HVAC Services SWC 173		Ordering Instructions
The Statewide Contract for HVAC Services was set up to allow a vendor to bid on different counties/regions, with a separate Item ID for every county/region. Vendors get the Item IDs for the Counties they have been awarded put on their contracts. There are a total of 12 Edison contract numbers included within SWC 173.

To use the contracts, start by selecting the Item IDs you want. In paying for HVAC Services, there are up to three pieces to pay for when requesting a service.

Hourly Rate charges + Trip Charge + Parts

	Hourly Rate Charges
	Trip Charge
	Parts

	Use one of four Item IDs
	Use one of the 101 Trip Charge Item IDs
	Use a Special Item, Special Request Line



Hourly Rate Charges: 

There are four Item IDs shared among all Vendors (for hourly rates), then there is a separate Item ID for each County or Location. 

For example, the Hourly Rate Item IDs below are on all 12 Edison Contracts:

	1000130809
	HVAC, Regular Time, Technician. HVAC Services at regular time rate for all Vendor's covered counties.

	1000130810
	HVAC, Regular Time, Helper. HVAC Helper Services at regular time rate for all Vendor's covered counties.

	1000130811
	HVAC, Premium Time, Technician. HVAC Services at premium time rate for all Vendor's covered counties.

	1000130812
	HVAC, Premium Time, Helper. HVAC Helper Services at premium time rate for all Vendor's covered counties.



No matter the vendor being used, if you have to pay for an Hourly Rate charge, you must use one of the four above Item IDs. The only thing that differs is selecting which Vendor and Contract # you will use. 

Trip Charges: 

The way the Trip Charges are set up in Edison, there is one Item ID for an HVAC Services Trip Charge for every county/location. This is a total of 101 Item IDs, including the subdivisions of Davidson County and the two out-of-state Locations (Catoosa, GA and Christian County, KY). 

These items are shared between Vendors, but Vendors only have the Trip Charge lines of the counties they were awarded.

In order to keep track of what Vendors were awarded what Counties, we’ve created a spreadsheet called “SWC 173 HVAC Services Information”. It has two tabs. The first, “Vendors and Counties”, shows the list of counties on the left, and the list of Vendors along the top. When a Vendor was awarded a County, the intersection is marked with an “A”, “B” or “C”, depending on if they are the A, B or C Vendor for that county. 


Using the Spreadsheet:

[image: ]

Example: If you’re in Anderson County and want to see what Vendors are available, go to the drop-down box at the top and select “Anderson County”.

Note: The screenshots below are taken from the Electrician Services SWC, but the basic principles still apply.
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If you want to see all of the list, go back to the drop-down box and select “All” instead.
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You can also use this to see what counties a vendor was awarded. To do so, go to a vendor’s drop-down box and select “Non-Blanks”. 
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Select the Item ID for the County you want to use, based on the spreadsheet. 

The “Item and Price Data” tab on the same spreadsheet has the Edison Contracts, Vendors and Vendor numbers listed, along with the counties. You can use the drop-down boxes at the top to filter the same way. 

Parts Lines:

Parts Lines for this contract are entered onto the ePro Req after you’ve selected the Lines. You’ll do a Special Item - Special Request for these. 

Tying Everything Together:

In order for End Users to use these Items, they will have to create an ePro req.

1. Select the Item IDs for the Hourly Rates.

2. Select the Trip Charge Item ID for the County the service is in.

3. Add any Parts Lines as needed using Special Item, Special Request.
4. On Step 3, Review and Submit, scroll over to the right and click on the Line Details ([image: ]) icon. 

5. In the Line Details section, select the appropriate vendor from the list of awarded vendors distributed with the contract. Type this Vendor ID into the Vendor field. [image: ]

6. Enter the appropriate Vendor for the county/region you are purchasing a service for, then scroll down and expand out the Contract section of the Line Details page. 

[image: ]
7. Use the lookup button next to the Contract field to select the correct Contract from the list. Information on the Contracts and Contract Vendors that cover a given region/county are found on the “Item and Price Data” tab of the included SWC 173 HVAC Services Information spreadsheet.

8. After selecting the appropriate Vendor and Contract, the pre-set Contract price will be populated at the top of the Line Details page. [image: ]

9. From there, finish processing the ePro requisition as normal. 
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