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*Training classes are offered on specific dates and times.  Watching a training 

video would be most helpful if immediate assistance is needed. 















State of Tennessee Central Procurement Office



• Central Procurement Website

– https://www.tn.gov/generalservices/procurement.html

• TN Supplier Portal

– https://sso.edison.tn.gov/psp/paprd/SUPPLIER/SUPP/h/?tab=PAPP
_GUEST

https://www.tn.gov/generalservices/procurement.html
https://sso.edison.tn.gov/psp/paprd/SUPPLIER/SUPP/h/?tab=PAPP_GUEST


• Read the attachments to the event

– Specifications 

– T&Cs

– Any other attachments 

– Event Details – outlines lines and bid factors

• Bid factors 

• See Ideal Response 

Sample event email will attach all event documents.

Sample Event Details



• Please do not wait until the last day to enter your bid.

• Remember to add the State’s email as acceptable email (not 
junk). 

• If you have trouble entering your bid, please contact the Edison 
Help Desk 615-741-HELP (4357).

• Ryan will cover in more detail: For account help, contact 
Supplier Maintenance at 615-741-9745 or email 
Supplier.Maintenance@tn.gov (be aware it may take 5 days to 
process new accounts).  Please only email once in the 5 days.  
Emailing again may start the 5 days over again.
– If you have a Supplier ID and need new or additional Edison Access IDs, 

click Create New User Accounts. Your Tax Identification Number is 
required

mailto:Supplier.Maintenance@tn.gov
https://hub.edison.tn.gov/psp/paprd/SUPPLIER/ERP/c/SUP_OB_MENU.SUP_OB_USER_REG.GBL?Action=U&SUP_OB_TEMPLATE_ID=USER


• CPO front desk number 615-741-1035

• See Solicitation Coordinator contact in bid documents. 
• Responses Submitted by Mail. If submitting a response by mail: (1) all prices 

must be typed or written in ink on the "Line Details" portion of this ITB; (2) any 
corrections, erasures, or other alterations to prices must be initialed by the 
respondent; and (3) the response shall be manually signed by the respondent in 
ink. Each individual response must be returned in a separate envelope package 
or container and must be properly labeled on the outside referencing the 
applicable event number and the response opening date. Responses should be 
mailed in a properly labeled sealed envelope to the following address: 

Bidder Services
Department of General Services, CPO
312 Rosa L Parks Avenue, 3rd Floor Tennessee Tower
Nashville, TN 37243-1102 

Failure to comply with these requirements may result in rejection of the response.



• Because Edison times out quickly, be prepared with all 
your attachments.    Even though there is a “save for 
later” option, Edison may not save your entry.

• Ensure an attachment is uploaded for all bid factors that 
require an attachment. Otherwise, an error message may 
appear and Edison will not let the bid to be submitted.



















Ensure an attachment is uploaded for all bid factors that require an attachment. 
Otherwise, an error message may appear and Edison will not let the bid to be 
submitted.



Because Edison times out quickly, be prepared with all your attachments.  
Even though there is a “save for later” option, Edison may not save your entry.



Use the Q&C period to ask questions about line items.  Be sure to bid exactly 
as presented.  The UOM must match the event.  Give an example.



•

“Copy bid” does not make a copy of your bid.  This button will start a 
new bid entry. 



Updating your supplier information in Edison 

 Creating a new User Account

 -Navigate to the supplier portal home 
page 

 https://hub.edison.tn.gov/psp/paprd/SUP
PLIER/SUPP/h/?tab=PAPP_GUEST

 -Select Create New User Account

 Please note, this is for suppliers to gain 
access to supplier files that already exist. 
This is not the same as creating a new 
supplier file for your company.

https://hub.edison.tn.gov/psp/paprd/SUPPLIER/SUPP/h/?tab=PAPP_GUEST


Creating a New User Account 

continued

 Creating a new User Account will require:

 Your 9-digit Tax ID Number (no dashes)

 Your 10-digit Supplier ID Number

If you do not know your Supplier ID Number, you can email 
supplier.maintenance@tn.gov with your Tax ID Number, and an address 
that is on file for your company, and supplier maintenance will provide 

your supplier ID number.

mailto:supplier.maintenance@tn.gov


Creating a New User Account 

continued

 After entering your Tax ID Number and Supplier ID number, you will 

need to enter your “Requested User ID”

 The Requested User ID MUST start with “TN@”. For example: 

“TN@UserName”

 For “Email ID” please enter an email address that you can access. 

