www.in. gov/partnersforhealth.html

External Learners

S§TS Customer Care Center

If you have questions about Outlook, Active
Directory, 3270 passwords, STS network

issues, STS server issues, telephone issues, or

hardware issues (copiers, fax machines, scanners)

contact the §TS Customer Care Center at:

1-800-342-3276 or
615-741-1001

A Maintenance/Special Notices

No articles currently available

2. On the Supplier Portal home page, click on the Sign In link.

Welcome to the Edison Supplier Portal.

This s the central access point for our suppliers and business partners to view
valuable information related to conducting business with us. In addition, active
suppliers and business pariners may also log in o our secure system from this
portal to access current transaction information for their accounts.

Do you have an existing Edison Access ID?

Click on Sign the Edison Supplier Portal.

Events Personalize | Find | & | 5
Event Name

VAM Vehicle Wrap Materials

Window Installation at Pickwick Landing Park
VAM Car Wraps Installations

TWRA CWD Crematory

TDOC Inmate Television

Cabin Repair/Siding Project Pickwick Landing Pk

See all of my events

First 4 160f6 () Last

Looking to do business wib the State offfennessee?
o do business with the State of Tennessee, you MUST:
Register as a Supolier

o To help ensure your registration is completed accurately and to help
avoid processing delays, click here for the Edison Supplier Portal
Registration Manual

o The IRS W-9 required to be attached to the registration can be found
atthis link IRS-W Form
AFTER you receive a Supplier ID, you may complete a Supplier Direct Deposit
Formto h s deposited into your account
with your financial institution. Section 4 MUST be completed by your financial

institution. The original form MUST be mailed to the address at the top right of the
form,

It you have a Supplier ID and need new or additional Edison Access IDs,
click Create New User Accounts. Your Tax Identification Number is required.

In the Access ID field, enter your TN@ login listed in the emails.

Department of
Finance &

m AdMministration

dison

Welcome to Supplier Portal

Contact Us:

For assistance with supplier information, please contact

Supplier Maintenance at 615-741-9745 or

email Supplier.Maintenance@tn.gov.

For payment inquiries, please contact
Accounts Payable at 615-532-5150 or

email E_A Accounts@tn.gov.

For Password and User ID Assistance, please contact the

Edison Help Desk at 615-741-HELP.

For assistance with bidding procedures and commodity

codes, please contact Bidder Services at 615-741-6875
or email Bidder Registration@tn gov

Page 10
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Sign In:

Enter yvour Access ID.
Accezs ID: TN@DISUPPLIERS

Continue

Where do I enter my password?

4. Click Continue; enter temporary password from the email received and click the Enter button

Sign In:

Fleaze enter yvour password

&

Paszword:

5. You will be prompted to reset your password.

Department of
Finance &
_Administration Page 11
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Reset Your Password

Flease enter your current/temporary password and new password twice below.

A valid password must meet all of the following conditions:
» Password must not contain the following character(s): & ,<>"%~""@.

Password must not match or contain first name.

Password must not match or contain last name.

Password must not be longer than 22 character(s).

Password must contain at least 2 alphabetic character(s].

Password must be at least 8 character(s) long.

Password must contzin at least 1 lowsrcase |etter(s).

Password must contzin at least 1 numeric character(s).

Password must contzin at least 1 special character(s).

Password must contain at least 1 uppercase letter(s).

Password must not be one of 12 previous passwords.

Password must not match or contain user ID.

L I L L

click to enter
Current Temporary Pazzword
-
click
New Pazzword o e Passwaord:
click to amter I

Confirm New Pazzword

After confirming your new pazsword, pleaze ONLY HIT ENTER ONCE az there
iz a slight delay while p ing your new p rd.

6. For the section highlighted above, Current/Temporary Password, enter the temporary password
received in the email again.

TN J»:’pdrlrmm of
Finance &
_Administration Page 12
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Reset Your Password
Please enter your current/temporary password and new password twice below.

A valid password must meet all of the following conditions:
» Password must not contain the following character{s): & <>""%%~""@.
Password must not match or contain first name.

Password must not match or contain last name.

Password must not be longer than 22 character(s).
Password must contain at least 2 alphabetic character(s).
Password must be at least 8 character(s) long.

Password must contain at least 1 lowercase letter(s].

Password must contain at least 1 numeric character(s).

Password must contain at least 1 special character(s).

Password must contzain at least 1 uppercase letter(s).

Password must not be one of 12 previcus passwords.

Password must not match or contain user ID.

click

CurrentTemporary Pazsword o eeter
I( ™\

click
New Pazzword toeter Paszward:

click LTI
Confirm New Pazzword Toeeter |

i

After confirming your new pazsword, pleaze ONLY HIT ENTER ONCE as there
iz a slizht delay while proceszing your new pazsword.

7. Click the Enter button. The first step now shows Completed and the New Password field is
highlighted.

TN J»:’pdrlrmm of
Finance &
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Reset Your Password
Please enter your current/temporary password and new password twice below.

A valid password must meet all of the following conditions:
» Password must not contain the following character(s): & ,<>="%~""@.

Password must not match or contain first name.
Password must not match or contain last name.

Password must not be longer than 32 character(s).

Password must contain at least 2 alphabetic character(s].
Password must be at least 8 character(s) long.
Password must contain at least 1 lowercase letter(s).

Password must contain at least 1 numeric character(s]).
Password must contain at least 1 special charactar(s).
Password must contain at least 1 uppercase latter(s).

Password must not be one of 12 previous passwords.

Password must not match or contain user 1D,

CurrentTemporary Pazsword

New Pazzsword click o enfer

Confirm New Pazzword clickto exfer ||

After confirming your new pazsword, pleaze ONLY HIT ENTER ONCE az there
iz a slight delay while procezzing your new pazsword.

8. Enter the desired password; it must meet the conditions listed at the top of the Reset Your
Password page.

TN Department of
Finance &
_Administration Page 14
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Reset Your Password

Please enter your current/temporary password and new password twice below.

A valid password must meet all of the following conditions:
Password must not contain the following character(s): & <>"%a~""" @.
Password must not match or contain first name.

Password must not match or contain last name.

Password must not be longer than 22 character(s].
Password must contain at least 2 alphabetic character(s).
Pazsword must be at least 8 character(s) long.

Password must contain at least 1 lowercase letter(s).
Password must contain at least 1 numeric character(s).
Password must contain at least 1 special character(s).
Password must contain at least 1 uppercase letter(s).
Password must not be one of 12 previous passwords.
Password must not match or contain user ID.

CurrentTemporary Pazzword
click
New Pazsword o ester

Confirm New Pazsword chickto exter

After confirming your new pazzword, pleaze ONLY HIT ENTER ONCE az there
iz a slight delay while proces=ing your new password.

9. Click the Enter button. The second step now shows Completed and the Confirm New Password
field is highlighted.

TN J»:’pdrlrmm of
Finance &
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Please enter your current/temporary password and new password twice below.

A valid password must meet all of the following conditions:
# Password must not contain the following character(s): & <>"%~""@.
» Password must not match or contain first name.

-

Password must not match or contain last name.
Password must not be longer than 22 character(s).

-

Password must contain at least 2 alphabetic character(s].
Password must be at least 8 character(s) long.
Password must contain at least 1 lowercase latter(s).

-

-

Password must contain at least 1 numeric character(s].

-

Password must contain at least 1 special character(s).

Password must contain at least 1 uppercase letter(s).

-

Password must not be one of 12 previous passwords.

Password must not match or contain user ID.

Current Temporary Pazssword

New Pazzsword Paszword:
Confirm New Password click to ester |
o

After confirming your new password, pleaze ONLY HIT ENTER ONCE as there
iz a slight delay while procezzing your new pazzword.

Reset Your Password

10. Re-enter your new password typed in the step above.

TN Department of
Finance &
.Administration
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Reset Your Password

Please enter your current/temporary password and new password twice below.

A valid password must meet all of the following conditions:
& Password must not contain the following character(s): B <>"%~"""@.
» Password must not match or contain first name.

» Password must not match or contain last name.

# Password must not be longer than 32 character(s).

» Password must contain at least 2 alphabetic character(s].
& Password must be at laast 8 character(s] long.

» Password must contain at least 1 lowercase letter(s).

» Password must contain at least 1 numeric character(s].

* Password must contain at least 1 special character(s).

» Password must contain at least 1 uppercase letter(s).

# Password must not be one of 12 previous passwords.

» Password must not match or contain user 1D,

Current Temporary Paszword

New Pazzword -
click
Confirm New Pazzword fo ester
After firming your new p d, pleaze ONLY HIT ENTER ONCE az there

iz a slight delay while processing your new pazsword.

11. Click the Enter button. All steps now show Completed and the password is processing. *NOTE:
Passwords are set to expire every 90 days; if yours has expired, you will automatically be
redirected to this Reset Your Password page.

Department of
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Reset Your Password

Fleaze enter your current/temporary password and new password twice below.

A valid password must meet all of the following conditions:
» Password must not contain the following character(s): & ,<=""%~"""@.
» Password must not match or contain first name.

Password must nat match or contain last name.

Password must not be longer than 32 character(s).

Password must contain at least 2 alphabetic character(s).

Password must be at least 8 character(s) long.

Password must contain at least 1 lowercase lettar(s).

Password must contain at least 1 numeric character(s).

Password must contain at least 1 special character(s).

Password must contain at least 1 uppercase letter(s).

Password must not be one of 12 previous passwords.
Password must not match or contain user ID.

CurrentTemporary Pazzword
P

New Pazsword T Password:

Confirm New Pazsword

After firming your new p d, pleaze ONLY HIT ENTER ONCE as there
iz a slight delay while pr ing your new p d.

a"\-s

Processing....

12. After a successful password reset, you will need to complete setting up your security profile.
Click the Continue button.

Setting up your Security Profile

Over the next few pages you will be required to set up your security profile. Please take a moment to familiarize yourself with this information before proceeding. Once completed, your security profile will add new layers of security to your account by helping
us verify you as a trusted user and help you identify us as a trusted site. After you review this information, please dlick Continue to get started.

Security Image and Phrase

The security image and phrase feature will help ensure that yeu are entering your passwerd on a trusted site. You will be required te select an image of your choice, which includes an associated security phrase and the current date and time.

One-Time Password

The one-time password feature will send a temporary password to an email address of your choice when security risk levels are high or if you forgot your password. The email address may be a work or personal address.

Please click Continue to sef up your security profile. Coninue

13. Selecting your Security Image and Phase — this page displays a picture and phrase that is specific
to your account and will be on your Password login screen. If you want to change the picture,
click the Change your image and phrase link, otherwise click the Continue button.

1

TN Finént‘:é‘lsl“
.Administration Page 18




State of Tennessee
A Bright Idea for State Government Su p p Iie r WO rk O rd ers

Selecting your Security Image and Phrase

The =ecurity image and phrase feature is used to
ensure that you are entering your password on our
official site. The image below is your currently
=selected security image and phrase where you will
enter your password when logging inte Edison in the
future. To select a different image, which includes an
auto-generated phrase, please click Chanage vour
image and phrase until yvou find an image and
phrase you like. Once selected, please click
Continue to proceed.

Note:

Flease remember to never enter your password
when logging into Edison unless you see your
personalized image and phrase with a current
freshness date.

Your personal

sewrig image

Your personal

. friendly P-rade sw phrase
W

Learn more about your personalized security image
and phrase

Change your image and phrase

Continue

14. The One-Time Password Registration page is used to list the email address that will be used for
the Forgot My Password link. When this functionality is used, a one-time code will be sent to
this email address in order to reset your Supplier Portal password.

One-Time Password Registration

Please enter your email address. If you forget your password in the future or if high risk security levels are exceeded, a one-time password can be sent to you by email to verify you as 3 trusted user. The email address may be a work or personal address.
The email address must be unique, valid, and enly accessible by you.

If you decline to enter an email address, we will be unable to send you a one-time password in the future, which could cause a delay in gaining access to Edison. You will have the ability to add a one-time password email address in the future if one is not
provided at this time. It is highly recommended to provide an email address.

Email Address *

] L comsent for fhe State of Tenaessse o end  one-ime passwond to the above sl
address. I acknowledge that the emsil address is unique, valid, and only aceeszible by
me.T. ibility to protect any login credentials i intai
them in the stricest of confidence.

I acknowled, i i
to Edison if sifuaions arice in the fafure that require verification by onetime
passwond.

Box must be checked befors continuing, *

15. Enter the email address, check the consent checkbox, and click the Continue button.

Department of
TN Finance &
. Administration Page 19




State of Tennessee
Supplier Work Orders

Email Addresz | DISuppliers@gmail.com *

I conzent for the State of Tenneszee to send a one-time pazzword to the above email
addresz. I acknowledge that the email addres= iz unigue, valid, and only acceszzible by
me, I azzume the rezponzibility to protect any login credentialz in order to maintain
them in the strictest of confidence.

I acknowledge that not providing an email addrezz will caunze a delay in gaining access
to Edizon if situations arize in the future that reguire verification by one-time
pazzword.

Box must be checked before continning, *

One-Time Password Registration

Please enter your email address. If you forget your password in the future or if high risk security levels are exceeded, a one-time password can be sent to you by email to verify you as 3 trusted user. The email address may be a work or personal address.
The email address must be unique, valid, and only accessible by you.

IF you decline to enter an email addrass, we will be unable to send you a one-time password in the future, which could cause a delay in gaining access to Edison. You will have the ability to add a one-time password email address in the future if one is not
provided at this time. It is highly recommended to provide an email address.

Email Address | megan. gofi@in goi|

1 ‘Tennesses to send a one-ti d to the aby il
address. T acknowledge that the email address is unique, vakid, and only aceessible by
‘me. T assume the responibilty to protect any login credeatials in order to maintain
them ix.the strictest of confidence.

1 acknowledge that not providing an email address will cause a delsy in gaining aceess
oo iouadions rioe n the fu o N

pazsword.

Box must be checked hefore continuing. *

I Continue

16. The Acceptable Use Policy for the State of Tennessee displays. Read through it and click the
Consent check box at the bottom and the | agree box.

