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Effective September 12, 2016, the Division of Accounts will process requests for FileNet deletions for all AP vouchers.  In order to ensure the proper documentation is deleted and to prevent unnecessary deletions, the following process and procedures should be followed for requesting deletions of FileNet attachments on AP vouchers (this does not apply to any other modules in Edison, e.g., GL journal entries):
1. Agency will email requests to Division of Accounts, Accounts Payable team (see below for email addresses).
0. [bookmark: _GoBack]Email should include the following per AP Voucher:
0. Requester name
0. Requester UserID
0. Contact telephone number 
0. AP Voucher Business Unit
0. AP Voucher number
0. Number of attachments to be deleted
0. Date attachment(s) created/uploaded
0. Number of attachments with same creation date (as above)
0. A unique identifier or description of attachment(s) to be deleted
0. Reason for document deletion
0. Email requests to all of the following Division of Accounts personnel: 
michael.jenkins@tn.gov; 
traci.a.sharpley@tn.gov; 
sherita.woods@tn.gov; 
mikhel.lindsley@tn.gov
0. Subject line of email:   AP Voucher FileNet Deletion Request
1. DOA staff personnel will confirm receipt of email request.  
1. DOA staff personnel will communicate to agency resolution of request, via email, within two business days after request received.
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