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Job Aid: Social Chat Feature The purpose of this job aid is to instruct users 
on essential functions within Fieldglass, 
specifically, the Social Chat feature.

Tasks

a. Open a Chat Window
b. Select the Appropriate Audience
c. Send Messages and Receive Responses

Key Terms

Social Chat - A feature within Fieldglass that allows users to communicate with other users.
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Navigate to 
ctp.tva.gov (managers/proxies)
or supplyctp.tva.gov (suppliers)
to login to SAP Fieldglass.

The system’s single sign-on 
functionality is used to login to 
TVA employee accounts.  TVA 
employees skip to Step 4.

Login to your account by 
entering your Username and 
Password.  

Click Sign In
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https://ns2.fieldglass.cre.sapns2.us/desktop.do
https://supplyctp.tva.gov/


To communicate with a party 
related to a worker or job, you 
must first navigate to the 
pertinent work area. 

From the Home Page

On the Navigation Bar on 
the left side of the screen, 
click Contingent Labor or 
Worker to expand 
your options.

Then, click the appropriate 
option (Job Postings, 
Workers, etc.)

The Job Postings page is used in this example.  The same steps can be followed from any of the 
Details screen (Job Posting, Worker, Time Sheet, Expense Sheet, etc.).

Click on the appropriate ID to enter the Details screen for that document.
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Search columns can be re-sized to see additional details
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Within the Details window, you can click the Chat icon to begin a conversation.

Available chat options 
depend on the work item you 
are viewing, but could include:

• My Company – Internal 
TVA chat with other TVA 
employees that have work 
item access.

• TVA1 – Supplier chat with 
TVA personnel that have 
work item access.

• All Suppliers – Chat with 
all suppliers that have work 
item access.

• Supplier – Chat with a 
specific supplier chosen 
from the drop-down menu.
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Select the appropriate 
audience for the chat from 
the available options.

Type your message in the 
Message window.  Be sure 
not to enter information that 
would be considered 
restricted personal 
information, such as SSN or 
Date of Birth.

Click Save to send your 
message.

The message recipient will 
receive a notification that they 
have received a message with 
a link to the details.

Chat responses can be seen 
in the original chat window.

Continue the conversation, as 
needed.  
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