STATE OF TENNESSEE
Acceptable Use Policy

State of Tennessee Information Technology Resources

Purpose:
The purpose of this policy is to outline the ble uses of State T (IT) resources for the State of Tennessee. The policy outlines the standards and constraints for acceptable use of State IT resources, regardless of
hosting location, which means all equipment, networks, hardware, software, data, technical knowledge, expertise and other resources including, but not limited to, computing equipment, phones, end-user and application software and

telecommunications cquipment whether owned, leased or otherwise provided by the State. This policy is in place to protect both the users of State IT resources and the State of Tennessce. [nappropriate use exposes the State to many risks

including non-compliance with local, state and federal laws, rules and policies, violation of contracts and licenses, and compromise of State IT resources

Reference:
Termessee Code Annotated, Section 4-3-3501, et seq., effective July 1, 2015.
Termessee Code Annotated, Section 10-7-504(3), effective May 30, 2001.
Termessee Code Annotated, Section 10-7-512, effective May 27, 1999,
Information Systems Council Policies.

State of Termessee Security Policies.

[Objectives:
- Ensure the integrity and of State IT resources that may be processed in any manner by the State or any agent of the State.

Ensure proper usage of State IT resources
- Ensure proper usage of State IT resources

« Prevent access to State IT resources from d users or ized access or ized use
« Inform users there is no expectation of or right o privacy in their use of State IT resources.

« Prevent individuals from using State IT resources fo obtain anything of value to which those individuals are not entitled
« Prevent individuals from wrongfully or improperly using or harming State IT resources

Department of
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Privacy Expectations

The State of Tennessee monitors State IT resources, including, but not limited to. real time monitoring. Users have no expectation of or right to privacy. All transactions and communications are|
examined by management for any reason including, but not limited to, security and/or employee conduct.

I acknowledge that I must adhere to this policy as a condition for receiving access to State of Tennessee IT resources.

T understand the violation or disregard of this policy may result in my loss of access and disciplinary action, up to and including termination of my employment, termination of my business relat
appropriate legal action, including possible prosecution under the provisions of the Tennessee Personal and Commercial Computer Act of 2003 as cited at Tennessee Code Annotated, § 39-14-6!

ave read and agree to comply with the policy set forth herein.

Iagree

17. A second Acceptable Use Policy page displays that is specific to Suppliers (a Non-Disclosure

Agreement). Read through it and click the | agree box followed by the Save button.

STATE OF TENNESSEE

Acceptable Use Policy

Network Access Rights and Obligations

Nondisclosure Agreement ("Agreement”). By clicking below. you certify legal capacity to bind [the name of the entity].together with its affiliates. assigns, officers, directors, and employees,
hereinafier referred to as "Company", to the terms of this Agreement and that the Company agrees that all material and information. regardless of form. medium or method of communication,
provided to you by the State of Tennessee ("State) under this [Solicitation or Clmtract # or Capl:cm] or. acqum:d by vou on behalf of the State shall be regarded as "Confidential Information."

Ceonfidential Information shall include, but not be limited to, all State inf processing systems. telecommunications systems, or other communications
systems of the State, and shall also include: (A) Plans, secunty codes. p ds, combi: used to protect electronic information and government property: (B)
Information that would identify those areas of 1 or op 1 vul bility that would permlt unla\vful disruption to, or interference with, the services provided by a governmental entity;
(C) Information that could be used to disrupt, interfere with. or gain horized access to el or government property; and (D) the identity of a vendor that provides to the state
goods and services used to protect: (i) electronic information processing systems: (i) tel i and other ion systems; (iif) data storage systems; (iv) government employee

information; or (¥) citizen information.

Nothing in this Agreement shall permit Company to disclose any Confidential Information, regardless of whether it has been disclosed or made available to Company due to intentional or negligent
actions or inactions of agents of the State or third parties. Confidential Information shall not be disclosed except as required under state or federal law. To the fullest extent allowable under applicable
law or regulation, the Company shall promptly notify the State and provide a reasonable opportunity to oppose any disclosure required under state or federal law. Strict standards of confidentiality of
records and information shall be in accord: with licable state and federal law. Company shall take all necessary steps to safeguard the confidentiality of such material or
information in conformance with applicable state and federal law.

The Company shall safeguard and hold in strict confidence such Confidential Information and prevent disclosure thereof to third parties, without the written consent of the State. The Company shall
further restrict disclosure of such Confidential Information to only those employees who have a need to know and who have a d y similar to this
Agreement.

Confidential Information delivered by the State to the Company shall be for the purpose of exploration of business opportunities involving the State and Company. No other use of the Confidential
Tnformation is granted without the written consent of the State. In the event the State gives its approval for the Company to disclose Confidential Information to a third party. the Company shall
ensure that all such disclosures are marked with appropriate legends. the receiving third party enters into a non-disclosure agreement with terms at least as protective as those contained in this
Agreement, and any other conditions reasonably required by the State in order to preserve the confidential nature of the information and the State's rights therein.

This Agreement is made effective as of the date set forth above and may thereafter be terminated by either party upon the giving of thirty (30) days written notice to the other party of 1|s mtﬁmmﬂw

terminate. Upon termination of this Agreement and the written request of the State, the Company shall promptly retum to the State all materials and copies i the C;

All obligations on the parties regarding protection of Confidential ion under this A shall survive ter of the A

This Agreement shall not be construed as a teaming, joint venture or other such arrangement; rather, the parties agree that this Agreement is for the purpose of protecting C: ial
only.

This Agreement shall be governed by and construed in accordance with the laws of the State of Tennessee. The Tennessee Claims Commission or the state or federal courts in Tennessee shall be the
venue for all claims, disputes, or disagreements arising under this Agreement. The Company acknowledges and agrees that any rights, claims, or remedies against the State of Tennessee or its
employees arising under this Agreement shall be subject to and limited to those rights and remedies available under Tenn. Code Ann. §§ 9-8-101 - 407.

Non Disclosure Agreement, please read before

accepting

I T Agree ' I Decline I Save I
—

18. You are now successfully logged into the Supplier Portal.
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Section 3 - Work Order Management
Work Orders are created using the invoice information in order to track planned and unplanned
maintenance for a state-owned vehicle.

In the pages to follow, you will learn how to do the following:

1. Create a Work Order from an Invoice
2. Create a Credit Work Order from an Invoice
3. View an Existing Work Order

Flnance &‘
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Create a Work Order from an Invoice

Once maintenance is complete and the invoice is ready for processing, the invoice information can be
entered into the work order on the Supplier Portal. *NOTE: You will not be able to create work orders

until you are first notified by VAM staff that all your additional required security has been setup.

After logging into the Supplier Portal, navigate to the work order: Main Menu>Supplier>TN

Supplier>Supplier Work Order.

Main Menu ¥ Supplier ¥ TN Supplier ¥ Supplier Work Order

TN Tennessee
— State Government

Supplier Work Order

Search for a Work Order Add a New Work Order

w Search Criteria

Business Unit |
Work Order ID
Long Desmptionm
Desmptionm
Priority Code
Service Group[begins with V|
Work Order Type[begins with V|
Work Order Statusm
[case sensitive
Limit the number of results to (up to 300): 300

Enter any information you have and click Search. Leave fields blank for a list of all values.

PLLLHLHL LL

@)
Search Clear |Basic Search (2 Save Search Criteria

2. Click on the Add a New Work Order tab.

Supplier Work Order

Search for a Work Order Add a New Work Order

Business Unit 32101 | Q,
Work Order ID NEXT

Work Type (&}
Service Group| FLEET &}
Shop|32101 Q

Priority Code |3 (&}
Required Start|03/17/2021 |5
Required End|03/17/2021 |[3]

Department of
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3. The Business Unit field should always default to 32101. If it does not, click on the lookup icon
next to the field and select 32101 from the list.

4. The Work Order ID field should always be grayed out and display NEXT; when the work order is
saved, the system will assign a 10-digit work order ID to it.

5. Click the lookup icon next to the Work Type field.

Supplier Work Order

Search for a Work Order Add a New Work Order

Business Unit 32101 |Q
Work Order ID NEXT
Work Type
Service Group | FLEET
Shop|32101
Priority Code |3 QL
Required Start 03/17/2021 |3
Required End|03/17/2021 [

a,
a,

6. Select the appropriate Work Type for the maintenance that was performed. *If any part of the
maintenance was Preventive Maintenance, select PM.

Look Up Work Type

SetlD 32108

Work Type|begins with ||

Look Up Clear Cancel Basic Lookup

Search Results

View 100 First ‘4 41410f11 ‘B Last
Work Type Description Short Description
AG Agency In-House Maint Agcy IH

Al Accident - Insurance  Acc/ins

AN Accident - No Insurance Acc/Mo Ins

CR Credit Credit

EL End of Lease End Lease

HD Hail Damage Hail Dmg

P Preventive Maintenance Preventive

RE Recall Recall

VA Vandalism Wandalism

VIV Maintenance Maintenanc

WA Warranty Warranty

TN Department of
Finance &
_Administration Page 25




¢ Idea for St

State of Tennessee
Supplier Work Orders

*Explanation of Work Types*

Work
Type Description Example of Use
AG Agency In-House Maint *Not to be used by suppliers.

For any maintenance that involves an accident repair
Al Accident - Insurance and is covered by insurance.

For any maintenance that involves an accident repair
AN Accident - No Insurance and is not covered by insurance.

For any maintenance related charges that resulted in a

credit (i.e. core return or incorrect previous invoice
CR Credit entry).

For any damage related charges that are associated

with a leased asset after it was returned to the leasing
EL End of Lease company.

For any maintenance that occurs as a result of hail
HD Hail Damage damage.

For any maintenance that involves routine PM tasks
PM Preventive Maintenance on a pre-scheduled basis (i.e. changing oil).

For any maintenance that is part of a
RE Recall factory/manufacturer recall.

For any maintenance that occurs as a result of an act
VA Vandalism of vandalism.

For any maintenance that is not Preventive
VM Maintenance Maintenance.

For any maintenance that is performed while still
WA Warranty under warranty.

7. After selecting the desired Work Type, you are returned to the Add a New Work Order page

with the Work Type field populated.

Finance &
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10.

11.

12.

Supplier Work Order

Search for a Work Order

Business Unit 32101 | Q
Work Order ID NEXT
Work Type PM aQ,
Service Group FLEET
Shop|32101

Priority Code|3 aQ
Required Start 03/17/2021
Required End 03/17/2021

Add a New Work Order

a
Q

!
Gl

The Service Group field should always default to Fleet. If it does not, click on the lookup icon

next to the field and select Fleet from the list.

The Shop field should always default to 32101. If it does not, click on the lookup icon next to the

field and select 32101

from the list.

the field and select 3 from the list.

needs to reflect the actual date of service.

Once all fields have been entered, click the Add button.

Supplier Work Order

Search for a Work Order

Business Unit|32101 |G
Work Order ID NEXT
Work Type PM Q
Service Group FLEET
Shop| 32101
Priority Code|3 Q,
Required Start| 031772021
Required End|03/17/2021

Add a New Work Order

a
a

E
£l

Department of
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The Priority Code field should always default to 3. If it does not, click on the lookup icon next to

The Required Start and Required End fields should always default to current date. *This date
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13. On the Work Order page, click in the Description field (at the top of the page) and enter the

Work Order | Reguirements

reason for the maintenance/type of maintenance being performed.

Work Order NEXT

“Description

Qil change, 25k mile service|

WO Status Open

*Wo Type| Preventive Maintenance
*Priority | Standard
*Shop 32101

v]

v

Q. VAM Garage

Asset Unit 32101 Q, General Services

Tag Number o=
Asset Criticality
Work Order Tasks Personalize | Find | View All | (2 | B First ‘&' 10f1 * Last
Main
*Description Tag Number Status Duplicate this Task
Q, Q.5 [Open v O [+ [=]

FPrint Preview

[F]save |[[=]Nofify | |22 Refresh [+ Add || Updatemisplay

Created On By
[El Required Start|03/17/2021 [ End 03172021 5
WO Duration 1.00 Hours
Approval Status Approved
Service Unit &}
Service Request &}

Supplemental Data
Meter Readings

14.

Work Order | Reguirements

In the Tag Number field, enter the license plate number of the vehicle.

Work Order NEXT

*Description

Oil change, 25k mile service

226 characters remaining
WO Status Open

*WO Type \ Preventive Maintenance
*Priority | Standard
*Shop 32101

v]

v]

Q. VAM Garage

L General Services
Tag Number |51TM&2 * | JECAR POLICE V&

Work Order Tasks
Main

*Description Tag Number

@, [s1Tmss

Print Preview

Q.5 [Open

Created On By
Required Start 03/17/2021 [F End 03172021 [5]
WO Duration 1.00 Hours

Approval Status Approved

Service Unit

Service Request

Supplemental Data
Meter Readings

Asset Criticality
Personalize | Find | View a1l | G | = First ‘4 10f1 '} Last

Status Duplicate this Task

v O FHE
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15. Click the lookup icon next to the Description field (at the bottom of the page) of the Work Order
Tasks section.

Work Order Reguirements

Work Order NEXT Created On By
*Description | Oil change, 25k mile service [E] Required Start 03/17/2021 [5  End|03117/2021 [5]
WO Duration 1.00 Hours

226 characters remaining

WO Status Open Approval Status Approved
WO Type | Preventive Maintenance v| Service Unit Q
*Priority | Standard v| Service Request Q
*Shop 32101 Q. VAM Garage
Supplemental Data
Meter Readings
Asset Unit 32101 @ General Services
Tag Number [51TM28 x | [F/CAR POLICE V8

Asset Criticality

Work Order Tasks Personalize | Find | View £l | CY | = First ‘4 10f1 '*' Last
Main
*Description Tag Number Status Duplicate this Task
a [§1Tmes Q5 [Open v O HE
Print Preview

16. On the Look Up Description page, you can find a task 2 different ways:

e Option 1 - Select an option from the System drop down and click the Look Up button.
The System correlates with the area of the vehicle being worked on (i.e. Engine, A/C,
etc.).

