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Supplier Management for Existing Suppliers
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Agenda

Welcome to the Supplier Management training 
course. Here is a list of topics that will be covered in 
this course:
• Course Introduction
• Lesson 1: Basic Navigation
• Lesson 2: Supplier Change Requests
• Lesson 3: Responding to Solicitations
• Lesson 4: Create an Invoice
• Course Summary
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Learning Objectives

After completing this course, you will be able to:

Understand the Navigation within PAVES

Create and submit Supplier Change Requests

Respond to Solicitations in PAVES

Create an Invoice in PAVES
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COURSE INTRODUCTION
Supplier Management for Existing Suppliers
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What’s New

You will be able to view all solicitations, contracts, and purchase orders.1

PAVES Supplier Portal will house all Supplier activities.

2 You will be able to create proposals and bids for solicitations, acknowledge purchase orders, 
manage the PAVES profile, add Supplier contacts, and create invoices

5
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BASIC NAVIGATION
Lesson 1
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Existing Supplier Login

As an existing Supplier, you will receive an 
email from trspaves@ivalua.com with a link 
to PAVES to login to the Supplier Portal and 
reset your password. Some Suppliers will 
also have to update their name information in 
the Profile section.
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Access PAVES

1
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4
Manage
Alerts

5

Navigation Overview

Basic Navigation will cover the following topics/functions.
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Accessing PAVES

• Click on Lost your password to reset your password.
• Enter your email address and new password in the Login field.
• If necessary, update the first and last name for the Supplier profile.
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Homepage Interface

The homepage contains the following sections:
1. Menu Options
2. Dashboard
3. User Options
4. Navigation Icons
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Menu Options

The menu bar displays the different tabs within PAVES. Clicking on the options will 
display a drop-down menu associated with the selected tab.
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Homepage Dashboard

Dashboard displays tasks which are awaiting your review and approval. Clicking the 
hyperlinks will reroute you to the associated screen to complete your task.
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User Options

Click on your User Name to display the following options:
• My Profile: Displays your account profile and enables you to update your personal information 

default settings and preferences.
• My to-do list: Contains anything assigned to you for action, such as acknowledging orders. In 

addition, you will receive an email whenever you have been invited to participate in a 
solicitation.

• My Scheduled Tasks: Displays open scheduled tasks assigned to you.
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Navigation Icons

To the left of the page name are several navigational icons which can help you 
quickly access recently or frequently visited pages.

Back Arrow: Returns you to the previous page.

History: Allows you to return to previously viewed pages.

Favorites: Enables you to create “shortcut” links to frequently visited items. These links are 

accessible from any page in PAVES.
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Homepage Interface

The PAVES logo works like most Webpages. No matter which screen you are on, you 
will see the logo in the upper left-hand corner. Click on this logo to return to the 
homepage. 
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Page Elements

• Functional tabs are on the left-hand side of the screen and vary depending on 
the record. You can access all of the tabs or sections of the record by clicking on 
these options. To see the full name of the tab, click the arrow (>>) above the tab 
list to expand the view.

• Action buttons appear at the top of the screen and also vary by record. 
Examples of action buttons include, Save, Approve, Reject, Other Actions, etc.
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Page Elements

• The Page Name is displayed on the top left corner of each screen. This will be 
visible no matter where you are in the system.
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Page Elements

• Required fields are indicated with an asterisk (*) next to the field name. These 
fields must be filled in prior to saving a record. A warning message will appear for 
any required field that is not filled in.
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Viewing Records

Certain fields can be clicked to view the detailed record. 

Note the following:
• Depending on the field, the record displayed will vary. 
• You can click on the pencil icon to edit / view the record, if you have been 

assigned a role that allows you to do so by the Supplier Admin.
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Search Function

PAVES provides two options to search for information:
1. Universal Search – This option searches across the entire solution and can 

be accessed on the top right corner of any page.

• Results are organized by type (Supplier, contracts, page, etc.)

2. Browse Search – This option searches within a specific page, such as the 
Browse Items page, and the results are displayed in a table at the bottom of 
the page.

• Keywords and filters can be applied to narrow search results.
• Columns in the search results table can be reordered to display 

specific fields in the search results.
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Search Function

Universal Search option is available in the upper right-hand corner of each screen, 
and can be used to search for all records in the system. 

Once you enter a search term, a drop-down will appear with the relevant records in 
the system that match the search term.
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Search Function

Browse Search option searches within a specific page and the results are displayed 
in a table at the bottom of the page.

• Keywords and filters can be applied to narrow search results.

• Columns in the search results table can be reordered to display specific 
fields in the search results.
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Alerts

Alerts/Messages Alerts will notify you of missing information, expiring documents, 
or new data required for a particular task. There are two types of alerts: 

• Blocking Alerts: Prevent you from completing a particular action until steps are 
taken to resolve the alert.

• Non-Blocking Alerts: Serve as a warning and is usually a request for  additional 
information or documentation.
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Demo: Basic Navigation

We will now demonstrate the Basic Navigation



30

SUPPLIER CHANGE REQUESTS
Lesson 2
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Supplier Change Requests

The Supplier Change Request process is initiated when there has been a change 
to the Supplier Record. These changes can be broken into one of the following:
• Adding a Remit-To address
• Changes to Company Information
In both cases, TRS will be notified of the change(s) made and will review/approve 
them.
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Access Profile

• Select General Info and Company Profile.
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New Remit-To Address

• To update your Remit-To address, click the Documents & Certs. link.
• Click Add Other Documents to upload a new Direct Deposit document listing the 

new Remit-To address.
• TRS will be notified a new document has been uploaded for review and will 

update the address. 
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Company Information Change

• To make changes to the Company Information, click Request Information 
Change.

