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1. DOCUMENT OVERVIEW

This two-volume User Guide describes the eVA requisition process, including shopping,
order placement, and receiving, as well as other eMall functionality. The contents of
each volume are summarized below.

eMALL® VOLUME 1

eMall Volume 1 contains the following sections:

eVA Requisition Process Overview
Accessing the eMall

Navigating the eMall

Using the Dashboard

Creating a Requisition

Editing Line Items

Searching the eMall

Approving a Requisition

Working with Orders

Modifying a Requisition

Working with Change Orders
Understanding Integration
Getting Answers to Your Questions

eMALL VOLUME 2

eMall Volume 2 contains the following sections:

eMall Overview

Introduction to Receiving
Receiving Ordered Items

Receipt Approvals

Other Receiving Functionality
Preferences

Explore

Operational Reporting

Getting Answers to Your Questions

USING THIS GUIDE

The features described below are designed to help you find the information you need in
this guide; please take a few minutes to review them.

HYPERLINKS

Hyperlinks have been added to help you navigate through the guide. Each entry in the
Table of Contents is formatted as a hyperlink that will take you directly to that topic.
Cross-references, such as “"See Table 6,” or “Figure 2 shows ...” are also hyperlinked, so
that you can click the reference to go to the related information.

26-0010 Version 5 Page 1



eMALL VOLUME 1

DOCUMENT OVERVIEW

eVA

TYPOGRAPHICAL CONVENTIONS

The typographical conventions described in Table 1 are used throughout this guide. They
are designed to provide visual cues that can help to differentiate the various kinds of

objects under discussion.

Note that text conventions are applied to the proper name of the item but not to the
defining term (screen, field, button, check box, etcetera), which will be omitted for

simplicity when possible.

Table 1: Typographical Conventions Employed in This Guide

Item

Convention

Example

Screen Titles

Small caps, bold print

SAVED REPORTS screen
DASHBOARD

Field Names

Initial caps, bold print

Title field
Description

Control Labels

Initial caps, bold print

Use PCard check box
Client Name pick list

Flag or indicator setting

Parameter value

Phase or Status

Menu Item or Command

Initial caps, italic print

If the flag is set to Yes, then ...

When set to Statement, ...

An order in Composing status

Select Save on the File menu

Buttons Initial caps, bold print Submit button
Save
Links Links that are active in this document http://eva.virginia.gov/

appear in blue text. Position the cursor
over the link to see a screen tip.

Links that are active in the application but
are not active in this document are
underlined.

The Requisition link will ...

Cross-references

There are two types of cross-references in
this document. All are linked to the object
or section to which they refer.

Cross-references to tables, figures, and
page numbers appear in initial caps, bold
print. This type of cross-reference link can
also be identified by the shading that
appears when it is selected.
Cross-references to text appear in blue

print and are underlined for easy
identification.

]

ee Figure 1

See Interface Tools for more
information.

Page 2
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2. eVA REQUISITION PROCESS OVERVIEW

The following diagram illustrates the eVA procurement process from requisition through
payment. This volume focuses on the eVA Requisition process, from Requisition to
Order Sent to Vendor, but a brief overview of the entire process is provided below.

Figure 1: eVA Requisition Process End-to-End

Requisition A

Requisition Submitted for Approval
s s

Requisition Approved

l

=
Order{s) Sent to Vendor{s) } Order
.l\

}

Goods Received

!

Receipt Entered b Receipt

|

Receipt Approved

AN

Payment

l

Payment Authorization Submitted
Payment
l >- Potential Future e¥A Functionality

Payment Approved

l

Payment Sent

PURCHASE REQUESTS AND ORDERS

There are multiple methods for creating orders in eVA. The most common way is to
create a Purchase Request (PR) in the eMall, submit it for approval, and apply any
required approvals. The eMall creates a purchase order from the approved PR and sends

the purchase order to the supplier.

There are also several types of requisitions and purchase orders.
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REQUISITIONS

Table 2 shows various types of requisitions that can exist in the eMall, where each type
originates, and the associated prefix. A system-generated or imported number is added
to the appropriate prefix to create a unique ID number for each requisition. This ID
number is used to track the request through the eMall; the prefix lets you identify the
request type at a glance, and easily sort requests by type.

Table 2: Requisition Types

Document Source Prefix
Purchase Request eMall PR

Quick Quote Award Quick Quote QQ:QQ
End-to-End Award eProcurement E2E:POB
Imported Requisition Order Import (Agency Interface) TRQ:Axxx

As indicated in Table 2, some requisitions are created in the eMall, while others are
imported from another source, such as Quick Quote. Figure2 provides an example of a
status screen showing a variety of request types, each identifiable by the prefix in the ID
number.

Figure 2: Status Screen Displaying Multiple Request Types

o Type Date Created Status Title Total
PRZ00096 ¥ 8/9/2004 Composing Copy of Req for Solicitation $7.15000 USD
E2E:POBA13670 B| 9/15/2004 Compaosing 1448 Requisition $40,000.00000 USD
PR201467 B 9/23/2004 Composing Test Script 9020 $301,500.00000 USD
PR202563 ¥ | 10/26/2004 Compaosing Untitled Requisition $0.00000 USD
IRO:vv5-V2 | 10/30/2004 Composing ¥Yy $1,639.98000 USD
PR202848 | 11/3/2004 Composing Untitled Requisition $0.00000 USD
:0Q000121 AWD76 B| 11/9/2004 Composing Copy of 2713.4 $40.00000 USD
E2E:POBA136145 ¥| 11/10/2004 Composing SPL 80 $495.00000 USD
PR202995 ¥| 11/10/2004 Composing Untitled Requisition $0.00000 USD
®]| 11/18/2004 Composing aa $24.00000 USD

¥ 11/23/2004 Composing Untitled Requisition $1,995.00000 USD

¥ 11/30/2004 Composing Prod 23 $280.00000 USD

| 12/7/2004 Composing DEV 285 =2 $50.00000 USD

Page lj >

ORDERS

When a PR (or other type of requisition) is approved, the eMall automatically generates
an Order from the approved request. Orders, like requests, can also be imported from
other sources. Table 3 shows the types of orders that can exist in the eMall, where each
type originates, and the prefix associated with each order type.
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Table 3: Order Types

Document Source Prefix
Direct Order eMall (agencies not using eProcurement) DO
EProcurement Order eMall (eProcurement agencies) EP

PCard Order eMall PCO

Quick Quote Award Quick Quote QQ
End-to-End Award eProcurement POB
Imported Order Order Import (Agency Interface) DO, PCO, EP

If your agency is enabled for complex eProcurement and/or ERP integration, your eVA
orders will begin with EP. If not, your eVA orders will begin with DO, or, if you are using
a purchase card, orders will begin with PCO.

IMPORTED AND EXPORTED ORDERS

The eMall allows agencies and other entities to send order requests from the entity
system to be fulfilled through eVA. The eMall can also produce completed order and
receipt data for entity systems to pick up for their own use.

Imported Orders

Orders can be imported to the eMall for fulfillment by eVA and the Ariba Network (AN).
See the eVA Overview Guide for information on the AN.

These orders are imported as purchase requests that begin with the prefix IRQ. They
can be submitted to the eMall for approvals, if required; or if no approval is needed, a
submitted request will transition to a purchase order without user intervention.

Imported orders are subject to the same rules and requirements as orders that are
entered online as requisitions.
Exported Order and Receipt Data

Each day's purchase order and receipt transactions are compiled into a report and
exported in a standard format. Entity systems can retrieve the report for their own
agency/entity, and use the data as they wish.
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3. ACCESSING THE EMALL

You must have a valid user name and password in order to access the eMall.

Go to the

eVA LOGIN screen at http://eva.virginia.gov/ and enter your user name and password
and click the Buyer Login button (Figure 3). A successful login will take you to the eVA

KNOWLEDGE CENTER screen within the eVA Buyer Portal (Figure 4).

Figure 3: eVA Home Page with Login

Virginia.gov Agencies|G

( Virginia’s eProcurement Portal
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Download [
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Solicitations Procurement
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Future

Transparency
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Public Reports

O
ApriF
UMW Center fo
Economm
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Ld poreinion University
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4 P
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BusingssCommu
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Partners
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irement }»:.wum
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To continue to the eMall, click the eMall / eForms link in the left navigation panel of the
KNOWLEDGE CENTER screen (Figure 4). This will open the My Home tab of the Ariba Buyer

DASHBOARD, your entry point to the eMall and all of its features (Figure 13).

Figure 4: Access the eMall from the Knowledge Center

Search | [ Clear Resuits | Alerts | sVANews | Other Aricies
ALERTS

Portal Home Page {CE Business Card Site Issues

VCE Business Card Site has been experiencing some issues with their site this week. If you experience any connection errors, try back in a few minutes. VCE is working on resolving
this issue

Accessibility &

3hipping / Freight Exempt from eVA Transaction Fees
There are two (2) exempt options for Shipping & Freight when used as a separate line item in an e-Mall
order

Select Commodity Code
SHIPPING (NIGP 96286)

or
FREIGHT (NIGP 96286)

By making the appropriate selection, eVA will exempt the shipping / freight charges from eVA Transaction
fees

NOTE to all agencies with current, active purchase orders under the recently expired contract for Temporary Personnel.

regardless of the end date stated on the p.o. So, if you need to continue that service after September 9, you need to issu
VENDOR REGISTRATIONS DEACTIVATED FOR NON-PAYMENT

On 8/8/2014 an updated listing of vendor that have been for

clicking

of eVA fees was published. This list can be accessed by

Buyer User Group Meeting Playback-12/18/13
Click here to playback the Buyer User Group Meeting from Dec
18th.

More links and eVA tools here! £

NOTE to all agencies with current, active purchase orders under the recently expired contract for Temporary Personnel. If you have such a p.o. that expires after September 9 2014, that p.o. shall expire on September 9, 2014—

m

Page 8
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4. NAVIGATING THE EMALL
INTERFACE TOOLS

Table 4 provides an introduction to tools you will find in the eMall user interface. Some of
these tools will already be familiar to you, as they are common to many web-based

applications.

Table 4: User Interface Tools

Tool

Example

Function

Calendar Icon
and Date Field

Click the Calendar icon to open an interactive calendar
that can display nine consecutive months, starting with
the current month.

Use the calendar to select a date for the associated Date
field, or enter a date manually. The accepted format
for dates is dd/mm/yyyy.

Dashboard
Icon

The Dashboard icon appears on the left end of Command
Bar when you leave the DASHBOARD screen. Click this
icon to return to the Dashboard. The application gives
you the option to save your work before leaving the
current screen.

Drop-down list

Select Approver v

D333-AccountlineApproverl
pariag, vanessa

Click the down arrow to open a list of available values
for that field. Some drop-down lists have pre-set
values; others are populated by your recent selections.

Select Other to open a pick list of all valid options for
that field.

Field tips

Date Created

)

Click to reverse the sorting order
for this column

Position the cursor over an object, such as a field, link,
or button, to display a text box with information about
that object.

Inline Help Tips

PR487552: Polystyrene

Enter the requisition title and
change one or more of the other
requisition fields if necessary.

Most eMall screens contain at least one inline help tip,
usually near the top, that briefly explains the purpose
of the screen and the basic actions that you can take.

Link

e jave this request
° hlete this request

Continue working on this request
e Print a copy of this request

There are two kinds of links in the eMall: navigation
links and action links.

¢ Clicking a navigation link will take you to a new
screen or web site.

e Clicking an action link will, as the name implies,

initiate an action, such as saving or printing the active
request.

26-0010 Version 5
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Tool Example Function
When a data list spans two or more pages, the eMall
provides two ways to move between pages:
. e Use the right and left arrows to go forward or
Multiple page A
R backward one page at a time.
navigation

e Select the down arrow on the drop-down list to see a
list of all pages in the section. Select any page
number to go directly to that page.

A few transaction processes span several screens, but

Create / some of those screens might not be needed for every
QS?Q’HSB transaction. For such processes, the Process Step
b St profile Navigation panel replaces the Left Navigation panel.
rocess Step
Navigation ERP This navigation panel contains a link to each step in the
Panel Integration process, so you can move among them in any order
3 Requisition and skip steps that aren’t applicable to a particular
Header transaction.
@ Requisition
Line
Navigation buttons are available on most screens in the
eMall. Use them to move between screens, to move
Navigati 3 : 7 : between steps in an eMall process, or to exit the
avigation T
el = DO NOT use your browser’s navigation buttons,
especially to go backwards. Doing so can cause data to
be lost.
The information on the DASHBOARD screens update
Refresh n fresh automatically when you leave a screen and then return.
Content ' Refresh Content Use the Refresh Content button when you want to see
your updates without leaving the current screen.
The Return to Portal button is available on all
Return to

Portal Button

Return to Portal

DASHBOARD tabs. Click this button to go back to the
KNOWLEDGE CENTER.

Scroll bars appear when the contents of a window are

Al Folders
— - too large to display completely. Select and slide the
{;l rsi_dg ;j scroll bars at the right side or bottom of an eMall screen
Scroll bars o] temp to view material beyond the boundaries of the window.
{;l Tools_3¢ = When all of the contents fit inside the display window,
‘I . jl"':"“'," scroll bars will not be present.
If an underline appears when you position the cursor
over a column heading, that column can be sorted
S alphanumerically. An arrow next to the column
t
Order IDT Title heading lets you see whether the information is sorted
Sorting EP200128 Script 1014 in ascending order (up) or descending order (down).
EP200129  Script 1014 e Click the column heading to sort the data in that

column.

e Click the column heading a second time to reverse
the sort order.

Page 10
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SEARCH FOR MORE ... MENU OPTION

The eMall uses drop-down lists when a selection of values is available. When there are
more values than are easily accommodated in a drop-down list, a few values are displayed
with the option to Search for more ... at the bottom of the list. Figure 5 shows an example of this
option in a drop-down list.

Figure 5: Search for more ... Option

Pond, Emily |a|

= Pond, Emily
John,Doe
admin, a

gunther, jason

Search for more...

If the value you need does not appear in the drop-down list, click Search for more ... to open a
Choose Value dialog box. Depending on the total number of valid values for that particular
field, the Choose Value dialog will present either a pick list with search options, or a notice that
there are too many values to display, along with search options (Figure 6).

Figure 6: Two Examples of the Choose Value Dialog Box

Choose Value for Fiscal Year
Field: MName -|[
Choose Value for On Behalf Of
MNamea T Description
|I| Alert: There are too many matches to display the entire
2008 2008 list. Refine your search criteria and try again.
2009 2005 I e
Name |
2010 2010 {E-mnal Address
Phone =
11 1 | Agency J
20 2011 Name Eil E-mail Address Phone & Agency
2012 2012 No items
2013 2013
2014 2014
2015 2015
Choose Value Dialog Displaying Pick List Choose Value Dialog Displaying Alert
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Often you will be able to choose among several fields to search on, as shown in Figure 6. If
the Field drop-down list includes the option to select All, you can search against all of the
fields in the drop-down list at the same time. Be aware, however, that this type of search
might take a little longer to run.
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5. USING THE DASHBOARD

The eMall DASHBOARD comprises a set of configurable tabs, each of which displays one or
more list frames, and a command bar. This is your “"command center,” from which you can
access all of the tasks associated with creating requisitions and receiving orders, monitor
status, and perform various administrative chores.

This section provides a detailed introduction to the Command Bar, followed by information
about each of the standard Dashboard tabs.

THE COMMAND BAR

The Command Bar, with its drop-down menus and screen tabs, appears near the top of the
screen. It is accessible from any DASHBOARD tab.

Figure 7: The Dashboard Command Bar

My Home My Orders/My UPs My Approvals My Quick Quote Req's welcome Bond, Emily

Create Search Manage Recent Preferences

COMMAND BAR MENUS

The Command Bar features five drop-down menus in addition to the tabs. Each menu is
described below.

“CREATE"” MENU

The Create menu (Figure 8) lists the various objects that you are authorized to create in the
eMall. The options listed on your Create menu may vary from those shown here, depending
upon the permissions assigned to you. For example, electronic forms (eForms) are
available through the eMall and are being added on an ongoing basis; however, you must
have the appropriate permissions assigned to you in order to see the eForms.

Figure 8: Create Menu Selections

Electronic Forms

Reqguisition
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“SEARCH"” MENU

The Search menu presents a list of the searchable item types available to you, based on your
assigned permissions. Double arrows at the bottom of the menu indicate that more
selections are available. Click the double arrows to see the expanded Search menu (Figure 9).
The expanded menu displays all available selections, with items from the original list in bold
text.

When you select an object on the Search menu, the screen that opens contains search
parameters that are specific to your selection. See Searching the eMall for more
information regarding the SEARCH screens.

Figure 9: Search Menu and Expanded Search Menu

Buysense Profile Buysense Profile
Collaboration Request Catalog
Direct Crder Collaboration Reguest
ERP Order Direct Order
Milestone Tracker ERP Order
Purchase Card Order Milestone Tracker
Purchase Order Purchase Card Order
¥ Purchase Order
F\ Receipt
Ehnw all menu items Requisition
Time Shest
User Profile

“MANAGE"” MENU

This menu provides access to certain administrative tools, such as the Commodity Code Manager
and the Catalog Manager, and to system-generated reporting tools. Receiving tasks also can be
accessed through the Manage menu. These features are described in detail in eMall User
Guide, Volume 2.

Figure 10: Manage Menu Selections

Adrninistrator

Recaive

Reports
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“RECENT” MENU

The Recent menu provides quick access to the five most recently viewed documents,
including requisitions, Quick Quote requests, user profiles, eForms, time sheets, and
Buysense profiles.

Figure 11: Menu of Recently Viewed Documents

BLYS420366 Untitled Buysensze Profile
PR424406 ACP termp labor

PR424420 ASM Testing

TS420024 Tirne Sheet

PRZO7226-VZ test change order

“PREFERENCES"’ MENU

The Preferences menu provides access to eMall features that you can customize according to
your needs. These include your profile information and other attributes that relate to your
abilities inside the eMall, such as the ability to delegate approval authority and to determine
the type and frequency of email notifications (Figure 12).

Figure 12: Preferences Menu Selections

Delegate authority

Aszign Viewers to Your Charges
Change your praofile
Change default locale and currency

Change email notification preferences

Feszet default preference

COMMAND BAR TABS

The number of tabs on your Command Bar depends on two factors:
e The extent to which the eMall has been customized for your agency, and
e The permissions assigned to you.
In the example shown below in Figure 13, there are four tabs. You can add or delete tabs as

needed. You can also add, remove, and rearrange content to best meet your needs. See
Configuring Dashboard Tabs to learn how to customize these tabs.

“*MY HOME"” TAB

The My Home tab is the main DASHBOARD screen. Figure 13 provides an overview of the My
Home tab (including the Command Bar) with the sections numbered, followed by a key that
gives the section name for each number.
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The first time you click the eMall / eForms link in the KNOWLEDGE CENTER, the DASHBOARD
screen opens to the My Home tab. After the first time, the screen will open to the last active
tab.

Figure 13: The "My Home"” Tab - Your eMall Dashboard

ump to Navigation Jump to Content ﬁ Home | Help ~ | Logout
A. Command Bar
eVA e
My Orders/My UPs My Approvals My Quick Quote Reg's Welcema Pond, Emily

Return to Portal 7 Configure Tabs ) Refresh Content

fl B. Left Navigation |\ C. List Panes

.. Common Actions

/ Create D Date L From Status Title Required Action
Elsdmnicifonms ¥ prasaiss 11/2/2012  McDowell, Doug Ordered  CSR - 301 User 2 Watch
R
Squistien ¥ erasaise 11/2/2012  McDowell, Doug Ordered  CSR - 301 User 1 Watch
Tl :5i ingigd 9/3/2012  McDowell, Doug Ordered  sidtestingiodl Watch
| Manage
*| PR483971 8/31/2012  McDowell, Doug Ordered Test Watch
Reports
—_— ¥ Pras3ges 8/30/2012  McDowell, Doug Ordering  Copy of CSPL-4333 - Peard watch
eceve
¥ PR483954-V3 8/29/2012  McDowell, Doug Ordered ~ CSPL-4569 Test 3 - Change order Watch
Page IEI b Vigw List ... (80)
= : Requisitions - Composing
Page |1 4
= QQ:QQ012661_...down Test- 1D Date Created + Status Title Total
Al PR484178 11/1/2012 Composing test mass edit for unspsc code $132.09000 USD
TS480080 11/...der -
sy PR482346 4/6/2012 Composing Test 1 $10.00000 USD
BUYS480355 U...sense Profile —— 4/4/2012 Composing MOZ_11_TEST $900.00000 USD
00:00013954 AWD1774 4/2/2012 Composing Quick Quote test $100.00000 USD

PR434064 tes...n issue - jbl

Page|l =}

Fage |l x| ¥
= New eMall = 1D Date Created + Status Title Total
B . BR483833 8/13/2012 Submitted G test 750.00000 USD
Please monitor this area for Alerts, /13/ t ovi_| $
Help and News PR483218 6/19/2012 Submitted Test 1 $10.00000 USD
PR481193 1/18/2012 Submitted retesting CSPL 313 in 9r1 $7.00000 USD
Old Composing Regs —
Click here for steps on how to get PR481150 1/17/2012 Submitted siddharth testing CSPL 1834 $192.00000 USD
rid of old Composing Reqs from
your screen. o PR481150 1/12/2012 Submitted cb - test 1 (cspl-3849) $58.99000 USD
-
~ - Page |1 x| ¥

:! Requisitions - Denied - This Month

1D Date Created + Status Title Total

No items

:: My Documents m =

D Title Date 4 Status
l BUYS480355 Untitled Buysense Profile 11/1/2012 Composing
€l PR484176 test mass edit for unspsc code 11/1/2012 Composing
¥S430344 Untitled Buysense Profile 10/30/2012 Approved

: PR484012 Test Req 9/14/2012 Composing
L uP480502 O'Admin2, a 9/4/2012 Submitted
BN UP480500 O'AdminZ, a 9/4/2012 Composing
t PR483974 Test- PA 9/4/2012 Ordered

A PR483816-V2 Gowthan test 8/10/2012 Composing
)l PR4837 Test CSPL 8/7/2012 Composing

View More ... (9788)
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Key to Figure 13%*

Section Number Subsection
The Command Bar A N/A
Left Navigation Panel B-1 Common Actions
B-2 Recently Viewed
B-3 News
List Panes C-1 To Do
C-2 Requisitions — Composing
C-3 Requisitions - Submitted
C-4 Requisitions — Denied - This Month
C-5 My Documents

*For more information about any of these items, click the corresponding link.

