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Step by Step Vendor Registration Instructions
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Registration Checklist

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

2.  Federal Tax Identiýcation Number 
(TIN) ï The 9 digit TIN or Social 
Security number that identiýes your 
organization.

3.  DUNS number – Required for 
e-commerce. This free 9 digit number 
is issued by Dun & Bradstreet and  
identiýes 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.  Commodity 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. 

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

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

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.  



Publication date: July 2010Page 3 of 7 

 
Department of General Services • Division of Purchases and Supply • eProcurement Bureau 

1111 East Broad Street •  Richmond, VA 23218-1199 • Patrick Henry Building 
For additional information, contact evacustomercare@dgs.virginia.gov or 1-866-289-7367.

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.

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

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

The name used 
to pay you
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Step 3
W-9 Information 

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

eVA is the ofýcial 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.  