• This makes the Company Information editable.
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Company Information Change

• Make the appropriate changes, and note/explain them in the Reason for change 
request text box that is now visible.

• Save and Submit for Approval. This will also trigger a notification to TRS.
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RESPONDING TO SOLICITATIONS
Lesson 3
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Key Terms
Prior to beginning this section, let’s take a few moments to review some of the key terms 

you will see referenced in this course:

37

Rounds: A method of communicating with TRS to garner/satisfy the items for the solicitation. 
Think of rounds as the different stages/steps of the solicitation after the solicitation has been 
sent to the Supplier.

1

P&C Responsible User: The TRS member that is responsible for the solicitation. 3

SOW: A method of communicating with TRS that separates the different needs for a specific 
solicitation. A SOW is synonymous to a Lot.2
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Supplier Response

You can be invited to respond to specific 
solicitations or respond to any public 
solicitation. This training course will 
teach you how to respond to both.
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Viewing
Public Solicitations

• From the PAVES login page, click Show public request for proposals.
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Viewing
Public Solicitations

• Click the pencil icon to view the Request for Proposal.
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Participate in the Rfx

• Review the Request for Proposal information.
• If you wish to participate, click Participate in Rfx.
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Supplier Login

• Enter the Contact and Password. 
• Click Login.
Note: As you are an existing supplier, you do not need to complete the registration.
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Select the Proposal

• Select Solicitation and Manage Proposals.
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Acknowledge Rfx

Once you have chosen to participate in a RFx or been invited to a solicitation, you 
must first acknowledge the Rfx. 

• Select a proposal that is marked as Awaiting Acknowledgement.
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Acknowledge Rfx

• From the Proposal Information tab, click I acknowledge receipt of this Rfx.
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Acknowledge Rfx

• Select if you WILL BID or NO BID.
• Click Submit.
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Add Proposal Information

• Enter a Label and a Description for the proposal.
• If necessary, add any Supplier Documents such as a NDA.
• Click Save.
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Add Supplier Contact

• From the My Team tab, select a Supplier contact.
• If necessary, click Create a new contact.
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Supplier Contact Information

• Enter the information for the new Supplier contact.
• Click Save & Close.
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Round Overview

• From the Overview tab, review the Round General Information and the Round 
Documents.

• Click the Round Links or use the corresponding tabs to navigate to the 
Questionnaire and Item sections.
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Complete Questionnaire

• From the Questionnaire tab, click Access Questionnaire.
• If necessary, select download in excel to complete the questionnaire offline. 

Upload back into the system when finished.
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Additional Item Details

• From the Item tab, enter a Unit Price and a Delivery date for each item.
• If necessary, select download in excel to complete the quotation form offline and 

upload back into the system when finished.
• If necessary, click the plus icon to add an item.
• Click Save.
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Communicating with TRS

• The discussion tab is used for the Supplier to send any messages to TRS about 
the solicitations. 

Note: You can only talk to the P&C Responsible team member. Talking to anyone 
else as it relates to the active solicitation could cause the solicitation to be 
canceled.
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Initiating Discussions

• From the Discussions tab, click Compose to send a message to TRS 
if necessary.

• Select the Message Type and enter the Subject.
• Select the Responsible as the recipient and draft the message.
• If necessary, attach any files and click Send.
• Click Save.
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View Proposal History 
and Status

From the History tab, review the status of all proposals that have been submitted.  
• Once the Item section is complete, the progress will reflect 100%. 
• Once the Questionnaire section is complete, the progress will reflect 100%. 
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Submit Supplier Proposal

• Click Validate & Submit Proposal.
• Click Submit my proposal
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SELECT A SUBCONTRACTOR
Lesson 4
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Sub-Contractors

PAVES allows for the addition of subcontractors immediately within the process. 
This will allow TRS to meet HUB goals and be in compliance while not stalling 
anything in the process. Depending on the subcontrators added, the PAR form 
may also be needed during the invoice process.
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Submit Supplier Proposal

• Click Validate & Submit Proposal.
• Select Contracts and Manage Contracts.
• Select the pencil icon of the contract you wish to select subcontractors for.
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Submit Supplier Proposal

• Click Validate & Submit Proposal.
• Select the Sub-Contract tab and click Add Sub-Contractor.
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Submit Supplier Proposal

• Click Validate & Submit Proposal.
• Complete all the required fields and enter any additional information
• Click Save
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CREATE AN INVOICE
Lesson 5
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Select a Purchase Order

Invoicing will occur after a proposal has been awarded and a contract created.
• Select Orders and Acknowledge Orders.
• Select the pencil icon next to the purchase order that is ready for Supplier review.
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Acknowledge the 
Purchase Order

• Review the information in the purchase order.
• If the information is satisfactory, click Confirm to acknowledge the order.
• If the information is not satisfactory, click Reject and PAVES will send the task 

back to TRS. (Note: When you reject an order, include the reason in the            
pop-up comment box)
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Create an Invoice

• Once confirmed, click Create Invoice.



66

Create an Invoice

• Enter Supplier Invoice Number, Supplier Remit-To Address, Invoice Due Date, and 
Service End Date.

• Attach the Legal Invoice.
• Click Save
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Create an Invoice

• Review the Line Order Items in the Invoice. These line items are automatically loaded and 
are read-only except for the Qty field.

• Enter the Quantity for each line item. (Note: Partial invoices can be created this way.)
• Click Add Order Items to deselect/remove invoiceable order items.
• Click Save.
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Create an Invoice

• Click Validate to send the invoice to TRS.
• Click OK to confirm the validation.
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COURSE SUMMARY
Supplier Management for Existing Suppliers
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Learning Objectives

You should now be able to:

Understand the Navigation within PAVES

Create and submit Supplier Change Requests

Respond to Solicitations in PAVES

Create an Invoice in PAVES




