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Quick Reference Guide: 

TVA Account Portal

The purpose of this QRG is to cover the new 

TVA Account Portal (TAP), how to navigate the 

system, new features and how to support 

customers.

Tasks

a. Sign In

b. Home Page

c. TVA Account Portal Tile

d. Invoices

e. Paying / Viewing an Invoice

f. Payments

g. Payment Advices

h. Bank Accounts

i. Message Center

j. Reporting

Key Terms

TVA Digital Finance Quick Reference Guide (QRG)

All Users of TVA Account Portal
Navigation

TVA Account Portal 

(TAP)

A new system for customers to pay invoices with new capabilities to develop a 

customer profile, messaging functionality, save banking information and run reports

eCollections Current system used for Non-Power Customers to pay invoices

Payment Advices
Future dated / scheduled payment that has not yet processed through the bank 

system

Payment
A new system for customers to pay invoices with new capabilities to develop a 

customer profile, messaging functionality, save banking information and run reports
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You will have two options to 

access the TVA Account 

Portal (TAP). 

1

You can choose Pay 

an Invoice as 

Guest. 

1A

You will need to 

enter your 

Customer Number 

and Invoice 

Number.

2

If you choose to then 

create an account for 

future payments, you 

will need to select 

the New User 

Registration 

button.

2A

You will be directed 

to a Microsoft form 

to request access. 

2B

After receiving 

access, you will 

receive an invitation 

to sign in to for the 

first time. This email 

is to activate your 

account. You must 

accept the 

Invitation at the 

bottom of the email 

within 14 days. 

Click here for 

instructions on  

Microsoft  

Authenticator.
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Sign into your account for the first time: The steps below will help you get signed into your account 

for the first time.
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1

Before you begin:

Your My Home page serves as the central hub for accessing all actions and applications within the TVA 

Account Portal.

1 SAP The SAP icon allows you to quickly return to your Home page.

2 TVA Account Portal
Select the TVA Account Portal to access full functionality and 

navigate to the Invoices Tab

3 New Messages View your messages by clicking the messages widget.

4 Open Invoices Open invoices by clicking the Open Invoices widget.

5
Next Scheduled 

Payments

View your Next Scheduled Payments by clicking the messages 

widget.

3 4

5

2
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1
From your My Home page, select the TVA Account Portal tile where you can access 

full functionality of the portal.

2
Once you have selected the TAP tile you can view Invoices, Payments, Payment 

Advices, Bank Accounts, Message Center, and Reports
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1

Use the Invoices 

Tab to search for 

invoices using 

status invoice 

details and date 

information.

2

Select Adapt 

Filters to change 

your search field 

options.

3

On the Invoices 

tab you can see all 

invoices and the 

high-level detail 

about each one.

4

When selecting an 

invoice, you can 

see additional 

detail including 

payment history.
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1

Use the Invoices 

Tab to also view 

and pay an Invoice

2

Select the blue 

Pay button to pay 

an Invoice. 

3

Select the 

message icon if 

you have a 

question about an 

Invoice and a TVA 

representative will 

contact you.

4

When selecting 

your Payment 

Method, select the 

effective date, 

enter the payment 

amount and select 

Pay.

5
Select the PDF 

button.

6

Your full Invoice 

will open in a new 

window.
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1

Use the Payments 

Tab to see all 

previous payments 

made.

2

You can search for 

payments and 

select a specific 

payment for more 

details.

3

When selecting a 

payment, you can 

see additional 

details and the 

related invoice that 

it is tied to.

4

Select the 

messages button 

to ask a question.
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1

The Payment 

Advices tab 

allows you to see 

future or schedule 

payments that are 

in progress.

2

You can search for 

future or schedule 

payment advices.

3

Select a Payment 

Advice for 

additional details 

and related 

invoices. 

4

If you would like to 

make a change to 

a future payment 

you can select Edit 

or Delete.
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1

The Bank 

Accounts Tab 

allows you to add 

bank accounts for 

payment or make 

any changes to 

existing bank 

account 

information.

2

Select Add Bank 

Account, complete 

the required fields, 

and then select 

Add.

3

Select the Bank 

Account you have 

set up to view 

details.

4

Select Edit to 

make any changes 

to existing Bank 

Account 

Information.
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The Message Center allows you to communicate directly with TVA representatives and 

get answers quickly. You will receive an email when a new message is received.

2 Quickly search for a message by subject category or status.

3 Search for a message by subject, category, or status.

4 Links can be embedded in messages to aid in your communications
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1

On the Reports 

Tab standard 

reporting is 

available.

2

You can select the 

individual report 

you would like to 

run.

3

Select a date 

range and 

Customer 

Information for 

the report.

4
View the selected 

report details.
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