Once the new user account is created, all information will be sent 
to this email address



Creating a New User Account 

continued

 Click to accept the Terms of Agreement, press Submit

 After clicking Submit, you should receive 3 emails to the email 

address you entered in the registration

 1. An email letting you know your account request was approved and 
provides your Access ID and Supplier ID number

 2. A welcome email containing your Supplier ID and Access ID

 3. An email providing your temporary password



Creating a New User Account 

continued

 If you received the 3 emails, nav igate back to the Supplier Portal 

Home Page and use your Access ID and password to Sign In to the 
Edison Supplier Portal. (If you did not receive the email, please skip 

ahead 2 slides.)

https://hub.edison.tn.gov/psp/paprd/SUPPLIER/SUPP/h/?tab=PAPP_GU

EST

https://hub.edison.tn.gov/psp/paprd/SUPPLIER/SUPP/h/?tab=PAPP_GUEST


Creating a New User Account 

continued

 Enter your Edison Access ID and click Continue

 Enter your temporary password from the email (do not copy and 
paste) and click Enter

 Reset your Password

 Enter your temporary password in Current/Temporary Password field

 Enter a new password in the New Password field

 Enter your new password again in the Confirm New Password field

Follow the instruction for Setting up Your Security Profile and enter an email address 
for a one-time password reset in case you need to reset your password. 



Creating a New User Account 

continued

 If you DID NOT receive the 3 emails containing your new User 

Account information, please first make sure you are using the email 
address you entered in the registration

 If you still have not received the emails containing your Access ID 
and temporary password, please contact the Edison Help Desk, as 

supplier maintenance does not have access to passwords or 
Access IDs

 The number for the Edison Help Desk is 1-866-376-0104 or 615-741-
HELP (4357).



What can I do with my new User 

Account?

 View Payments

 Main Menu>Supplier>Review Payment Information>Payment

 Add, Edit, and View Addresses on file (cannot edit Address 1)

 Main Menu>Supplier>Maintain Supplier Information>Addresses

 Add, Edit, and View Contacts

 Main Menu>Supplier>Maintain Supplier Information>Contacts



What can I NOT do with my new 

User Account?

 Change the “Supplier Name” associated with your account

 To change the name on your supplier file, you must submit a new W-9 
to supplier.maintenance@tn.gov with the new name on line 1.

 Change Address 1 on your supplier file

 To change the address 1 on your supplier file, you must submit a new 
W-9 to supplier.maintenance@tn.gov with the new address provided.

 Change Tax ID Numbers

 The Tax ID Number on a supplier file cannot be changed. If you are 
switching to a new Tax ID Number, you will need to register for a new 

Supplier ID Number.

mailto:supplier.maintenance@tn.gov
mailto:supplier.maintenance@tn.gov


IRS W-9 Requirements

 Must be Rev ised Oct. 2018 version of the form- found at IRS.gov

 Must be hand-signed. We cannot accept electronic signatures

 Must be dated within 1 year of the date of submission



Who to contact?

 Edison Help Desk 

 1-866-376-0104 or 615-741-HELP (4357) Call for technical support, 
password resets, Access ID assistance, or if you did not receive the 3 

emails after creating your new User Account

 Supplier Maintenance

 If you need to update your Supplier Name or address 1 on your supplier 

file, or if your supplier file becomes Inactivated and you need to re-
activate it, email a new W-9 to supplier.maintenance@tn.gov

 For other supplier maintenance inquires, you can email 
supplier.maintenance@tn.gov or leave a voicemail with your question 

at 615-741-9745

mailto:supplier.maintenance@tn.gov
mailto:supplier.maintenance@tn.gov