LEFT NAVIGATION PANEL

The DASHBOARD left navigation panel is available on the My HOME screen (Figure 13). It
comprises three separate windows designed to provide quick access to common actions,
work in progress, and news.

Common Actions

The Common Actions window combines the selections found on the Create and Manage menus.
You might have noticed that the links and commands available in the left navigation panel
are also available in the Command Bar menus. This arrangement is in keeping with the
concept of a command center, where quick access to major functions is expected; however,
you can choose the access methods with which you are most comfortable.

Recently Viewed

The Recently Viewed window contains links to the last five documents you looked at. These will
be the same documents that you access from the Recent menu.

[E5] News

The News window displays information specific to the eMall. This is different from the
KNOWLEDGE CENTER, which displays news and information about all components of the eVA
eProcurement tools. Check the News window to find information about enhancements to the
eMall and helpful hints to help you get the most from your eMall experience.

DASHBOARD LISTS

The MY HOME screen displays several configurable lists of requests. Each list appears in its
own frame with a set of tools to manage its appearance and order. Figure 14 shows the
location and function of these tools. To see details of any list item, click its ID number.
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Figure 14: List Tools

Click here and drag
to mave the list

fCIickto minimize the list. ?

From Status Title Required Action

Submitted

CSPL_6349-3 Approve

Click the arrow to
reverse the list order.

Filtering Dashboard Lists

In addition to the standard tool set, some dashboard lists can be filtered to display only
specified information.

e If the list contains multiple document types, as can be the case in the My Documents
list, or offers a choice of actions the user can take, like the To Do list, you will see a
View menu in the lower right corner of the list, as shown in Figure 15. After you apply a
filter to the list, you can further control the appearance and organization of the list.

e If the list contains homogenous documents (only requisitions in Composing status,

for example), there is no filtering, but you can control the appearance and
organization of the list.

The following section concerning the To Do list includes more information on how to
customize the appearance of Dashboard lists.

E To Do List

The To Do List is often the first list under the Command Bar. (The position of each list on the
screen can be customized for individual agencies.) The To Do list groups together all
requisitions and other requests that require some action on your part; requests that you can
approve, deny, watch, or forward to another user. Controls at the bottom of the list allow
filtering by required action, as shown below in Figure 15.

Figure 15: Filter To Do Lists by Required Action

Watch
Watch
View List ... [68)
Approve (50)

Watch (16)
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Choose one of the filters shown to go to a list screen where you can continue to work, or
you can further customize the way the information is presented (Figure 16).

In this example, the Approve filter is selected to display the APPROVE REQUESTS screen. All
items displayed on this screen require the user’s approval.

Figure 16: Approve Requests Screen - Location of Options Menu

Home | Help ~ | Logout
My Home My Orders/My UPs My Approvals My Quick Quote Req's welcome Pond, Emily
[H Create Search Manage Recent Preferences
Approve Requests
You are included in the approval flow for these requests, and you are required to approve or deny them. To review a summary of a request before taking action, click the request's ID or title.
Back
You have 54 requests awaiting your approval. @ ¥
] Type ID Date Submitted 4 Requester  Status Title Total
. White, B
] e PR616394 Fri, 30 Jan, 2015 Lakei Submitted Test TSRC M $110.53000 USD
akeia
Kemper, B =
E ¥ FPR616362 Wed, 28 Jan, 2015 Gail Submitted Laboratory desks for Joe Smith $219.60000 USD 3
ai
[
] ®]| PR616355 Tue, 27 Jan, 2015 C;‘"z:_’ Submitted Copy of P134DPSMINIMUM - QR Sump Vacuums-ion $1,518.93000 USD
nthia
] ¥] PR616277-v2 Fri, 23 Jan, 2015 tw:t?’ Submitted Supply JMU 2 - Change order §72.27000 USD
akeia
. K "
F E] PRr616273 Fri, 23 Jan, 2015 G:TDE' Submitted Pens $170.70000 USD
Schmidt,
[ L] uepsoo7az Tue, 20 Jan, 2015 ] enmt Submitted Contractor: Schmidt, Jane pesv
ane
=] = PR616009 Tue, 13 Jan, 2015 testp5, uat Submitted Pies $51.60000 USD
=] £ 3 PR616008 Tue, 13 Jan, 2015 testp5, uat Submitted Cupcakes $84.00000 USD
Kemper,
B B PR614335-W2 Mon, 1 Dec, 2014 Gail Submitted Offset 100% SWAM spend on LOGI chart $30,000,000.00000 USD
ai
B FORM10236 Tue, 18 Nov, 2014 atjon, u Submitted Untitled Electronic Forms
Kemper,
D E PR614866 Tue, 28 Oct, 2014 Gail Submitted POB - OTY test #3 $200,002.00000 USD
ai
@ Archive To Label = | [ Clean Up

Click the table icon located at the top right corner of the results list to access an options
menu that will allow you to further customize the list display (Figure 17).

Figure 17: To Do List Options Menu

Show / Hide Columns
v Type

v 1D

v Date Submitted

v Requester

v Status

v Title

v Total

Click here for
Options menu

Group by Column
Type

Total 1D
Date Submitted
Requester
Status
Title
Total

Export to Excel
Export all Rows

Export Current Page
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Show/Hide Columns

The first section of the options menu lists all of the columns that make up the results list.
In this case, notice that under Show/Hide Columns, all of the items are checked, and all of
these columns are visible on the Approve Requests list (Figure 18).

Figure 18: Options Menu Controls Column Visibility

Show / Hide Columns
v Type

v 1D

v Date Submitted

¥ Requester

v Status

v Title

v Total

E  Creste Search Manage Recent Preferences

Approve Requests

You are included in the approval flow for these requests, and you are requred to approve or deny them. To review a summary of a request

You have 54 requests awaiting your approval,

Fn, 30 Jan, 2015 $110.53000 SO

s219.60000usp | F

Wed, 28 Jan, 2015

$1,518.93000 USD

If you were to clear the check mark beside Type (by clicking Type), that column would be
hidden on the screen. Lists that, by definition, contain only one type of document usually
have the Type column hidden by default.

Group By Column

The next section of the options menu (Group by Column) offers the ability to group the
related list by any of its column headings. One possible grouping that many users find
helpful is Group by Requestor.

I:Jj IMPORTANT! You can select only one Group By value at a time.
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Notice that Requester no longer appears as a column heading in Figure 19. In fact, if you look
at the option menu again, you will see that Requester is no longer checked under Show/Hide
Columns (Figure 20). Instead, each Requester value appears as an expandable row in the list.

Requesters are listed in descending alphabetical order (from A to Z). If a Requester has
more than one request awaiting approval, the requests are listed in date order with the
newest on top.

Figure 19: Approvals Grouped by Requester

You have 56 requests awaiting your approval. D ¥
Type ID Date Submitted | Status Title Total

¥ Requester: atdoug, u (7) i

0 e PRE14446 Wed, 17 Sep, 2014 Submitted test $£34,746.81000 USD

[[] ¥ Pr614250 Thu, 4 Sep, 2014  Submitted test $73,181.45000 USD

[[] ™| PR614255 Wed, 27 Aug, 2014 Submitted test $67,658.78000 USD |

[[] ¥ PRE1405% Wed, 30 Jul, 2014  Submitted ff $36,964.60000 USD

] ¥ PER613633 Wed, 2 Jul, 2014  Submitted test $31,507.00000 USD

| ¥ | PR612202 Tue, 4 Mar, 2014 Submitted jason test 3 $4.00000 USD e

[ ¥| PRB07695 Wed, 20 Mar, 2013 Submitted Copv of UAT push notification test 2- CJ $246.81000 USD

¥ Requester: Cake, Tom (1)

[ AL UPS00676 Tue, 4 Mar, 2014  Submitted Contractor: Cake, Tom pesv
» Requester: Caudill7, Shane (3)

Requester: Crown, Tom (1)

Requester: Doe, John (1)

Requester: Eformtester, Gail (1)

Requester: Erbe, Janne (1)

Yy ¥ Yy v\v

Requester: Foster, Dave (1) -

[Archive To Label v] [Clean Up
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Figure 20: Approval List Options Menu with Grouping Value Selected

Show [/ Hide Columns

¥ Type

v 1D

¥ Date Submitted
Requester

+ Status

+ Title

+ Total

Not checked. Requester no
longer appears as a column
heading in the related list.

Group by Column
Type
e
Date Submitted
» Reguester
Status
Title
Total

Dot indicates Reguesteris
selected as the grouping
wvalue.

Export to Excel
Export all Rows

Export Current Page

E, E and Requisitions Lists

Your active requisitions are displayed in lists grouped by status. This makes it easier to
keep track of your work in progress.

If you have started a requisition but do not want to submit it right away, you can save the
partially completed requisition. It will be held in Composing status and displayed under
Requisitions - Composing (C-2).

When you submit a Composing requisition for approval, its status changes to Submitted and
it moves from the Requisitions - Composing list to the Requisitions - Submitted list (C-3), pending
approval.

Requisitions that have been denied will appear under Requisitions - Denied - This Month (C-4).
Note that this list is based on calendar months, so if one requisition is denied on March 2"
and another is denied on March 25", both will drop off this list on April 1,
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These three lists can be sorted by any column. In addition, if you click the down arrow in

the upper right corner of one of these lists, an options menu opens (Figure 21), allowing

further customization of the list display. A detailed discussion about using options menus to
customize list display can be found in section C-1, To Do List.

Figure 21: Customize Lists with Options Menu

Click here for
Options menu

Show / Hide Columns

< 1D

Type
¥ Date Created
¥ Status
« Title
# Total

Group by Column

10

Date Created
Status

Title

Tatal

Export to Excel
Export all Rows
Export Current Page

of access point.

I:Jj NOTE: Some options menus are accessed by clicking an arrow (@), while others
are accessed by clicking a table icon ( Fil] ), but functionality is the same regardless

E My Documents

The My Documents list contains all of the requests you create, regardless of status, including

Quick Quote requests, user profile updates, eForms, and Time Sheets. To see only one type
of document, click the View More action link in the lower right corner of the My Documents list,
and select the desired document type (Figure 22).

Figure 22: Filter the My Documents List by Document Type

Click here to display

11717210 docurments by type 'ng
10/30/2012 Gproved
yiew Mare

Buysense Profile (398)
Requisition [3202]
Tirme Sheet [12)

Uzer Profile (193]
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OTHER COMMAND BAR TABS

“MY ORDERS/MY UPs” TAB

This tab displays your orders (requisitions you have submitted and that have been

approved) grouped by date, as well as all changes you have made to your User Profile (UP),
as shown in Figure 23.

Figure 23: The "My Orders/My UPs” Dashboard Tab

My Quick Quote Req's  REQ

Anba Order ID Duste Created & Status Title Total
EPa31368 142003 Recerved regularGQ SARLABIRCL Y
1/14f2623 Grdered regularCey $30.00000 USD

Anba Order [D Date Crested 4 Sestus Tite Totad
3 114012

‘ My Orders - This Year [Calendar]
B L L T ]
Anbas Ordar [D Diste Crested & Status Title Total
EPa81168 11ar201 L regularQq $45.00000 USD

11472003 Ordered regulsrQQ $30.00000 USD

file Updat

I Wy Usar Pretie Upastes

] Date Created * Status Title
UP2000; 92004 Processed User Profile Changes for Admin, 4136
P200041 SIW2004 Processed Uger Profils Changes for Admin, A135
UE200040 w2004 Processed User Profile Changes for Admin, 4136
WEZQOOTS 172004 Frocessed \ser Profile Changes for Admin, A136
ue200708 a2i005 Compasing Adman, A136
Ue200707 LTINS Composang Adman, A136

Poge[1 =] »
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“MY APPROVALS"” TAB

The My Approvals tab provides a convenient list of the requisitions that are awaiting your
approval or for which you are a watcher (To Do), and a separate list of requisitions that you
have approved but that are not in Submitted status, as shown in Figure 24. Other documents
such as Quick Quote requests, user profiles, eForms, etcetera, also can be accessed from
this tab when they are ready for approval.

Hj TIP! If you do not see a request that you know is ready for approval, click the
Refresh Content button, located in the top right corner of the screen, to make sure you
are seeing the most up-to-date information.

Figure 24: The “My Approvals” Dashboard Tab

Userl, A136 Processed User Profile Changes for Userl, A136
McOowell, Doug Ordered
McDowell, Doug Ordered
McDowell, Doug Ordering
McDowell, Dovg Ordered
Admini, 8222 Submitted
McDowell, Doup Ordered
McOowell, Doug Ordered

McOowell, Doug Ordered

NN NN NN NN N

McDowell, Doug Ordered

Q0011667 AWD1946 1/14/20: Recerving regularQQ $75.00000 USD

“"MY QUICK QUOTE REQ’'S” TAB

The eMall works in concert with the Quick Quote application. After submitting a vendor
award for your Quick Quote, the status of your Quick Quote request changes to Bids Opened
and an eMall requisition is created, usually within 30 minutes of the award submission.

The eMall uses your User Profile values® to create the requisition, and assigns a requisition
number that includes the Quick Quote Request ID and Award number.

! For more information about user profiles, see the User Management Guide.
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You can track your Quick Quote requisitions from the DASHBOARD, where the My Quick Quote
Reqg’s tab displays your Quick Quote requisitions grouped by status, as shown in Figure 25.

Figure 25: Quick Quote Requisitions on the Dashboard

jume to Navication Juma to Content
Home | Help * | Logout

GLY
My Home My Orders/My UPs My Approvals REQ welcome O Admind, »

Roturn to Portal T Configure Tsbs KU Refresh Content

10 Type Dote Created ¢ Status Title Tozal
Q00012661 AWDIEN B 2212 Composng SEV Shakedown Test-Min $10.00000 LSO
00:00012661 AWDISX2 ¥ 222012 Composng SEV Shakedown Test-Min $10.00000 VSO
Q00012411 AWDIZ91 ¥ w012 Composng eVA-MV Comment Test $300.00000 USD
QQ:00010327 AWDLT30 B 4162012 Composng SET-ASIDE FOR SMALL BUSINESSES-Test $32.00000 USO
00:00012268 AWDLITYE ¥ vano12 Composng MOZ_11_TEST $900.00000 USD
Q000 {0ASS AWD|SS w, vane2 Composing SET-ASIDE FOR SMALL BUSINESSES-SK Testng $215,76000 USD
00:00013751 AWDLSE0 ¥, 1218201 Composng Copy of 1111Mn-Test-QQ $390.00000 USD
00:00011751 AWDISEE ¥ 12ae2011 Composing Copy of 1111Mn-Test-QQ $390.00000 VSO
00:000131750 AWDISES ¥ 12182011 Composing Copy of 1111Mn-Test $400.00000 USD

i Oate Creatad + Status Tide Toead |
Q0:00011667 AWDI9SE-2 V142013 Submated regulaQQ $45.00000 LSO
iZ {0l 13/1472011 Copy of Copy of 1311Mn-Test-QQ

10 Oote Created ¢ Status Title Tots!

1/14/2013

o Date Created + Seatue Tela Total
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CONFIGURING DASHBOARD TABS

The eMall Dashboard is easily customized using the Configure Tabs menu (Figure 26). This menu
contains two kinds of configuration commands:

¢ Commands that effect changes on the current tab only, and
¢ Commands that effect changes on the entire tab set.

This menu lets you control the content that is displayed on each tab, as well as the order in
which that content is presented. Table 5 explains each of the Configure Tabs menu options.

Figure 26: Click the “Configure Tabs” Icon to Display Menu

H Help = | L t
ome | Help * | Logou Current Tab

Add Content
Edit Properties
Delete Tab

welcome Pand, Emily
' _.I Configure Tabs ’ L. Refresh Content
Tota

Table 5: Dashboard Configure Tabs Menu

Tab Set Options
Add New Tab
Compare Your Tabs to Default Settings
Revert Tab Set to Default Settings

Command Example Function

Current Tab

Add Content

Add Content

Click and Drag content items
below onto the dasbhoard.

¥ Buyer
Saved Search

¥ General
News
Common Actions
Recently viewsd
Search
To Do

My Documents

The Add Content menu displays a list
of available content categories.
Select the desired content right on

the menu list and drag it onto the
dashboard.

Edit Properties Edit Dashboard Tab Properties The Edit Dashboard Tab Properties
Edit the dashboard tab name or the type of documents it includes. d|a|og box allows you to:
Teb flame: * [ty orgers/ity ups e Change the name of the active
Document Types: @ pisplay all document types on this tab. b
' Restrict the type of documents displayed on this tab. ta
e Determine the document types
that will be displayed on that tab

Delete Tab

Current Tab

Tab Set Options
Add Hew Tab
Rearrange Tab Content

Revert Tab Set to Default Settings

Compare Your Tabs to Default Settings

The Delete Tab command causes the
active tab to be deleted.

IMPORTANT NOTE: There is no
confirmation prompt; the tab will be
deleted as soon as you click Delete
Tab. This action cannot be
undone; you must recreate the
tab if you change your mind.

26-0010 Version 5
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Command

Example

Function

Tab Set Options

Add New Tab

Current Tab
Add Contant
Edit Proparties
Delete Tab
Tab Set Options
Gad New T=D
Rearrange Tab Content
Compare Your Tabs to Default Settings
Ravert Tab Set to Default Settings

Use this command to add a new,
blank tab to your dashboard.

Rearrange Tab
Content

= Title [y Oraers/My UPs

[E)E]

Click Rearrange Tab Content to open a
dialog box that allows you to move,
add, or delete content from the
active tab.

(B €3] [ EIES) HEE
Compare Your This command opens a dialog box
Tabs to Default that allows you to:

Settings

e Compare your dashboard tabs to
the default settings

e Restore the default settings on
any or all tabs.

Revert Tab Set to
Default Settings

Confirm Reset

Are you sure that you want to reset your tab set
back to its default settings? (Any changes that you
have made the layout of this page will be lost)

When you click the Revert Tab Set
command, a confirmation prompt is
displayed.

Click OK to return all of your tabs to
their default settings, or Cancel to
retain your changes.
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6. CREATING A PURCHASE REQUISITION

This section takes you through the steps for creating a basic requisition. For detailed
information about how to find items you need in the eMall and add them to your

requisition, see Searching the eMall.

There are two ways to create a new requisition in the eMall (Figure 27):
e From any tab on the Command Bar, open the Create menu and click Requisition;
or
e From the My Home tab, click Requisition in the Common Actions window on the left
navigation panel.

Figure 27: Creating A New Requisition

Durnp to Mawigation Jump to Content

eVA

My Home My Qrders/My UPs My Approvals My Quick Quote Reqg's

Manage Recent Preferences
Buysense Profile
Portal
Tirme Sheet

Common Actions

, {n] Crate . Frorm
/ HHEED BUYS4E0366 11/14/2012 MeDowe
Time Sheet
Buysense Profile :i Requisitions - Composing
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THE REQUISITION TITLE SCREEN

When you create a new requisition, Ariba assigns a unique Requisition Number, which is
displayed near the top of the REQUISITION TITLE screen (Figure 28).

The REQUISITION TITLE screen contains a number of data fields. In some of these fields,
you will enter appropriate data as needed for each new requisition. Others will have
been auto-populated with previously stored data determined by your buysenseOrg
(BSO). (BSO refers to the division/department within a client.)

Figure 28: New Requisition with Requisition Number and Auto-populated Fields

eVVA

1=~ Create Search Manage Recent Preferences

fome | Help 7 | Logout

My Home My Orders/My UPs My Approvals My Quick Quote Req's welceme Pend, Emily

PRAB78TT: (Bt

Enter the reguisition title and change one or more of the other requisition fields if necessary. If you are creating the reguisition
on behalf of jecthac i thatucsr's accounting, shipping, and delivery information apply.

| A. Title Field
|Ti1|c; » |

On Behalf Of: |2end. Emily )

Uss FCard: - I B. Prepopulated Fields I
PCard number: TestfCard

Entity Code: -m 0

Fiscal Year: M \9

PO Category: _@ \9

Procurement Transaction Type: -O

Header Cross Reference:

Bypass ERP Integration: I C. Other |

ERP Requisition Number:
Confirming Order; Do Not Duplicate: [

Accounting Summary: View Accounting Information

My Labels: B Apply Label...

exr) G

The REQUISITION TITLE screen is your starting point for any requisition that originates in
the eMall. The sections below provide information about this screen’s data fields.

m TITLE (TEXT BOX)

When you create a new requisition, you must give it a title. The title need not be
unique, because the Requisition Number is always unique. However, it is a good idea to
assign a title that provides some indication of the contents of the request, in case you
need to refer to it in the future. Audit and accounting needs aside, the ability to copy an
existing requisition and adapt it for a similar project can be a real time saver.
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Suppose, for example, that your job is to procure materials and equipment for road
maintenance. Now, look at Figure 29 to see two different approaches to assigning
requisition titles.

Figure 29: Assigning Requisition Titles

First
Approach ) .
Road Repair Rt. 58 Repailr,
Reg. 18 Phase 2,
- Materials 1
Road Repair E‘E 16 lixtensmn,
Req. 19 asel,
Equipment

The first approach to assigning requisition titles virtually guarantees a long and tedious
search to find any particular requisition. These titles do not contain any information that
can help to differentiate among them; you would have to open each requisition and look
at the line items to find the one you want.

The second approach can help to ensure a more positive outcome, because each title
contains several searchable terms. You can search by location, type of work, project
phase, or procurement type. The few seconds you spend creating a strong title for your
requisition will pay dividends when your searches produce fast, reliable results.

PREPOPULATED FIELDS

If you need to change the data in a prepopulated field, click the down arrow on the
drop-down list (Table 4) to select or search for a different value.

e On Behalf Of (Drop-down List): When you create a new requisition, your user name will
automatically appear in the On Behalf Of text box. If you are completing the
requisition for someone else, you must change the value in this field to reflect
that fact. The screen will automatically refresh, inserting the new Requester's
accounting, shipping, and approval flow information. When you submit the
requisition, eVA will notify the Requester by email.

e Use PCard (Check Box): If you are approved to use your organization's Purchase Card
(AMEX, Visa, or MasterCard), the Use PCard check box will be automatically
selected. To order without using a PCard, click the Use PCard check box to remove
the check mark; the resulting order will not contain PCard information.

e PCard Number (Pick List, Conditional): The information in this field is the custom PCard
alias information the user set up when entering PCard data. The PCard Number pick
list is a conditional field. The condition is met when the user whose name
appears in the On Behalf Of field has access to more than one PCard; otherwise,
this field will not be available.
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If the PCard Number pick list is available when you create a PCard requisition, be
sure the appropriate PCard alias is selected.

o  Entity/SubEntity Code (Drop-down List): An Entity Code is a unique ID number that eVA
assigns to each agency/entity. It is included with the data stored for each eMall-
originated requisition for tracking and reporting purposes. Some organizations
track requisitions by department or by subsidiary. Sub-entity codes provide the
required level of granularity in these cases.