TN Department of
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Look Up Description x
System\:—v[ ~ ~
Task Description L
Air Conditioning
Look Up Clear Cq Aircraft
Arrow/Message Board
Search Results / ¢
Backhoe
Only the first 300 results of a possi| Body/ Accessories
View 100 Brakes raoo &) Las
Description Task Descri Brush Chipper
Air Conditioning AIR CONDI| Bulldozer
A?r Cond\t?on?ﬂg AIR CONDI Clutch
Air Conditioning AR CONDI .
| ArCondtioning AR CONDI Complete Unit
Air Conditioning AIR CONDI| Cooling/Heating E
_{ Air Conditioning AR CONDI| core pril
Air Conditioning AR CONDI . ARINGS
Air Conditioning AR CONDI Cyinder Head
AIrCondiioning AR CONDI| Dicher
Air Conditioning AIR CONDI| Dragline
Air Gonditioning AIR GONDI| pryve Line
Air Conditioning AR CONDI Electrical TEM
Air Conditioning AR CONDI
| Air Conditioning AIR CONDI| Emission
| AirConditioning AR CONDI| Engine w
df Air Conditioning AR CONDITIONING HOSE
Air Conditioning AR CONDITIONING MUFFLER
Air Conditioning AR CONDITIONING PRESSURE RELIEF VALVE
Air Conditioning AR CONDITIONING REFRIGERANT
4 Air Conditioning AIR CONDITIONING RELAY SWITCH
Air Conditioning AR COMDITIONING SHAFT SEAL
Air Conditioning AR CONDITIONING SWITCH, PRESSURE CYCLING
Aircraft AIRCRAFT
ArrowMessage Board ARROWMESSAGE BOARD LIGHT PANEL
ArrowiMessage Board ARROWMESSAGE BOARD LIGHT SHIELD
ArrowiMessage Board ARROWIMESSAGE BOARD PROGRAMMING
Backhoe BACKHOE BOOM LIMITING DEVICE &
< >

e Then you can select the specific area of maintenance within the system selected.

Look Up Description

System| = ~| [ Air Cconditioning ]
Task Description| begins with -~
Look Up Clear Cancel | BasiclLookup

Search Results

View 100 First ‘4 423of2a B Last

Description Task Description

%ir Conditioning: AIR CONDITIONING ACCUMULATOR

Air Conditioning AIR CONDITIONING AIR DUCT, AIR VENT

Air Conditioning AIR CONDITIONING BLEND DOOR

Air Conditioning AIR CONDITIONING BRACKETS & HARDWARE

Air Conditioning AIR CONDITIONING CLUTCH HUB & DRIVE PLATE
Air Conditioning AIR CONDITIONING COMPRESS0R

Air Conditioning AIR CONDITIONING COMPRESS0R PULLEY, BEARINGS
Air Conditioning AIR CONDITIONING CONDENSER

Air Conditioning AIR CONDITIONING CONTROL CABLE

Air Conditioning AIR CONDITIONING CONTROLS

Air Conditioning AIR CONDITIONING DRIVE BELT

Air Conditioning AIR CONDITIONING EVAC AND RECHARGE SYSTEM
Air Conditioning AIR CONDITIONING EVAPORATOR
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e Option 2 - In the Task Description field, type a keyword for the system/subsystem that
was performed and click the Look Up button. Then you can select the specific area of
maintenance if the overall system is unknown.

Look Up Description

System|= vl vl

Task Description| begins with ~||Qil

Look Up Clear Cancel Basic Lookup

Search Results

View 100 First ‘&) 1.12c0f12 B Last

Description Task Description

Qil Distributor OIL DISTRIBUTOR BELT

0il Distributor OIL DISTRIBUTOR BURNER

Oil Distributor OIL DISTRIBUTOR CLUTCH

0il Distributor OIL DISTRIBUTOR GAUGE

Oil Distributor OIL DISTRIBUTOR. HAND WAND

Qil Distributor OIL DISTRIBUTOR KEROSENE PUMP

Qil Distributor OIL DISTRIBUTOR PACKING

0il Distributor OIL DISTRIBUTOR PROPAME TANK

0il Distributor OIL DISTRIBUTOR REGULATOR

0il Distributor OIL DISTRIBUTOR SPRAY BAR/NOZZL ESHOSES
Oil Distributor OIL DISTRIBUTOR THERMOCOUPLE

Qil Distributor OIL DISTRIBUTOR THERMOSTAT SEMSOR
Qil Distributor OIL DISTRIBUTOR VALVE

*NOTE: Only 300 results will display in the Search Results at a time. To narrow this down,
you will need to follow one of the 2 options listed above.

17. After selecting the desired task description, you are returned to the work order and the selected
task description displays.

Work Order Reguirements
Work Order NEXT Created On By
*Description | Oil change, 25k mile service ] Required Start 03/17/2021 [ End 0341772021 [
WO Duration 1.00 Hours
226 characters remaining
WO Status Open Approval Status Approved
*WO Type | Preventive Maintenance v Service Unit Q
*Priority [ Standard v Service Request a
*Shop (32101 Q, VAM Garage
Supplemental Data
Meter Readings
Asset Unit[32101 Q,  General Services
Tag Number S1TM38 Q FICAR POLICE V8
Asset Criticality
Work Order Tasks Personalize | Find | View All | I@l E First ‘&' 10f1 '*' Last
Main
*Description Tag Number Status Duplicate this Task
I MAINTENANCE OIL AND LUBE x rIL S1TM38 Q. [Open v O [+ =]
Print Preview
[S]save || Notify | i Refresh [ 4 Add || %] Update/Display
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18. To add additional tasks to the work order, click the + sign at the end of the row and follow steps
15 and 16.

Work Order Reguirements
Work Order NEXT Created On By
*Description | Oil change, 25k mile service Required Start 03/17/2021 [6) End 0317/2021 [
WO Duration 1.00 Hours
226 characters remaining
WO Status Open Approval Status Approved
WO Type | Preventive Maintenance v Service Unit Q
*Priority | Standard v Service Request Q
*Shop [32101 C,  VAM Garage
Supplemental Data
Meter Readings
Asset Unit 32101 @, General Services
Tag Number [S1TM88 @ [FCAR POLICE V8
Asset Criticality
Work Order Tasks Personalize | Find | View All | @l First ‘&' 10f1 ‘*' Last
Main
*Description Tag Number Status Duplicate this Task
MAINTENANCE OIL AND LUBE x| Q [s1TmEs Q5 [Open v O
Print Preview
[Fl8ave | [~ Nofify = Refresh [ % Add #| Update/Display

19. If the maintenance performed required a pre-approval from VAM staff, they would have
provided a Service Request number; this needs to be entered on the work order to tie the pre-
approval to the invoice.

20. Click in the Service Unit field; type 32101.

Work Order || Reguirements

Work Order NEXT Created On By
*Description | Qil change, 25k mile service (E] Required Start | 03/17/2021 [5  End|0317/2021 [+
WO Duration 1.00 Hours

226 characters remaining

WO Status Open Approval Status Approved
*WO Type | Preventive Maintenance v| I Service Unit | QI
*Priority | Standard v| Service Request Q
*Shop 32101 Q. VAM Garage

21. Click in the Service Request field; type in the 10-digit service request number that was
previously provided by VAM staff.
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Work Order | Reguirements
Work Order NEXT Created On By
*Description | Oil change, 25k mile service [EX Required Start 03/17/2021 [ End 031172021 [+
WO Duration 1.00 Hours

226 characters remaining
WO Status Open

*WO Type [ Preventive Maintenance v|
*Priority [ Standard V|
*Shop 32101

Q. VAM Garage

Approval Status Approved
Service Request Q

22. Click the Save button; the Work Order number will now change from NEXT to a system assigned

work order number. Your name and date will also appear in the upper right-hand corner.

Work Order Reguirements

I Work Order 0000019027 I

Created On 03/17/2021 3:19FM

*Description |[0il change, 25k mile service

By NASHVILLE

226 characters remaining
WO Status Open

*WO Type | Preventive Maintenance v|
*Priority [Standard v
*Shop 32101

Q. VAM Garage

Asset Unit 32101
Tag Number [S1TM88

@ General Services

Work Order Tasks
Main

*Description Tag Number

MAINTENANCE OIL AND LUBE Q, [S1TME8

Print Print Preview

As of 0311772021

@ FECAR POLICE V8

Requited S@IT 0T TZ02T T End 0a7202] 5
WO Duration 1.00 Hours
Approval Status Approved
Service Unit|32101 Q, General Services
Service Request 0000000001 Q
Supplemental Data
Meter Readings
Asset Criticality

Personalize | Find | View All | (2 | = First ‘4’ 10f1 ‘b’ Last

Status Duplicate this Task

Q5 [Open v O [+ =)

23. Note: If you received this error message upon saving, the total invoice amount exceeds VAM's
limit of maintenance by a supplier and a service request is required (the service request is

created by VAM staff and given to the supplier as a pre-approval for maintenance over $500).

IMessage

Semnvice Unit—= | Senvice Request-—= (32767,36)

Service Unit and Service Reguest are required for all Work Orders $500 or more - Please supply both values.
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24. Now that the work order is built, the charges need to be added. Click on the Requirements tab

at the top of the work order.

Work Order | Reguirements I
Work Order 0000019027 Created On 03f17/2021 3:19PM
*Description |[Dil change, 25k mile service Required Start 0317/2021 El
WO Duration 1.00
226 characters remaining
WO Status Open As of 03/17/2021 Approval Status Approved
*WO Type | Preventive Mainienance v| Service Unit 32101 Q
*Priority | Standard v| Service Request 0000000001 Q
*Shop 32101 Q.  VAM Garage
Asset Unit 32101 @,  General Services
Tag Number |S1TM33 Q-@CAR POLICE V&
Asset Criticality
Work Order Tasks Personalize | Find | View All | (2| E
Main
*Description Tag Number Status
MAINTENANCE OIL AND LUBE G, s1TME8 Q& |Open W
Print Print Preview
[Flsave ||[o Return to Search =] Notify =% Refresh

By NASHVILLE
End 0317/2021

el

Hours

General Services

Supplemental Data
Meter Readings

First ‘4 10f1 ‘}/ Last

Duplicate this Task

O FH =

4 Add Update/Display

25. On the Purchase/On-hand Requirements section, enter a description of the part being

purchased or the service performed into the Description field.

Work Order Requirements

Work Order 0000018027 WO Status Open

Work Order Tasks

Task Number 1 [} Duplicate this Task

Find | View All

Mot Specified

First ‘4 10f1 2/ Last
=

First ‘4’ 10f1 »/ Last

*Task Description MAINTENANCE OIL AND LUBE Q Hours
Status As of 0311712021
Labor Inventory Purchase/On_hand Tools Instructions Checldist Attachments
Purchase/On-Hand Requirements Personalize | Find | View All | 2 | B
Details | Default Setlings || Estimated Cost
'L‘i;'e Select  Hem ID Description .}m""m Planned Quantity  UOM Onhand  Delivery Flag Delivery Instructions
1 O a5 [oi fited [ [material s} O |

26. Click on the Resource Type drop down; select whether the item is a Labor or Material (Part)

charge.
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Work Order Requirements.
Work Order 0000019027 WO Status Open
Work Order Tasks Find | View All First ‘4 10f1 ‘2 Last
+[=
Task Number 1 O Duplicate this Task '_1 'J
*Task Description MAIMTENANCE OIL AND LUBE Q Hours
Status As of 0311712021
Labor Inventory Purchase/On_hand Tools Instructions Checkdist Attachments
Purchase/On-Hand Requirements Personalize | Find | View All | 2 | First ‘4 10f1 ‘M Last
Details Default Seftings Estimated Cost
I."i;'_e Select Item ID Description Planned Quantity UOM On-hand Delivery Flag Delivery Instructions
P D am 2 a 0O O notspectes E[S]
27. In the Planned Quantity field, enter the total quantity of the item to be charged.
Work Order Tasks Find | View All First ‘4’ 10f1 ‘*/ Last
HE
Task Number 1 O Duplicate this Task
*Task Description MAINTENAMCE CIL AND LUBE Q Hours
Status As of 03/17/2021
Labor Inventory Purchase/On-hand Tools Instructions Checklist Attachments
Purchase/On-Hand Requirements Personalize | Find | View All | (2| [ First ‘4’ 10f1 ' Last
Details Default Settings Estimated Cost
q . Planned = A g
Line No. Hem ID Description *Resource Typq Quantity oM On-hand Delivery Flag Delivery Instructions
1 Q5 [oil fitter [ [material v 1 aQ O O Mot Specified [+ [=]
28. In the UOM field, enter/select a valid UOM (Unit of Measure).
Work Order || Requirements
Work Order 0000019027 WO Status Open
Work Order Tasks Find | View All First ‘4 10f1 '*/ Last
#[=]
Task Number 1 O Duplicate this Task
*Task Description MAINTENANCE OIL AND LUBE Q Hours
Status As 01 0311712021
Labor Inventory Purchase/On-hand Tools Instructions Checklist Attachments
Purchase/On-Hand Requirements Personalize | Find | View All | | E First ‘4 10f1 ‘& Last
Details Default Settings Estimated Cost
A S Planned . B 9
Line No. Hem ID Description *Resource Type Quantity uom On-hand Delivery Flag Delivery Instructions
1 Q5 [oifiter I [Material ] 1| EA Q) O O Not Specified FI[=

29. Click on the Estimated Cost tab.
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Work Order Requirements
Work Order 0000013027 WO Status Open
Work Order Tasks Find | View All First ‘4’ 10f1 ‘»/ Last
+|[=
Task Number 1 O Duplicate this Task FE
*Task Description MAINTENANCE OIL AND LUBE Q Hours
Status[Open V] agoroznzzon
Labor Inventory Purchase/On-hand Tools Instructions Checklist Attachmenis
Purchase/On-Hand Requirements Personalize | Find | View All | = | E First ‘4 10f1 '} Last
Details | Default Seftings Estimated Cost | [f=H
- o Planned - N
Line No. Item ID Description *Resource Type Quantity uom On-hand Delivery Flag Delivery Instructions
1 Qi [Oilfilter [Material v| 1] [EA @ O O Not Specified FH =

30. In the Unit Cost field, enter the per unit cost of the item purchased (i.e. 1 oil filter is $12.50).
Press the enter key on your keyboard to populate the Estimated Cost field (this will calculate the
Planned Quantity x Unit Cost = Estimated Cost).

