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1 – LOGON 
 
 
In order to access to SRM system, connect to www.edison.it and select the link “Suppliers" as shown in 
the following image: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Then select link "Access the functionalities of SRM Portal" as highlighted below: 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Finally select the link "Click here” as shown below: 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
A new page will be opened for the access to SRM system. Suppliers have to insert their own USER ID 
and password and select “Log On” as shown in the following image: 



 
 
 
 
 
 
 
 
 

 

2 – SERVICE ENTRY SHEET DONE BY VENDORS 

 
In this scenario vendors access to SRM system in order to register service entry sheets referred to a 
purchase order. They can register documents until the PO expected value is covered by items on 
Entry Sheets. 
 
Select from the user menu transaction "Enter Delivery/Service". 
 
As result vendor will access the page with search criteria to find Purchase Orders or Entry Sheets 
already registered. 
 
To display Entry Sheets select form the field “Make a Selection” “Display/Process Confirmation”: then 
search Entry Sheet by Purchase Order Number, Confirmation Number or Timeframe. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To process an entry sheet, select from the field Make a selection "Confirm Goods Receipt/Services 
Performed”. Then search the purchase order by Purchase Order Number, Purchase Order Name, 
Requester end/or Timeframe. 



 
 
 
 
System will display the list of the order for which a confirmation can be made in the frame under 
search criteria. 

In order to create Entry Sheet, select the button  on the right of the order as shown below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Insert the following data in the frame that the system will show:  
- Confirmation Name  

- Delivery/Performance Name  
- Reference Document  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
In order to select the items of the Entry Sheet, vendor can access Web catalogue selecting the button 

 as shown in the previous image.  
In a new page will appear the service catalogue as shown below: vendor can search services by 
“keyword” or “category”. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Vendor can even access the “Extended Search” in order to find services by: 
 

• Service Number: user can insert service code or a part of it and use the options "starts with", 
"contains", "ends with", etc.  

 
• Description: : user can insert description or a part of it and use the options "starts with", 
"contains", "ends with", etc.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once the search criteria as been inserted, start the search with the button “Search”: system will show the list 
of selectable services in the bottom of the page. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Vendor have to select service items selecting the checkbox on the first column on the left, update quantity 
if necessary, and finally select the button “Add to shopping cart” as shown in the following picture: 
 
 
 
 
 
 
 
 
 
 
 
 
In order to display all the items in the shopping cart select from the top oh the page the "View 
Shopping Cart": 
 
 
 
 
 
 

 
In order to transfer items from the catalogue shopping cart to the Entry Sheet document select the 
button "Transfer Item(s)": 



 
 
 
 
System will show service items selected from the catalogue in the entry sheet document as shown below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To check that all data inserted are correct, select the button “Check”. 
 
Using button “Hold” user can save entry sheet without delivering it to Edison; to send the document 
to Edison select the button per “Confirm”. 
 
 
 
 
 
 
 
 
 

 
Once that the entry sheet has been confirmed, will be sent for the approval to the Edison user that 
requested the Purchase Order. 
 
Vendor can check the status of the entry sheet as described at the beginning of this handbook. 



 
 
 
After the Edison user approval the status of the entry sheet will be “Posted in the Backend” as 
shown below: 
 
 