When you create a new requisition, all applicable Entity and Sub-entity codes will
be available for selection.

e Fiscal Year (Drop-down List): The current fiscal year is automatically displayed. Use
the drop-down list to choose a different year.

e PO Category (Drop-down List): The PO Category defines the purchase order type; for
example, sole source or proprietary, routine or emergency. If you click the arrow
to expand the drop-down list and select Search for more ..., you will see the
complete list of PO Categories. Figure 30 provides a partial view of that pick list.

Figure 30: PO Category Pick List

Choose Value for PO Category

Field: MName - Search

Mame t Description

EO01 Emergency
PO1 Proprietary
RO1 Routine i
501 Sole Source |
VEL VITA - Emergenay
vP1 VITA - Proprietary
PP Rp— - f e——1 i

PO Category designations generally end with the numeral 1, as shown above; however,
depending on your agency/entity, you might also have access to PO Category X02. The
X02 category is used exclusively to identify eVA-excluded procurement transactions and
non-procurement (payment) transactions that have been created in eVA. Use of the
X02 category allows the agency to report, track, and analyze all its transactions in one
place. eVA orders that carry the X02 designation will be exempt from eVA agency and
vendor transaction fees.
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=

OTHER

Procurement Transaction Type (Drop-down List): Choose the value that best represents the
category of goods or services you are requesting. Click Search for more... from
the Procurement Transaction Type drop-down list to see a dialog box that displays the
value and the description of each transaction type.

Header Cross-Reference (Text Box): If your agency/entity assigns its own requisition
number, this field can be used to display that number. (This field is used at the
discretion of each agency/entity.)

Bypass ERP Integration (Check Box): This check box is used only by agencies/entities
that are set up for Integration. Users can check this box to bypass the agency’s
ERP system, but only under specific circumstances..

ERP Requisition Number (Text Box): Agencies/entities that use ERPs can choose to
display the ERP requisition number in this field on orders imported into eVA.

Confirming Order; Do Not Duplicate (Text Box): When selected, a message that reads
“Confirming Order — Do Not Duplicate” is added to the Comments box.

Accounting Summary: View Accounting Information (Link): Click this link to access a read-
only accounting information summary for the requisition. The summary will
display only after items are entered on the requisition.

My Labels: You can add labels when you create or edit a requisition. Labels
provide additional means of locating a specific document or group of documents
when you conduct a system search. Click the Apply Label link to select an
existing label or create a new one (Figure 31).

Figure 31: Add or Remove Labels

Add Label

Archive Iterns

My Labels: Apply Label...” é Mare. ..
Mew Label

Remowe Label

I:b WHEN you have added all necessary information on this screen, click Next to

continue.

ADDING ITEMS

This section explains how to add items to your shopping cart from the various sources
available to you. If you need detailed instructions on how to search for items, see
Section 7, Searching the eMall. There are several ways to add items to a requisition:
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e Select from one of the many supplier-provided catalogs.

e Enter an item as a non-catalog item (not selected from an electronic catalog).

e Select an item that you previously saved as a favorite.

e Select an item from a search that you have saved.

I:Qj TIP: After items have been added to your shopping cart, you can select

the Shopping Cart link or icon M to view a summary of the shopping
cart contents.

ADDING CATALOG ITEMS
There are two types of eVA catalogs: hosted and PunchOut.

e A hosted catalog, in the context of the eMall, is one that is “built in” to the eMall.
In addition to the item details that are returned with the results list, each item
from a hosted catalog displays an Add to Cart button.

e A PunchOut catalog makes it possible for you to access the supplier’s own on-line
catalog to find and select items while the eMall keeps track of what you are doing
and produces the actual requisition.
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Both can be accessed from the CATALOG HOME screen (Figure 32). The procedure for
adding an item to your requisition depends on whether the item is from a hosted catalog
or a PunchOut catalog.

Not all vendors have catalogs. If you search by vendor and no results are returned (and
you have checked the spelling), it means that vendor does not have a catalog.

Figure 32: Catalog Home Screen

(—/ EPETET My Orders/My UPs My Approvals My Quick Quote Req's

Home | Help *| Logout *

[ Create  Search  Manage  Recent  Preferences

B == &

e

PR488379: Cair Paravel Elementary Music Program - Upright Pi... O 1tems: 3 Total: $2,087.50000 USD

Supplier
ACME, INC SPARKY 56
v ion fi catalog, log items you' i ur favorites. 5

COLIRAIARE (54} Add items to your requisition from the catalog, and optionally select catalog items you've identified as your favorites. You can al 7
JCN TECHNOLOGIES (130) [ a3 Your .
JOES BAR AND GRILL (4 Catalog Home s ou et Browse By: Categories | Suppliers

e ray ing Cal
FEROK (32) Catalog ¥ Qotions PP Create Non-Catalog Item

,,] information

Show All ...

Supplier Part #: Manufacturer Part #:
Available in: To: Hazardous Product:
Fa
Maximum Order: Minimum Order:
- Recent Choices - +
Payment Term: P-Card:
Supplier FIN:
Links to PunchOut
Contracts Catalogs (_1 Infe ion T and
SN | Other (1)
- - A . Computer Equipment and 189)
PunchOut Catalogs (1:
= R Dell- Purchase Computers, Hardware, Servers, at DELL e
"L & CGI Test Vehicle Punchout Catalog at CALIPER INCORPORATED
P—

R Safety, Industrial & Facility Maintenance at BELTWAY TESTING and Administrative Services (610)

More ...

s and Supplies (28
ver supplies (28

ents or services (5)

sas. 1.1e or Pe s
i Uncateqorized Items

-~ See items
i and i and Accessories 4
Other L
and Manufacturing Services (12)
Sheeting services (12)

Can't find what you are looking for? Create a non-catalog item.

D B =) &

When you search for an item, the eMall returns a list of items that match your search
terms (the “results list”). The results list displays the name of the supplier for each
item, along with the description, price, SWaM qualification, availability, and other
details.
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Figure 33 shows typical search results, where the search term ‘printer’ returns items from
both hosted and PunchOut catalogs. Figure 33 also shows the standard display options,
indicated by the red arrow. Using these options, you can control:

¢ How many results are displayed per page (20, 50, or 100).
e The sort order for your results (by Relevance, Price, Bestselling, or Name).
e The view (details as shown in Figure 33, or thumbnails as shown in Figure 34).

You will find the same display options in your shopping cart and Favorites folders.

Figure 33: Search Results - List View

PR485268: Printer Maint - DHS S Items: 7 Total: $5,381.99000 USD

Add items to your reguisition from the cataloa, and epticnally select catalog items you've identified as your favorites.
You can also enter details for non-catalog items.

Catalog Home
Catalog = printer Options Create Non-Catalog Item

Your search path: Catalog > "printar”

Link to PunchOut
catalog's main screen

The order in which results
are presented depends on
what is selected here.

A Supplier Punchout Catalog Resources

~ DELL (1)
Dell- Purchase Computers, Hardware, Servers,

Shorten View

Show: 20|50 100

-

62 items found =zults perpage ISOrt By: Relevance | Price | Bast selling vI Name Wiew: Dekails | Thumbnails

- Add to FaToritas Page 1 v b

Painter Supplier: ACME, INC SPARKY TEST
$0.00000 USD Supplier Part #: 218

Recycled/Green Product:
Add to Cart o

Contract Type: 5-Optional
Contract #: PF-1105-09VP
Effective Date: Thu, 1 Jan, 2009

Contract Link:
Available in: 0 Day(s)
Manufacturer Name:
P-Cards Accepted:
Service Areas: ALL

Add to Favorites

Add to Cart button indicates a
hosted catalog item

Small Business:
Minority Owned Business:
Woman Owned Business:

Micro Business:

Painter
SUN/SPARC Printer HD26M/DB25M Supplier: JCN TECHNOLOGIES
$95.00000 USD Supplier Part 2: AD255PK10
Qty: 1 Recycled/Green Product:

Contract Type: 99
Add to Favorites Contract #:
Effective Date:
Contract Link:
Available in: 3 Day(s)
Manufacturer Name: Hallmark Cables
P-Cards Accepted:
Service Areas:

Buy from Supplier

Buy from Supplier button
indicates a PunchOut catalog
item

Small Business:

Minority Owned Business:

Woman Owned Business:

Micro Business:

SUN/SPARC Printer HD26M/DB25M

L (add to cart al.::tc Favarites Page 1 * )

Can't find what you are looking for? Create a non-catalog item.
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Figure 34: Search Results - Thumbnail View

Refine your results

Keyword
toner (39)
black (25)

Category

Ink cartridges |
Laser printers (31
Othe:
Other (
Toner (23)

Show Al ...

Supplier

ACME, INC SPARKY ... (1)
DELL (1)

JCN TECHNOLOGIES (1)
US INK AND TONER (28)
XEROX (31)

Language

English (62)
Manufacturer

Dell (1)

Hallmark Cables (1)
MMC-C (28)
Xerox (31)
Price
$0.00000 USD
$10.00000 -
$100.00000 - 5
$1,000.00000 - ... (1)

Type Name
evacatalogsearch (29)
General Labor (1)

Contract Number
E194-72989 (1)

Contract Type

Small Business

fff (33)

ttt (29)

Woman Owned Business
fF (3)

ittt (59)

Favorites

- Recent Choices - -

1,000 ... (27)

5-Optional (1)

Minority Owned Business
f (30)

tt (32)

Recycled/Green Product
fff (62)

Service Areas

ALL (2)

Manage

PR484948-V3: Govt Ctr - Printers

My Orders/My UPs

My Approvals

My Quick Quote Req's

I items: 8 Total: $7,386.63000 USD

[<Prev) Credia

Home | Help * | Logout

Add items to your requisition from the catalog, and optionally select catalog items you've identified as your faverites. You can also enter details

for non-catalog items.

Catalog Home

printer

(Search) ogtions

Create Non-Catalog Item

Your search path: Catalog > "printer”

# supplier Punchout Catalog Resources

61 items found Show:

DELL (1)

006R01179 Toner, 11000 Page-Yield, Black

£99.00000 USD
Add to Cart
to Favorites El

006R01275 Toner, 20000 Page-Yield, Black
$1 SD
Qty: 1 Add to Cart

006R01298 Toner, 12000 Page-Yield, 2/Pack, Black
$263.00000 USD

Q1

Quy: 1

CONTAINER,WASTE BOTTLE
£101.00000 USD

@ty 1
Add to Faverites 7]

013R00599 Toner, 3000 Page-Yield, Black
$152.00000 USD

Qty: 1

Add to Favorites

013R00609 Toner, 3000 Page-Yield, 2/Pack, Black
$276.00000 USD
@y 1

SUN/SPARC Printer HD26M/DB25M
$§95.00000 USD

Q: 1

Add to Favoritas E

Can't find what you are looking for? Create a pon-catalog item.

2050|100 results per page

So

0D06R01236 Toner, 3500 Page-Yield, 2/Pack, Black

$263.00000 USC

av: 1

Add to Favorites E

006R01297 Toner, 6000 Page-Yield, Black
$139.00000 USE

av: 1

Add to Favorites IZ

Finisher Staples for Xerox 7760/4150, 3 ...

By: Relevance | Price

Best selling ™ | MName

$146.00000 USC

Qty: 1

Add to Fav

3

013R00589 Drum Cartridge, Black
$250.00000 USD

Qty: 1

Add to Fav

013R00606 High-Yield Toner, 5000 Page- Yield, Black

arites Iz

$136.00000 USD

Qty: 1

Add to Fav

013R00623 Drum Unit, Black

Qty: 1

Add to Fa

.00000 USD

Expand View

Wiew: Details | Thumbnails

Page [l + »

Page 1 = b

Checkout

Hosted Catalogs

Click the Add to Cart button next to an item to place it in your shopping cart. If, after
placing the item in your shopping cart, you need to modify your selection, you can make
changes to hosted catalog items right in your eMall shopping cart.
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PunchOut Catalogs

Use the PunchOut catalog links on the CATALOG HOME screen (Figure 32) to navigate to a
PunchOut catalog, or click the Buy from Supplier button next to the item you want in the
search results list (Figure 33).

When you access a PunchOut catalog, the eVA logo is present in the upper left corner of
your screen, and your user name appears in the upper right corner. Everything else you
see on the screen is presented by the supplier (Figure 35).

Figure 35: Viewing a PunchOut Catalog Page
eVA

Welcome Pond, Emil
Buy Online or Call 1-800-981-3355
Shop Premier -E Keywaord or Service Tag Search

Close Punchout Catalog Shopping Session

VirginiaDCE =

& Order Status E-] E-Quotes 5 Help
Standard Configurations
Premier
. o Software & Peripherals Best
[0 Add to Compare OptiPlex 3020 Mini Tower Sellers
. Choose from our best-selling
Starting Price 97000 electronics, PC accessories,
displays and printers.
e Shop Now >
Dell Price *619%
As low as #19 /
onth® | Apply Making it easier for you!
Your site offers quick access to
. information to efficiently manage all
.||l| | EJ‘ .|||]U phases of [T product ownership
st U g v purchasing, asset management,
dots TP 4GB swee and support
+ Read More

Search for items in the PunchOut catalog and add them to your shopping cart, just as
you would on any internet shopping site. If you decide not to make a purchase, you can
return to the eMall at any time by clicking the Close Punchout Catalog Shopping Session

link in the upper left corner of the screen.

ng WARNING! Although it might appear that you are creating your order at
the supplier's website, the supplier will not receive an order until you
complete and submit the eVA eMall requisition and obtain any necessary
approvals.
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Figure 36: Search Results List in a PunchOut Catalog

Help ~

welcome Pond, Emily

Buy Online or Call1-800-388-8239

@ Shop My Premier -! printer

# Search: ‘printer’
Search Results for "printer”

Narrow your selection: Products |

Popular Category

» Al Printers (562

» Color Laser Printers
Multifunction (92

¥ Inkjet Printers - Muttifunction (6

» Monochrome Laser Printers -
Single Function (102

» Color Laser Printers - Single
Function (115

Gnd | List

Relevance v

Dell

Dell Mono Printer - B1160w

aView More
- Usualy Ships Wihin 1-2 business days Price..... $120.99
Product Category Manufacturer Parte 00001 instant Savings $33.00
» Printers, Ink & Toner (1802) Dell Pari# 1"

»Printers (24) UNSPSC 105 Price $90.99
»Monitors (1)

» Parts & Upgrades (2163

» Point of Sale (179) » More Detais (o JGRETHFAY
»PC Accessories (118)

»Power, Coolng & Data Center

Infrastructure (84 Dell
» Connected Classroom (52 Dell Mono Multifunction Printer - B2375dnf with 3-Year Basic Limited Warranty and 3-Year Advanced
P Networking (49) Exchange Service
» Memory (36 Usuaby Ships Wehin 1-2 busiess days Price..... $538.99
aView More Manufacturer Part# 00001 P T—_— R
Dell Part#
Shop fly Brand UNSPSC 10 Price $377.29

»Dell (1012
» Adobe Systems (2)
» Ambir Technology (1

» American Power Conversion (9) \
% Mors Deivin —
» APG Cash Drawer (13 € Add to Cart

» ATEN Technology (1)

« Max Printing Resolution: Up to 1200 dpt
« Max Printing Speed: Up to 40 ppm

» Avocent Corporation (S) Dell
aView More Dell Mono Multifunction Printer - B1265dnf with 2-Year ProSupport for Your Enterprise and 2-Year
Advanced Exchange Service
Usualy Ships Wehin 1-2 busiess days S oo $319.99
Manufacturer Part# NGXOR nsiant Savings $96.00
Dell Pari# 81285P2
UNSPSC 43212105 Price $223.99
g 3 gy
t Savings 00
Price $195.99

» More Details (o XY

123456 )

Grid | List

" Relevance v

After making your selections, go through the checkout procedures at the PunchOut
catalog website. Because PunchOut catalog websites belong to the suppliers, checkout
procedures may vary somewhat from one to another.
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When you finish checking out (for example, by clicking the Create Order Requisition button as
shown in Figure 37), the items from the PunchOut catalog will automatically populate your
eMall shopping cart.

Figure 37: PunchOut Catalog Shopping Cart

eVA s

welcome Fond, Emily
Catalog Shopping Sessic

Dell recommends Windows.

My Cart
ecan I
Summary View | ¥ Detail View
et Pt Cant © Continue Shopping & Save as E-quote (€0 Cresle Ondes Reulaiion
Dell 1160 Mono Laser Printer Y Remove tem ay Unit Price
Dell 1160 Mono Laser Printar
Ded 51150 Mono Laser Printer 1
b Asual " Ugpdate Total
- Estimated Ship date: 21182013
Sub-total $64.99

Coupon Entry
Enfer coupan number

@ Apply Coupon
Note: Coupan sawings are only applied to ems you have added to your carl

Sub-total $64.99

@ Create Order Requisition

e Print Cart © Centinue Shopping © Sawe as E-quote
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Figure 38 compares a hosted catalog item in your eVA shopping cart to a PunchOut catalog
item. The PunchOut catalog item includes a link back to its listing in the PunchOut
catalog. This is because, with one exception, you cannot make adjustments to a
PunchOut catalog item in the eMall. Instead, you must use the provided link to return to
the PunchOut catalog in order to make any necessary changes (such as quantity or

features).

Figure 38: Hosted and PunchOut Catalog Items in eVA Shopping Cart

PRAITTTL: Offica Dquspment, Mapis A,
Iema: @ Tolalk §2,453.95000 USD

My Apprrreals

Freferences

My Quick Quebe Req's

Home | Help ° | Logowt

E] shopping Cart

Mo, Trps Sobct # Dwscrigton
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Reg. Typs: Sel-Segntersd

our Shoppng Cart contara trase dema. Tou can contine shoppng, show tem detadls, change guanttes, updato the totel,

1 @ Freid sperts equpeant, Fostbaly

Freldl 800MS edugment, Footh

or checkout if pou ane done shopping.
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w | G

cade  SIRIBO00 USD

e Ciotaily

cn Amamnt

SLINABH00 LS

[Eot) [Copy ) (Defets) | (A8 irem Cosie. | [ A4 Nen-Cataisg ltem...
Total Costx  §2,£53, 95000 S0

Hosted Catalog Item in eMall Shopping Cart

3 Telal KI830000 USD

Shopping Cart

[

Mo Typs Sobot i Duonpho

Mincrity Crwned Beninass:

Woman Owned Busirsss:

T Basmaaen
R Tyss: Se-Ragutered

Werwse B0l Vesue § (3840}

werss 8:Dwll venue B (3565)

(E82) (Copy) (Detetn) | [k from Cataiog... | (edd Mon-Catalog lie=..)

Shoppng Cart contans thase de=a You can conbras shoppeng, shom dem detads, dhangs guanbisss, update tha ioksl, or dheckout f you are dong thoppeng.
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Harme | Help

PE—

SUTRGEO00 USD  $RTH.HS000 USD

Tocal Cosn: 283390000 13D

=

PunchOut Catalog Item in eMall Shopping Cart
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The exception noted above applies to deletions. You can delete PunchOut catalog items
directly from your eMall shopping cart, provided you delete all items selected from the
same PunchOut catalog. If you try to delete fewer than all of the line items from a
PunchOut catalog, you will see an error message, along with a list of possible actions
(Figure 39).

Figure 39: Error Message and Options for Deleting PunchOut Catalog Items

Home | Help | Logout

eVA

[T My Orders/My UPs My Approvals My Quick Quots Req's Welcome Pond, Emily

[E Create Search Manage Recent Preferences

Delete Line Item

The items you selected to delete are part of an order you previously placed on the supplier's Website. You cannot change part of the order unless you return to the supplier's Website first. ¥

What would you like to do?
® Delete all of the items from this supplier now
@ Edit all of the items from this supplier now

® Cancel this request without changing the ordsr

No. t+ Type Description Qty Unit Price Amount
4 Dell Venue 11 Pro;Dell Venue™ 11 Pro (7130/... 1 each $873.31000 USD $873.31000 USD
5 PowerEdge T20;PowerEdge T20 with No HDD, 4GS ... 1 each $370.24000 USD $370.24000 USD
6 Dell 22 Dual Monitor Bundle - P2214H with MDS14 1 each $530.97000 USD $530.97000 USD

ADDING NON-CATALOG ITEMS

If you need an article or service that is not found in a catalog, you can enter a non-
catalog request.

Creating a Non-Catalog Item
You might need to create a non-catalog item if:
¢ None of the existing catalogs offer the item you want to purchase, or

e You want to purchase the item from a specific supplier who does not have a
catalog or is non-registered.
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Access the screens to add a non-catalog item from the CATALOG HOME screen or, if you

are adding items to a requisition in Composing status, from the bottom of the Line Iltem
frame (Figure 40).

Figure 40: Adding a Non-Catalog Item

Home | Help 7| Logout Line Items (3}
welcome Pand, Emily [F] Mo. Type Solicit + Description
A (o - e et color priner
¥ Items: 0 Total: $0.00000 USD Checkout Supplier: APPLE
Location: HERNDON
details for non-catalog items. UNSPSC Code: 43201500

NIGP Commodity Code: 20673 - Printers, Inkjet
Contract Number:
Bill To: Main Billing Address

Browse By:

 ————
| Create Non-Catalog [tem

' Small Business:

Minority Owned Business:

and Animal Material and Accessories and lies (30) Woman Owned Business:
Reg. Type: State-Entered

| P —
J L [Dalate] | [Add from Catalug...([Add Mon-Catalog Itam...]}

gnt and Business Professionals and Administrative Services (323)

The NON-CATALOG ITEM INFORMATION screen will open (Figure 41).

Figure 41: Entering Data for a Non-Catalog Item

Home | Help " | Logout
eVA_

My Home My Orders/My UPs My Approvals My Quick Quote Req's Welcome Pond, Emily

Create Search Manage Rec Preferences

PR487772: Office Equipment, Maple Ave. W Items: 2 Total: $2,453.95000 USD

If you cannot locate the item you want in the catalog, reguest a non-catalog item using the fields below. Non-catalog items may take longer to process because your %
purchasing department may get involved to complete the order. Add the information before leaving the screen.