Work Order Requirements
Work Order 0000019027
Work Order Tasks
Task Number 1 O Duplicate this Task
*Task Description MAINTENANCE OIL AND LUBE
Status As of 0311772021
Labor Inventory Purchase/On-hand Tools

Purchase/On-Hand Requirements

Instructions

WO Status Open

First ‘' 10f1 ‘*' Last

=

Find | View All

e} Hours

Checklist Attachments

Personalize|Find|ViewN||@|E First ‘4 10f1 '} Last

Defails || Default Settings || Estimated Cost
Line No. ltem ID Description *Resource Type zl::n":g, Unit Cost Estimated Cost Currefjcy Code
1 QF |0i| filter [Material | 1.0000§ | [12.50000 x 12.50 USD = [=

31.

If additional charges need to be added, click the + icon at the end of the row.

Work Order | Requirements.
Work Order 0000019027
Work Order Tasks
Task Number 1 O Duplicate this Task
*Task Description MAINTENANCE OIL AND LUBE
Status As of 0311712021
Labor Inventory Purchase/On-hand Tools

Purchase/On-Hand Requirements

Instructions

WO Status Open

First (4 10f1 (& Last
=

Find | View All

Q. Hours

Checklist Attachments

Personalize | Find | View All | & | 5 First ‘4" 10f1 ‘& Last

Details || Default Settings || Estimated Cost
A S Planned = 5
Line No. tem ID Description *Resource Type Quantity Unit Cost Estimated Cost Currency Code
1 @ 5] [oi fiter [ [Material v] 1.0000] | [12.50000 x 12,50 USD

32. Click on the Attachments link to attach the invoice for the charges.
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Work Order | Requirements
Work Order 0000019027 WO Status Open
Work Order Tasks Find | View All First ‘4’ 10f1 ‘») Last
==
Task Number 1 [ Duplicate this Task
*Task Description MAINTENANCE OIL AND LUBE Q. Hours
Status[Open ] aserozvroz
Labor Inventory Purchase/On-hand Tools Instructions Checklist Aftachments
Purchase/On-Hand Requirements Personalize | Find | View All | I@l E First ‘4" 10f1 ‘' Last
Details Default Settings || Estimated Cost
B - Planned _ -
Line No. Item ID Description *Resource Type Quantity Unit Cost Estimated Cost Currency Code
1 Q5 [ol fiiter [ [Material ] 1.0000 |~ [12.50000 % 12.50 USD [+ [=]
33. Click on the paper clip icon.
Work Order || Requirements
Work Order 0000019027 WO Status Open
Work Order Tasks Find | View All First ‘4’ 10f1 ‘b’ Last
FH[E=
Task Number 1 (] Duplicate this Task
*Task Description MAINTENANCE OIL AND LUBE Q Hours
Status As of 031712021
Labor Inventory Purchase/On-hand (1} Tools Instructions Checklist A
Task Attachments Personalize | Find | View All | 22 | B First ‘4 10f1 ‘& Last
Description File Name
& HE

34. On the File Attachment page, click the Browse button to select a file to attach. Once the file has

been added, click on the Upload button.

File Attachment

Help

| Browse

Upload Cancel

35. Once the file has been added, click on the Upload button.

File Attachment ®
Help
test.pdf
Lpload Cancel
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36. The description of the file attached displays; this can be edited if desired.

Work Order Tasks Find | View All First
Task Number 1 O Duplicate this Task
*Task Description MAINTENANCE OIL AND LUBE Q Hours
Status As of 03/17/2021
Labor Inventory Purchase/On-hand (1) Tools Instructions Checklist Attachments
Task Attachments Personalize | Find | View All | (E] | @ First
Description File Name Attach
test pdf test pdf

37. To add additional attachments, click the + icon and follow steps 33-36.

Work Order Tasks Find | View All First ‘' 10f1 '}/ Last
| |-
Task Number 1 Oa Duplicate this Task F+10=1
*Task Description MAINTENANCE COIL AND LUBE Q, Hours
Status As of 03/17/2021
Labor Inventory Purchase/On-hand (1 Tools Instructions Checldist Attachmentis
Task Attachments Personalize | Find | View All | | E First ‘4" 10f1 ‘®' Last
Description File Name Attach
test pdf testpdf # =]
38. Click the Save button to save all recent changes to the work order. The Attachments link will
now have the number of attachments saved in parentheses.
Work Order Requirements
Work Order 0000019027 ‘WO Status Open
Work Order Tasks Find | View All First ‘4’ 10f1 ‘2 Last
#[=]
Task Number 1 E}Duplicate this Task
*Task Description MAINTENANCE OIL AND LUBE (&} Hours
saws[Open ™| a5 oroznzzoz
Labor Inventory Purchase/On-hand (1) Tools Instructions Checklist Attachments (1)
Task Attachments Personalize | Find | View All | GV | [&a First ‘4" 10f1 '} Last
Description File Name Attach
testpdf test pdf & # [=]
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Create a Credit Work Order from an Invoice
When a credit needs to be issued, a work order still needs to be created so the refund is processed

accordingly. This entry is slightly different than entering a typical invoice. *NOTE: You will not be able to
create work orders until you are first notified by VAM staff that all your additional required security has
been setup.

1. After logging into the Supplier Portal, navigate to the work order: Main Menu>Supplier>TN
Supplier>Supplier Work Order.

Main Menu ¥ Supplier ¥ TN Supplier ¥ Supplier Work Order

TN Tennessee
— State Government

Supplier Work Order

Enter any information you have and click Search. Leave fields blank for a list of all values

Search for a Work Order Add a New Work Order

w Search Criteria

Business Unit[= V| |
Work Order ID
Long Description | begins with v/|
Description|begins with V|
Priority Code|begins with V|
Service Group[begins with V|
Work Order Type
Work Order Status|begins with v/

[Jcase sensitive
Limit the number of results to (up to 300): 300

PLLLLHL LL

=@
Search Clear | Basic Search |2 Save Search Criteria

2. Click on the Add a New Work Order tab.

.Administration
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Supplier Work Order

Search for a Work Order

Business Unit[32101 |G,
Work Order ID NEXT
Work Type Q
Service Group FLEET
Shop|32101
Priority Code |3 Q

Required Start|03/17/2021 |5
Required End|03/17/2021 |[5]

Add a New Work Order

Q
a

3. The Business Unit field should always default to 32101. If it does not, click on the lookup icon

next to the field and select 32101 from the list.

4. The Work Order ID field should always be grayed out and display NEXT; when the work order is

saved, the system will assign a 10-digit work order ID to it.
5. Click the lookup icon next to the Work Type field.

Supplier Work Order

Search for a Work Order

Business Unit32101 | Q
Work Order ID NEXT

Service Group | FLEET
Shop|32101
Priority Code|3 (o}
Required Start 03/17/2021
Required End 031772021

Add a New Work Order

Work Type

a,
a

ez

e

6. Select the Work Type of CR (Credit).
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Search Results

Look Up Work Type
SetlD 32106
Work Type|begins with ||
Look Up Clear Cancel Basic Lookup

View 100 First ‘4 141011 ‘B Last
Work Type Description Short Description
AG Agency In-House Maint Agcy IH

Al Accident - Insurance  Acc/ins

AN Accident - No Insurance Acc/Mo Ins

CR Credit Credit

EL End of Lease End Lease

HD Hail Damage Hail Dmg

P Preventive Maintenance Preventive

RE Recall Recall

VA Vandalism Vandalism

VIV Maintenance Maintenanc

WA Warranty Warranty

7. After selecting the Work Type, you are returned to the Add a New Work Order page with the
Work Type field populated.

Supplier Work Order

Search for a Work Order

Business Unit 32101  |Q

Work Order ID NEXT
Work Type|CR QL
Service Group FLEET
Shop|32101

Priority Code|(3 QL
Required Start| 031772021
Required End|03/17/2021

Add a New Work Order

Q
Q

!
il

The Service Group field should always default to Fleet. If it does not, click on the lookup icon

next to the field and select Fleet from the list.

The Shop field should always default to 32101. If it does not, click on the lookup icon next to the
field and select 32101 from the list.

Department of
Finance &
.Administration

Page 41



1 Bright Idea for State Government

State of Tennessee
Supplier Work Orders

10. The Priority Code field should always default to 3. If the priority is higher however, this can be
changed to reflect that urgency.
11. The Required Start and Required End fields should always default to current date. *This date
needs to reflect the actual date of service.
12. Once all fields have been entered, click the Add button.

Supplier Work Order

Search for a Work Order

Business Unit 32101 |Q
Work Order ID NEXT
Work Type|CR QL
Service Group FLEET
Shop| 32101
Priority Code|(3 QL

Add a New Work Order

a
Q

Required Start| 031772021 E{I
Required End|03/17/2021 |[5]

13. On the Work Order page, click in the Description field (at the top of the page) and enter: “Credit

memo against invoice #”

Work Order || Reguirements

Work Order NEXT

WO Status Open

!:U [ araE‘ms remaining

*Description | Credit memo against invoice #12345|

*WO Type|Credit

v

*Priority [ Standard

v

*Shop 32101

Asset Unit
Tag Number

Work Order Tasks
Main

QL VAM Garage

am@

*Description Tag Number

a

Print Preview

Status

Created On By
Required Start 03/17/2021 [E  End 031772021 El
WO Duration 1.00/ Hours

Approval Status Approved
Service Unit Q,
Service Request QL

Supplemential Data
Meter Readings

Asset Criticality

Personalize | Find | View All | £ | B First ‘4 10f1 b/ Last

Duplicate thiz Tazk

Q.5 [Open

v O
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14. In the Tag Number field, enter the license plate number of the vehicle.

Work Order Reguirements

Work Order NEXT

Created On

*Description | Credit meme against inveice #12345

(B} Required Start 03/17/2021
WO Duration

220 characiers remaining
WO Status Open

“WO Type | Credit v|
*Priority [ Standard v|
*8hop 32101

QL VAM Garage

Asset Unit 32101 General Services
Tag Number |51TM88 x | fFICAR POLICE V&

Work Order Tasks
Main || Asset Information

*Description Tag Number

Q [51TMes

Print Preview

Approval Status Approved

Service Unit

Service Request

Asset Criticality

Personalize | Find | View All | | E First ‘4’ 10f1 '}/ Last

Status

Q= [Open v

By
5 End 03/17/2021 [5]
1.00. Hours

Supplemental Data
Meter Readings

Duplicate this Task

O FHE

15. Click the lookup icon next to the Description field (at the bottom of the page) of the Work Order

Tasks section.

Personalize | Find | View All | £ | = First ‘4’ 10f1 ‘»/ Last

Work Order | Reguirements
Work Order NEXT Created On
*Description | Credit memao against invoice #12345 (Ed] Required Start 03/17/2021
WO Duration
220 characters remaining
WO Status Cpen Approval Status Approved
WO Type | Credit v Service Unit
*Priority [ Standard v| Service Request
*Shop 32101 Q  VAM Garage
Asset Unit 32101 @, General Services
Tag Number [51TM88 x| @ FECAR POLICE Va3
Asset Criticality
Work Order Tasks
Main | Asset Information
*Description Tag Number Status
Eﬂmas G5 [Open v
Print Preview

By

[  End[03/17/2021 s
1.00 Hours

Supplemental Data
Meter Readings

Duplicate this Task

O =

16. On the Look Up Description page, you can find a task 2 different ways:
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e Option 1 - Select an option from the System drop down and click the Look Up button.
The System correlates with the area of the vehicle that was worked on and is now
receiving a credit (i.e. Engine, A/C, etc.).

W Lrd
Look Up Description x
system[= | -
Task Description heglns with ~
Air Conditioning
Look Up Clear Ca Aircraft
Arrow/Message Board
Search Results / .
Backhoe
Only the first 300 results of a possi Body/Accessoriss
View 100 Brakes Fa00 (& Las
Description Task Descri Brush Chipper
Air Conditioning AIR COMNDI gylldozer
A!rCnnd!t!nmng AR COMDI Clutch
Air Conditioning AR COMDI
Air Conditioning AIR CONDI Complete Unit
Air Conditioning AIR CONDI Cooling/Heating E
| Air Conditioning AIR.COMNDI care pril
Air Conditioning AR COMDI . ARINGS
Air Conditioning AIR CONDI Of'"”der Head
Air Conditioning AR coNDy] Ditcher
Air Conditioning AIR COMDI Dragline
Air Conditioning AR CONDI| pjive Line
Air Conditioning AR COMDI Electrical TEM
Air Conditioning AR CONDJ SECHE
Air Conditioning AIR CONDY] Emission
| Air Conditioning AIR COMDI| Engine v
df Air Conditioning AIR COMDITIONING HGSE
Air Conditioning AIR COMDITIONING MUFFLER
Air Conditioning AIR COMDITIONING PRESSURE RELIEF VALVE
Air Conditioning AIR COMDITIONING REFRIGERANT
Air Conditioning AIR COMDITIONING RELAY SWITCH
Air Conditioning AR COMDITIONING SHAFT SEAL
Air Conditioning AIR COMDITIONING SWITCH, PRESSURE CYCLING
Aircraft AIRCRAFT
Arrow!l Board ARROW/MESSAGE BOARD LIGHT PANEL
Arrow!l Board ARROW/MESSAGE BOARD LIGHT SHIELD
Arrow!l Board ARROW/MESSAGE BOARD PROGRAMMING
Backhoe BACKHOE BOOM LIMITING DEVICE &
< >
o]

e Then you can select the specific area of maintenance within the system selected.
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Look Up Description

System| = v| |AirConditi0ning ~

Task Description| begins with ~

Look Up Clear Cancel Basic Lookup

Search Results

View 100 First ‘4 12aaf2a ' Last
E—

Task Description

R CONDITIONING ACCUMULATOR

Air Conditioning AIR CONDITIONING AIR DUCT, AIR VENT

Alr Conditioning AIR CONDITIONING BLEND DOOR

Air Conditioning AIR CONDITIONING BRACKETS & HARDWARE

Air Conditioning AIR CONDITIONING CLUTCH HUB & DRIVE PLATE
Alr Conditioning AIR CONDITIONING COMPRESS0OR

Air Conditioning AIR CONDITIONING COMPRESS0R PULLEY, BEARINGS
Air Conditioning AIR CONDITIONING CONDEMSER.

