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Step by Step Vendor Registration Instructions

Start by clicking on the Sign-Up tab on the eVA website
homepage (www.eVA.virginia.gov).

Horme S am Buyer Y¥endor Billing Portal | Sign-Up
Local Government Training eV Custome =)

k¥ Register for a Login & Password

eV A Registration!

EdChoose your type of Registration

#®Register your company 3s 3 Yendor
H"H; & Ctoto |:1..J
[State Agency Higher Education)

®Degister as a Buyer for Lacal Government
(#-12 Local Public Scheois, Countias, Municipalities, Public Authoritias, VVoluntasr
Fire & Rascua, Police, atc).

Tontact your procurement office

The quickest way to get registered is to choose eVA
Online Registration

| EIRegistering with e¥ A

®#eVA Online Registration ® Paper Registration (PODF)

.Registratiun Quick Guide Add
Mew Location (PDF)Y

®Pegistration Questions

®General Questions

Registration Checklist

1. Company name — Be sure to list a
name that buyers will easily recognize.

2. Federal Tax ldentiycation Number
(TIN) T The 9 digit TIN or Social
Security number that identiyes your
organization.

3. DUNS number — Required for
e-commerce. This free 9 digit number
is issued by Dun & Bradstreet and
identiyes unique locations within

a given company. You can get this
number at http://fedgov.dnb.com/
webform or 1-866-705-5711 then select
the option for state contractors.

4. Addresses & Contact information
You will need street and/or PO box
addresses, phone & fax numbers,

and email addresses for orders,
payments, bills, solicitations (business
opportunities), and physical location.

5. Commaodity Codes — Describes to
buyers what your company sells. Use
the NIGP Code Look Up link on the left
hand menu of the eVA home page.
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You can either begin a New
Registration or you can
choose Activate Account or
Add Location to update an
existing account

An existing account can also
be updated by logging into
your Vendor account.

For a new registration,

you will start the
registration process by
reviewing & accepting
eVA’'s Memorandum of
Agreement then entering
your company’s EIN or SSN
number.

Search for your company location

Has your company done business with us in the past? If so, your company may already be in our database. Please use the search b

Company Marme ;

Is your company listed 7
fes, hut my Location is not activated * Click Activate Account for the account yvou wish to activate.
Yes, | found my Headguarters but not my Lacation * Click dad Location to create new Location for the existing Headquarters,

Yes, my Account is activated but | don't know the lagin * Call Customer Care @ 1-866-289-7367 for help.

1Y New Rogistraion |

HQ Account | Activated

Ma, Register Mow

Headguarter Standard Name Location Name

+ "Red Rangers" Red Rangers Mortana o Yes W
"Red Rangers" Red Rangers Mewe York Mo SiiES w
"Fed Rangers" Lz ] Yes W
"Red Rangers" SPL 1260 Mo Yes w
"Red Rangers" brebaze ] Yes W
"Red Rangers" 1111 T SEs W
"Red Rangers" WEE script 3 Ma Yes W

Activate Accournt

eVA Memorandum Of Agreement (Effective 5/16/2006)

Tharnk you for joining the Commanweealth of Wirginia eVA supplier community. Yoo must agree to the tarms defined belaw in arder ta:
& continue with the eVA registration process,
® gwoid having an existing registration deactivated/canceled.

“fou are strongly encouraged to click on the "help & advice" button for more information.

Thiz Memorandum Of Agreement (Agreement) sets forth the terms that have been established by the Commonwealth of Virginia, Deparn
and Supply M'DPS") to govern all electronic procurement transactions made bebmeen yvour firm MWendor) and any ageney or public body
made, inwhale arin par, otilizing the Commonmwealth of Wirginia's web-centric statenwide electronic procurement solution (a0,

For purposes of this Agreement:

#® electronic procurement transaction is defined to include electronic quotations, bids, proposals, purchase orders, contracts, invoi
procurement information, instruments and notices elactronically transmitted, received, or posted using &2 in lieu of or in additi

® =gency is defined as any department, autharity, board, post, commission, division, institution, or office of State government of th

#® public body is defined as any legislative, executive or judicial body, agency, office, depatment, authority, post, commission, con
created by law in Virginia te exercize some sovereign power or to perform seme governmental duty, and empoweared by law to urg
alh,

® aWA Fee Schedule iz defined az a listing of VA registration, transaction, and other fees (&WA fees) that are asseszed to WA uze

ruhlished an the #3048 Witehsite Fach fee st fath ancthe e384 Fes Schedule is affertive dated s 208 nsers inclndina Wendnors o

Aocept Terms Reject Terms

Frovide the following and continue

| @ e Ossn

Taxpayer ID & Type: |

Company Zip:
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Step 1
Location Information

How Would You Like to Receive
Orders?

