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Vendor: File Naming Conventions 
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Overview of Steps – File Naming Convention  

Steps – [Vendor]

1 Select “Add Attachment”

2 Enter correct naming convention as “Title”

Steps – [Con Edison TPO]

3 Login and click on “CE SMG Team Member” under Navigator

4 Click “Entry” under CE SMG Team Member

5 Enter Supplier’s name under “Simple Search” & Select “Go.”

6 Select “Company Profile” & scroll to the bottom to see the attachments

7 Enter file type (example “COI”) and select “Go” to filter attachments for correct document

8a Select Attachment (it will open in a separate tab). If approve of naming convention and file – leave as is

8b If do not approve of naming convention and file – Select Trash Bin and Select “Yes” in the pop up

Purpose: File naming conventions 



INTERNAL

Step 1: Select “Add Attachment” 
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Step 2: Enter correct file naming convention under “Title” 
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Step 2A: File naming convention if document has an expiration date and 
refers to a value

2A: File naming convention: (File Type) | (Expiration Date) Exp MM-DD-YYYY | $# (value) | #### (supplier number) 

Example highlighted

*Note: You can find supplier 

number under “General” on 

your “Administration” page 
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Step 2B: File naming convention for documents without expiration dates 
or an associated dollar value

2A: File naming convention: (File Type) | #### (supplier number) 

*Note: You can find supplier 

number under “General” on 

your “Administration” page 

W9 | 7017 Example highlighted
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