Air Conditioning AIR CONDITIONING CONTROL CABLE

Air Conditioning AIR CONDITIONING CONTROLS

Air Conditioning AIR: CONDITIONING DRIVE BELT

Air Conditioning AIR CONDITIOMING EVAC AND RECHARGE SYSTEM
Air Conditioning AIR CONDITIONING EVAPORATOR.

e Option 2 - In the Task Description field, type a keyword for the system/subsystem that
was performed and click the Look Up button. Then you can select the specific area of
maintenance if the overall system is unknown.

Look Up Description

System|= ol v

Task Description| begins with ~||Qil

Look Up Clear Cancel Basic Lookup

Search Results

View 100 First ‘& 1.130f13 & Last
De=zcription Task Description

Oil Distributor OIL DISTRIBUTOR. BELT

0il Distributor OIL DISTRIBUTOR BURNER

il Distributor OIL DISTRIBUTOR CLUTCH

Qil Distributor OIL DISTRIBUTOR GAUGE

Oil Distributor OIL DISTRIBUTOR HAND WAND

0il Distributor OIL DISTRIBUTOR. KEROSENE PUMP

Oil Distributor OIL DISTRIBUTOR. PACKING

0il Distributor OIL DISTRIBUTOR PROPAME TANK

Qil Distributor OIL DISTRIBUTOR REGULATOR

0il Distributor OIL DISTRIBUTOR SPRAY BAR/INOZZL ESHOSES
Oil Distributor OIL DISTRIBUTOR THERMOCOUPLE

0il Distributor OIL DISTRIBUTOR THERMOSTAT SEMNSOR

Oil Distributor OIL DISTRIBUTOR VALVE

*NOTE: Only 300 results will display in the Search Results at a time. To narrow this down,
you will need to follow one of the 2 options listed above.

17. After selecting the desired task description, you are returned to the work order and the selected
task description displays.
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Work Order | Reguirements
Work Order NEXT Created On By
*Description | Credit memo against invoice #12345 Required Start | 03/17/2021 [ End 03/17/2021 [&)
WO Duration 1.00 Hours
220 characters remaining
WO Status Open Approval Status Approved
*WO Type | Credit v Service Unit Q
*Priority [ Standard v Service Request Q
*Shop |32101 Q, VAM Garage
Supplemental Data
Meter Readings
Asset Unit 32101 @, General Services
Tag Number |S1TM33 Q [FCAR POLICE V8
Asset Criticality
Work Order Tasks Personalize | Find | View anl | G | [ First ‘4’ 10f1 ‘b’ Last
Main Asset Information
*Description Tag Number Status Duplicate this Task
I |GENERAL CORE RETURN '< Q, [s1TMas Q.57 [open v O [+ [=]
Print Preview

18. Click the Save button; the Work Order number will now change from NEXT to a system assigned

Work Order Reguirements

work order number. Your name and date will also appear in the upper right-hand corner.

I Work Order 0000019293 I I Created On 03/23/2021 11:35AM By MNASHVILLE I
*Description |[Credit memo against invoice #12345 Required Start |03/17/2021 [ End|0317/2021 [#]
WO Duration 1.00) Hours
220 characters remaining
WO Status Open As of 03/23/2021 Approval Status Approved
*WO Type | Credit v] Service Unit a,
*Priority | Standard v Service Request Q
*Shop 32101 Q,  VAM Garage
Supplemental Data
Meter Readings
Asset Unit[32101 @, General Semvices
Tag Number |S1TM32 Q FE/CAR POLICE V8
Asset Criticality
Work Order Tasks Personalize | Find | View a1l | £ E First ‘4’ 10f1 '} Last
Main || Asset Information
*Description Tag Number Status Duplicate this Task
GENERAL CORE RETURN c [s1TMEs Q5 [Open v O [+ [=]
Print Print Preview
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19. Unlike a typical invoice entry, credit work orders do not have charges entered because negative
guantities and prices are not allowed by the system. Simply build the work order and then add
the invoice as an attachment.

Work Order | Reguirements
Work Order 0000019293 Created On 03/23/2021 11:35AM By NASHVILLE
*Description [[Credit memo against invoice #12345 (E] Required Start [03/17/2021 [ End|03r1712021 B
WO Duration 1.00| Hours
220 characters remaining
WO Status Open As of 03/23/2021 Approval Status Approved
*WO Type [ Credil v Service Unit Q,
*Priority | Standard v Service Request Q
*Shop 32101 Q. VAM Garage
Supplemental Data
Meter Readings
Asset Unit 32101 Q, General Services
Tag Number |S1TM33 G, F/CAR POLICE V8
Asset Criticality
Work Order Tasks Personalize | Find | View Al | (2 | First ‘4’ 10f1 "} Last
Main || AssetInformation
*Description Tag Number Status Duplicate this Task
GENERAL CORE RETURN ), [s1TMas Q5 [Open v O [+] [=]
Print FPrint Preview
20. Click on the Requirements tab.
Work Orderl Reguirements I
Work Order 0000019293 Created On 03/23/2021 11:35AM By MASHVILLE
*Description ([Credit memo against invoice #12345 (E] Required Start|03717/2021 [ End|03/17/2021 el
WO Duration 1.00| Hours

220 characters remaining

WO Status Open As of 03/23/2021 Approval Status Approved
*WO Type [ Credil v Service Unit [}
*Priority | Standard v Service Request a
*Shop 32101 C, VAM Garage
Supplemental Data
Meter Readings
Asset Unit 32101 Q,  General Services
Tag Number |51TM22 G, F/CAR POLICE V8
Asset Criticality
Work Order Tasks Personalize | Find | View Al | (2 | First ‘4’ 10f1 "} Last
Main || Assel Information
*Description Tag Number Status Duplicate this Task
GENERAL CORE RETURN Q [s1TMa8 Q5 [Open v O [+ [=]

Print Print Preview

21. Click on the Attachments link to attach both the invoice for the credit and the original invoice.
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Work Order Requirements

Work Order 0000019293
Work Order Tasks

Task Number 1 ﬂnuplicalelhis Task
*Task Description GENERAL CORE RETURN

statws[Open  ~| g oroamamont

Inventory Purchase/On-hand Tools Instructions

Labor

Purchase/On-Hand Requirements

Estimated Cost

Description

Details Default Settings

Line
No. Select em ID Type

*Resource

WO Status Open
First ‘4 10f1 ‘*/ Last

FHE

Find | View All

Hours

Checklist Aftachments

Personalize | Find | View All | 0| = First ‘4 10f1 ‘»/ Last

Planned Quantity ~ UOM Onhand  Delivery Flag Delivery Instructions

Mot Specified

1O am |

[ [Waterial v

Q ] O

22. Click on the paper clip icon.

Work Order | Requirements
Work Order 0000019293

Work Order Tasks

Task Number 1
*Task Description GENERAL CORE RETURN

satus[open ]

Inventory Purchase/On-hand

As of 03/23/2021

Labor Tools

Task Attachments

Description

[ Duplicate this Task

WO Status Open
First ‘4 10f1 ‘b’ Last

HE

Find | View All
Hours

Instructions Checklist

Personalize | Find | View All | L | =] First ‘4 10f1 &) Last

Attach

&

File Name

=HE=

23. On the File Attachment page, click the Browse button to select a file to attach. Once the file has

been added, click on the Upload button.

File Attachment

Help

| Browse...

Upload Cancel

24. Once the file has been added, click on the Upload button.

File Attachment

b

Help

Original invoice.pdf

Upload Cancel

rowse... |
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25. The description of the file attached displays; this can be edited if desired.

Work Order Reguirements
Work Order 0000019293

Work Order Tasks

Task Number 1 O Duplicate this Task

*Task Description GENERAL CORE RETURN Q,
Status As 0f 03/23/2021
Labor Inventory Purchase/On-hand Tools Instructions
Task Attachments
Description File Name

Original_invoice. pdf Original_invoice pdf

Chechklist

WO Status Open

1 10f1 ‘b Last

FHE=

Find | View All First

Hours

Attachments
Personalize | Find | View All | £ | First ‘4’ 10f1 ‘b Last

Attach

FE=

26. To add the credit attachment, click the + icon and follow steps 22-25.

Work Order | Requirements
Work Order 0000019293

Work Order Tasks

Task Number 1 O Duplicate this Task

*Task Description |GENERAL CORE RETURN Q.
Status As of 03/2312021
Labor Inventory Purchase/On-hand Tools Instructions
Task Attachments
Description File Name

Original_invoice pdf Qriginal_invoice.pdf

Credit_invoice.pdf Credit_invoice.pdf

WO Status Open

4 10f1 b Last

[=#[=]

Find | View All First

Hours

Checklist Attachments

Personalize | Find | View All | 22| = First ‘4’ 1-20f2 '}/ Last

Attach
& FHE
4 HE

27. Click the Save button to save all recent changes to the work order. The Attachments link will

now have the number of attachments saved in parentheses.

Work Order || Requirements
Work Order 0000019293

Work Order Tasks

Task Number 1 i:fl]uplicate this Task

*“Task Description GENERAL CORE RETURN Q.
Status As of 03/23/2021
Labor Inventory Purchase/On-hand Tools Instructions
Task Attachments
Descripfion File Name

Original_invoice_pdf Original_invoice_pdf

Credit_invoice pdf Credit_invoice. pdf

WO Status Open

Find | View All First ‘4 10f1 '}/ Last

FHE
Hours
Checklist Attachments (2)
Personalize | Find | View All | £ ] First ‘4’ 1-20f2 ‘b Last
Attach
& HE
& H =
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View an Existing Work Order

1. After logging into the Supplier Portal, navigate to the work order: Main Menu>Supplier>TN
Supplier>Supplier Work Order.

Main Menu ¥ Supplier ¥ TN Supplier ¥ Supplier Work Order

TN Tennessee
— State Government

Supplier Work Order

Enter any information you have and click Search. Leave fields blank for a list of all values.

Search for a Work Order Add a New Work Order |

w Search Criteria

Business Unit[= V| |
Work Order ID
Long Description|begins with v/|
Description|begins with V|
Priority Code|begins with V|
Service Group[begins with V|
Work Order Type[begins with V|
Work Order Statusm

[Jcase sensitive
Limit the number of results to (up to 300): 300

PLLLLHL LL

@
Search Clear | Basic Search [ Save Search Criteria

2. Onthe Search for a Work Order tab, click the lookup icon next to the Business Unit field and

select 32101.
3. To see all previously entered work orders, click Search.
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Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Search for a Work Order Add a New Work Order

Search Criteria

Business Unn 32101

Woark Order ID| beqins with -~
Long Description| begins with
Description| begins with ~
Priority Code | begins with ~
Semnvice Group| begins with
Waork Order Type | begins with ~
Work Order Status

O case Sensitive
Limit the number of results to (up to 300) 300

LPLPLPLH PP

Search Clear Basic Search El' Save Search Criteria

Search Results

View All First ‘4 1aofs B Last
Business Unit Work Order ID Long Description Description Priority Code Service Group Work Order Type Work Order Status
0000012030 Core return for new battery  NASHVILLE 3 FLEET CR OPEN

32101 0000019028 New battery NASHVILLE 3 FLEET W OFEN

32101 0000012027  Oil change, 25k mile service NASHVILLE 3 FLEET FI1 OPEN

32101 0000019025 test MNASHVILLE 3 FLEET W OPEN

4. To narrow down the search results by Work Order ID, Tag Number, or Status, enter the specific
information needed and click Search.

5. If the Work Order Status is Canceled, Complete, or Closed, all of the data on the work order is
grayed out and nothing can be changed.
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Work Order

Main

Print

Reguirements

Work Order 0000019030

*Description Core return for new battery ]

227 characters remaining
WO Status Complete As of 03/18/2021
*WO Type Credit
*Priority  Standard

*Shop 32101

w
w

\VAM Garage

Asset Unit 32101 General Senvices

Tag Number S1TM88 G CARPOLICE v8

Work Order Tasks

*Description Tag Number

GENERAL CORE RETURN

S1TMEBL]

Print Preview

Created On 03/18/2021 11:43AM

Required Start 03/17/2021
WO Duration

Approval Status Approved
Service Unit

Service Request

Asset Criticality

Personalize | Find | View All | @\ @

Status

By NASHVILLE
End |03/17/2021
1.00 Hours

Supplemental Data
Meter Readings

First ‘& 10f1 &/ Last

Complete
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Section 4 - Managing Your Account
After setting up your Supplier Portal account, there are additional account specific items that may need

to be reviewed and/or changed. This can be done as needed.

In the pages to follow, you will learn how to do the following:

1. Change or Add an Email Address
2. Change Password
3. View Invoice/Payment Information
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Change or Add an Email Address

If your email address associated with your TN@ account needs to be changed or an additional email
address needs to be setup, you can do that at any time within the Supplier Portal.

1. After logging into the Supplier Portal using your TN@ login and password, click on the Main
Menu drop down at the top left of the page.

2 Supplies-facing registry con... ¥

TN Tennessee

— State Government

Welcome NASHVILLE

A ement: Update Supplier C dity Codes

Wel to the Ed Supplier Portal.
Instrchions 1o Undiale Supptiel CoMMOaey Codes This s the contral access point for our supplers and business
Suppiier Commodity Codes Spread Shoot partners 1o view valuable information reladed 10 conducting

business with us. In a0dtion, active suppiers and business

pariners may 350 109 In 1o our secure System from this portal 1o

Please do not use Google Chrome when using the Edson Suppler Portal Under access current ransaction information for their accounts

This Drowser, you will See issues with how pages are Gsplaryed and uploading
documents. Please use efther Mozilla Firefox or Internet Explorer. We apologize
for this Inconvenience

Statewide Contract information Links

+ Chck here 5 L Staterat
Contact Us: and Byl Evatuatcas
For assistance with supplier mfcrmation, please contact
s Maintenance al 615-741-9745 of - Statewide Contract Une Detals (Excel Dovwnioad)
Procurement Agency Links
omad Supplier.Maintenance@tn.gov.
« Central Procyremant Office
» BEE Usting
For payment inquines, please contact o T 5 ant of Te
+ Eayment Confact information by AQenc
Accounts Payable at 615-532-5150 of X~ I

emad A Accounts@in g0y

2. Inthe Main Menu drop down, select My System Profile.
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(& Supplier-facing registry con... % ||

3 supplier

5]y Preferences

51 my system Profile

American Paper & Twine Co Welcome NASHVILLE

A ement: Update Supplier Commodity Codes

Welcome to the Edison Supplier Portal.
. -
Instructions to Lpdate Suppiter Sommadity codes This is the central access paint for our suppliers and business

Supplier Commodity Codes Spread Sheet pariners to view valuable information related to conducting
business with us. In addition, active suppliers and business
partners may also log in to our secure system from this portal to
Please do not use Soogle Chrome when using the Edison Supplier Portal. Under access current fransaction information for their accounts.

this browser, you will see issues with how pages are displayed and uploading

documents. Please use either Mozilla Firefox or Internet Explorer. We apologize

for this inconvenience.