*

Full Description: Enter a description for this item. -

NIGP Commodity Code: ‘ Q| Supplier Auxiliary Part ID:

Supplier: ‘ |o| Quantity: 1

Location: (no value) Unit of Measure: each |0|
Reg. Type: Price: * $0.00000 uspD

Supplier Part Number: Amount: £0.00000 USD

Contract List: (Pick from List) -

Contract #:

Update Total
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Enter details for the item you are requesting, as described in Table 6.

Table 6: Add Non-Catalog Item Screen Fields

Field

When and How to Use

Full Description

e Remove the text in the Full Description box and enter a detailed
description for the product you are purchasing.

e This is a required field.

NIGP Commodity
Code

e Select a commodity description for your product from the Commodity
Code drop-down list.

o If the code you want is not on the list, select Search for more.

o When the CommoDpITY CODE SEARCH Screen opens, enter a
description for your item and click Search.

o Click the Select button that appears beside the item you are
purchasing to pull the correct code into the NIGP Commodity Code

field.

Supplier o If the supplier you want does not appear in the Supplier drop-down list,
click Search for more. Follow the instructions for selecting a supplier,
below.

Location e This field will sometimes automatically populate when you select the

supplier.

o If it does not, you can use the Search for more feature on the Location
drop-down list.

Registration Type

e This read-only field will automatically populate when you select the
desired supplier.

Supplier Part Number

e If you know or can find out the supplier-assigned part number for your
item, enter it here.

Contract List

o If the selected vendor has a contract, you will be asked to select the
appropriate contract number. If it is not available, select Item on
contract but number not in list.

Contract #

o If the item is on a contract but the contract number does not appear in
the drop-down list, enter the contract number here.

e If you selected Not on contract from the Contract List drop-down, the
Contract # field will not be available.

Supplier Auxiliary
Part ID

e Most users do not use this field, but it is available for those who do.

Quantity

e Enter the quantity you want to purchase.
e This field defaults to 1.

Unit of Measure

e Use the drop-down list to select the unit of measure that applies to
your item.

e This field defaults to each.

Price e Enter the price per unit of measure.
e The default currency is U.S. dollars.
Amount e Click Update Total to populate this field. The price will be multiplied by

the quantity, and the total cost will be displayed in this field.
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If you are purchasing a service, remember that the Quantity, Unit of Measure, and Price data
you enter must accurately reflect the way that service will actually be received and paid
for. The example below shows two different approaches to procuring a specific service.

Example: Determine How to Enter Data When Purchasing a Service

You need to purchase a year of elevator maintenance service at the rate of $2,400 a year.

If you will be paying for the service at the end of the contract, you would
insert

o 1 as the quantity
0 Year as the Unit of Measure
0 %$2,400 as the price
If you will be paying for the service in monthly installments, you would insert
o 12 as the quantity
o Month as the Unit of Measure
o $200 ($2,400 divided by 12 months) as the price

After you enter the details for your non-catalog item, click OK to add the item to your
requisition and return to the main REQUISITION screen, where the new, non-catalog item
will be visible in the Line ltems window.

Selecting a Supplier
The eMall allows three kinds of suppliers (also referred to as vendors):

A Self-registered supplier has executed a comprehensive registration process and has
full access to all of the features the eMall offers to sellers. Only self-registered suppliers
(or suppliers who have at least one self-registered location) can display catalog items.

A State-entered supplier has been added by an authorized COVA-entity user and has a
more limited presence in the eMall. A state-entered supplier cannot publish catalog
items; however, a buyer can search for and select a state-entered supplier and can
access location and contact information.

An Ad Hoc supplier is an unregistered supplier that a buyer has manually added for the
purpose of fulfilling one specific order. The ad hoc supplier is associated with a
particular order. It will not be available to be selected for other orders .

I:Qj WARNING! Your agency/organization is liable for the vendor transaction fee if
you use an unregistered or state-entered supplier for your eVA purchase orders.
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On the NON-CATALOG ITEM screen, use the Supplier drop-down list to select or search for

a supplier.

Figure 42: Supplier Search Results

All
Supplier Name

TIN
Supp|vCUsTE

(No Preference)

BEES DELI

DEEVA'S
DELIGHTS

DELL PHONICS
CHICKEN

DELL - URL

DELL - URL
EMCHECK
DELETED DUNS

EMCHECK
DELETED DUNS

Choose Value for Supplier

N

Field: Supplier Nameg

Location Name

000223300

676767676

119077105

997886775

997886775

223344555

656656565

Location Name

RICH OFFICE

DEEVA'S
DELIGHTS

DELL -
JONESTOWN

TUCKERNUCK,
BROAD 5T,
RICHMOND

DELL - UAT
TESTING DO
NOT MODIFY

341 ACCT
MAINT
CHANGE

REUSE DUNS

P e—
o))

Street City State
1212
Sprinkles Cupcake VA
road
123 b d .

s richmond VA
street
P.0. Box boston MA
123
5 Porter .
Street Richmond WA
S000
Midlothian  Richmond WA
Tpke
341 .
Shakedown Fairfax VA
book richmond CA

Ordering Method Small Minority Woman Micro Reg. Type

Print

Print

Print

URL

URL

Print

URL

Self-
Registered

Self-
Registered

State-
Entered

State-
Entered

Self-
Registered

Self-
Registered

VCUSTE

Select—
V50000002206  [Select
VS0000000648 | Select
E761 Select|
E1603 [Select
E1605 [Select
E1012 [select
VS0000001367  [Select

Choose the supplier you want from the search results by clicking the corresponding Select
button. Your selection will be entered in the Supplier field for the Non-Catalog item. As
shown in Figure 42, supplier search results display one row for each of a given supplier’s

locations; be sure to select the location you prefer.
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Figure 43: Add Non-Catalog Item Screen - Completed

Home | Help ™| Logout

eVA

My Home My Orders/My UPs My Approvals My Quick Quote Reg's Welcome Pond, Emily

15} Create Search Manage Recent Preferences

PR616372: Govt. Ctr. - Printers M7 Items: 3 Total: $47.89000 USD

If you cannot locate the item you want in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer to process because
your purchasing department may get involved to complete the order. Add the information before leaving the screen.

*

Full Description: Keurig B3000SE Single Serve Coffee System, -

Commercial Grade

NIGP Commodity Code: !16515 - Coffeemakers, Hot Water Dispensers, Urn... |°| Supplier Auxiliary Part ID:

Supplier: |DELL - URL |@| Quantity: 1

Location: TUCKERNUCK, BROAD S [ select ] Unit of Measure: |Each |O|
Reg. Type: State-Entered Price: * $1,199.00C yso

Supplier Part Number: Amount: $1,199.00000 USD

Contract List: | |1] Mot On Contract -

Contract #:

Update Total

After selecting a supplier, complete the ADD NON-CATALOG ITEM screen as described in
Table 6 and click OK. The non-catalog item you created will appear as a line item on your
requisition and can be viewed in your shopping cart.

Adding a New Supplier

If the supplier you want to use is not registered in eVA, you can add a new supplier for
the current requisition only. However, before concluding that the supplier you want
is not registered, try different spellings and any alternate names you can think of to
avoid possible transaction fees for using an unregistered vendor.

l:gj REMEMBER: Use with caution! To avoid unnecessary charges, exercise all
search possibilities before entering a vendor as a ‘New’ vendor.

1. On the ADD NON-CATALOG ITEM screen, expand the Supplier drop-down list and
select Search for more ... to open the CHOOSE VALUE FOR SUPPLIER dialog.

2. Click New (Figure 44) to launch the CREATE SUGGESTED SUPPLIER screen.
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Figure 44: Click "New"” to Add a Supplier

Choose Value for Supplier

E Alert: There are too many matches to display the entire list. Refine yfur search criteria and try again.

Field: ISuppIier Name;l I

Supplier Mame t TIN Location Name Street City State Ordering Method Small Minority Woman Reg. Type

(Mo Preference)

The CREATE SUGGESTED SUPPLIER screen will open (Figure 45).

Figure 45: Complete to Add a Non-Registered Supplier

Home | Help ” | Logout

eVA

[ Create Search Manage Recent Preferences

My Home My Orders/My UPs My Approvals My Quick Quote Req's Welcome Pond, Emily

Create Suggested Supplier

Enter the requested information for the new value and then save it. The new value iz added to the list of values in the Chooser.

Supplier Name:
Customer 1D:

Corp. web site:

Notes:

Preferred Currency: |°|

Dispatch:

Carrier:

Carrier Method:
Terms of Payment:

Locations: (select a value) [ select ]

Small Business:
Minority Owned Business:
Woman Owned Business:

Micro Business:

Enter the requested information as shown in Table 7. Note that only the Supplier Name is
required; all other fields are optional.
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Table 7: Create Suggested Supplier Screen Fields

Field

When and How to Use

Supplier Name

e Enter the full, legal name of the supplier. (This is the only required
field.)

Customer ID e This field is not currently in use.
Corp. web site e This field is not currently in use.
Notes e This field is not currently in use.
Preferred Currency e This field is not currently in use.
Dispatch e This field is not currently in use.
Carrier e This field is not currently in use.
Carrier Method e This field is not currently in use.

Terms of Payment

e This field is not currently in use.

Locations

This field is not currently in use. After you save the new supplier data
and associate the new supplier to the item, you can add a location
from the ADD NON-CATALOG ITEM screen (Figure 43).

Small Business

e This field cannot be completed by the user.

Minority Owned
Business

e This field cannot be completed by the user.

Woman Owned
Business

e This field cannot be completed by the user.

Micro Business

e This field cannot be completed by the user.

After you enter the new supplier information, click Save. You will be returned to the
CHOOSE VALUE FOR SUPPLIER dialog box, where the name of the supplier you entered will
be available for selection (Figure 46).

Figure 46: New Supplier Available for Selection

Choose Value for Supplier

Field: all -

Supplier Name Tt TIN Location Name Street City State Ordering Method Small Minority Woman Micro Reg. Type VCUST#
(Mo Preference) Select
Gme Printers
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Click the corresponding Select button to choose the new supplier and return to the App

NoON-CATALOG ITEM screen, where your new supplier will be displayed in the Supplier Name
field (Figure 47).

Figure 47: New Supplier Selected

VA Home | Hielp < | Logaut
Q/ My Orders/My U My Quick Quote Reg's welcome Pond, Emily
cre s e
PR484948: Govt Cir - Printers ¥ Ttems:¢ Total: $1,401.95000 USD
If you cannot locate the item you want in the catalog, request a non-catalog item Using the fields below. Non-catalog items may take longer to process because your purchasing department may get involved to complete the order. ... ¥
Full Description: * [Inkjet printer/copier/fax =]
NIGP Commodity Code: | Q] Supplier Auxiliary Part 10
Supplier i Quantity: L
= P T— PER—-)
Reg. Type: Price: *[50.00000 usp
Supplier Part Number: Amount: $0.00000 USD
Contract List: [TT11 Net n Cantrast =l
Contract 2:

Adding an Ordering Location

You can add an ordering location to any supplier by completing the CREATE CUSTOM
LOCATION screen. However, if you are using a registered supplier (self-registered or
state-entered), and you want to order from a location that is not on the Location pick list,
it is better to contact the supplier and ask them to add the location than to add it
yourself. (See About Unregistered Suppliers for more information.)

If your supplier is unregistered, access the CREATE CUSTOM LOCATION screen from the
ADD NON-CATALOG ITEM screen (Figure 48).

Figure 48: Accessing the Create Custom Location Screen
eVA

[ Create Search Manage Recent Preferences

[T My Orders/My UPs My Approvals My Quick Quote Reg's

PR487772: Office Equipment, Maple Ave.

If you cannot locate the item you want in the catalog, request a non-catalog item using the fields below. Mon-catalog items may take longer to process because your purchasing department may get involve

Full Description: ¥ Inkjet printer/copier/fax

NIGP Commodity Code: |20476 - Printers, Inkjet @] Supplier Auxiliary Part I1D:

( Location: (no value) [ select 1 ] unit of Measure: each E

Reg. Type:

Price: * $0.00000 ysp
Supplier Part Number: Amount: $0.00000 USD
Contract List: |1 | | Mot On Contract -
Contract #:
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Click the [select] link next to the Location field to open the CHOOSE VALUE FOR LOCATION
screen, and then click New to launch the CREATE CUSTOM LOCATION screen (Figure 49).
Complete all required fields (indicated by an asterisk) and click Save.

Figure 49: Create Custom Location Screen

Create Custom Location

Enter the requested information for the new value and then save it. The new value is added to the list of values in the Chooser.

MName: * IAcrnE Printers

Street:

L

555 Roadrunner Ave

City: * IF
State: * I\.-‘A—
Postal Code: * |22mz—
Country: | |w¢|

1D AD12750

Contact (Joe Smith): * W
Email Address: * IW
Fhone: * IW
Fax: I

Tax Id Number (TIN): * W

Tax Id Number Type: * |EIN >

DUNS Number: I

Organization Type: * ICorporation ;I
LL Company (LLC): (no walue)

Reg. Type: Un-Registered

Vendor Location Id Number:

Preferred Ordering Method: Print

Save | | Cancel
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When you save the custom location information, you will be returned to the CHOOSE

VALUE FOR LOCATION dialog box, where you will be able to select the new order location
(Figure 50).

Figure 50: Newly Created Order Location

Choose Value for Location

Field: |Narne E3| | Search

referred Ordering Method t Name Street City State Contact Reg. Type
555
. Acme . Jane Un-
Print Erinters ioadrunner Fairfax VA -

Doe Registered
Ve

Select the new location to return to the ADD NON-CATALOG ITEM screen. The newly

added supplier location will appear in the Location field. Enter any remaining information
and click OK.

The item will appear as a line item on your requisition, with the supplier you selected
and the new order location (Figure 51).

Figure 51: Requisition Displays Non-Catalog Item with New Location

PR484948 - Govt Ctr - Printers

Status: Composing

These are the details of the request you selected. Depending on its status, you can edit, change, copy, eancel, or submit the request for approval. You may also print the details of the request. Review your request and take the

95k D & G XD G
Approval Flow | Orders | Receipts | History

Title Govt Ctr - Printers

Entity Code: 015

Fiscal Year: 2008

PO Category: RO1

Procurement t Transaction Type: 25

Header Cross Reference:
Send All items to eProcurement: [T
Bypass ERP Integration r
ERP Requisition Number:

My Labels: Apply Label...

Line Items (3)

Hide Details [0 |¥
Qty  Unit Price Amoun it

3 [ r Inkjet printer/copier/fax 3  each $539.69000 USD $1,619.07000 USD

No. Type Solicit Description

Supplier: Acme Printers

Location: Acme Printers - Fairfax

Commodity Code: System boards processors interfaces or modules, ...
Contract Number:

8ill To: Main Billing Address

Inkjet printer/copier/fax

small Business: 1™
Minority Owned Business: 1/

woman Owned Business: I
Reg. Type: Un-Registered |

Total Cost:  $2,284.02000 USD

About Unregistered Suppliers

Although eVA allows you to enter a new supplier for a specific order, that supplier’s
status will be listed as Unregistered. If you add a custom ordering location for a

registered supplier, that supplier will be treated as unregistered for any order that
uses the custom location.
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As previously stated, your agency/entity could be liable for a transaction fee if you use
an unregistered supplier for your eVA purchase orders.

In addition, when you order from an unregistered supplier, the Preferred Ordering Method will
be set to Print, indicating that the supplier cannot receive electronic orders from the
eMall. When you submit a requisition that uses an unregistered supplier, you must print
your order and fax or mail it to the supplier for fulfillment.

I:Qj IMPORTANT! Any new supplier you add is for the current requisition only. The
eMall WILL NOT retain this data. If you want to purchase from this supplier
again, please refer the supplier to the eVA HOME page to register.

If you need more than one item from an unregistered supplier, you will want to copy the
first item after you place it in your shopping cart. Select the new line item and make
the necessary edits to the item description, price, and other details. Otherwise,

¢ You will have to re-enter all of the supplier information, and

e The requisition will split the transaction into separate orders.

ADDING A FAVORITE ITEM TO YOUR REQUISITION

The eMall lets you designate hosted catalog items as Favorites and group them in
folders.. Adding a Favorite item to your requisition is quick and easy. To learn about
managing and using Favorite items, see Adding a Favorite Item to a Requisition.

ADDING ITEMS FROM A SAVED SEARCH

Another way to add items to a requisition is from a saved search. To learn how to
search for items in the eMall, see Section 8, Searching the eMall; or, to focus specifically
on how to save a search to use again later, see Saving a Search.
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YOUR SHOPPING CART

The Shopping Cart icon and contents summary (Figure 52) are visible on the CATALOG HOME
screen and on any catalog search results screen. When you open a new requisition,
your shopping cart will be empty (zero dollars and zero items). As you add items to
your cart, the contents summary will reflect the current number of line items and the
total dollar amount of the items in your shopping cart.

Figure 52: Shopping Cart Icon and Contents Summary

( ’ﬂﬂ-@ Items:5 Total: $2,625.02000 ua RECd LS (checkout] (B3
4

Each time you select an item for purchase, eVA will create a line item in your shopping
cart and then return the CATALOG HOME screen so that you can continue to shop.

Example: Item versus Line Item

What’s the Difference Between an Item and a Line ltem?

As used in this manual, an item is one purchase unit (some items might be sold
only by the dozen, for example) of any article you can buy in the eMall, while a
line item represents the total number of purchase units of a particular article in
your shopping cart or on a requisition.

For example, if you add one table and one chair to your shopping cart, they will
be entered as two separate line items. If you decide that you need to increase
the quantity of chairs from one to six, you will have seven items in your cart,
but still only two line items.

Click the Shopping Cart icon to open the SHOPPING CART screen. In this screen you can:
o Edit, copy, or delete items you have placed in the cart.
e Click Add from Catalog or Add Non-Catalog ltem to continue shopping.
e Click Update Total after adjusting quantities or deleting items.

e Click Done to leave the Shopping Cart and return to the previous screen.

I:Qj REMEMBER: PunchOut items must be edited from the vendors’ PunchOut site.
Click the PunchOut item description to quickly return to the PunchOut catalog.

Page 54 26-0010 Version 5



eVA eMALL VOLUME 1

CREATING A PURCHASE REQUISITION

The default view of the Shopping Cart provides full details for each line item (Figure 53).

Figure 53: Details View of Shopping Cart Line Item

PR4B5365-V2: Gowt Cir - Printers and Supplies
Items: 5 Total: $5,500.02000 USD | Bene |

Shopping Cart

Your Shopping Cart contains these tems. You can continue shopping, show item details, change guantities, update the total, or checkout if you are done shopping.

Ne. Type Salicit + Description Qty Unit rice Ameunt

1 [E Ink jet color printer

|| 4

each $145.99000 USD  $599.96000 USD

Supplier: APPLE Ink jet color printer 3
Location: HERNDON
UNSPSC Code: 42201500

NIGP Commodity Code: 20673 - Printers, Inkjet
Contract Number:
Bill To: Main Billing Address

Small Business:

Minarity Owned Business:
Woman Owned Business:
Reg. Type: State-Entered

2 [E Inkjet printer/copier/fax 3 each $539.60000 USD $1,619.07000 USD

| [Add from Catalog...) [Add Non-Catalog Item...

Total Cost:  $5,600.03000 USD

Or, if you prefer, you can click Hide Details to change the Shopping Cart view to a simple
list format as shown in Figure 54. You will be able to perform all of the same functions
that are available in the detail view.

Figure 54: Simple List View of Shopping Cart

PR487772: Office Equipment, Maple Ave.
Ttems: 3 Total: $2,633.94000 USD

Shopping Cart

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

Show Details D ¥

[C] Mo. Type Solicit + Description Qty Unit Price Amount
B = Field sports equipment, Footballs 5 case  $29.95000 USD  $145.95000 USD i
=] 2 H Laptop, HP OmniBook vt6200, P4-M 1.6GHz, 256MB RAM... 3 each $763.00000 USD §$2,304.00000 USD
] 3 Venue 8;Dell Venue 8 (3840) Venue 8;Dell Venue 8 (3340) 1 each $179.95000 USD  $179.99000 USD

| [Add from Catalag...] [Add Mon-Catalog Item...

Total Cost:  $2,633.94000 USD

Update Total

26-0010 Version 5 Page 55



eMALL VOLUME 1 eVA

CREATING A PURCHASE REQUISITION

ADDING ACCOUNTING DETAILS

After you have selected all the items and services you need, you can enter pertinent
accounting information. On the CATALOG HOME screen, click Next (Figure 55).

Figure 55: Proceed to Accounting Details

Home | Help ™ | Logout

welcome Pond, Emily

I rtems: 3 Total: $356.75000 USD w Checleout
N L

r favorites. You can also enter details for non-catalog items.
Go to the next step b

Browse By: Categories | Suppliers

[ Create Non-Catalog Item |

Information Technology Broadcasting and Telecommunications (150)
Other (1)
Computer Equipment and Accessories (189)

Accounting details are displayed for each line item. Click the associated Edit button to
make changes to a particular line item.

Figure 56: Accounting Details for Line Items

Home | Help ~ | Logout

eVA

[T My Orders/My UPs My Approvals My Quick Quote Reg's welcome Pond, Emily

B Create Search Manage Recent Preferences

PR616372: Gout. Ctr. - Printers

These are the accounting details for each line item. You can edit line item accounting details, as well as split accounting for a line item.

ACCOUNTING - BY LINE ITEM

Items in this request: 3 |
Mo. * Type Solicit Description Qty Unit Price Amount
1 = Black Replacement Ink Pad for Printer P30 and Dual... 3 each $2.17000 USD $6.51000 USD il
Fund: 100
Program: (no value)
Organization: 100 L
FIPS Code: (no value) 1
Agency: 345
Qrganization: 4000
Object: (no value) L
Job Number: 563000
2 El Wirebound 6x9 Pitman Ruled Stenc Book, Two 3 Wide... 12  each $0.99000 USD $11.88000 USD
Fund: 100
Program: (no value)
Organization: 100
FIPS Code: (no value) =

D == &
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If your agency/entity has set up default values for your BSO, those values will be
displayed (Figure 57). Edit the information as needed and click OK to return to the

ACCOUNTING — BY LINE ITEM section.

