eVA

QUICK STEPS FOR VEHICLE ORDERING

What This is a handy reference for you to use when ordering a vehicle from the punchout
catalog

How First you will need to identify the vehicle you will be selecting from the State Contracts

and review the details of the contract on the specifics for ordering that vehicle.

Step 1 | Login to your eVA account Enter your eVA User Name:
WWW.eva.virginia.gov Enter your eVA Password:
Step 2 | Click the eMall/eForms link | Located in the left menu of the Portal Home Page under
Applications
Step 3 | Under Create click the Complete all required fields and then click Next
Requisition link.
r 4
T | ot vehicle® i th seare | | CEBSAHOmE 7"
field and click Search vehicle [Search] options
Step 5 | From the search results Cick | % quppier punchout catalog Resources
on the Vehicle Punchout ~ DPS-NEW VEHICLE PUNCHOUT CATALOG (1)
Catalog Ilnk eVA Vehicle Contracts
Step 6 | To begin shopping click on

one of the Categories across
the top or at the bottom of
the screen to navigate
through the products offered

CARS & SUVS v POLICE VEHICLES v VANS v TRUCKS v

POLICE ‘
VEHICLES W

TRUCKS

N
&

........




eVA

Step 7 | After clicking on a specific GASOLINE OR DIESEL
category select the vehicle —
that you would like to il == 5
purchase
e\ :
$27,387.50 $31,887.50 $28,987.50
2016 CHEVY SILVERADO 3500, 1 TON 2016 CHEVY SILVERADO 3500, 1 TON 2016 CHEVY SILVERADO 3500, 1 TON
SIN... DUA... DUA...
Step 8 Interior Options *

Depending on the vehicle
being configured, there will
be options and deletions to
choose from based on the
requirements. Some options
are required and are marked
with a red asterisk. Based on
the options selected, the
removal or addition of
another option may be
required. Before you click
Add to Cart, please review
the selection you have made
with the written contract.

Please Note: You can also
update the Quantity on this
screen.

Dune, EcoCloth Seat Trim

® Ebony, EcoCloth Seat Trim
Exterior Paint Options *

® Blue Lightning

Ignot Silver

Magnetic

Oxford White

Shadow Black

White Gold

Qty: 1 ADD TO CART
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Step 9

On the next screen shipping
charges have automatically
been calculated according to
your Ship To address.
Details about how the
Shipping charges are
calculated are on the written
contract. If you are picking
up the vehicle you can delete
the shipping line by clicking
on the delete icon. You
would then click Checkout
which directs the browser
back to eVA.

SHOPPING CART

} 2016 Chrysler 200LX was added to your shopping cart.

PRODUCT PRICE QTY SUBTOTAL
$18,672.00 ' $18,672.00 -@
Exterior Paint Options: Edit
Billet Silver Metallic
@ o
SHIPPING FOR 2016 CHRYSLER £0.00 ; §
200LX

SKU: SHP - UFCE41
‘Vehicle Shipping:
*DELETE THIS LINE
IF PICKING UP VEHICLE

SUBTOTAL $23,592.36

GRAND TOTAL $23,592.36

CHECKOUT

Step 10

The item(s) from the Vehicle
Punchout Catalog have
automatically populated in
your eVA shopping cart.

[l My Orders/My UPs My Approvals My Quick Quote Reg's

Preferences

Search [RELERTS Recent

PR617355: Vehicle Order

Ttems: 4 Total: $30,855.18000 USD

Shopping Cart

Your Shepping Cart contains these items. You can continue shopping, show item details, change quantities, update the total, or checkout if you are done :

[l No. + Type Solicit Description Oty |

1 2015 Ford F350 Diesel One Ton Pickup Truck, Regula... 2015 Ford F350 Diesel One Ton Pickup Truck, ... 1«

Supplier: APPLE FORD OF LYNCHEBURG
Location: APPLE FORD OF LYNCHBURG
UNSPSC Code: 25101702

Contract Number: E194-50855

Bill To: P194- DPS Mail Room

Small Business:

2015 Ford F350 Diesel One Ton Pickup Truck, R

Minority Owned Business:
Woman Owned Business:
Micro Business:

Reg. Type: Self-Registered

=] 2

Supplier: APPLE FORD OF LYNCHBURG
Location: APPLE FORD OF LYNCHBURG
UNSPSC Code: SHIPPING

Supplier: PCI, Shipping:[13YDKK] Supplier: PCI, Shipping:[13YDKK] 1«

supplier: PCI, Shipping:[13YDKK]

Step 11

If you have added all the
items you need to your
Shopping Cart click Next to
enter your accounting
information. If no changes to
accounting information are
needed you can click
Checkout to go to the
Summary Tab.

from the catalog, and optionally select catalog items you've identified as your favorites. You can also enter details for non-catalog items.

F Items: 4 Total: $30,855.18000 USD

Browse By: Categories | Suppliers

Create Non-Catalog Item

L& Manufacturing Ci s and lies (545)
H* Synthetic Steel Wool Pads Med Synthetic Steel at RE REPLACEMENTS
Ropes (13)

Hardware (273])

More ...

Options

ogs (58]

3 Correctional Enterprises Test at
'RRECTIONAL ENTERPRISES
Inc-Office Plus Business Centre - at
4, INC

zare Punchout Test Catalog at COSH

Material Handling and Conditioning and Storage Machinery and their
Accessories and Supplies (152)

Material handling machinery and equipment (61)




Step 12 On the Summary Tab you

can make changes, add any
comments and or
attachments needed before
you submit the requisition.
Please review your
requisition, make changes as
necessary and then click
Submit.

PR617355: Vehicle Order

@ = @

Review your requisition, make changes as necessary, and submit the request for approval. /
"

Approval Flow

On Behalf Of:
Use PCard:

PCard number:

Entity Code:

Fiscal Year:

Agencys

PO Category:

Procuremen t Transaction Type
Buyer:

Header Cross Reference:

ERP Requisition Number:

Do not send any items to eProcuremel

nt:

* Vehicle Order
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Line Items (4)

tide Detais [ ¥

[ No. Type Solicit Description

[ 2015 Ford F350 Diesel One Ton Pickup Truck, Regula...

Supplier: APPLE FORD OF LYNCHBURG
Location: APPLE FORD OF LYNCHBURG

Qty Unit Price Amount.

2015 Ford 350 Diesel One Ton Pickup Truck, ... 1 each $30,379.37000 USD $30,379.37000 USD

2015 Ford F250 Diesel One Ton Pickup Truck, Regular Cab, Long Bed 4x4 [13¥DKK] i}

For more help: Call toll free 866-289-7367 or Email eVACustomerCare@dgs.virginia.gov