Statewide Coniract Informafion Links:

= Click here to accept the acceptable use policy to view the Statewide Contract
and Bid Evaluations

Contact Us:

For assistance with supplier information, please contact
= Statewide Contract Line Details (Excel Download]

Procurement Agency Links:

Supplier Maintenance at §15-741-9745 or

email Supplier.Maintenance@tn.gov.

= Ceniral Procurement Office

= RFP Listing

For payment inquiries, please contact = Tennessee Depariment of Transportation
= Payment Contact Information by Agenc:

Accounts Payable at 615-532-5150 or - Suppiier Community

email F_A Accounts@tn.gov.

3. Onthe General Profile Information page, scroll down to the Email section. The checkbox in the
Primary Email Account column is the email address used for correspondence on the account.
You can add different email addresses as needed by clicking the + icon or deleting an email
address by clicking the —icon.

Email

5 Q 1-2 of 2[V]

Primary
Email Email Type Email Address
Account
] Business DISuppliers@gmail.com -+ —
i Home john123@gmail.com -+ -—

4. Once all the changes have been made, click the Save button at the bottom of the page.
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Change Password
If you want to change your primary password associated with your TN@ account, you can do that at any

time within the Supplier Portal.

1. After logging into the Supplier Portal using your TN@ login and password, click on the Main
Menu drop down at the top left of the page.

2 Supplies-facing registry con... ¥

TN Tennessee

— State Government

Welcome NASHVILLE

A ement: Update Supplier C dity Codes

Wel to the Ed Supplier Portal.
Instrchions 1o Undiale Supptiel CoMMOaey Codes This s the contral access point for our supplers and business
Suppiier Commodity Codes Spread Shoot partners 1o view valuable information reladed 10 conducting

business with us. In a0dtion, active suppiers and business

pariners may 350 109 In 1o our secure System from this portal 1o

Please do not use Google Chrome when using the Edson Suppler Portal Under access current ransaction information for their accounts

This Drowser, you will See issues with how pages are Gsplaryed and uploading
documents. Please use efther Mozilla Firefox or Internet Explorer. We apologize
for this Inconvenience

Statewide Contract information Links

+ Chck here 5 L Staterat
Contact Us: and Byl Evatuatcas
For assistance with supplier mfcrmation, please contact
s Maintenance al 615-741-9745 of - Statewide Contract Une Detals (Excel Dovwnioad)
Procurement Agency Links
omad Supplier.Maintenance@tn.gov.
« Central Procyremant Office
» BEE Usting
For payment inquines, please contact o T 5 ant of Te
+ Eayment Confact information by AQenc
Accounts Payable at 615-532-5150 of X~ I

emad A Accounts@in g0y

2. Inthe Main Menu drop down, select My System Profile.
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© Supplerdacng regstry con.. ¥

My Preforonces

Welcome NASHVILLE

Announcessent: Update Supplier Commodity Codes
Weicome to the Edison Supplier Portal,
Inskuctons o Update Suogher Conmodty codes This i (o ceetal 3ccets POt So¢ OUr SUPESRTS 3 Business

Codes S o paninens 10 view valuable formation retatod 1 Conducting
Supgher Commodts Cides oo thet! business with us. In 3ddbion, acive supphers and business

pannen say a0 og i 10 our secure Sysiom trom this portal 1o
Please 00 not use Google Crvome when using the Edson Suppler Portal Under DCCESS CUITON! WANICHON KEXTAZ0N fof Thow accourts

s Diowser, you will 500 lssues with how Dages are asplayed and uploading

Gocuments PRase wie oier Mozitls Firetox of Internet Explorer. We apologize

foc his ncomvenence

Stalewide Contract informatioo Links

+ Gl here 10 accegd the acceptidin e DOSCY 10 view the Stalewide Conrac
Contact Us: #0d 842 Evaluanons

For assistance with supgher nlormation, please contact
+ Satewide Conlract Line Delady (Excel Downioad)
Procurement Agency Links

Suppber Mainfenance af 615-741-8745 o

emad Suppliec Maintenance@tn.gov,

ROsement Ofce

For piymant inQuinies, please contact + Tonn ne o Raben
+ Exyment Contact Wormasion by AGency
Accounts Payabie a 615-532-5150 o + Supgber Community

emad E_A Accoontaiin oy

3. Onthe General Profile Information page, in the Password section click on the link titled ‘Change
Password, Challenge Questions, Security Image or One-Time Password email’.

Main Menu ¥ My System Profile

TN Tennessee
State Government

General Profile Information

NASHVILLE

Password

Change Password, Challenge Questions, Security Image or One-Time Password email

4. A User Preferences page will display with your security image; click the Change your password
link.

Department of
TN Finance &
= Administration Page 57



aedison State of Tennessee

1 Bright Idea for State Government Su p p Iie r WO rk O rd ers

User Preferences

Use the links below to change vour user
preferences.

Your personal

| sswrig image

)
l:ente") Your personal

| competant Concerts sei"rit-v phrase
W

Learn more about your personalized security image
and phrase

Click here to change your image and phrase

Change ocne-time password email address

Change vour password I

Click the Save button to store changes to your User
Preferences Save

*Tip! You can also use this page to change your security image and your one-time password
email address (the email address used to send a one-time password PIN when using the Forgot

Password link).
5. Onthe Change Your Password page, enter your Current Password then press the enter button.
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Change Your Password

A valid password must meet all of the following conditions:
Password must not contain the following character(s): B <=2 " %~"@.

Password must not match or contain first name.

Password must not match or contain last name.

Password must not be longer than 22 character(s).

Password must contain at least 2 alphabetic character(s).

Password must be at least 8 character(s) long.

Password must contain at least 1 lowercase letter(s).

Password must contain at least 1 numeric character(s).

Password must contain at least 1 special character(s).

Password must contain at least 1 uppercase letter(s].

Password must not be one of 12 previous passwords.

Password must not match or contain user ID.

click to emter
Current Temporary Paszword

click to enter
New Pazszsword

click to enter
Confirm New Pazzword

[\con‘lpetent Concerts

6. The first step now shows Completed and the New Password field is highlighted.

Reset Your Password

Please enter your current/temporary password and new password twice below.

A valid password must meet all of the following conditions:
o Passvard must not contain the following character(s): & ,<>"%~"""Q.
o Password must not match or contain first name.
* Password must not match or contain last name.
* Password must not be longer than 32 character(s).
Password must contain st least 2 alphabetic character(s).
Passwoed must be ot least 8 character(s) long.
Password must contain at least 1 lowercase letter(s).
Password must contain at least 1 numeric character(s).
Password must contain at least 1 special character(s).
Password must contaln at least 1 uppercase letter(s).
Password must not be one of 12 previous passwords,
Password must not match or contain user 10,

CurrestTemporary Pastword
New Password Sk
Confirm New Password ek

| competent Concerts
o

After confirming your new password, pleaze ONLY HIT ENTER ONCE a1 there
ia 2 slight delay while processing your new passwerd.
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9.

TN

Enter the desired new password; it must meet the conditions listed at the top of the Reset Your
Password page.

Click the Enter button. The second step now shows Completed and the Confirm New Password
field is highlighted.

Reset Your Password

Please enter your current/temporary password and new password twice below.

A valid password must meet all of the following conditions:
* Password must not contain the following character(s): & ,<>"%~"""@.
* Password must not match or contain first name.

* Password must not match or contain last name,

o Password must not be longer than 32 character(s).

* Password must contain at least 2 alphabetic character(s).
* Password must be at least 8 character(s) long.

* Password must contain at least 1 lowercase letter(s).

o Password must contain at least 1 numaenc character(s).

o Passwnord must contain at least § special character(s).

s Password must contain at least 1 uppercase letter(s).

* Password must not be one of 12 previous passwords.

o Password must not match or contain user 10.

Current Temporary Password

New Password

Confirm New Password Chcun ame

[(enter)
\ competent Concernts

After confirming your sew paseword, please ONLY HIT ENTER ONCE 22 there
s » slight delay while processing your new password.

Re-enter your new password typed in the step above.
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Reset Your Password
Please enter your current/temporary password and new password twice below.

A valid password must meet all of the following conditions:
* Passvord must not contain the following character(s): & . <>"%~"""Q.
* Password must not match or contain first name.

* Password must not match or contain last name.

* Password must not be longer than 32 character(s).

* Passvword must contain at least 2 alphabetic character(s).
* Password must be at least 8 character(s) long.

* Password must contain at least 1 lowercase lotter(s).

* Password must contain at least L numaeric character(s),

o Passvord must contain at lesst 1 special character(s).

* Password must contain at least § uppercase letter(s).

* Password must not be one of 12 previous passwords.

* Password must not match or contain user ID.

Curreat Temporary Patsword

New Password

Coufirm New Password g

LU RN AT
o

After confirming your sew password, please ONLY HIT ENTER ONCE as there
s » slight delay whille processing your sew password.

10. Click the Enter button. All steps now show Completed and the new password is processing.
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Reset Your Password
Flease enter your current/temporary password and new password twice below.

A valid password must meet all of the following conditions:
* Password must not contain the followng character(s): & ,<>"%~""g.
* Password must not match or contain first name.

* Password must not mateh or contain last name.

* Passnord must not be longer than 32 character(s).

* Password must contain at least 2 alphabetic characterd(s)
o Password must be at least 8 character(s) long.

* Password must contain at least 1 lowercase letter(s)

* Password must contain at least 1 numenc character(s)

* Password must contain at least 1 special character{s).

o Password must contain at least 1 uppercase letters(s).

o Pazsword must not be one of 12 previous passwords.

* Password must not match or contain user 10,

Curreat Temporary Password
New Password

Coafirm New Pastword

Tea—

g

LU R AT
-,

o

After confirming your new password, please ONLY HIT ENTER ONCE as there
ia o alight delay while p ssing your sew p rd

11. Once the password has saved successfully, you will be logged into the Supplier Portal using the
new password.
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2 Supplier-facing registry con...
Man Menu ~

TN Tennessee

— State Government

Welcome NASHVILLE

A ament: Update Supplier Commodity Codes
Wal to the Edi Supplier Portal.
Inztixdons to Update Suppher Commogey <ot This &5 the central access point for our supplers and business
Supplier Commodity Codes Spread Shoet parners o view valuabile iInformation related 1o conducting
business with us. In addtion, active suppliers and business

may 350 109 In 10 0Ur secure System from this portal o
Please do not use Google Chrome when using the Edson Suppler Portal Under access current ransaction information for their accounts

this browser, you will See issues with how pages are displiryed and uploading
Please use efther Mozilla Firefox or Internet Explorer. We apologize
for this Inconvenience

Statewide Contract information Links

4! ! X
Contact Us: a0q B bxaturbiny
For asststance with supphier mfcrmation, please contact
- Statewide Contract Une Detals (Excel Dovnioad)

Supplier Maintenance at 615-741-9745 or
Procurement Agency Links

« Ceniral Procuremant Office

+ REP Usting
For payment inquines, please contact o | Tt

* Bm act information by Agen
Accounts Payable at 615-532-5150 of R T L—

emad A Accounts@tn Qov
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Review Invoice and Payment Information

You can review your invoices and their statuses as well as your payments received within the Supplier

Portal.

1. After logging into the Supplier Portal using your TN@ login and password, click on the Main

Menu drop down at the top left of the page.

&3 Supp
Man Menu ~

lies-facing registry con... %

TN Tennessee

— State Government

A ement: Update Supplier C dity Codes

Instnxhons to Update Supohier CoMmMOGRY Coes

Supgtier Commodey Codes S 3 Shoot

Please do not use Google Chyome when using the Edson Suppler Portal Under
This Drowser, you will See issues with how pages are Gsplaryed and uploading

documents. Please use efther Mozilla Firefox or Internet Explorer. We apologize
10t this InConvenience

Contact Us:
For asststance with supphier mformation, please contact
Supplier Maintenance at 615-741-9745 or

omad Supplior. Maintenance@tn.gov.

For payment inquines, please contact
Accounts Payable at 615-532-5150 or
emad £_A Accounts@in ooy

Welcome NASHVILLE

Wel to the Edi S Portal.

Lo

This &5 the contral access point for our supphers and business
partners 1o view valuable information reladed 10 conducting
business with us. In a0dtion, active suppiers and business
pariners may aiso log In 10 our secure system from this portal o
access current kansaction information for their accounts

Statewide Contract information Links

¥ W S AL

+ Cick hor
and 8] Evauatcas

- Statewide Contraci Uine Detalts (Excel Dovmioad)
Procurement Agency Links

« Central Procuremant Office

+ REP Usting

+ I 3 ent of Transpodabon

» Payment Contact Information by Agency
« Sugoer Community

2. Inthe Main Menu drop down, click on Supplier>Review Payment Information>Invoices.
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Main Menu

TN Supplier r
Supplier Portal Configuration 4

1 Supplier
D My Preferences
D My System Profile

Maintain Supplier Information 2

Process Quotes 4

Manage Events and Place Bids 4

Welcome NASHVILLE

Manage Contracts 4

-

Payments

[lanage Orders

cjcococooror

Announcement: Update Sul
|

Welcome to the Edison Supplier Portal.
Instructions to Update Supp| ' wy system Profile

Supplier Commodity Codes Spread Sheet

This is the central access point for our suppliers and bu
partners to view valuable information related to conducti
business with us. In addition, active suppliers and busin|
partners may also log in to our secure system from this

Please do not use Google Chrome when using the Edison Supplier Portal. Under to access current transaction information for their accoul
this browser, you will see issues with how pages are displayed and uploading

documents. Please use either Mozilla Firefox or Internet Explorer. We apologize

for this inconvenience.