Figure 57: Accounting Details at the Line Item Level

V Home | Help 7| Logout
) My Home My Orders/My UPs My Approvals My Quick Quote Reg's
[ Create Search Manage Recent Preferences
PR616372: Gowt. Ctr. - Printers
Edit accounting details for this line item.
Line Item: Black Replacement Ink Pad for Printer P30 and Dual Pad Printer P30
Fund: 100 |Qk~
1203
Program:
1204
Organization: P i
7878
FIPS Code: 0T Default Values Assigned by
Search for more... Agency/Entity
Agency: —
Organization: |4DEID |o
Object: | |o|
Job Number: 563000 ]
Split Accounting

There are two ways to edit a value:
e If you know the valid value you want, type it directly into the field, or

e If you prefer to select from a list of valid values, click the down arrow in the field
you want to edit. Recently used values will appear in the drop-down list; if the
value you want is not in the list, select Search for more ...

If multiple departments will share the cost of a particular line item, you can choose to
split the accounting for any item. See Split Accounting for more information.

When you have made any necessary changes to the accounting information and
returned to ACCOUNTING — BY LINE ITEMS, click Next to see a summary of the requisition.
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CHECKOUT

If you have added all the items you need to your shopping cart, and you do not want to
make any changes to the accounting information, click Checkout on the CATALOG HOME
screen (Figure 58) or other search screen to go directly to the Summary tab. (You will still
be able to access and change accounting information should you change your mind.)

Figure 58: Click Checkout to Bypass Accounting Screens

g Home | Help ¥ | Logout

)

Welcome Pond, Emily

e —....
ifs:5 Total: $5,252.00000 USD | Sheckout |

écan also enter details for non-catalog items.

o

r

Browse By: Categories | Suppliers

Create Non-Catalog Item

Note: If you are returning to a saved requisition, click the Requisition Number in the My Home

tab to go to the Summary tab and begin checkout.
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SUMMARY TAB

The Summary tab allows you to review the entire requisition on a single screen, make
changes, and add comments and attachments before you submit the requisition for
approval. As shown in Figure 59, the Summary tab has five sections:

e Title and Basic Information

e Line Items

e Shipping - Entire Requisition

e Comments - Entire Requisition

e Attachments - Entire Requisition

Figure 59: Requisition Summary Tab

Home | Help " | Logout

eVA

[ Create Search Manage Recent Preferences

[PPITIET My Orders/My UPs My Approvals My Quick Quote Req's Welcome Pond, Emily

PR484880: Work Station Hardware - Dept. Upgrade

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

IR oo

| Title: * Work Station Hardware - Dept. Upgrade
on sehat o tmy O

Entity Code: 015 E

Fiscal Year:

PO Category:

Procurement Transaction Type:
Header Cross Reference:
Send All items to eProcurement:

Confirming Order; Do Not Duplicate:

- iii
E
6] 6] o]

Bypass ERP Integration:

ERP Requisition Number:

Accounting Summary: View Accounting Information
My Labels: B Apply Label...
Line Items (3) Show Detsils  [111]
[] No. Type Solicit ¢+ Description Qty Unit Price Amount
B 1 Medium density fiberboard 25 cach  $8.99000 USD $224.75000 USD
[ 013R00624 Drum, 38,000 Page-Yield, Black a cach $245.00000 USD $380.00000 USD
[ = SUN/SPARC Printer HD26M/DS25M 4 cach  $95.00000 USD $380.00000 USD

L | [Add from Catalog...| [Add Non-Catalog Item... |

Total Cost:  $1,584.75000 USD

Update Total

‘ SHIPPING - ENTIRE REQUISITION

See Line Item Shipping Details: ()

Ship To: *|Richmond Location ||

Deliver To: * Emily Pond
Need-by Date: £
| COMMENTS - ENTIRE REQUISITION

Comments:

[[] wisible to Supplier

[C] Mark as Proprietary and Confidential
[Thie checkbox does not anolv to anorovers)
{ ATTACHMENTS - ENTIRE REQUISITION

Add Attachment
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TITLE AND BASIC INFORMATION SECTION

The information in this section is taken from the ApD TITLE screen. It contains general
information pertaining to the entire requisition. Review this section to ensure all the

information is correct.

LINE ITEMS

This section displays a list of the items you have selected for purchase. The default view

provides detailed information for each line item.

Figure 60: Details View of Line Item Section

Line Items (&)
[T Mo. Type Solict + Description

r L (] Dell B1160 Mona Laser Printer;Dell B1160 Mone Lase... Dell 81160 Mono Laser Printer; Dell 81160 Mono...

ocation: DELL

Wol Owi '
Reg. Type: Self-Registered
r :@B ©® Ink jet color printer

Ink jet colar printer

small Business: 1

Mincrity Owned Business: I

weman Owned Susiness:
Reg. Type: State-Entered

Supplier: DELL Dell B1160 Mons Laser Printer;Dell E1160 Mona Laser

Qty Unit Price
1 each  $64.99000 USD

Printar

s each $145.99000 USD

Hide Diatails

Amount

$64,599000 USD

£599.56000 USD

To see only basic information for all line items, select the Hide Details link above the Amount

column.

Figure 61: Collapse Line Items to Hide Details

Hide Details

Qty Unit Price Amount

|
|
|
|

&

4 each $149.99000 USD  $599.96000 USD £ g

A W
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Figure 62: Collapsed View of Line Items

Line Items (&) Show Details  [[11] %
T MNo. Type Solicit ¢ Description Qty Unit Price Amount
s -
- 1 - Dell B1160 Mono Laser Printer; Dell B1160 Mono Lase... Printer;Dell 1 each  $64.39000 USD £54.99000 USD
Hians..
r 2 r Ink jet color printer [ each $140.85000USD  $599.96000 USD
r sE ¢ Inkjet printer/copier/fax [ | each $535.69000 USD $1,619.07000 USD
r + B3 ¢ 013R00628 Drum Unit, Black [£~ | each $181.00000USD  $181.00000 USD
r sEB 016187900 Toner, 5000 Page-Yield, Cyan [£ | each $150.00000USD  $160.00000 USD
r sEBE 016188100 Toner, 4000 Page-ield, Yellow [T | each $160.00000USD  $160.00000 USD =l
| [Add from Catalog... | [Add Non-Catalog Ttem...
Total Cost:  $2,785.02000 USD

Although there is limited functionality in this screen, you can make certain changes.
Refer to Table 8 to see the changes that can be applied from the Requisition Summary tab.

Table 8: Updating Line Items from the Summary Tab

Action Hosted PunchOut Non-catalog
Catalog Item Catalog Item Item
Change Quantities X X
Copy Line Item X X
Copy Multiple Line Items X X
Delete Line Item X X* X
Delete Multiple Line Items X X* X

* Remember, you must delete all of the line items associated with the PunchOut catalog. To delete only some
PunchOut catalog line items, you must return to the catalog.

To access complete line item details, select the checkbox next to the item and then click
Edit. The LINE ITEM DETAILS screen will open. In this screen, you can access and adjust
various attributes for the selected item. For example, you can change shipping and
billing addresses; you can also adjust accounting data including dividing your order
between two or more account numbers (split accounting). For more information, see
Modifying Requisitions, Line Item Changes.

SHIPPING — ENTIRE REQUISITION

The SHIPPING — ENTIRE REQUISITION section of the Summary tab (Figure 63) allows you to
accept the pre-populated default information or enter new shipping information for the
entire requisition.
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Table 9: Completing the Shipping Information section

Field Pre-Populated? | When and How to Use

See Line Item Yes This checkbox is for eVA use only. It is automatically selected if you

Shipping Details have entered one or more different Ship To locations at the line item
level.

Ship To: Yes This field is pre-populated with the default Ship To location. You can
change that location using the drop-down menu.

Deliver To: Yes This field typically defaults to the name of the individual preparing the
requisition, but any name can be entered manually.

Need-by Date No The date by which the requested goods or services must be received
by the requestor. Click the calendar icon to select any future date.

Figure 63: Example of Completed Shipping Section

Ship To:

Deliver To:

See Line Item Shipping Details: -

*

*

MNeed-by Date: -

SHIPPING - ENTIRE REQUISITION

=

|Ric:hm|:|nd Location |¢|

|En'|i|y,-r Pond

|wed, 24 Apr, 2013 sz

To change the default Ship To: location for the current requisition, click the down arrow to
open the drop-down menu. If the desired location is not on the list, select Search for
more... to see all available locations for your organization.

You can also search for the shipping address by location name, street, city, state, or
contact (Figure 64), which is convenient if your agency/entity has many shipping locations.

Figure 64: Searching for Shipping Locations

Choose Value for Ship To

Field: INa

[Name i

Street

City

State
qContact

Austin_Location

Nam

Pennsylvania
address

Providence_Location

Richmond_Lecation

Search

Street

12012 Brazos Street
888 Liberty Avenue,Suite 1033

12034 E. Main Street

2345 Marshall Street,9th Floor, Suite
103

City State Contact

Austin TX  ERPOOS03
philadelphia PA  ERPO0S06
Providence RI ERPO0504
Richmond WA  ERPO0S02
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To have an item shipped to a different location from other items, select it in the LINE
ITEMS section and click Edit to make the appropriate changes in the EpIT LINE ITEM
screen. To ship multiple items to a second location, see Mass Editing.

Hj IMPORTANT! If you need to permanently change the default location for all
future requisitions, please contact your organization’s eVA Lead.

COMMENTS — ENTIRE REQUISITION

You can enter comments to justify your request or to provide additional details.
Comments become a permanent part of the requisition. You can control who sees your
comments by selecting one or both of the following check boxes (Figure 65):

e  Mark as Proprietary and Confidential: By default, your comments can be viewed by
anyone internal to your agency/entity who has access to the requisition. Select
this check box to limit internal access. As noted on the screen, the Confidential
designation does not apply to approvers. Approvers can always view your
comments; they can also add their own comments to the request.

e Visible to Suppliers: By default, comments appear on the requisition but not on the
purchase order that is sent to the supplier. Select this check box if you want the
supplier to see your comments on the purchase order.

If you are creating a Change Order or a Purchase Card Order, it is advisable to enter a
comment to alert the supplier.

Figure 65: Using Checkboxes to Control Access to Comments

COMMENTS - ENTIRE REQUISITION

PCard order. See attachment. ;I

Comments:
=

v Visible to Supplier
[T Mark as Proprietary and Confidential (This checkbox does not apply to approvers)

To add comments at the line item level, select the appropriate item in the LINE ITEMS
section and click Edit to open the EpIT LINE ITEM screen. Scroll down to the bottom of
that screen to add your comments.

I%j WARNING! NEVER enter your Purchase Card number in a Comments
field! To be secure, your Purchase Card number should only appear in the PCard
pick list in the General Information section of the requisition (Figure 28).
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If you need multiple header comments for the ENTIRE requisition (not at the line item
level), you can go back and enter additional comments after the requisition has been
exited either by submission or by saving. The requisition can be in any status, and
comments can be added at any time.

ATTACHMENTS — ENTIRE REQUISITION

Click Add Attachment (Figure 66) to open the screen from which you can choose a file on your
local or network drive to include with the requisition.

Figure 66: Adding an Attachment to the Requisition

ATTACHMENTS - ENTIRE REQUISITION

Add Attachment

On the ADD ATTACHMENT screen, click Browse... to open the Choose file dialog box (Figure 67).

Figure 67: Creating an Attachment

Add Attachment

File: | t Browse... I}

[T visible to Supplier

[T Mark as Proprietary and Confidential (This checkbox does not apply to approvers)

Lok in: I&}Ariba Test Attachments j Lol EF ER-

2] 1099 - Example. xlsx

Z) AttachmentTest_2_EXCEL. xlsx
AttachmentTest_3_f 3

E attachmentTest_4_EXCEL.xlsx

Desktop

L

My Documents

»

My Computer

File name: IAttachmentTest_B_EXCEL.xlsx j Open

S

Files of type: | & Fies (=7 | Cancel
7

Select the file you want to attach and click Open (or double-click the file name). The file
name will appear in the File field of the ADD ATTACHMENT screen (Figure 68).
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Figure 68: Attaching the File to the Requisition

eVA

My QOrders/My UPs My Approvals My Quick Quote Reg's

Add Attachment
.
File: ljc:urnents\Ariba Test AttachmEnts\,-ﬂ\ttachmEntTest_S_EXCEL.xlic) Browse ... |

V¥ visible to Supplier

[T Mark as Proprietary and Confidential (This checkbox does not apply to approvers)

The ADD ATTACHMENT screen provides the same options you saw in the Comments
section, this time regarding access to view the attachment (Figure 68). Select your
options (if any), and click OK to attach the file and return to the Summary tab. You will be
able to adjust these selections from the Summary tab if you want to make changes before
submitting your requisition.

SUBMITTING YOUR REQUISITION

If you have finished shopping, you are ready to review and submit your requisition.

REVIEW YOUR REQUISITION

It is always a good idea to review any requisition before you submit it. For a simple
requisition with no line-item level customizations, this can be accomplished from the
Summary tab.

When reviewing a requisition, make sure that you are in the Details view of the LINE
ITEMS section (Figure 53) where you can see the supplier’s name and location along with
the item details. If you need to implement line item changes, see Editing Line Items.

SUBMIT FOR APPROVAL

When you finish your review, submit your requisition.

Figure 69: Submitting the Requisition

[ @sack (&= [Subrt] )
Approval Flow Orders Receipts History L Submit this request J
o ——
Title: Work Station Hardware - Dept. Upgrade
Entity Code: 015
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Monitoring the Approval Process

The Approval Flow tab shows the approvals that are required in order for the requisition to
move to Ordering status, as well as any watchers. You will be able to see the status of
each approval, as shown in Figure 70. If your name appears as the last approver in the
workflow, you will need to print the order and mail or fax it to the supplier. When all
other approvals are complete, you will receive an email notification and the requisition

will appear in your To Do list for your approval.

Figure 70: Understanding Status of Approval Flow

Legend: [X] Active [C] Pending [E] Approved [Z Watcher |

IWatcher: Approval Not Required |

[

PR487778 &

-

IApproved by Qualified User |

[Add Approvar] [Dalate Approver

aribasystem (Requisition Custom Approver, J (| mcoowell, Doug (A136-Eric Regression failover) J & acmin, a
Ny

™ Approved

JEI A136-Dollar 1 Approver

I Active: Ready for Approval I

[ I—D

||E|-;13’;-:)c\a'2 Appraver J
™~

Pending: Other Approval(s) L]
Required Prior to Becoming Active

Adding and Deleting Approvers

In addition to displaying the approval flow, the Approval Flow tab houses the Add Approver

and Delete Approver buttons (Figure 70).

Buyer-added approvers are referred to as ad hoc approvers. Think of them as “single-
use” approvers; ad hoc approvers can take action only on the specific requisition for
which they were created. If you want to add an approver, do so before you submit the

requisition. Begin by clicking Add Approver.

Page 66

26-0010 Version 5




eVA eMALL VOLUME 1

CREATING A PURCHASE REQUISITION

Figure 71: Adding an Ad Hoc Approver to an Approval Flow

eVA

1=~

PR485268 - Printer Maint - DHS Status: Composing

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval.

You may also print the details of the request. Review your request and take the desired action(s).

€ Back

Summary Approval Flow Orders Receipts History

Home | Help | Logout

My Home My Orders/My UPs My Approvals My Quick Quote Reqg's welcome Pond, Emily

Create Search Manage Recent Preferences

Add approver to approval flow: * |Paca Alison |¢ c
Smith, John
Add this approver as: @ Approver () Watcher
Provide a reason:
Legend: Pending |
PR485268 ¥ admin, a Pond, Emily [ Approved

) Add approver to the approval flow, as the first approver

@ Add approver in parallel to the entire approval flow

On the ADD APPROVER screen (Figure 71), complete the following steps:

1.

Use the drop-down list to select the name of the individual you want to add (or
choose Search for more... to find a name that does not appear in the drop-down
list). You can add multiple approvers; just return to the drop-down list and
select another name.

Indicate whether that person will be an approver or a watcher. Be aware that
the role you select will be applied to all users listed in the Add approver to the
approval flow fields. If you want to add both approvers and watchers, follow these
steps to add the first group of users (for example, approvers), then return to
step 1 and add the second group.

After you select at least one name and indicate the role to be assigned, you
have the option to add a reason for the addition.

Last, indicate whether you want the new approver to be added as the first
approver, or in parallel to the existing approval flow (Figure 72). Adding the new
approver to the beginning of the flow stops the process until that person
approves the requisition; if you add the new approver in parallel, the review
process can go forward without delay.
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Figure 72: Approval Flow Positions for Ad Hoc Approvers

Approval Flow Orders Receipts History

Legend: Pending ‘

| ——

PR485268 ¥ {] Smith, John [C] admin, a [C]| Pond, Emily | [~ Approved

Mew approver added as first approver in existing approval flow.

Summary Approval Flow Orders Receipts Hiztory

Legend: Pending

admin, a Fond, Emily
PR485268 ¥ [ Approved
Smith, John ]

New approver added in parallel to existing approval flow.

You can delete only the approvers and watchers that you added. You cannot delete
required approvers. Begin by clicking the Delete Approver button located under the
approval flow (Figure 70). Approvers and watchers that you added will display with radio
buttons, allowing you to select one at a time for deletion (Figure 73).

Figure 73: Identifying Approvers for Deletion

Summary Approval Flow Orders Receipts History

Choo=se an approver to delete:

Legend: Pending j

Smith, John (@)

PR485268 ¥ [ Approved

Paca, Alison [
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UNDERSTANDING REQUISITION STATUS

The Order process begins with the requisition and ends when the supplier is paid for the
items received.

Each step in the process changes the status of the request (Figure 74). There is a
standard path that most requisitions will follow. There are also alternative paths a
requisition might take that differ from the usual flow.

Figure 74: Requisition Status Flow

Composing
Withdrawn l

Submitted —» Denied

i

Approved —» Canceled|

e

Ordering/Ordered

l

Receiving/Received

eVA can be configured to automatically keep the relevant parties informed by sending
notification messages as a request flows through the approval process. You can also
check on the status of your requisition via the My Documents list on the DASHBOARD.

Figure 75: Requisition Status Displayed in My Documents List

1D Title Date + Status

PR484948-V2 Govwt Ctr - Printers 6/12/2014 Receiving

PR487780 Copier Maintenance 3/19/2014 Composing

E

E

B PR487772 Office Equipment, Maple Ave. 3/17/2014 Composing
e PR485471 Copy of Printer Maint - DHS 4/12/2013 Ordered

E

PRA8S5365-V2 Copy of Printer Supplies Req 4/12/2013 Received

View List... (9)

Table 10 explains the meaning of the various eVA requisition statuses.

Table 10: Explanation of Requisition Status

Status Description

Composing The preparer is still working on the requisition, which has been saved but not submitted.
e Only the preparer of a requisition can submit it.

Collaboration | This status is specific to Ariba Category Procurement (ACP) transactions. It indicates that the
requisition is in the collaboration period between Composing and Submitted.
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Status Description

Submitted The requisition has been submitted and is in the approval process (neither fully approved nor
denied). A requisition in Submitted status cannot be changed, but the preparer can withdraw it.

A requisition remains in Submitted status until one of the following occurs:

e Everyone listed on the Approval Flow approves the requisition (status changes to
Approved)

e Any approver denies the requisition (status changes to Denied)
e Preparer withdraws the requisition (status changes back to Composing)

Denied A required approver has denied the requisition. The requisition remains in Denied status until:
e The preparer withdraws the requisition (status changes back to Composing)
e The preparer resubmits the requisition (status changes back to Submitted)

Approved All required approvers have approved the requisition or eForm.
e An eForm can be in Approved status in the normal course of processing.

e For a purchase requisition, Approved status indicates a problem. Contact eVA Customer
Care at 1-866-289-7367 for help.

Ordering An approved requisition is generating one or more orders. Requisitions usually remain in
Ordering status for a short time, while one or more orders are being generated and transmitted.
o When all orders have been transmitted successfully, the requisition moves to Ordered
status.
e Occasionally a request will linger in Ordering status; for example, when there is a problem
transmitting the order to the supplier.

o If a requisition stays in Ordering status longer than a half hour, contact eVA Customer Care
at 1-866-289-7367 for help.

Ordered The items on the requisition were successfully converted to one or more orders. A requisition
stays in Ordered status until one of the following happens:

e Receiving is performed against the order, putting it in Receiving or Received status, or

e The preparer cancels the requisition. The state of both the original requisition and any
associated orders change to Canceling or Canceled status.

Canceling The preparer canceled the requisition after the order was created. Requisitions usually remain
in Canceling status for a short time while eVA transmits the cancellation and confirms that it has
been transmitted successfully.
e When the cancellation order has been placed, the requisition transitions to Canceled status.
e Sometimes a request may linger in Canceling status; for example, when eVA is
communicating with the supplier by fax and there is a transmission error. If the requisition
stays in Canceling status longer than a half hour, contact eVA Customer Care at 1-866-
289-7367 for help.

e Canceling status applies to both the original requisition and to all associated orders.

Warning: Canceling a requisition will cancel all orders created from it. If you are trying to
cancel one of multiple orders from a single requisition, use the Change Order functionality
instead to delete the applicable lines.

Canceled The preparer canceled the requisition after it was approved and orders were created.
Cancellation applies to both the original requisition and its associated orders.

¢ When a requisition has been canceled, users can take no further actions.
Warning: Both the original requisition and its associated orders remain in Canceled status. If
you want to change and re-issue the requisition, be sure to copy the requisition before you
cancel it.
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Status Description
Receiving Some receiving has occurred, but not all. For example, partial receipts have been completed
for some order line items, or items have been rejected.
¢ A request might remain in Receiving status for an extended period of time until all receipts
are completed.
e A receiver can close an order for receiving before all items have been received. Customer
Care recommends creating a change order to reconcile the final order with the amount
received.
Received The order is closed; a requisition has been submitted and approved, the order has been sent,

and the goods have been shipped and received.

o When a request reaches Received status, it is final and no change orders can be processed.
However, the order can be reopened so that a change order can be created.
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7. SPLIT ACCOUNTING

Split accounting allows you to share the cost of an item between two or more accounting
groups. For example, if a new printer will be used by several departments, you can use
split accounting to share the cost of the printer among those departments.

To implement split accounting for a line item, select the item from the Summary tab or
from your shopping cart and click Edit to open the EDIT LINE ITEM screen. Click the Split
Accounting button located at the bottom of the AccoOUNTING — BY LINE ITEM section (Figure
56Error! Reference source not found.).

