TN Department of

General Services

Central Procurement Office
Update Supplier Commodity Codes in Edison

PURPOSE: The purpose of this Job Aid is to provide step-by-step
instructions for suppliers describing how to update Commodity codes
on the Edison Supplier Portal.

Note: It is recommended that you identify the commodity code(s) applicable to
your Business before attempting to update your supplier record.

A. Identifying your commodity codes.

1. Click this link to access the Supplier UNSPSC commodity code list in Excel.

2. Pressthe Ctrl and F keys at the same time to activate the Find function in Excel.

Supplier Commodity Codes - Click the + at the beginning of the row to display
specific commodities in that category. Press the CTRL + F keys to search the list .

+10101500 -
+10101600 -
10101700 -
10101800 -
+ 10101900 -
+ 10102000 -
+10111300 -
+ 10121500 -
10121600 -
+10121700 -
+ 10121800 -
10121900 -
+ 10122000 -
10122100 -
+10131500 -
+ 10131600 -
10131700 -
+10141500 -

Livestock
Birds and fowl
Live fish

Shellfish and aquatic invertebrates

Insects
Wild animals

Domestic pet treatments and accessories and equipment

Livestock feed

Bird and fowl food
Fish food

Dog and cat food
Rodent food

Reptile food
Miscellaneous animal food
Animal shelters
Animal containment
Animal habitats
Saddlery

Find and Replace

Fid  Reglace
Find what: |

Find Al
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3. Type in the commodity category name you are looking for, e.g. Laboratory, and press Find Next.

Excel will find the first instance of the word Laboratory in the list.

HA1100500 -
41300700 -
+ 41101800 -
41101500 -
41102400 -
41102500 -
HA1102600 -
41103700 -
+ 411000 -
41103000 -
HA1103200 -
+41303300 -
+ 41103400 -
# 411035900 -
+41103700 -
+ 41103800 -
+A11035900 -

Laboratory blending and dispersing and nizing equipment and supplies ]

Laboratery boring and grinding and cutting and crushin
Laboratory electron and solid state physics equipment
Laboratory ionic equipment

Laboratory heating and drying equipment

Laboratory entomological equipment and accessories
Animal laboratory equipment and accessories
Crystallography equipment

Histology equipment

Laboratory cooling equipment

Laboratory washing and cleaning equipment

Fluid mechanics equipment

Laboratory envirenmental conditioning equipment
Laboratory enclosures and accessories

Laboratory baths

and pressing equipment

Find and Replace 7 e
Find  Reglsoe /
Find what: Laberatery] w

Oplions >
rran | Bt ] | oo

Laboratory mixing and stirring and shaking equipment and supplies

Laboratory centrifuges and accessories

4. To see specific commodities in that category, click the

+

at the front of the row to display.

+}40183200 - Iron tubes

41101500 - Laboratory blending and dispersing and homogenizing equipment and supplies

Dounce homogenizers

French pressure cells

Homogenizer parts and accessories
Homogenizers

Laboratory blenders or emulsifiers
Laboratory cell disruptor
Laboratory sprayers

Liquid measuring cans

Stomachers

5. Jot down the commodity code number (e.g. 41101500) to enter into Edison. Repeat steps A.3
and A.4 until you have identified all commodity codes identifying your business.
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B. Update commodity codes in Edison.

1. Log-in to the Supplier portal.
2. After logging in to the portal, click the Main Menu link.

Wain Meny =~

TN Tennessee
— State Government

State of Tennessee Welcome TN Buyer

Anncuncement: Issus When Using Google Chrome for Supplior Portal

Weicomas to the Edison Supplier Portal.
Please do nol use Googie Chrame when using Ihe Ediscn Suppber Portal Under
this Drowser, you will se ssues with how pages are displayed and upioading This 1% W omical Hoons s ORM. By OUY SRTIERBNE RN Riness

partners 1o view vialuable information reladed 1o conducing
?:E::ME PFEI’:::LS.E‘ el Mozilla Firefox of Inflemnel Explorer. Wa w! bas < with us. bn A" ackse o © and business

pariners may a0 l0g in fo our secure Sysiem from this porlsd o
Borass cumenl iansaction information for thedr acoolnts

Condact Us:

- Statewice Contract Information L

For assistance with supplisn mkomaation. plaase conlad i e B
= ik hera S0 accep] e acceglable wse pobcy 1 whin the Siatawide Conad]

Supplier Mainienance al 615-741-9745 o :J;m e B

]
emall Supplier Maintenance@tn gov.

i, =) ¥
For paymend inguitkes, ploase contact

Procuremend Agancy Links
« Gl Procisemsenl Office

Accounts Payabés al 615-532-5150 of

S CAC— - RFP Liing

. lm&ﬁi? : Lol T

« Paymonl Contact information try Agency
Fior Passward and User ID Assitance, please contiet the i o mizy

Edison Hedp Desk at 615-T41-HELP

For pasistance with bidding procedules and commadity
codes, pleace contact Biddar Services gl 6157416875
or emad Bigcer Recatrtionin gov

3. Next Click - Supplier -> Maintain Supplier Information -> Supplier Change Request -> Initiate

Supplier Change.

