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How to Set Up Your Auto Collections Applied 
Report to come to you by Email Monthly 

December 2017 
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Edison Home Page - NavBar 

Click on the NavBar icon  

on the  Edison home page. 

Instructions 
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Edison Home Page - Navigator 

Click on the Navigator icon  

on the  Edison home page. 

Instructions 
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“My System Profile” 

Click on “My System 

Profile” on the  Edison 

home page. 

Instructions 
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General Profile Information 

Your name will appear here. 

“Primary Email Account” 

should have a checkmark in 

the field.  Click the NavBar. 

Your email address will appear here. 

Your email address will appear here. 
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Navigator Menu 

Click on the 

“Navigator icon” in 

the NavBar.  You 

will just see the 

NavBar.   

After clicking the 

Navigator Icon you 

will view the 

Navigator  Menu. 

Instructions 
Instructions 
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HCM>Benefits>Reports>Contributions and 

Dedu..>TN Prem/Collect App Deduct 

Click the “HCM” link on the “Main Menu”.  

Then from the “HCM” menu click on the 

“Benefits” link.  From the “Benefits” menu, 

click on the “Reports” link.  From the 

“Reports” menu, click on the “Contributions 

and Deductions” link.  Click the “TN Prem 

Due/CollectApp Deduct” link. 

Instructions 
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TN Prem Due/Collect App Deduct 

Type the word “report” into 

the Run Control ID box. 

Instructions 
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TN Prem Due/Collect App Deduct 

Click “Add”. 

Instructions 
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Click the magnifying glass to 

the right of the Department 

Number. 

Instructions 

Select your Agency Dept. Number 
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Look Up Department Number 

Click on your 

department number. 

Instructions 
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Select Both 

Select “Both”. 

Instructions 
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Click Run 

Leave the Pay Run ID 

field blank and click the 

“Run” button.  

Instructions 
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Recurrence Date 

Your Access ID will be here. 

Click the down arrow next 

to the Recurrence field. 

Instructions 
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Select a Date of Recurrence 

Your Access ID will be here. 

Select 

“Monthly_5th_11PM 

Instructions 
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Select your format (PDF) 

The default format of the report is 

Adobe PDF.  If you would prefer to view 

the report in Microsoft Excel, click the 

down arrow in the Format field. 

Your Access ID will be here. 

Instructions 
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Select your format (CSV) 

Your Access ID will be here. 

The default format of the report is Adobe PDF.  

If you would prefer to view the report in 

Microsoft Excel, click the down arrow in the 

Format field and select  

CSV. 

Instructions 
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Select your format (CSV) 

Your Access ID will be here. 

Click the “Distribution” 

link to create the email 

template. 

Instructions 
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Email Web Report 

Check mark the “Email 

Web Report” check 

box. 

Instructions 

Your Access ID will be here. 
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Email Subject 

Instructions 

In the Email Subject field, 

type “Your Collections 

Applied Report is Ready”. 

Your Access ID will be here. 
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Email Web Report 

In the Message Text field, type “First 

login to Edison and go to “My Reports” 

on the home page and click on the link 

TN_BA138.  

Your Access ID will be here. Instructions 
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Message Text 

Your Access ID will be here. 

Instructions 

Click “OK”. 
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Click OK 

Your Access ID will be here. 

Click “OK” again. 

Instructions 
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You are now finished! 

You are now finished.  

 (The Process Instance number 

below the run button confirms 

that the report has been set up.) 

 

Your Collections Applied 

Report will now be 

automatically emailed to you on 

the 5th of each month (you will 

see the email when you come in 

to work the next business day). 

 

Let’s see what the actual email 

will look like. 

Instructions 

6127763 
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“Your Collections Applied Report is Ready” 

 

The subject line and first sentence of the 

email are the same as what you typed earlier.  

There will also be a long link in the email. 

Before you click this link, first open Internet 

Explorer and login to Edison. If you click the 

link before logging into Edison, you will 

receive an error. 

Instructions 

mary.roberts@tn.us 
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Login to Edison 

Enter your Access ID Here  

Enter your Password Here 

Go to https://www.edison.tn.gov,  

Enter your Access ID and Password,  

and click Sign In. 

Instructions 
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My Reports 

Instructions 

Click on the TN_BA138 link 

under “My Reports”.  
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My Reports 

Instructions 

Click on the TN_BA138 link 

under “My Reports”.  
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Viewing Your Collections Applied Report 

Your Access ID will be here. 

Finally click the second link 

in the File List section 

ending in “.PDF” (or “.CSV” 

depending upon what you 

chose earlier) to view your 

report.   

Instructions 
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Questions 