When the SPLIT ACCOUNTING screen opens (Error! Reference source not found.), it
will display two accounting splits with identical information (matching the values entered
in the ACCOUNTING - BY LINE ITEM section).

Figure 76: Split Accounting Screen

Home | Help " | Logout

eVA

B Create Search Manage  Recent  Preferences

My Home My Orders/My UPs My Approvals My Quick Quote Reqg's welcome Pond, Emily

PR484880: Work Station Hardware - Dept. Upgrade
WARNING! Alwavs click the Update button before clickina the OK button. COE

Line Item: Medium density fiberboard

Split By: Quantity -

Click to calculate
splits and to save
your work.

Accounting Informatio Split Amount Action
L
another split split Amount:  $0.00000 USD E
Fund: 000001
Organization: 000011

Account:

Program:

Activity:

2 Location:

o] el 2] e

‘PDGGG
28l (B8
2l R &
2] ek
(s B

The eMall tracks
allocations.
Unallocated: 10
Total: 15

Chart:

Add Split H Update

Begin by selecting the method you will use to allocate line charges, as shown in Figure 77.
If you need more splits, click Add Split until you have the nhumber you want.
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Figure 77: Choose from Three Calculation Methods

Method Amount

Split By: I,C\mgunt - I Split Amount: |$1JE.DD.DDDDD
Split Percentage: IlDD%

split By |Percentage vI
Split Amaount: $1,600.00000 USD
Split Quantity: IlD

Split By |Quantity -I
Split Amount:  $1,600,00000 USD

eVA will keep track of your allocations to each split to ensure that the funds are fully
allotted.

Figure 78: Split Accounting Allocation Totals

Na.

Accounting Information
Fiald 1

Field 2:
Index:

Fund:
Organization:
Account:
Program:
Activity
Location:
Chart:

VITA Department:

VITA Account/SubObject:

VITA Fund:

VITA Program

VITA Billing Element:
VITA Project:

Agency Use:

0100 o
(]
o
000001 [-]
000011 ()
00012 V)
00013 (]
000014 (V]
000016 (]
a (]
321 ]
1312 ]
0613 (]
82001 o
50040 V]
111 (V]
—

Split Amount

Split Percentage:  [50%
Split Amount: $800.00000 USD,

|+

Unallocated: 50%
Total: 50%

To check your allocations, click Update. The amount that remains unallocated and the
total amount assigned will be displayed (Figure 76). When you have finished assigning
funds among the splits, click Update and then click OK to return to the EpiT LINE ITEMS
screen.

Page 74

26-0010 Version 5



eVA eMALL VOLUME 1

EDITING LINE ITEMS

8. EDITING LINE ITEMS

You can access complete information for any line item from the LINE ITEMS section of the
Summary tab Error! Reference source not found..

Figure 79: Accessing Line Item Details

Line Items (&)

[T MNo. Type Solicit 4 Description

— 1 ~ Dell B1160 Mono Laser Printer;Dell B1160 Mono Lase... Dell B116
v 2 = Ink jet color printer

[ 3 [l Inkjet printer/copier/fax

[ 4 E‘ [l 013R00628 Drum Unit, Black

- 5 E‘ Il 016187900 Toner, 5000 Page-Yield, Cyan

[ B E‘ [l 016188100 Toner, 4000 Page-Yield, Yellow

{ D:apy] [Delete] | [Add from Catalag...] [Add Non-Catalog Item...

Another path to the EpiT LINE ITEM screen is from your shopping cart, as shown in Figure
80. In either case, select the checkbox next to the appropriate line item and click Edit;
the EDIT LINE ITEM screen will open.

Figure 80: Using the Edit Function to Add Accounting Information

PRE14538: Office Supplies - Town Hall
Items: 4 Total: $321.53000 USD

Shopping Cart

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

Hide Details [0 %
[[] Mo. * Type Solicit Description Qty Unit Price Amount

1 B Replacement Inkcart for Canon BCI-21BK/BCI-24BK Ca... 12] cach  $2.17000 USD  $26.04000 USD

Supplte
Location: 7
UNSPSC Code!
Contract Number:
Bill To: £P30 Billing Addre

Small Business:

SWYTHEVILLE OFFICE Replacement Inkcart for Canon BCI-21BK/BCI-24BK Cartridges, Black, FREIGHT CHARGES WILL BE APPLIED TO ORDERS =
WLIEVILLE OFFICE DELIVERED OUTSIDE OUR SERVICE AREA THAT ARE SHIPPED VIA UPS OR COMMON CARRIER 3

Minority Owned Business;
woman Owned Busings€:
Micro Business:
Req. Type: Self#egistered

Smaooth Finish No. 1 Size Paper Clips, ..033 Wire G... 150 box  $0.15000 USD  $22.50000 USD

- GMEF WYTHFVTI | F NFFTCF Smnnth Finish Nn. 1 Size Paner Clins. ..033% Wire Gaune. 100 Clins Per Rox. FRFIGHT CHARGFS WTI | RF APPI TFD T ORNFRS Sl

\cory | [Add from Catalog... | [Add Non-Catalog Ttem...

Total Cost:  $321.59000 USD

Update Total

You can elect to edit multiple line items simultaneously, provided you want to make the
same change to each line item; simply select all the line items you want to change
before clicking Edit. For more information, see Mass Editing. Note that some fields are
not eligible for mass editing. See Table 11 for information on individual fields.
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The EDIT LINE ITEM screen comprises five sections:

Line Item Details
Accounting - By Line Item
Shipping - By Line Item
Comments - By Line Item

Attachments - By Line Item

In order for the screen shots to be readable, we will examine this screen one section at
a time; just be aware that all of the above-listed sections appear on a single, scrollable

screen.

LINE ITEM DETAILS

The information in the LINE ITEM DETAILS section comes from catalog and supplier data
coupled with your specifications regarding quantity, ordering location, and other options
when applicable (Figure 81). Some information, such as the Bill To address, may be pre-
populated if your agency/entity has set up default values for your BSO profile. In the
case of non-catalog items and unregistered suppliers, the data you entered during item
and supplier setup is displayed here.
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Figure 81: Line Item Details Section of Edit Line Items Screen

eVA

=

My Home My Orders/My UPs My Approvals My Quick Quote Reg's

Create Search Manage Recent Preferences

PR485268: Printer Maint - DHS

Home | Help * | Logout

welcome Pond, Emily

This is a summary of the item you selected. Change any editable field, and save your changes.

LINE ITEM DETAILS

Market Price:

Mo.: 1

Description: 016187500 Toner, 5000 Page-Yield, Cyan
Supplier Part Number: XERO16187%00

Supplier Auxiliary Part 1ID: Xerox

Qty: 3

UoM: each

Price: $160.00000 USD

Commedity Code: Computer printers, Laser printers [ 20477 )

Supplier: XEROX

Location: DETROIT [ select ]
Reg. Type: Self-Registered
Contract =:

Small Business:

Minarity Business:

Woman Owned Business:

Itern Cross Reference:

NIGF Commeodity Code:

MNon Registered Vendor DUNS Number:
Bill To:

Additional Data:

ERFP PO Number:

Table 11 lists the editable fields in this section and indicates whether each field can be
included in a mass edit. Note that this information applies only to hosted catalog items.

For PunchOut catalog items, see Editing PunchOut Catalog Items.

Table 11: Editable Line Item Detail Fields

Field Definition Mass Edit?
Qty: Quantity to be purchased No
Location: e Supplier location from which you want the item to be Yes*
shipped
This field is available for mass edits ONLY for items
from the same supplier.
Contract #: ¢ May be auto-populated or entered manually Yes
Item Cross Reference e Used as a reference field for incoming import No
transactions.
e Example: When a Quick Quote is awarded, the
Quick Quote Award number populates this field.
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Field Definition Mass Edit?
Non Registered Vendor e Can be entered manually when your chosen vendor No
DUNS Number: is not registered in eVA

Bill To: e When more than one authorized billing address Yes

exists for your entity/agency, choices will be
presented in a drop-down list

e This field cannot be edited when only one billing
address exists in the eMall

SHIPPING - BY LINE ITEM

The next section of the EpIT LINE ITEMS screen concerns shipping. Figure 82 shows the
shipping instructions for the entire requisition on the left and customized shipping
instructions for a single line item on the right. Any or all of the three shipping fields can
be different from those entered at the Entire Requisition level.

The requisition-level shipping information includes a check box, See Line Item Shipping Details.
When the check box is selected, it alerts the vendor to the need to ship to more than
one location. Any time you add shipping instructions at the line item level, this check
box is automatically selected.

Figure 82: Line Item with Customized Shipping Instructions

Requisition Level Shipping Information Line Item Level Shipping Information

SHIPPING - ENTIRE REQUISITION SHIPPING - BY LINE ITEM

See Line Item Shipping Details:

. . ) Ship To: Providence_Location
Ship To: Richmond_Location ] )
. . Deliver To: Oswin Oswald
Deliver To: Emily Pond
Need-by Date: Thu, 23 Oct, 2014
Need-by Date: Wed, 15 Oct, 2014

The eMall lets you designate a different shipping destination for each line item on your
requisition, should you want to do so (provided your agency/entity has a sufficient
number of valid shipping locations), but you cannot split delivery of articles within a line
item. You must create two line items if you want the supplier to deliver to two locations.

COMMENTS - BY LINE ITEM

You can add comments to a line item to provide additional details about your request; to
do this, click the Add Comment button in the COMMENTS - BY LINE ITEM section (Figure 83).

Just like comments you add for the entire requisition, line item comments become a
permanent part of the requisition. You can control who sees your comments by
selecting one or both of the following check boxes:
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e Visible to Suppliers: By default, comments appear on the requisition but not on the
purchase order that is sent to the supplier. Select this check box if you want the
supplier to see your comments on the purchase order.

e Mark as Proprietary and Confidential: By default, your comments can be viewed by
anyone internal to your agency/entity who has access to the requisition. Select
this check box to limit internal access to yourself and Approvers. Approvers can
always view your comments; they can also add their own comments to the
request.

Figure 83: Launching the "Add Comment” Dialog Box

COMMENTS - BY LINE ITEM

z

iy

Add Con‘"lument

Comments:

| Visible to Supplier

| Mark as Proprietary and Confidential (This checkbox dees not apply to approvers)

When you have entered your comment, click OK to return to the LINE ITEM DETAILS
screen. Your time-stamped comment will be displayed there (Figure 84), and you will be
able to edit or delete it from the LINE ITEM DETAILS screen.

Figure 84: Saved Line Item Comment

COMMENTS - BY LINE ITEM

Comments [
Visible to Supplier Mark as Proprietary and Confidential (This checkbox does nat apply to approvers)

Bond, Emily Looking for additional supplier closer to the eastern office. i ~

[wednesday, March 27, 2013 at 4:59 PM] Edit  Delete

Add Comment
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ATTACHMENTS - BY LINE ITEM

You can also add attachments specific to a line item. Click Add Attachment and follow the
instructions given earlier in the section Attachments — Entire Requisition. When you
return to the LINE ITEM DETAILS screen, a link to your attachment will be displayed
there, and you will be able to change viewing options or delete the attachment from that
screen.

Figure 85: Attachment Information Displayed on “Line Item Details” Screen

Attachments [
Mark as Proprietary and Confidential

File Name * Size Creator Visible to Supplier (This checkbox does not apply to approvers)

AttachmentTest_2_EXCEL.xlsx Download 10.3 KB Pond, Emily B

When you have completed all of your line item edits, click OK to review your
modifications in the CHECKOUT screen.

EDITING PUNCHOUT CATALOG ITEMS

Because PunchOut catalogs do not actually reside in the eMall, you cannot edit PunchOut
catalog items in your shopping cart (except for accounting information, which you can
edit from the shopping cart). Just as you had to access the supplier's website to select
goods from a PunchOut catalog, you must return to the supplier’s website if you want to
change your order.

From the Line Items section of the Summary tab or from your shopping cart, locate the
PunchOut catalog item you want to change and click the underlined description link,
shown below in Figure 86.

Figure 86: PunchOut Items Link Back to the Catalog

Line Items (&) ;
No. Type Solicit 1+ Description

1 - Dell BE1160 Mono Laser Printer;Dell B1160 Monc Lase... @ B1160 Mono Laser Printer;Dell B1160 Mcn;_)

2 [m] - Ink jet color printer

3 [o] - Inkjet printer/copier/fax

4 El - 013R00628 Drum Unit, Black

In this example, the Dell catalog will open to show the B1160 Mono Laser Printer that is
included in the requisition (Figure 87). Make your changes, making sure to follow any
instructions for confirming those changes. When you are finished, click through the
checkout process just as you did when you first selected the item. The changes you
made will be reflected on your requisition.
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Figure 87: Updating a PunchOut Catalog Item

% ¢ [Epunchout Catalog Shopring Sesson I | fa v ) - o v shPage v (i Tools » ¥
Help *
@vA
welcome Pond, Emil
Shop Ke Servics Tag Sea =
Systems Standard Configurations Viow All
Dell recommends Windows.
My Cart
Tican |01
Summary View | » Detail View
i Print Cart © Continue Shopping © Save as E-quote e
Dell B1160 Mono Laser Printer ¥ Remove tem aty Unit Price

Dell B1160 Mono Laser Printer
- Estimated Ship date: 4172013

Coupon Entry
Enter coupon number

Sub-total

© Apply Coupon

Note: Coupon savings are only applied to items you have added fo your cart
Sub-total
Tax by

e Print Cart © Continue Shopping. ) Save as E-quote

Be aware that PunchOut catalogs differ from one another, just as one vendor’s website
differs from another’s. Depending upon the catalog, you may find different buttons or
links from those shown here.

MASS EDITING

Suppose you have been building a new requisition. You have added fifteen or twenty
items to your shopping cart when you remember that half of the items need to be
shipped to a different location. Instead of editing each item at the line level, you can
save time by making the change to all of the items at once. You can edit any number of
items this way, provided that you want to make the same changes to each one.

To edit multiple items at the same time, select each item you want to edit by clicking the
checkbox next to it in the Summary tab or in your shopping cart. To edit all items at
once, select the top checkbox, as indicated in Figure 88. When you have selected the
items you want to update, click Edit to open the MAss EDIT screen.
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Figure 88: Selecting Items for Mass Editing

Click here to
select all tems
show Details ([T

No. Type Solicit + Description qty Unit Price Amount
- 1B F Ink jet color printer [ each s145.95000USD  $595.96000 USD EE)
173 2 [=] I} Inkjet printer/copier/fax |3— each $539.69000 USD $1,613.07000 USD
- s @ & 013R00628 Drum Unit, Black [ | each $181.00000USD  $181.00000 USD
173 P I} 016187900 Toner, 5000 Page-Yield, Cyan lm— each $160.00000 USD $1,600.00000 USD
- sE ¢ 016183100 Toner, 4000 Page-Yield, Yellow [fo | each $160.00000 USD $1,600.00000 USD
r 3 [l Dell B1160 Mono Laser Printer; Dell 51160 Mong Lase... Dell 81160 Mono Laser Printer; Dell 51160 Mono... 3 each  $74.55000 USD  $224.57000 USD

((Edit] Jcory | (Add from Catalog...) (Add Non-Catalog ltem...]

Total Cost:  $5,825.00000 USD

Update Tota

The MAass EDIT screen displays information for one of the selected line items to use as a
change template. In the example shown in Figure 89, the sample item is Requisition

Item 6. Any changes you make to this line item will be applied to all of the selected line
items.

Pay attention to any warnings that appear on the MAss EDIT screen; they will help you
to avoid accidentally editing line items. For example, the warning shown in Figure 89
indicates that one of the selected line items includes split accounting. If you find that
you have selected an item that you do not want to include in the mass edit, click Cancel
to return to the line item list.

Figure 89: Line Item Displayed as Sample on Mass Edit Screen

PR484948: Govt Ctr - Printers Next b

You have chosen to edit multiple items. The changes you make to the sample item apply to all selected items. Modify the necessary fields and review your changes.

Edit Items : Review

Requisition item 6 is used as the sample item for mass edit.

Warning: You have selected line item, 4, that was previously split. Any change you make to the accounting fields
will cause all accounting fields to be changed to match the line you are currently editing.

LINE ITEM DETAILS

Supplier: DELL
Location: DELL
Commodity Code: Computers, Other Computers { 20300 20310 20314...

Contract Number: I
Bill To: Main Billing Address

B e e M e S AT s

When you have finished your edits, click Next.
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REVIEW MODIFIED FIELDS

The EpIT ITEMS: REVIEW screen displays a summary of the fields that you changed,
showing the old and new values for each one (Figure 90). This gives you an opportunity to
review your changes before finalizing them.

Figure 90: Reviewing Mass Edits

PR484948: Govt Ctr - Printers

These are the fields you have modified. Confirm or cancel the changes.

Edit Items : Review
Requisition item 6 is used as the sample item for mass edit
old Value New Value

Ship To
Richmond Location Austin_Location

oo [ e

When you have finished reviewing your changes, click Done to return to the requisition
Summary tab, where you can submit or exit the requisition.
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9. SEARCHING THE eMALL

Before you search for catalog items, you might find it helpful to understand how you can
control the way in which you view search results. The more you learn about searching
the eMall, the better your results will be.

VIEWING SEARCH RESULTS

Figure 91 shows the controls that determine how your search results will be presented.
These controls regulate:

e Number of results per page
e Sort Order

e View

Figure 91: Search Results Controls

Y Items:t Total: $224.75000 USD  [plakcad) (Wl [Checkout

you've identified as your favorites. You can also enter details for non-catalog items.

G e WA

[ Create Non-Catalog Item ]

0 results per page Sort By: Relevance | Price | Best selling | Mame View: Details | Thumbnails ,

Page |1 =| b

T A T A e UV o
()
s
2

For number of results per page, you can choose 20, 50, or 100 depending on personal
preference and available bandwidth (20 results will load faster than 50, but 50 results
per page means fewer pages to load).

“SORT BY:"” OPTIONS

The Sort By: options allow you to view search results in several ways, as shown in Table 12.

Table 12: Sorting Search Results

Sort Option Results

Relevance e Best match to keywords
o Default sorting option

Price o Defaults to ascending order (lowest to highest)
e Can be reversed by clicking the arrow next to the Price
link
Bestselling e By sales in descending order (highest to lowest)
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Sort Option Results

Name o Alphabetically by supplier

e Can reverse order by clicking the arrow next to the Name
link

Regardless of the original sort order, you can re-sort your results at any time
one of the other sorting criteria.

“WIEW" OPTIONS

You can choose between two views, details or thumbnails.

Thumbnails

by clicking

The Thumbnails view (Figure 92) shows the item description and price. It allows you to

enter a quantity and add the item to your shopping cart.

Figure 92: Thumbnail View of Search Results

PR484048: Govt Ctr - Printers I Items:s Total: £2,525.02000 USD D = (checkout

Add itemns to your requisition from the catalog, and opticnally select catalog items you've identified as your favorites. You can also enter details for non-catalog items.

Catalog Home

Infermation Technelogy ... ™ Create Non-Catalog Item
path: All s s > Information Technology Broadcasting @ i omp Ia

31 Itams Found Show: 20/501100 results pe So ng | Name  Visw: Datails | Thumbsails

- EEmon rage [13] »

[T 013R00626 Drum Unit, Black
$181.00000 USD
Qty: [1 Add to Cart
ndre Frvertes % [3]

[T 016188100 Toner, 4000 Page-Yield, Yellow
$160.00000 USD
Qty: |1 Add to Cart

[T 013R00601 Toner, 3500 Page-Yield, Black
$126.00000 USD
ay: [t Add to Cart
Add to Favarites

L (Addiocan) (Compars) A4 s Fevertes

Can't find what you are looking for? Create a non-catslog item.

¥ 016187900 Toner, 5000 Page-Yield, Cyan
Qty: |1 Add to Cart
S

[¥ 016188200 Toner, 4000 Page-Yield, Black
§87.00000 USD
Qty: J1 Add to Cart

r 013R00606 High-Yield Toner, 5000 Page- Yield,

Blac
I r—

016188000 Toner, 4000 Page-Yield, Magenta
$160.00000 USD

Qty: |1 Add to Cart

nddobronies Y [

006R01179 Toner, 11000 Page-Yield, Black

B —

Fage|i®

o @ = @
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To view more information for a particular item, click the item description. A new screen
will open to show all of the details provided by the supplier (Figure 93). When you have
finished reviewing the product details, click Back to return to the catalog search results.

Figure 93: Individual Product Detail Screen

PR485268: Printer Maint - DHS W 1tems:s Total: $5,252.00000 USD

O &S = G

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

Office Equipment and A and Supplies > Office machines and their supplies and > Printer and facsimile and photocopier supplies > Toner

Supplier ACME

Recyeled/Green Product: "

Price: $325.00000 USD
Product Description: Supplier ACME
Supplier: XBOX

Supplier Part 2: C3967B
Manufacturer:

Manufacturer Part &:

Available in: 5 Day(s)
Contract Number: test

Contract Type: TRUE

Service Areas:

Supplier FIN:

Information from Supplier:

Information from hittp://ww state va.us/NonContractitem/index.asp
Effective Date

Market Price: $325.00000 USD
Small Business: [}

Mingrity Owned Business: r

Woman Owned Business: [

$325.00000 USD /each

Details

The Details view (Figure 94) provides the same information as the Thumbnails view, as

well as additional details, such as:
e Supplier
e Manufacturer
e Part Numbers
¢ SWAM designations

e Contract Number information
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Figure 94: Details View of Search Results

PR484948: Govt Ctr - Printers

NI Htems:6 Total: $5,825.00000 USD

Add items to your requisition from the catalog, and eptionally select catalog items you've identified as yeur faverites. You can alse enter details for non-catalog items.

Cataleg Home

Options

[Engineering and Research and ... ]|

Create Non-Catalog Item

Your search path: All Cat > and Research and Technology Based Services > &

ter services > System sdministrators > Data storage

2 items found
~ [Add to Cart Add to Favorites

cki 1 BROCADE SECURE FAB OPSYS-2DAY
$1,995.00000 USD

Qty: [T
Add to Cart Add to Favorites

I
ckl 2 BROCADE SECURE FAB OPSYS-2DAY
$1,995.00000 USD
Qty: |1

Add to Cart o Favorites

I

L (Addto cant) (Campare) A = Fvorices

Can't find what you are locking for? Create a non-cataleg item.