D Account Balances

Statewide Contract Information Links:

= Click here to acceptthe acceptable use policy to view the Statewide Cl

Contact Us: and Bid Evaluations

For assistance with supplierinformation, please contact

. . Statewide Contract Line Details (Excel D load
Supplier Maintenance at 615-741-9745 or » Stateside ContractLine Detalls (Excel Download:!

email Supplier. Maintenance@tn.gov.

Procurement Agency Links:

= Central Procurement Office

3. The Review Invoices page displays; enter additional criteria to narrow down the results and click
the Search button.

ppler

TN Tennessee
— State Government

Review Invoices
Filter Options

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

From Invoice Number ||
To Invoice Number
Item 1D Q,
Supplier ltem D Q,

FromDate 02282021 [x]|  (example: D1/21/2000)

ToDate |0331/2021  [m=]|  (example: 01/31/2000)
From Amount

To Amount

Approval Status w
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4. Invoices with their voucher number and approval status display. To view specific information
about the invoice, click the Invoice Number hyperlink.

Main Menu « Supplier ¥ Review Payment idormation ~

TN Tennessee
— State Government

Review Invoices
Invoice List

Set fer ophions

Invoice List

W Q 1222 of 222

[Minvoice fumber Invoice Date Gross Amt ATprov Due Date Voucher

Feianee 037252021 $82723 USD Approved 0402472021 00126403 ”
3927848 03125/2021 $29288 USD Approved 04/2472021 00119022
3027875 0312672021 $126.00 USD Pending 042412021 00119043

5. To view payments, nn the Main Menu drop down, click on Supplier>Review Payment
Information>Payments.

Main Menu

|f"_'l Supplier I
Wy Preferences

D My System Profile

Y

TM Supplier
Supplier Portal Configuration

Maintain Supplier Information 3
Process Quotes 4

WManage Events and Place Bids 4

Croproreon

Welcome NASHVILLE

Manage Contracts 4

Announcement: Update Su

Welcome to the Edison Supplier Portal.

B My System Profile Payments

Instructions to Update Supp|

This is the central access point for our suppliers and business
Supplier Commodity Codes Spread Shest Account Balances partners to view valuable information related to conducting
= — business with us. In addition, active suppliers and business
partners may also log in to our secure system from this portal
Please do not use Google Chrome when using the Edison Supplier Portal. Under to access current transaction information for their accounts.
this browser, you will see issues with how pages are displayed and uploading
documents. Please use either Mozilla Firefox or Internet Explorer. We apologize
for this inconvenience.

Statewide Contract Information Links:

= Click here to accept the acceptable use policy to view the Statewide Contract
and Bid Evaluations

Contact Us:

For assistance with supplier information, please contact
= Statewide Contract Line Details (Excel Download)

Supplier Maintenance at 615-741-9745 or
Procurement Agency Links:

email Supplier.Maintenance@tn.gov.

o Central Procurement Office

6. The Review Payments page displays; enter additional criteria to narrow down the results and
click the Search button.
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Supplier ¥ > Review PaymentInformation ¥ > Payments

TN Tennessee
— State Government

Review Payments
Filter Options

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

Invoice Number “

Payment Reference
From Payment Date |(03/17/2021 (example: 12/31/2000)

To Payment Date |(03/31/2021 (example: 12/31/2000)

7. Payments with their invoice number and payment date display. To view specific information
about the payment, click the Reference hyperlink.

Imn Menu ~ Supplier ~ Reviorw Paymend indoemation ~

TN Tennessee
— State Government

Review Payments
Payments Made

Set filter opbons

Payments Made

5 Q 1-140 of 140
Reference~ Invoice Number Payment Date Amount
0004547500 3915774 031772021 $5998 USD ‘-
0004547581 3845324 031772021 $2,74424 USD
0004547581 3846892 031772021 $274424 USD
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Section 5 - Troubleshooting Guides
While working within the Supplier Portal, issues could be encountered. The topics that follow will help

you to resolve these issues or point you in the direction of whom to contact.

In the pages to follow, you will learn how to do the following:

Clearing Internet Browser Cache
Forgot Access ID

Forgot Password

Locked Account

List of Contacts for Additional Issues

vk wNe

oy
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Clearing Browser Cache - Internet Explorer

If you encounter issues with passwords not working, receiving a blue Oracle screen while working, or
other issues that are typical to your work within the Supplier Portal, you can try to clear your browser
cache to see if this resolves those types of issues.

1.

Open the Internet Explorer web browser.

L2 (-5)[ & https://hub.cdison.tn.gov/psp/papre/EMPLOYEE/EMPL/h/ tab=PAPP_GUEST

- @6/ search

L
© Employee-facing registryc... % |||
5% &) ERP Environments

Employee Portal Login

Edison Service Desk

1-866-376-0104 or
615-741-HELP (4357)

Hours of Operation Retrieve Acct

7:00 a.m. to 4:30 p.m. CST
Monday through Friday (except holidays)

External Learners

Payroll Gall Genter

If you have questions about your paycheck,
your bank account information, direct
deposit, lost o stolen checks, taxes &
deductions, or your W-2 form contact

the Payroll Gall Genter at

1-877-944-3873 or
615-741-PAID (7243)

Supplier Portal Home Page

First Time Login / New Hire

# (4]edison]

PARTNERS
FOR HEALTH.

It you have any question about your benefits
contact the Benefits Administration Service
Center at

1-800-253-9981 or
615-741-3590 or visit.
hitps://www tn.gov/partnersforhealth.htmi

STS Customer Care Center

If you have questions about Outiook, Active
Directory, 3270 passwords, STS network
issues, STS server issues, telephone issues, or
hardware issues (copiers, fax machines, scanners)
contact the STS Customer Care Center at

1-800-342-3276 or
615-741-1001

A Maintenance/Special Notices

Edison Acceptable Use Policy Update
Beginning Monday, August 171h, all users who use
Edicon il b niotin

2. Hold down the Shift, Ctrl, Delete buttons on your keyboard at the same time; the following box

TN

displays.

Delete Browsing History

[] Preserve Favorites website data
Keep cookies and temporary Internet files that enable your favorite
websites to retain preferences and display faster.

[] Temporary Internet files and website files
Copies of webpages, images, and media that are saved for faster
viewing.

[] cookies and website data
Files or databases stored on your computer by websites to save
preferences or improve website performance.

[ History
List of websites you have visited.

[~] Download History
List of files you have downloaded.

] Form data
Saved information that you have typed into forms.

[~] Passwords
Saved passwords that are automatically filled in when you sign in
to a website you've previously visited.

[~] Tracking Protection, ActiveX Filtering and Do Not Track
A list of websites exduded from filtering, data used by Tracking

about your visit, and exceptions to Do Mot Track requests.

Protection to detect where sites might automatically be sharing details

About deleting browsing history Delete | E Cancel

Department of
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3. Select (check) all boxes except for the first one - “Preserve Favorites website data”.

4.

5.

TN

Jepa

Fi

Click the Delete button.

Delete Browsing History

[ preserve Favorites website data

Keep cookies and temporary Internet files that enable your favorite
websites to retain preferences and display faster.

m porary Internet files and website files
opies of webpages, images, and media that are saved for faster
viewing.
bokies and website data

lles or databases stored on your computer by websites to save
preferences or improve website performance.
[y
izt of websites you have visited.
Jownload History
15t of files you have downloaded.

F@rm data
aved information that you have typed into forms.

sswnrds

Saved passwords that are automatically filed in when you sign in
to a website you've previously visited.

aching Protection, ActiveX Filtering and Do Not Track

Wlist of websites exduded from filtering, data used by Tracking
Protection to detect where sites might automatically be sharing details
about your visit, and exceptions to Do Mot Track requests.

About deleting browsing history Delete

Once the process is complete, the following message will display on the bottom of your screen.

artment of
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- @ ¢/ search..

OYEE/EMPL/h/?tab=PAPP_GUEST

‘.é https: edison.tn.gov/psp/pap

9% £ ERP Environments

Edison Service Desk

1-866-376-0104 or
615-T41-HELP (4357)

Hours of Operation:
7:00 a.m. o 4:30 p.m. CST
Monday through Friday (except holidays)

Payroll Call Center

If you have questions about your paycheck,

your bank account information, direct

deposit, lost or stolen checks, taxes &

deductions, or your W-2 form contact
the Payroll Call Center at:

1-877-944-3873 or
615-741-PAID (7243)

Employee Portal Login

Supplier Portal Home Page

First Time Login / New Hire

External Learnel

Intemet Explorer has finished deleting the selected browsing histery.

PARTNERS
FOR HEALTH.

If you have any question about your benefits

contact the Benefits Administration Service

Center at:

1-800-253-9981 or
615-741-3580 or visit:
hitps-/hwww tn. html

STS Customer Care Center

If you have questions about Outlook, Active
Directory, 3270 passwords, STS network
issues, STS server issues, telephone issues, or

hardware issues (copiers, fax machines, scanners)

contact the STS Customer Care Center at:
1-800-342-3276 or

615-741-1001

A Maintenance/Special Notices

0

Edison Acceptable Use Policy Update
Beginning Monday, August 17th, all users who use
Edison will be prompled to accept an updated
version of the Accepiable Use Policy upon logging
in to Edison. Users can review the policy and will be
required to check the acceptance box and click the
"I Agree" button to confirm agreement on their next
successful login attempt to Edison. Once the user
accepts the policy, they will be allowad into Edison
as usual utilizing their account. This is a one-ime
acceptance of the new policy for all existing Edison

6. Click the X at the top right of the screen to close the browser and then reopen the browser.
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Clearing Browser Cache - Firefox
If you encounter issues with passwords not working, receiving a blue Oracle screen while working, or

other issues that are typical to your work within the Supplier Portal, you can try to clear your browser
cache to see if this resolves those types of issues.

1. Open the Firefox web browser.

< X
Employee-facing registry content
€ ¢ @

Edison Service Desk

© @ https//hub.edison tn.gov/psp/paprd/EMPLOYEE/EMPL/h/Ptab = PAPP_GUEST

Employee Portal Login

Supplier Portal Home Page

1-866-376-0104 or
615-741-HELP (4357)

Retrieve Access ID

Hours of Operation:
7:00 am. fo 4:30 p.m. CST
Monday through Friday (except holidays)

First Time Login / New Hire

External Learners

Payroll Call Center

If you have questions about your
paycheck, your bank account
information, direct deposit, ost or stolen
checks, taxes & deductions, or your W-2
form contact the Payroll Call Center at

1-877-844-3873 or
815-741-PAID (7243)

o @ || Q search In @ ®

# [<edison]

PARTNERS
FOR HEALTH.

If you have any question about your benefits
contact the Benefits Administration Service

Genter at:

1-800-253-3981 or
615-741-3590 or visit

https:/Awaw tn govipartnersforhealth.htmi

STS Customer Care Center

1t you have questions about Outiook, Active
Directory, 3270 passwords, STS network
issues, STS server issues. telephone issues, or
hardware issues (copiers, fax machines, scanners)
contact the STS Customer Care Center at:

1-800-342-3276 or
615-741-1001

Maintenance/Special Notices

Edison Acceptable Use Policy Update
Beqinning Honday Aug n all use

2. Hold down the Shift, Ctrl, Delete buttons on your keyboard at the same time; the following box

displays.

Clear Recent History

Time range to clear: |§Todag,'

History
[v] Browsing & Download History
[#] Active Logins

] Form & Search History

Data
[] Site Preferences

[ Cookies
[] Cache

B Offline Website Data

[ ok H Cancel

3. Select (check) all boxes.
4. Click the OK button.
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Clear Recent History X
Tirme range to clear: EToday D
History

Browsing & Download History Cookies

ctive Logins Cache

Form & Search History

Data

Site Preferences . Offline Website Data

5. Click the X at the top right of the screen to close the browser and then reopen the browser.
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Clearing Browser Cache - Chrome
If you encounter issues with passwords not working, receiving a blue Oracle screen while working, or

other issues that are typical to your work within the Supplier Portal, you can try to clear your browser
cache to see if this resolves those types of issues.

1. Open the Google Chrome web browser.

@ Employee-facing registry content X 4

Employee-facing registry content  30v/psp/paprd/EMPLOYEE/EMPL/h/7tab=PAPP_GUEST
hubedisoningov

Employee Portal Login PART"ERS
Edison Service Desk Supplier Portal Home Page FOB HEALTH-

1-866-376-0104 or If you have any guestion about your benefits
615-741-HELP (4357) contact the Benefits Administration Service
. Center at:
Hours of Operation Retrieve Access ID
7:00a.m. to 4:30 p.m. CST 1-800-253-9981 or
Monday through Friday (except holidays) 615-741-3590 or visit
hitps:/www. tn

First Time Login / New Hire

STS Customer Care Center

. - If you have questions about Outlook, Active
Bleipllicatners Directory, 3270 passwords, STS network
Payroll Call Center issues, STS server issues, telephone issues, or
e hardware issues (copiers, fax machines, scanners)
If you have questions about your contact the STS Customer Care Center at
paycheck, your bank account information,
direct deposit, lost or stolen checks, taxes 1-800-342-3276 or
& deductions, or your W-2 form contact 615-741-1001
the Payroll Call Center at.

1-877-344-3873 or
615-741-PAID (7243) Maintenance/Special Notices
£ Lisa Daliey Undats

2. Hold down the Shift, Ctrl, Delete buttons on your keyboard at the same time; a separate tab
opens displaying the following box.