51 suppiier &= [ O T Suppher
] My Preferences 23 supplier Portal Configuralio .
" . i ) 3 - = =] Initiate Supplier Change
B My System Profile 3 Maintain Supplier LI Supplier Change PP ng
———— Eaneei R
3 Manage Events and Pl3 L] contacts
D Ma“age COHIIECIE Y | S S L LS gy | UI_RVICE
O Manage Orders
Announcement: Issue Whe ) i
£ Review Payment Information * m Welcome to the Edison Supplier
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4. From the Welcome page, you may open the Instructions to Update Supplier Commodity Codes.
When ready to proceed, click the Next button.

Main Menu = Supphier =

Maintasn Supplier Infermalion ~ Si nge Request

TN Tennessee
— State Government
=} L1 £l
Welcome Company Profile Submit

Exit Savefor Later | | « Prindous Ned

Welcome Napa Auto Parts, Memphis

{ Genuine Pars Company)

Ilnl.rln" ligr Com ity I

e Rgview Changis

5. From the Company Profile page, click Expand All.

(=] =

Company Profile

Submit
Exit Save for Later | 4 Previous Hedt

Company Profile for “HiReview Changes

nique 1D & Company Profile

“Supplier Name Deann Goney
Expand Al Collapse All
Standard Industry Codes

Bcontect us B zeview

A

Exit Save for Later | 4 Previous Nexd  p
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6. Next, Click the Add SIC button.

Company Profile for *H-Review Chanaes

Unique ID & Company Profile

*Supplier Mame  Diann Gondy

Expand All Collapas Al
Standard Industry Codes

SIC Code Typs Standard Industry Code FArerve
51700 Ecosyslen
1500 Vaber resource development sen
Add SIC h
-
g
Contact Us BsReview Changes
Eal Save for Later | |  Previous Net  »

7. On the new row, click the down arrow in the box under SIC Code Type to display Code choices.

Standard Industry Codes

SIC Code Type 5 ard Industry Code Description Remove

v Q O

Add SIC

[%Contacl Us

8. Select the SIC Code Type - UNSPSC Codes.

Company Profile for “BReview Changes

Unique ID & Company Profile

“Supplier Name [Diann Goney

Expand Al Collapse All
Standard Industry Codes

SIC Code Type Standard Industry Code Description Remowe
UNSPSC Codes 10102000 Wild animals

UNSPSC Codes 10131700 Animal habitats

UNSFSC Codes T0s1700

UNSPSC Codes TOIT1500 Water resource development senvica

Q

—
7 b,
{contact us [EeReview Changes

Exit Save for Later | | 4 Previous Next  p
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9. Select the UNSPSC Code from the list.

1. Click the magnifying glass to display the Look up Standard Industry Code page.

UNSPSC Codes w Q/

2. Click the Advanced Lookup link.

Look Up Standard Industry Code ™

Search by. Standard Industry Code begins with |

Look Up Cancel | Advanced Lookup

Mo matching values were found

3. Search for the code(s) you identified for your company by typing the code number in
the search box. Click Look up. Click on the Code to add it to your record.

Look Up Standard Industry Code /
SIC Code Type
Standard mmym{ beges with v} I 10101600 l
Look Up Chesar

Cancel | Basic Lookup

Search Results
Only the firsl 300 results of a possible 5313 can be displayed

View 100 First ‘& aoof200 ‘b Last
Standand Industry C Description

10101500 Livestock

10101600 Bitds and fiowd

10101700 Live fish

10101800 Shedifish and aguabc nwverebrales

10101500 Insects

10102000 Wild animals
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4. The code will appear in your list. Repeat steps B.9.1, B.9.2 and B.9.3 to add

additional codes.

Expand All Collapse All

Standard Industry Codes
SIC Code Type Standard Industry Code Description
UNSP3C Codes V| 10101600 x |3 Birds and fowl

Remove

10. Click the Remove box to mark a code to be removed from your profile.

Expand All  Collapse All
w Standard Industry Codes

SIC Code Type

[UNSPSC Codes

Standard Industry Code Description

w| 10101600 x Oy Birds and fowl

HE“WY
]

11. Click Review Changes to see the changes you have made. Click Next to continue.

Expand Al Collapsa Al
w Standard Industry Codes

%thc: Us

SIC Code Type Standard Industry Code Description
[UNSPSC Codes w| 10101600 , Birds and fowd
[UNSPSC Codes w| 0101700 % 0 Live fish

Add SIC

/i"

b&-Rew‘ew Changes|
Exit Save for Later | | 4 Previous Mext ,(
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12. To complete the change, on the Review and Submit Changes screen:

1. Enter your email address.
2. Click the Confirm Changes check box.

3. Click Submit.

Review and Submit Changes for

Use the "Review™ bution (o review changed information

Use the “Submil” button to submil your change request

Email communication reganding this request will be sent to

! Confirm C hanues‘é /

Review

"~ N
'ﬁ(ﬂwﬂ Us

13. You will receive a confirmation email message. The message includes your Change Request ID.

Use this as a reference if you have questions regarding this change.

Click the Return to Supplier Change Selection Page link to make more changes to the UNSPSC

codes.

Click the Return to Supplier Home Page link to return to the supplier portal Home Page.

Supplier Change Request Approval Confirmation

Approved

Q’ Your Request has been successfully approved and applied

Your Change Request ID 000000000000026 /

Any email regarding the request status will be sent to

ddg@blomand. nex

8% Rewm 1o Supplier Home Page e

With questions or assistance contact call Bidder Registration at Bidder.Registration@tn.gov or call

615-741-3333 option 3.
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