Sort By: Relevance | Price | Best selling ™ | Name  View: Dekails | Thumbnails

Supplier: CK1
Supplier Part #: TRNBR22-0000

Recycled/Green Product: T
Contract Type: 5-Opticnal
Contract #: VA-040330-DALN
Effactive Date:
Contract Link:
Available ini 21 Day(s)

Manufacturer Name: StorageTek Corp.
P-Cards Accepted: VISA; Master Card; AMEX
Service Areas: ALL

-

Minority Owned Business:

Small Business:

-

Woman Owned Business:
ckl 1 BROCADE SECURE FAB OPSYS-2DAY

Supplier: CK1
Supplier Part #: TRNBR22-0001

Recydled/Green Product:

Contract Type: 5-Optional

Contract #: VA-040330-DALN

Effective Date:

Contract Link: (7|

Available in: 21 Day(s)

Manufacturer Name: StoragsTek Corp.
P-Cards Accepted: VISA; Master Card; AMEX
Service Areas: ALL

-

Minority Owned Business:

Small Business:
-

Woman Owned Business: |

cki 2 BROCADE SECURE FAB OPSYS-2DAY

VIEWING SUPPLIER DETAILS

Each item has a link to the supplier that provided the catalog item. Click the supplier
name to view additional details; click Done to return to the item summary (Figure 95).

Figure 95: Click Supplier Name Link to See Details

@plier: CENTREVILLE AGRICULTURAL EQUIFMEND

Supplier Part =: Contract Category

Recycled/Green Product: -
Contract Type: 2-Mandatory Contract
Contract #: FORSpLTEst
Effective Date:
Contract Link:
Available in: 30 Day(s)
Manufacturer Name:
P-Cards Accepted: AMEX
Service Areas:

r

Minority Owned Business:

Small Business:

-
-

Woman Owned Business:
PROD 869 regular

Review Details for Supplier

These are the details for the field you selected.

Customer: No
Supplier: Yes
Company: CENTREVILLE AGRICULTURAL EQUIPMENT

Corporate Website:
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CATALOG HOME SCREEN

Now that you have an understanding of the various display options for your search
results, it is time to learn more about how to obtain them. Your searches will start at
the CaTtaLoGc HOME screen (Figure 96).

Catalog items are categorized by commodity type. These categories are built
dynamically, based on items currently available in supplier catalogs. In the default view
of the catalog home page, product categories are displayed in bold text, with sub-
categories displayed beneath them.

Figure 96: Catalog Home Screen

Home | Help * | Logout
eVA
L/ POFTER My Orders/My UPs My Approvals My Quick Quote Req's elcome Pond, Emi

A. Laﬂ Navlgallun Pansl

Supplier
ACME, INC SPARKY ... (310
COLINAJAKE (32765

JCN TECHNOLOGIES (130)

Manage Recent Preferences

| B. Catalog Drop-Down List }"s‘p'ﬂ Ave. M items: 1 Total: $145.95000 USD 0= [‘Exit )

Add items tgfyour requisition from the c

ou've identified as your favorites. You can also enter details for non-cataleg items

. key Word Search Field |_ E. Browsing Options

Erowse By: Categories | Suppliers

Create Non-Catalog Item

Ca!elag (Search)

Catalog Home "

Favori tes

- Recent Choices - ~

ﬁ PunchOut Catalags (15 - < 25 (30)
A s bution Center (VDC. VCD - PUNCHOUT| ats (2
— ther (26
£ mmerc Punchout at H.P.C c
-—
- # Dell- Purchase Computers, Hardware, Servers, at DeL | D= P UnChOUt Calalog Links
Mo and Business ionals and Admi ive Services (323

emporary personnel services (
C Apparel and Luggage and Personal Care Products (14)
Other (1.
ic and Ac

emicals includi i nicals a rials (4) Y
n elluru i ‘ ‘ .
b
s g

P Fuels and Fuel Additives and Lubricants and Anti corresive Materials (75 Sports and Recreational and Supplies and Accessories (&
B Gasoline or Petrol (75) ﬂ @M Ficio sports equipment (5
s
Bl 1nformation Technoloay Broadcasting and Telecommunications (169 Uncateaorized Items (2)
f‘-r Computer Equipment and Accessories (18 -~ See items ..
' L

m LEFT NAVIGATION PANEL

On the Catalog Home screen, the left navigation panel works in conjunction with the
browsing options (E.), which allow you to display either commodity categories (the
default view) or suppliers. Whichever you choose, the left navigation panel presents the
headings from the other format in expandable list form; for example, if your CATALOG

HOME screen is displaying commodity categories, the left navigation panel offers a list of
suppliers.

CATALOG DROP-DOWN LIST

Commodity searches can be performed using the same procedure as such familiar
websites as eBay or Amazon, drilling down through a hierarchy of commodity categories
to get to a group of similar items. See Option 1: Drill Down Through Commodity
Categories for detailed instructions.

You can select the catalog you want to search by clicking the appropriate link on the
Catalog Home screen. You can also select from the Catalog Drop-Down list, which allows
you to move from one catalog to another without returning to the CATALOG HOME
screen.
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EKEYWORD SEARCH FIELD

Keyword searches are probably familiar to you from using Internet search engines.
They use a single text box into which you enter the search terms (“keywords”) most
likely to return the results you need. Keyword searches allow you to find items by
matching specific words, supplier names, contract nhumbers, or product humbers. For
more information, see Option 2: Search by Keywords.

Advanced search options provide detail fields that allow you to refine a search. See
Option 3: Advanced Search for more information.

m PUNCHOUT CATALOG LINKS

Use the PunchOut Catalog links on the CATALOG HOME screen to navigate to a PunchOut
catalog, where you will be able to execute keyword searches on the supplier’'s website.

E BROWSING OPTIONS

Using the Browse By links, you can choose to display either commodity categories (the
default view) or suppliers on this screen.

HOW TO FIND ITEMS

The sections below provide details about how to use the various search tools available
on the CATALOG HOME screen.

OPTION 1: DRILL DOWN THROUGH COMMODITY CATEGORIES

Select the highest level of one of the displayed categories and drill down through the
sub-categories to find the specific set of items you want.

Figure 97: Starting a Drill-Down Search

Chemicals including Bio Chemicals and Gas Materials (13]
i Maon metals and pure and elemental gases (3]

# Paper plastic and fabric modifiers (4)
Dyes (4)

To find your specific item within a broad category of commodities, drill down through the
levels of subcategories, as shown in Table 13.

Table 13: Drill-Down Category Levels

Catalog Level | Example

Segment Lighting and Electrical Accessories and Supplies
Family Lamps and light bulbs and lamp components
Group Lamps

Category Fluorescent lamps
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Not all items have been identified down to the Category level. You will know you have
drilled all the way down in a particular category when the returned screen contains
individual items rather than a set of links.

If you prefer to search by supplier name, you can
e Use the links provided in the left navigation panel

e Use the Browse By options to change to the Supplier view

Refer to Figure 96 A and E for an illustration of these features.

eVA will display the results set in either detail or thumbnail format, depending on which
view you have selected.

eVA will also display the path you took to get to an item listing as a series of links. The
links that make up such paths are often called breadcrumbs, because they make a trail
you can use to return to any earlier level on the path by clicking the appropriate link. In
Figure 98, the search path used to reach the displayed listing is Entire Catalog > Live Plant
and Animal Material and Accessories and Supplies > Live animals > Livestock > Dogs.

Figure 98: A Search Path Composed of “"Breadcrumbs”

Catalog Home
‘lea Plant and Animal Material and ... V‘ I Search | Options

Live Plant and Animal Material and Accessories and Supplies =

Live animals > Livestock > Dogs )

8 items found Sort By: Relevance | Price | Best selling

chr search path: All Categories >

9r1 description 3 Supplier: BERRYBEE'S
$2.33000 usp  [3] Supplier Part #: 912311
i Recycled/Green Product: ~
Add to Cart| #ddto Favorites Contract Type: 99

Contract #:

Effective Date:
Contract Link:
Available in: 0 Davis)
Manufacturer Name:
P-Cards Accepted:
Service Areas:

Small Business: I

Minority Owned Business:

am

Woman Owned Business:
9r1 description 3

R T Y et il . e i

OPTION 2: SEARCH BY KEYWORDS

Keyword searches use a single text box into which you enter the search terms
(“keywords”) most likely to return the results you need. If you choose terms that are
too broad, the system can return an unmanageable number of results; if your terms are
too narrow, you might not get any results.

Figure 99 demonstrates this concept. A search for Toner returns approximately 51 items
(remember that even if you enter exactly the same search terms, you might get a
different number of results because of the dynamic nature of the eMall). If you narrow
your search by specifying Black Toner in the search field, the number of results falls to a
more manageable 21; however, an even narrower search for a specific brand of toner
returns no results.
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If there is only one acceptable result, then a narrow search allows you to quickly
discover whether the item you need is available through a catalog or if you must enter it
as a non-catalog item; however, if you have more leeway, then too narrow a search can
eliminate valid options.

Figure 99: Searching with Keywords

Catalog Home

Catalog ™ |tu:mer Search | Options

Your search path: Catalog > "toner”

" [Add to Car‘t] [Cumpare] Add to Favarites

Catalog Home
|black toner Search | Options

Your search path: Catalog » "black toner”

Catalog Home
Catalog ™ IEpsun toner Search | Options

Your search path: Catalog * "Epson tonar”

o results found

MNow you can:
& Clear your search critena and start over.,
s Broaden your search result set by dropping some of your search criteria.
& Browse through the catalog.

& Create a non-catalog item.

The keyword search is also the most efficient means of locating a specific supplier.

AND/OR Logic

If you enter more than one word in a search field, you are telling the search engine that
you want only results that contain all of those words. For example, if you enter Apple
Macintosh, eVA might return only Apple, Inc.’s Macintosh computers and its family of
parts or peripherals.
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If you are trying to find results that include any of the words you entered, you must
specify OR between words. In this case you would enter Apple OR Macintosh. eVA will
then return all entries for apples and all entries for Macintosh.

OPTION 3: ADVANCED SEARCH — KEYWORDS PLUS OPTIONS

You can create a more specific search using the additional search tools under the Options
menu. Click the Options link, and then select one of the additional search fields from
the menu that opens (Figure 100). Note that you can select only one field at a time. If
you want to use more than one additional parameter in your search, select Show all
search options to expand the Search section.

Figure 100: Use Options Menu to Display All Search Options

N

Options

Additional
Supplier Part #
Manufacturer Part #
Available in
Hazardous Product
Maximum Order
Minimum Crder
Payment Term
P-Card
Supplier FIN

Views

Show all search option
Hide search cptions
Saved searches

Save current search...

Run 'copier paper search'

Run 'pencil search’
Other...

Catalog Home

:Catﬂicg -
Supplier Part #:
Available in:
Maxirnum Order:
Payment Term:

Supplier FIN:

Search

Opbong
Manufacturer Part #:
Hazardous Product:
Minimum Order:

P-Card:

These additional options fields will be visible under your search textbox until you return
to the Options menu and clear them. Even when selected, these additional search fields
are never required; you can use any or none of them, in conjunction with or separately
from the original keyword Search field.
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Refining Search Results

You can refine your search results using selections from the SEARCH screen left
navigation panel. Going back to the example used in the Search by Keywords section,
enter the word “toner” in the keyword search field and click Search, but this time, when
the results appear, look at what happens in the left navigation panel (Figure 101).

Figure 101: Dynamically Generated Left Navigation Panel

Left Mavigation Panel

Refine your results

Keyword
yield
black (21
page (19
ger (13
wid (&

Show all ...

Category

ink cartridges (4
Laser printers (2
Printer or ... (1
Toner (2
Supplier

US INK AND TOMER (28
XBOX (3

XEROX (20
Manufacturer
MMC-C (28
Xerox (20

Price

£0.00000 USD (28

Type Name
svacatalogsearch (23
Contract Number
test

Contract Type

99 (48

TRUE {3

Minority Owned Business
fff (31

it

small Business

L33 g

12 =

Woman Owned Business
i

ittt (=

Fawvorites

- Recent Choices - &

Options for bype:
evacatalegsearch

evacatalogsearch

——

Main Search Screen with Results

Lalalag Homs -
rormmy | | e re—y
a
Ed v Cari | | Compars

Seppiier KBOX

280 13 Cant
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The left navigation panel on your SEARCH screen is dynamically generated from the
results set created by your query. As shown in Figure 101, the first section is a list of
keywords in descending order of frequency, followed by other groupings such as
category and price.

Table 14 describes the kinds of search criteria you can choose in the left navigation panel.

Table 14: Types of Search Criteria Found in Left Navigation Panel

Search Criteria Definition

Keyword ¢ In this context, a keyword is a descriptive term designed to narrow
a specific set of search results
e Listed in descending order of frequency
NOTE: Keywords might or might not be present, depending on the
number of items in the results set.
Category e The most granular level of commodity hierarchy
e Search results may include items from several categories
Supplier e Narrows search to only those items available from a particular
supplier
Manufacturer e Narrows search to only those items produced by a particular
manufacturer
Price e Narrows search by price
¢ Displayed in bands, such as $0 - $10.00, $10.00 - $100.00, etcetera
Type Name e Search terms made available by the vendor to help buyers find what

they are looking for in a catalog

Contract Number

e Narrows search to specified contract number

Contract Type

e Sorts by contract type such as Agency, Mandatory, Optional, and so
on

Minority Owned
Business

e Narrows search to items available from minority-owned businesses

Small Business

e Narrows search to items available from small businesses

Woman Owned
Business

e Narrows search to items available from woman-owned businesses

Micro Business

e Narrows search to items available from micro businesses

The attributes listed in the left navigation panel after a search often provide different
results than the same attributes would produce if used as the criteria for a new search.

For example, if you start a new keyword search with the word yield, your results will
probably include a jumble of agriculture-, construction-, and office-related items.
However, if you have already searched for toner and now want to narrow the results to
return only toner cartridge listings that specify how many pages a given cartridge will
print, selecting the keyword ‘yield’ will produce those results.
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OPTION 4: BROWSE FOR ITEMS BY SUPPLIER

As mentioned previously, you can change the CATALOG HOME screen from the default
Catalog view (Figure 96) to the Supplier view (Figure 102). Suppliers will be listed
alphabetically, each displaying a list of the categories of items available from that

supplier.

This display option offers an excellent way to “window shop” the eMall, just getting a
feel for participating suppliers and the kinds of commodities they carry.

Figure 102: Catalog Home Screen Organized by Supplier

~Recent Choices - ¥

PRA85268: Printer Maint - DHS MY Ttems:S Total 55,252.00000 USO (ki) &

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

Frowse By: Categories | Suppliers
Suppliers are listed

alphabetically

Number of different
items available from
that supplier

v photocopier drums (1)

Can't find what yeu are looking fer? Creste 8 pon-cstslog item.

SEARCH STRATEGIES

When you begin to shop for specific items among the millions of available catalog items,
you will need a search strategy. Your search strategy will depend on the kind of
shopping you need to do.

If you are looking for a specific item, you will want to create a very narrow search.
Entering a contract number, part number, or supplier name will usually take you to
exactly what you want.

On the other hand, if you are shopping for a best buy with only general requirements to
meet, you will want to broaden your search to include items that generally identify what
you want, probably by using commodity categories or general keywords.
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If that strategy produces too many results, then you can gradually narrow your search
using the left navigation panel prompts until a manageable number of results is
returned.

SAVING A SEARCH

There are a number of reasons you might want to save a search to reuse in the future.
After you run a search that return the results you want, open the Options menu and
select Save current search ... (Figure 103). You will be prompted to name the search.
Enter a descriptive nhame and click Save to return to the search results.

Figure 103: Saving a Search

Catalog Home
Catalog ¥ | [black toner
- PunchOut Catalogs (10)

it H.P.C.
er (VDC) Punchout at VCD - PUNCHOUT
ters, Hardware, Servers, at DELL

= M Acme Commerc Punchou

™~ _iug
® Virginia Distribution Ceg

—
A Dell- Purchase Cory

7
Catalog Home
blagf toner Search ((Qptions

Your search @Eh: Catalog > "black toner”

21 items found

art [Compare] Add to Favorites

e

Catalog Home
Catalog ¥ lblack toner

A . R > Additional
Your search path: Catalog > "black toner
Suppliar Part =
21 items found Manufacturer Part =
Suppliar FIN

| Add to Cart] [Compare] #<¢ to Favorites

t( Save current search... )

006R01179 Toner, 11000 Page-Yield, Black - ’
Run ‘copier paper search
$99.00000 USD 7] Run 'pencil search'

Qty: Il_ Other...

|
| Saved searches \
|
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If you have saved past searches, you can access them by clicking the Options menu on
the CaATALOG HOME screen and then selecting the desired search (Figure 104Error!

Reference source not found.). After the search has run, add the item(s) you want to
your shopping cart.

Figure 104: Running a Saved Search

Catalog Home

I [Search] Options

Additional

Purchasing Agreement Supplier Part #
Purchasing Agreement (1) Manufacturer Part #

i

Supplier FIN

S

4
\

Saved searches

Run 'Black Toner Search’
Cther...

1
i

n

/)

-

P

FAVORITE ITEMS

As mentioned in the section on Adding Items to your requisition, if there are catalog
items that you order frequently, you can mark these items as Favorites so that you can
find them quickly and easily when you are ready to purchase them again.

ADDING ITEMS TO FAVORITES

After you perform a successful search, you can add one or more of the items in the
results set to your Favorites list (Figure 105).

To add a single item, click the Add to Favorites link next to the Add to Cart button in the
item description. You can add multiple items at one time just as you would choose

multiple items for your shopping cart: select the checkbox next to each item you want,
and then click the Add to Favorites link near the top of the screen.
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Figure 105: Add Individual or Multiple Items to Favorites

— [Add to Car‘t] [CDI‘I‘IDEFE‘.] Add ta Favarites

£737.00000 USD

Oty Il

Add to Faverites

Click here to add
Just this item to
your Favorites list

Select check boxes to

your Favorites list

Desktop, P4 1.8GHz, No Monitor, 51

Minitower, P4 1.8GHz, No Monitor, 256MB RAM, ...
$653.00000 USD

Oty Il
Add to Cart Add to Faverites

indicate multiple items for

Click here to add all
checked items to
your Favorites list

You can also add an item to your Favorites list from the item's PRODUCT DETAIL screen.
When you click any Add to Favorites link, the Favorites Options menu will open (Figure 106).

Figure 106: Click Link to Open Favorites Options Menu

Desktop, P4 1.8GHz, No Monitor, 5S12MB RAM, ...
£737.00000 USD iE)'l

Qty: |1

|Chckths lirk: to open a meny of Favorites q:tﬂ'u]

3 Add To Folders...

Add

QOrganize Favorites...

If you are familiar with the way Favorites or Bookmarks work in your internet browser,
you will recognize the design of the Favorites Options menu. You can opt to place the new
favorite in a folder you have already created, or to create a new Favorites folder (both
accessed by selecting Add To Folders), or you can add it to your Favorites list without

placing it in a folder (by selecting Add).
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CREATING A NEW FAVORITES FOLDER

There are two ways to create a new Favorites folder. If you have found an item that you
want to mark as a favorite but you do not have an appropriate folder for it, start by
selecting Add to Folders from the Favorites Options menu. Then, when the ADD FAVORITES

TO FOLDERS screen opens (Figure 107), click New Folder.

Figure 107: Creating a New Favorites Folder

Add Favorites To Folders

=3

Add favorite item(s) "Antistatic agent” to selected folders.

Name T Created By

[ Desktop, P4 1.8GHz, No Monitor, 512MB RAM, ...

# B Personnel Pond, Emily

r
=

[l [ Minitower, P4 1.8GHz, with 17

-

T P i printer Supplies Pond, Emily
r

01 Supplier XBOX

Public  Public To Groups

r
r

Select an existing folder to add items to, or create new folders and then add items. You can make a favorites felder public only if you have the permission to manage public favorites.

(ne value)

(no value)

Public Add

Fublic Delete

The new folder will be created with an editable, generic name. In the example shown in

Figure 108, the temporary folder name is New Folder 2.

Figure 108: New Favorites Folder Added as ‘New Folder 2’

Add New Favorites Folders
[ Name © Created By Public  Public To Groups Public Add  Public Delete
r [ Desktop, P4 1.8GHz, No Menitor, 512MB RAM, ...
- [ Minitower, P4 1.8GHz, with 17
r (= Pong ety T gnavaie) " r
[T » 5 Personne ] Pond, Emily [l (no value) [l [l
[T & B Printer Supplies Fond, Emily [ (no value) [ ~
- O supplier XBOX

Select the assigned generic name and change it to a name that is descriptive of the
contents you plan to store in the folder. When you are finished, click OK to return to the
ADD FAVORITES TO FOLDERS screen. Your new folder will be selected and you will see a
confirmation message near the top of the screen, as shown in Figure 109.

Click OK to add the item to the newly created Favorites folder.
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Figure 109: Adding Item to New Favorites Folder

Add Favorites To Folders

Select an existing folder to add items to, or create new folders and then add items. You can make a favarites folder public enly if you have the permission to manage public favorites.

Add favorite item(s) "Antistatic agent” to selected folders.

[ Name 1 Created By Public  Public To Groups PublicAdd  Public Delete
[l [ Minitower, P4 1.8GHz, with 17
v £ Fabric Modifiers Fond, Emily no value;

B Fabric Modif d, Emil, I
I » i Personnel Pond, Emily = (no value) = ~

B Printer Supplies Pond, Emily no value!
O e i d, Emil = [{ lue) = [
[ D Supplier XBOX
New Folder

(&), Greel

ADDING A FAVORITE ITEM TO A REQUISITION

Starting from an open requisition, go to the CATALOG HOME screen (Figure 32). The
Favorites drop-down list appears at the bottom of the left navigation panel. Click the
down arrow to see your Favorites folders, as shown in Figure 110.

Figure 110: The Favorites List Appears on the Catalog Home Screen

-
Supplier PR484948: Govt Ctr - Printers 3
ACME, INC SPARKY ... (254) . L . .
CDLII\;&JAKE (56) (294) Add items to your requisition from the catalog, and optionally select cataleg items yo
H.P.C. (1) :
JCN TECHNOLOGIES (130) Catalog Home

XEROX (31) Catalog ¥ || Search | Options

Show All ...

Language ’ -. Purchasing Agreement

Enalish (703) ﬁ" 4 Purchasing Agreement (1)
q

avorites L
|— Recent Choices - ¥ |

/

PunchOut Catalogs (10)
® Acme Commerc Punchout at H.P.C.