@ Employee-facing registry content X X8 Settings X+

C Y & Chrome | chromey//settings/clearBrowserData

Clear browsing data

Basic Advanced

Timerange Last7 days

rowsing history
lears history from all signed-in devices. Your Google Account may have
ther forms of browsing history at myactivity. google.com.

ockies and other site data
igns you out of most sites. You'll stay signed in to your Google Account so
pur synced data can be cleared.

ached images and files
rees up less than 123 MB. Some sites may load more slowly on your next

sit.
Cancel Clear data |

3. Select (check) all boxes.
4. Click the Clear data button.
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@ Employee-facing registry content X £t Settings x 4+

Employee-facing registry content bme://settings
hub.edison.tn.gov

©r Passwords 3

2 Youand Google
Autofill B Payment methods »
Safety check Q  Addresses and more 4

Privacy and security

Safety check

Search engine ®  Chrome can help keep you safe from data breaches, bad extensions, and more Check now

Default browser

=]
9
)
@  Appearance
Q,
[=1]
0}

On startup Privacy and security

Advanced - —  Clear browsing data
Clear history, cookies, cache, and more
SEHEE B Cookies and other site data

Third-party cookies are blocked in Incognito mode
About Chrome

e Security
Safe Browsing (protection from dangerous sites) and other security settings

Site Settings
Controls what information sites can use and show (location, camera, pop-ups, and more)

6. Click the X at the top right of the screen to close the browser and then reopen the browser.
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Clearing Browser Cache - Edge

If you encounter issues with passwords not working, receiving a blue Oracle screen while working, or
other issues that are typical to your work within the Supplier Portal, you can try to clear your browser

cache to see if this resolves those types of issues.

1. Open the Microsoft Edge web browser.

[} Employee-facing registry conter X I+

& O B https://hub.edison.tn.gov/psp/paprd/EMPLOYEE/EMPL/h/?tab=PAPP_GUEST

Edison Service Desk

1-866-376-0104 or
B815-741-HELP (4357)

Hours of Operation:
7:00 a.m. to 4:30 p.m. CST
Monday through Friday (except holidays)

Payroll Call Center

If you have questions about your
paycheck, your bank account information,
direct deposit, lost or stolen checks, taxes

& deductions, or your W-2 form contact
the Payroll Call Center at:

1-877-944-3873 or
615-741-PAID (7243)

Employee Portal Login

PARTNERS
FOR HEALTH..

If you have any question about your benefits
contact the Benefits Administration Service
Center at

Supplier Portal Home Page

Retrieve Access ID
1-800-253-8881 or
615-741-3590 or visit:
hitps:/wavw.tn. gov/partnersforheatth.ntmi
First Time Login / New Hire

STS Customer Care Center

If you have questions about Qutlook, Active
Directory, 3270 passwords, STS network
issues, STS server issues, telephone issues, or
hardware issues (copiers, fax machines, scanners)
contact the STS Customer Care Center at:

External Learners

1-800-342-3276 or
615-741-1001

Maintenance/Special Notices
Edison Acceptable Use Policy Update
M, EUion Acceptable Use Policy Update

2. Hold down the Shift, Ctrl, Delete buttons on your keyboard at the same time; a separate tab

opens displaying the following box.

[ Employee-facing registry conten xl 3 settings x I+

<« O @ Edge | edge://settings/clearBrowserData

TN D?partment of
Finance &

Administration

Clear browsing data

Time range

| Last hour

Browsing history

None

Download history
None

Cookies and other site data
None

Cached images and files
Frees up less than 320 MB. Some sites may load more
slowly on vour next visit.

Sync is turned off. When you tum on sync, this data will be cleared

across all synced devices signed in to AG17400@tn.gov. To clear
browsing data from this device only, sign out first.

Clear now Cancel
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3. Select (check) all boxes.
4. Click the Clear now button.

[ Employee-facing registry conter xl 8% Settings % I+

< (O @ Edge | edge//settings/clearBrowserData

Clear browsing data

Time range

Last hour

offing history

load history

s and other site data

Cachfld images and files
Frees fIp less than 320 MB, Some sites may load more
slowhgbn vour next visit.

Sync is turned off. When you turn on sync, this data will be cleared
across all synced devices signed in to AG17400@tn.gov. To clear
browsing data from this device only, sign out first.

Clear now .

5. Once the process is complete, the Clear browsing data box will close.

[ Employes-facing registry canter xl % settings x |+
& O @ Edge | edgey/settings/privacy
Settings Tracking prevention @

Websites use trackers to collect info about your browsing. Websitas may use this info to improve sites and show you content like

| P earch settings personalized ads. Some trackers collect and send your info to sites you haven't visited,

Profiles Tracking prevention o

| & Privacy. search, and services

New tab page

B HCa

Share, copy, and paste

+ Content and ads will likely be
personalized

* Sites will work as expected

haven't visited

« Content and ads will likely be less

personalized

+ Sites will work as expected

frErE o Basic Balanced O Strict
(Recommended)
On startup *  Allows most trackers across all sites *  Blocks trackers from sites you * Blocks a majority of trackers from all

sites

+ Content and ads will likely have
minimal personalization

+ Parts of sites might not work

& Cookies and site permissions + Blocks known harmful trackers
¢ Blocks known harmful trackers ¢ Blocks known harmful trackers

EJ Default browser
4 Downloads Blocked trackers >
(8 Family safety View the sites that we've blocked from tracking you
= Languages Exceptions >
% Print. Allow all trackers on sites you choose

rinters
O system Always use "Strict” tracking when g InP ® )
() Reset settings
[0 Phone and other devices Clear browsing data
€ About Microsoft Edge

This includes history, passwords, cookies, and more. Only data from this profile will be deleted. Manage your data

Clear browsing data now

Choose what ta clear every time you close the browser

Choc hat to clear

>

6. Click the X at the top right of the screen to close the browser and then reopen the browser.

TN
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Forgot Access ID
If you have forgotten your access ID, you can either reference the original emails that were sent with

your TN@ login user, or you will need to contact the Edison Help Desk.

If you have received the following message when trying to log into the Supplier Portal because you have
forgotten your Access ID (TN@ login):

Sign In:

Enter your Access ID.

m You have entered an incorrect Access ID or Password.

Access ID: |

Continue

Where do | enter my passwerd?

To retrieve your TN@ login, you will need to contact the Edison Help Desk (615-741-4357). You will
need to have your TIN number and the primary email address for the account to give to the Edison Help
Desk staff in order to be given your TN@ (this is a security precaution).
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Forgot Password

If you have forgotten your password, you have the ability to reset it on your own using the Forgot
Password link. *NOTE: This should only be used if you have already completed the initial login process
and have your security profile setup.

Follow the steps below to reset your password. If you need additional assistance, you can watch a
YouTube tutorial here.

1.

3.

TN

.Administration

If you have received this message when trying to log into the Supplier Portal, follow the steps
below to reset your password.

Sign In:

Enter your Access ID.

m You have entered an incorrect Access ID or Password.

Access ID: |

Continue

Where do | enter my passwerd?

Log into the Supplier Portal by navigating to www.edison.tn.gov and clicking on the Supplier
Portal Home Page.

Employee Portal Login

Partners for Health

Edison Service Desk Supplier Portal Home Page
1-866-376-0104 or If you have any question about your benefits

615-7T41-HELP (4357) contact the Benefits Administration Service

) Center at:
Hours of Operation: Retrieve Access ID

7:00 am. to 4:30 p.m. CST
Monday through Friday(

1-800-253-9981 or
615-741-3590 or visit:

except holidays)
hitps://www tn .gov/partnersforheaith. html
First Time Login / New Hire

STS Customer Care Center

- - If you have questions about Outlook, Active
el e . :
Dtz Lz Directory, 3270 passwords, STS network
issues, STS server issues, telephone issues, or

Payroll Call Center hardware issues (copiers, fax machines, scanners)
contact the §TS Customer Care Center at

If you have questions about your paycheck,
your bank account information, direct 1-800-342-3276 or
deposit, lost or stolen checks, taxes & 615-741-1001
deductions, or your ‘W-2 form contact

e A Maintenance/Special Notices

511:-;:;?;;%3?'?23;) No articles currently available

On the Supplier Portal home page, click on the Sign In link.
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TN Tennessee
—_ State Government Weicome to Supplier Portal

Contact Us:
For assistance with supplier information, please contact

Instructions to Update Supplier Commodity codes
kv P S “This is the central access point for our suppliers and business partners to view
valuable information refated to conducting business with us. In addition, active Supplier Maintenance at 615-741-9745 or

polier Commodity Codes Spread Sheet
suppliers and business partners may also log in to our secure system from this
portal to access current transaction information for their accounts. email SupplierMaintenance@tn.gov.

Announcement: Update Supplier Commodity Codes
Welcome to the Edison Supplier Portal.

St

Please do not use Google Chrome when using the Edison Supplier Portal. Under
this browser, you will see issues with how pages are displayed and uploading
documents. Please use either Mozilla Firefox or Internet Explorer. We apologize | Do you have an = D2
for this inconvenience.

Click g Sign In tqlogin to the Edison Supplier Portal.

For payment inquiries, please contact

Accounts Payable at 615-532-5150 or

email E_A

Events Personalize | Find | () | [~ First 4 1606 O Last Looking to do business with the State of Tennessee?

Event Name. To do business with the State of Tennessee, you MUST:
Edison Help Desk at 615-741-HELP.

Register as a Supolier
Window Installation at Pickwick Landing Park o To help ensure your registration is completed accurately and to help
avoid processing delays, click here for the Edison Supplier Portal
codes, please contact Bidder Services at 615-741-6875

Registration Manual
o The IRS W-9 required to be attached to the registration can be found or email Bidder Registration@tn.gov.

TWRA CWD Crematory at this link: |RS-W9 Form

For Password and User ID Assistance, please contact the

VAM Vehicle Wrap Materials
For assistance with bidding procedures and commodity

VAM Car Wraps Installations

AFTER you receive a Supplier ID, you may complete a Supplier Direct Deposit
Cabin Repair/Siding Project Pickwick Landing Pk FOT 1 1ave peyants Y dapceBedinto your sccount
with your financial institution. Section 4 MUST be completed by your financial
See all of my events institution. The original form MUST be mailed to the address at the top right of the
form

TDOC Inmate Television

It you have a Supplier ID and need new or additional Edison Access IDs,
click Cr r Accounts. Your Tax Identification Number is required.

4. Inthe Access ID field, enter your TN@ login; click the Continue button.

Sign In:

Enter your Access ID.

Access ID:

Continue

‘Where do I enter my password?

5. Onthe Sign In page where you would enter your password, click the Forgot Your Password link.

Sign In:

Please enter your password

. robust Pride :
| S

Why do you have a security image?

o Al o

Forgot your password?

r—
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6. Once you click the Forgot your password link, you will be taken to a new page that you will need
to leave open. This is the page that you will enter the temporary one-time password that will be
sent to your email.

e  *NOTE: Your one-time password email address is the email that was setup on the final
stages of the initial account setup process. This email could potentially be different than
your email address for your Supplier Portal account (these are setup on 2 different
screens during the registration process). The one-time PIN password should be sent in a
few minutes; if it does not, check all email accounts prior to calling the Edison Help Desk
for further assistance.

An email was sent to you with a one-time password. Please retrieve the password from the email account that you set up for one-time
passwords and enter it on your personalized security image below.

You will need to keep this page open while you retrieve your temporary password from your e-mail and then
enter it here.

d

e
1/7/202Q 10:35 (CST)

‘ enter

| robust Pride

Click this link to learn about the importance of your security image.
Why do you have a security image?
Did not receive One-Time Password? Click again to resend.

7. Enter the 5-digit PIN received in the email into this password field; click the Enter button.
e *NOTE: If you closed this page prior to receiving the PIN, you will need to click the Forgot
Your Password link again to generate a new PIN.

Jepartment of
Finance &
.Administration Page 81




edison State of Tennessee

1 Bright Idea for State Government Su p p ||e r WO rk O rd ers

An email was sent to you with a one-time password. Please retrieve the password from the email account that you set up for one-time
passwords and enter it on your personalized security image below.

You will need to keep this page open while you retrieve your temporary password from your e-mail and then
enter it here.

| robust Pride

Click this link to learn about the importance of your security image.
Why do you have a security image?
Did not receive One-Time Password? Click again to resend.

8. You will then be prompted to enter a new password; enter it and click the Enter button. The
New Password field displays as Completed if the password requirements were met.

Reset Your Password
Please enter your new password twice on the TextPad.

A valid password must meet all of the following conditions:
* Password must not contain the following character(s): & ,<>"%~""@.
* Password must not match or contain first name.

* Password must not match or contain last name.

# Password must not be longer than 32 character(s).

# Password must contain at least 2 alphabetic character(s).
* Password must be at least 8 character(s) long.

s Password must contain at least 1 lowercase letter(s).

* Password must contain at least 1 numeric character(s).

* Password must contain at least 1 special character(s]).

# Password must contain at least 1 uppercase letter(s).

# Password must not be one of 12 previous passwords.

* Password must not match or contain user ID.

New Password

click to enter
Confirm New Password

. robust Pride

After confirming your new password, please ONLY HIT ENTER ONCE as there
is a slight delay while processing your new password.

9. You will then be prompted to confirm the new password; enter it and click the Enter button. The
New Password field displays as Completed an then you will be successfully logged into the
Supplier Portal with your new password.
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Locked Account
If you receive a message after entering your Access ID and password that your account is locked or
disabled, you will need to contact the Edison Help Desk for further assistance.

If you have received the message that your account is locked or disabled after entering your Access ID
and password, you will need to contact the Edison Help Desk (615-741-4357). You will need to have
your TN@ login (or TIN number) and the primary email address for the account to give to the Edison
Help Desk staff in order to have your account unlocked.
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List of Contacts for Additional Issues

For assistance with supplier information (i.e. tax information, bank information, etc.) contact
Supplier Maintenance:

o Phone: 615-741-9745

o Email: Supplier.Maintenance@tn.gov

For assistance with payment information contact F&A Accounts:
o Phone: 615-532-5150
o Email: F_AAccounts@tn.gov

For assistance with Access ID, password resets, or locked/disabled accounts contact Edison Help
Desk:
o Phone: 615-741-HELP

For assistance creating work orders contact VAM:
o Russell Winston
=  Phone: 615-253-4480
= Email: Russell. Winston@tn.gov

o Erin Haywood
=  Phone: 615-741-6598
=  Email: Erin.Haywood@tn.gov

o John Lawrence (*unavailable until May 2021)
=  Phone: 615-532-8923
=  Email: John.Lawrence@tn.gov
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