Choose “electronic” if you'd like to
receive orders automatically from
the system through electronic fax
and/or email.*

Choose “US Mail” if you'd like the
Buyer to send you the order instead
of the system.

* If you select electronic, you'll be asked
at the end of the registration process

to also register with Ariba. Ariba is a
separate system that eVA uses to send
orders electronically. Ariba registration
is free & also gives you access to
Ariba’s vast network of users to whom
you can also market your goods and
services.

Step 2
User Information

By checking the box for Bid
Notiycations you are requesting
for the User to be sent bidding
opportunities.

Step 1: Create Location d

FPlease complete all required fields which have heen denoted with a red asterisk {*) and any additional information you would like to
provide. Maote: Because you are the first location registering for your Campany, your Location will become the Headguarter Account.

~wGeneral Infermation
Flease complete this information that will be used to define your organization and create your legal name.

endar JWE0000001242 Virginia Location 1D WADDDDOOT 1

‘W& Location Standard Mame : ‘Preferred Ordering Method ©

‘Accept Charge Cards?:|Accepts WISA w

displaved o Huvers

‘Location Marne : Sedect "1 If not known

2. Roahoke Office

'OUIMS Number:l

9 ligits (no dashes)

Weh Address :|

Flaase Inciude hito# or hitos#

The name used
to pay you

rwRegistration Level

‘Registration Level : | Send bid notices (Premium, $254.ar) % | Premium = Send me bid notices

Basic = Do notsend me hid notices

Mo bid notices (Basic, $25
Send hid noti [Premium

Vendor registration and registration renewal fees have been suspended
for new registrations and registration renewals that occur during the
period July 1, 2009 thru June 30, 2011. For a copy of the revised eVA
Fee Schedule, see eVA Fee Schedule With Billing Codes (revised
7/1/09) under the Billing & Payment Portal on the eVA website.

Step 2: User Information a

Fleaze complete all required fields helow denoted with a red asterisk {*). The system will generate your User ID. The Passwoard
field is case sensitive and should be alphanumeric.

rwUser Information

‘First Marme : I—- ‘Phone I—
‘Last Mame ; | Format XN
Extension : I—
“Emnail :I
Fax: I—
‘Retype Email I—
Format XXX

Bid Motifications ; W

‘Password [—

‘Retype Password ; I—
*Security Guestion :| w

"Security Answer I—

"Retype Security Answer I—
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Step 3
W-9 Information

Next youill be asked to enter
information as it appears on your
W-9 form.

eVA is the ofycial record keeper of
all W-9s for the Commonwealth.

Step 4
Payment & Contact Information

Enter the point of contact

for payments (E.g. Accounts
Receivable).

Step 5

If your Payment Address is the same
as your Physical Address then select

that address from the drop down

menu instead of having to enter this

information again.

Step 3: W-9 Information
Flease enter information fram your W-9 form (Request for Taxpayer Identification Mumber and Cerification).

r=Taxpayer ID Informati
Complete the infarmation belaw,

‘Taxpayer ID Mumber : Instructions
‘Taxpayer D Mumber Type © EIN

“Organization Type v| LLC Classification

Supplemental Organization Type :

Mame {as shown on tax return)

|
|
|
First Name : |
LastMName : |
Address : I—
ow: [
State
zZPcode:[

Country:| v

Step 4: Payment Address

Flease enterthe Payment Address of your company. The Payment Address is required for vendor registration.

r*Address Information
Flease complete the address information below.

‘Street 1 :| ‘Fhone : l—
Street 2 | Format XaKEENN
Fhaone Extension : I_‘
*City : |—
*Country | w

StaterProvince ;

required for US addresses

‘ZipiPostal Code |

Wil clefauit fo US if 2 state is selected

rwContact Information

Frovide a contact by completing the information below.

Frincipal Contact : *Phone :I
*Contact First Mame : | Format Xxx=5xXx-Xxxx

“Contact Last Name : | Phane Extension: I

“Email : | Fa |
— Format XK

Step 5: Physical Address

Please enterthe Physical Address ofyour cormpany. You may either select a previously entered address to be used as your
Fhysical Address ar add a new address. The Physical Address is required for vendor registration.

Usze the following address as my Physical Address |

rwAddress Information

Flease complete the address information below. (Ecyment |
‘street1:[ ‘Phone:[
Street 2 |7 Format XXX-XXK-RR000
: Fhone Extension ; l—
; :l—
5 'Countnr:| o

State/Province :

required for US addresses

‘ZipiPostal Code: |

Wil ciafault to US f 2 stale is selected

r=Contact Information

Frovide a contact by completing the information below.

Frincipal Contact : ‘Phone : |
‘Contact First Marme I Format Xu-KREERNK

‘Contact Last Narme :| Phone Extension :|
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