# Virginia Distribution Center (WDC) Punchout at VCD - PUNCHOUT

M Dell- Purchase Computers, Hardware, Servers, at DELL
Maore ...

Apparel and Luggage and Personal Care Products (3)
Other ()
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Select a folder from the drop-down list to display its contents (Figure 111).

Figure 111: Contents of Favorites Folder

v Home | Help * | Logout
LVLCLCE My Orders/My UPs My Approvals My Quick Quote Req's welcame Pend. Emily
[ Create  Search  Manage  Recent  Preferences
Favorites PR484948: Govt Clr - Printers IV Items:3 Total: £2,284.02000 USD
[Printer Supplies =] @ Add items to your requisition from the catalog, and cptionally select catalog items vou've identified as your faverites. You can also enter details for non-catalog items.

Catalog Home

[cacao I -

These items are from favorite folder “Printer Supplies”.

Click here to add
checked items to your
shopping cart

5 items found Sort By: Belevance | Brics | Best selling | Name  View: Details | Thumbaails

—,

((2dd to Cart ) Compare] <awo Fveres
013R00628 Drum Unit, Black Supplier: XEROX
$181.00000 USD 3t Supplier Part £: XERO13R00628

n Recycled/Green Product: I
oy Contract Type: 89
Contract =
Add to Cart Effective Date:
'f\ Contract Link: 2]
™ available in: S Dav(s)

Manufacturer Name: Xerox
£-Cards Acceptad:
Service Areas:

Select check boxes to
choose multiple items
from the falder

Small Business: I

Minority Owned Business:
Woman Owned Business: P
013R00628 Drum Unit, Black

016187900 Toner, 5000 Page-Yield, Cyan Supplier: XEROX

$160.00000 USD 3t Supplier Part #: XER016187900

n Recycled/Green Product: I
oy Contract Type: 89
ad Contract =
Add to Cart Effective Date:
Contract Link: L2

B available in: S Dav(s)

Manufacturer Name: Xerox
£-Cards Acceptad:
Service Areas:

Small Business: I

Minority Owned Business:

Woman Owned Business: P

015187900 Toner, 5000 Page-Yield, Cyan

Click here to add

individual item to your .
shopping cart Supplier: XEROX

Supplier Part #: XER016188200

Recycled/Green Product:

Contract Type: 88

Contract =

Effective Date:

L Cantract Link: 2

r available in: S Dav(s)

Manufacturer Name: Xerox

#-Cards Accepted:

\/ Service Aress:

Small Business: I

Minority Owned Business:
Woman Owned Business: P
015188200 Toner, 4000 Page-Vield, Slack

Add to Cart| (Compare | 24 s Faverites

These items are from favarite folder “Printer Supplies®.

Can't find what you are looking for? Create a non-cstalog item.

O @ ) &

You can add an individual favorite item to your shopping cart, or you can choose

multiple items from the open Favorites folder and add them all at once, as shown in Figure

111.
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When you open a Favorites folder, the selection field will lock, indicated by a small padlock
icon (Figure 112). If you want to look in a different Favorites folder, or change to another
search method, you must first click the padlock to unlock the field.

Figure 112: Locked Favorites Field

Favorites

Printer Supplies

Search limited to items in locked groups. Click to

| unlock.
Catalog ™

ORGANIZING FAVORITES

Select Organize Favorites from the Favorites Options menu to open the ORGANIZE
FAVORITES screen. From this screen, you can edit or delete existing Favorites folders,
and create new folders (Figure 113). An arrow next to a folder name ( P indicates that
the folder contains items. (Note that the Public Add and Public Delete functionality shown in
Figure 113 is not in use at this time.)

Figure 113: Organize Favorites Screen

Organize Favorites

Create, modify, or delete favorite folders., You can also delete items from favorite folders or move items among folders by dragging them owver.
You can make a folder public only if you have the permission to manage public favorites.

[ Name + Created By Public Public To Groups Public Add Public Delete
] 8 Fabric Modifiers Pond, Emily (no value)

= [ Minitower, P4 1.8GHz, with 17

[} Personnel Pond, Emily (no value)

| |20 Printer Supplies Pond, Emily (no wvalue)

[} [ 016187900 Toner, 5000 Page-Yield, Cyan

= [ 016188000 Toner, 4000 Page-Yield, Magenta

[} [ 016188100 Toner, 4000 Page-Yield, Yellow

@\t FDIdars] [Deletel | [New Fnlder)

Click the arrow to see the contents listed under that folder’'s name. You can select any
item to edit or delete it.

You can move items into or out of folders and from one folder to another; click to select
the item and hold the mouse button to “drag and drop” it to the new location. Figure 114
shows a folder that has been expanded to display its contents as well as an item in the

process of being moved.
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l%] NOTE: When a vendor discontinues an item and removes it from the catalog, the
item will also disappear from any favorites folders in which it had been saved.

Figure 114: Drag and Drop to Move Favorite Items

Organize Favorites

Done

Create, modify, or delete favorite folders, You can also delete items from favorite folders or move items amang folders by dragging them over. You can make a folder public anly if you have the permission to manage public faverites.

[) 016187900 Toner, S000 Page-Yield, Cyan
[ 016168000 Toner, 4000 Page-Yield, Magenta

O 016188100 Toner, 4000 Page-Yield, Yellow

O supplier X80X

=
=
=
o
/T~ ¥ B erinter Supplies
-
=
\r
=
L

Edit Folders. | (New Folder

Name 1 This ftem is being Created By Public  Public To Groups FublicAdd  Fublic Delete
» B Fabric Modifiers moved out of the Pond, Emily [nd (no value) [nd r
Printer Supplies folder
O Minitower, P4 1.8GHz, with 17
» B Personnel Pond, Emi I (no value)
Lrl' 016187900 Taner, S000 Page-Yield, Cyan Pond, Emily - o) - r
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10. APPROVING THE REQUISITION

Most requests require approvals. Approvals are automatically assigned based on:

e The user's profile.
e The business rules of the user's agency or organization.
e The dollar amount of the requisition.

Approvals are usually handled by a group of users who have been assigned an approval
role. Generally, any user who is a member of that group can approve a requisition, but
this is not always the case. Depending on your agency/entity, you might encounter
requisitions that must be approved by a specific individual. (NOTE: If the approval flow
displays an approval role name instead of an individual, clicking the role name will allow
you to view the names of the individuals assigned to that role.)

A final approval is also required when a supplier cannot receive orders electronically. In
that case, an approval is added at the end of the approval flow as a reminder to the
preparer that an order must be printed and faxed or mailed to the supplier.

Approvers are notified by email when a requisition is awaiting their approval (Figure 115).

Figure 115: Example of Notification Email

@ If there are problems with how this message is displayed, click here to view it in a web browser,

From: 5T3 Ariba <noreturn.emall @dgs. virginia.gov = Sent: Mon10/13/2014 12:58 PM
To: Pond, Emity
Co
Subject: ACTION REQUIRED: PR485735 - BEDR (Approval Request)
iz

PR488735 - BEI3 requires your approval because "Dollar 1 Approver must approve(60)"

To view this request in the eWA EMall on your computer, click here: | Open

To view this request on a mobile device, click here: Open

{c} Ariba Inc. 2008

ACCESSING APPROVALS

If you are a designated Approver, and you want to access the APPROVAL SUMMARY
screen for a particular requisition, click the Approve link next to that requisition in your
To Do list on the My Home tab or the My Approvals tab (Figure 116).

I:Qj IMPORTANT! Use the Approve link, not the Requisition ID, to access the APPROVAL
SUMMARY screen.
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If you use the Approve link, you will be able to see all of the accounting details for each
line item on the APPROVAL SUMMARY screen. If you access the transaction by clicking
the Requisition ID instead, you will have to drill down into each line item to see the
accounting details.

Figure 116: Approvals Accessed via My Home or My Approvals Tabs

Home | Help ™| Logout
eVA
My Home My Orders/My UPs My Approvals My Quick Quote Req's welcome Pond, Emily
Create Search Manage Recent Preferences
] P
Return to Portal L Configure Tabs () Refresh Content
i To Do [=]
D Date + From Status Title Required Action
» PR486340 7/2/2013 user2, mobile Submitted CSPL 5342 Test 2 il
B PR436133 5/14/2013 user, mobile Submitted PDF test eWA Mobile
i3 PR486072 5/6/2013 user, mebile Submitted Mobile 50 Items test 2 E
= PR486070 5/6/2013 user, mabile Submitted mobile 20 line items
i3 PRA86065 5/6/2013 user, mobile Submitted 30 line item mobile test
e PR485293 3/19/2013 userl, mobile Submitted Mo Notification Test
) PR485264 3/15/2013 user, mobile Submitted 5130 push Notification test-CJ
View List ... (45}

The APPROVAL SUMMARY screen (Figure 117) contains all of the information you need to
make an approval decision for that requisition, including a detailed list of the line items
ordered, the approval flow for the requisition, and any comments the preparer has
added.
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Figure 117: Approval Summary Screen

ump to Navigation Jump to Content

B Creste  Search Manage  Recent  Preferences Customizs

Home | Help ™ | Logout
Mave through Approvals by
Requisition Number

[ My Orders/My UPs My Approvals My Quick Quote Req's welcome admin, 2

Approval Summary - Government Center - Printer Maintenance Reguest  PR487780 v of 306 ¥
Approval
Review the request and then approve, deny, or edit it. To view request details, click the request Il Command Buttons requests, select a specific request from the pull-dewn list, or click an arrow to display
the previous or next request.
=

(Farove) (o) 0 @3

Q) Back

PR487780 - On Behalf Of : Pond, Emily Total : $10,420.00000 USD

Line Items (5) Hide Details  [111]
No. * Type Description Qty Unit Cost Center Price Amount

1 [E  oosro1238 Toner, 12000 Page-vield, 2/Pack, Black 15 =sach $263.00000 USD  $3,945.00000 USD
Supplier: XEROX 005R01298 Toner, 12000 Page-Yield, 2/Pack, Black

Location: DETROIT
UNSPSC Code: 43212105

Contract Mumber:
Bill To: Main Billing Address

Small Business:
Minority Owned Business:
Woman Owned Business:

Micro Business:
Reg. Type: Self-Registered

Accounting:

Cost Allocation: 100%

Fund: Oouwul
Organization: 000011
Account: 00012
Program: 00013
Activity: 000014

ff APPROVAL FLOW \

Legend: [1] Active Pending ‘

PR487780 % —“E admin, a Pond, Emily J—l_ Approved

[Add Appmver] [ Delete Approver]

\ /

N =

COMMENTS

Add Comment

ATTACHMENTS

Add Attachment

Request PR487780 ~ of 306 F

APPROVING REQUISITIONS (NEW AND CHANGED)

Before you approve a requisition, you will want to review it carefully. Small details can
become big problems when mistakes go unnoticed.

Although the APPROVAL SUMMARY screen displays most requisition details, it does not
show everything. If you want to review information that is not on the APPROVAL
SUMMARY screen (such as Shipping details), click the Requisition Number link that
appears above the first line item (Figure 118).
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Figure 118: Requisition Number Links to Summary Tab for Complete Details

Approval Summary - Govt Ctr - Printers and Supplies

Review the request and then approve, deny, or edit it. To view request details, click the request ID. To

€ Back

PR-'-I-SSﬁEQ - On Behalf Of : Pond, Hmil
o1 Migw details of this Requisition
i ()

No. t Type Description

Total : $5,600.03000 USD

1 Ink jet color printer

Table 15 provides a list of key details to review.

Table 15: Approval Review Guide

Detail to Review Impact on Approval

Account Codes Account Code fields might have been auto-populated with default values from the user’s
BSO profile.
¢ All requisitions should be evaluated to ensure they carry the correct Account codes.

Dollar value of e Evaluate the total dollar amount of the requisition.

requisition

Bill To & Ship To o Verify that the addresses are correct for each line item.

Comments Comments might provide specific details about what is being purchased and why.

o Verify the details and whether the comments will be included on the purchase order.

o If they are to be included on the purchase order, the Visible to Supplier checkbox must be
selected.

¢ Also review comments inserted by prior approvers.

Attachments Attachments also might provide specific details about what is being purchased and why.
o Verify the details and whether the attachment(s) will be included on the purchase
order.
o If they are to be included on the purchase order, the Visible to Supplier checkbox must be
selected.
Approval Flow o Verify the approval flow includes all required parties.

o Additional approvers may be added if necessary.

Shipping Details « Verify shipping details.

When you have completed your review, click Approve or Deny. The requisition will
disappear from your To Do list. The preparer will be able to see your approval on the
Approval Flow tab of the REQuIsITION DETAILS screen (Figure 119).
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Figure 119: Approval Flow Tab Tracks Requisition Approval Status

Summary Approval Flow Orders Receipts History

Legend: Approved m Active ‘

PR435369 ¥ Pond, Emily [ o'adminz, a [~ Approved

[Adl:l Apprcrver] [Delete Apprcwer]

EDITING A SUBMITTED REQUISITION
Users with Edit permission can edit a requisition and re-submit the revised version.

If you have this permission, you will see an Edit button next to the Approve and Deny
buttons. Users who do not have this role will not see the button.

Click Edit to open the requisition in edit mode in order to make changes to editable fields
such as Quantity or Billing Address. When you are finished, click Save to resubmit the
requisition.

Editing the requisition causes the approval flow to reset according to the new values on
the requisition. All required approvals will be re-applied unless the editing approver has
a special role that prevents this. In that event, the editing approver will be given the
opportunity to re-circulate the requisition to previous approvers.

DELEGATING APPROVAL AUTHORITY

If you are going to be unable to access eVA long enough to cause delays for potential

purchases (if, for example, you are going on vacation), you can temporarily delegate

your approval authority to another user for a specified period of time. You can revoke
the delegated authority at any time.

STEP 1: DELEGATE

To delegate approval authority, go to the My Home tab on the DASHBOARD and select
Delegate authority from the Preferences menu.

Figure 120: Opening the Delegate Authority Screen

eVA

Create Search Manage Recent

Return to Portal

Common Actions

My Crders/My UPs [My Quick Quote Reg's

My Home

Preferences

Delegate authority

Change your prome

Change default locale and currency

Change email notification preferences

Reset default fi
eset default preference Status

L] Create

e PR485369 4/8/2013 Pond, Emily Submitted

Requisition

o bile
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Insert the required information on the Delegate Authority screen (Figure 121). If the name
of the person to whom you want to delegate authority does not appear in the Delegatee:
drop-down list, select Search for more... .

Figure 121: Completing Delegation of Authority

Home | Melp * | Logout
UPSS0676: User Profile Changes for Pond, Emdy -
Deleqnte Authortty o) &3
1] Celogate
Celepatee : o
2] Approvel Now
Delegaton Stast Cate: =
3] Revew
=) Changes Celegation End Daze:  * o
Celepation Reason ’
Nerdearen [T Cortrue to notify me by emad of approval requests

MHome | Melp * | Logout

UP4B0676! User Profile Changes for Pond, Emily

Delegate Authority : esy) GD

(1) elegate

Delegatee
(2} Asproval flow
i Deleganon Stan Daze: * [fr
Review

3) .
=/ Changes Delegaton Engd Dete

=
Delegation Reason
2

Netification P Continue to notify me by emad of approval requests

=) G

Use the calendar icons to set the Delegation Start Date and the Delegation End Date. The
Delegation Start Date is the first date your delegate can act as your approver; the
Delegation End Date is the date your delegation of authority expires. The delegation
begins and ends at midnight on the specified dates, except when the delegation start
date is the current date. In that case, the delegation is effective immediately.

You can enter a Delegation Reason, but this is not required. If you want to continue to
receive approval notification emails while you are away, click the Notification checkbox;
you and your delegate will both receive the notifications. When you are finished, click
Next.

When you submit a Delegation of Approval, a User Profile (UP) document will appear in
the My Documents list on your eVA dashboard.
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STEP 2: APPROVAL FLOW

The default approval flow assigned to your user profile is displayed on this screen (Figure
122). Click Next when you are ready to proceed to the next step.

Figure 122: Approval Flow Screen

EvA
My Home My Orders/My UPs My Approvals My Quick Quote Reg's

Home | Help | Logout

nd, Emily

[ Create Search Manage Recent Preferences

UP480676: User Frofile Changes fer Pond, Emily

Delegate Authority ((nexcr])

Review the approvers assigned to review the request. Add and delete appt as 5 an your ps

Delegate

Approval Flaw

Review Legend: Pending
Changes
UP480676 & —‘ Smith, John H Paca, Alison '—F Approved

APPROVAL FLOW - USER PROFILE

Add Approver | | Delete Approver

@=a

STEP 3: REVIEW CHANGES

The REVIEW CHANGES screen provides an opportunity to take a second look before you
submit your changes (Figure 123).

Figure 123: Review Delegation of Authority Changes

Home | Help * | Logout

C_/ [P My Orders/My UPs My Approvals My Quick Quote Req's walcome Pand, Emily

B Create Search Manage Recent Preferences

UP480676: User Profile Changes for Pand, Emily

Delegate Authority (it ) ED

Review your request and then submit it for approval

(1] pelegate
Change From To

Approval Flow
Delegatee (no value) O'Admin2, a

Review Delegation Start Date Fri, 12 Apr, 2013

Changes "

Delegation End Date Men, 29 Apr, 2013
Delegation Reason ‘Vacation
Netification I”  Continue to notify me by email of approval requests ¥ Continue to notify me by email of approval requests

EGEE=)

When you are satisfied that your changes are correct, click Submit to activate your
delegation of authority.

“ACT AS USER” SCREEN

During the delegation period, your delegated approver will see the AcT As USER screen

(Figure 124) when accessing the eMall (Shop Now) link. This screen prompts the delegate
to select the User ID to implement for that session. The delegate must choose whether
to act under his own name for regular eMall functions, or to act as an approver on your
behalf (or on behalf of another delegator, if applicable).
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Figure 124: Act as User Screen Prompts ID Selection

eVA

Act as User

You have the permission to act as the users listed below. You can log in as yourself or as the other user.

Log in as:

« 0'Admin2, a - 1307 requests require action
# Pond, Emily - 39 requests require action

NMW)

When a user is acting under a delegation of authority, access to eMall functions is limited
(Figure 125).

Figure 125: Restricted Access Under Delegation of Authority

ump to Navigation Jump to Content

EVA

Search  Manage  Recent

Return to Portal

Common Actions

My Orders/My UP;

My Home Quick Quote Req's

Common Actions
restricted under
delegated User ID

7 cgs * 4Rfresh Content
Click (Stop) to
revertto your own ID

ls/ Manage D Date + From Status Title Required Action

Receive PR485436 4/9/2013 userl, mobile Submitted email test Approve

PR485379 4/3/2013 user1, mobile Submitted Mobile Test Approve

PR485365 3/268/2013 Pond, Emily Submitted Copy of Printer Supplies Reg Approve

Recently Viewed
PR485349 3/27/2013 user, mobile Submitted ACP Consulting Test Approve

N @ [ fE

PN N PRSI

A delegate can exit from the delegated User ID and resume using their own User ID
without logging off and then logging back on. Instead, the delegate can click the (Stop)
link in the upper right corner of the screen; eVA will restore full access under the
delegate’s personal User ID.

I% NOTE: When you are acting as an approver under another user’s ID, you will not
be able to create transactions under that User ID.

ACTIVE DELEGATION OF AUTHORITY

If you log on before your delegation of approval authority expires, you will be notified
via the ACTIVE DELEGATION OF AUTHORITY screen (Figure 126). You must choose whether
to Continue using the delegation of authority or to Stop using the delegation of authority
by clicking the appropriate link. Your choice is effective immediately.
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Figure 126: Reminder of an Active Delegation of Authority

eVA

Active Delegation of Authority

You have logged in while a delegation on your behalf is still in effect. You can continue or cancel the delegation.

Pond, Emily has delegated your authority to 0°Admin2, a, from 4/10/2013 12:00 AM to 4/11/2013 11:59 PM.

What would you like to do?

# Continue using the delegation of authority
# Stop using the delegation of authority
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11. WORKING WITH ORDERS

Orders are created from the requisition after the final approval. Each order is assigned a
number and a prefix. The prefix helps to identify the order type, as explained earlier.
To review that information, see Section 2, Orders.

FINDING AN ORDER

There are several reasons you might need to access a particular order. For example,
some orders cannot be delivered electronically to the supplier; these must be printed
and mailed. Or you might want to find a particular order to check for updates from the
supplier or to create a Change Order.

FIND AN ORDER FROM THE REQUISITION

If you want to
e Review the orders generated by a particular requisition,
e Print and fax an order, or

¢ Make changes to an order (some users have permission to change the order
directly),

the best strategy is to begin with the requisition. Find the requisition in the My Documents
list on the My Home tab of your dashboard and open it by clicking the requisition number
(ID) or Title (Figure 127).

Figure 127: Opening a Requisition to Access Associated Orders

:i My Documents

jin] Title Date + Status

UP480676 Pond, Emily 4/9/2013 Processed =

‘ PR485369 Govt Ctr - Printers and Supplies ) 3/28/2013 Ordered

PR485365 Copy of Printer Supplies Req 3/28/2013 Ordered

PR485268 Printer Maint - DHS 3/15/2013 Compaosing

AL

PR484548 Govt Ctr - Printers 2/7/2013 Compaosing

W' ooaaasen Warl- Statinn Hardurars - Rant | inarada ar1an1m Famnncina =
View List ... (8]

Select the Orders tab (Figure 128) in the open requisition to see a list of orders that have
been generated.
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Figure 128: Finding Orders for a Requisition

PR485369 - Govt Ctr - Printers and Supplies

These are the details of the request you selected. Depending on its status, you can edit, cha

/

e Y

[ &) Back /

Approval Flow Orders Receipts History
Title: Govt Ctr - Printers and Supplies
Entity Code: 015

Fiscal Year: 2008 '

In the example shown in Figure 129, the requisition created four separate orders. Click the
Order ID of the order you want to review to open the ORDER screen.

Figure 129: List Displayed on Orders Tab

Home | Help * | Legout

eVA

1=}

[T P My Orders/My UPs My Approvals My Quick Quote Reg's Welcome Pond, Emily.

Create  Search  Manage Preferences

PR485369 - Govt Ctr - Printers and Supplies

Recent

Status: Ordered

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request. Review your request and take the ... ¢

(@ssck )

Summary | Approval Flow @ Receipts | History
Orders_(4)

(Order 10 1 Version Date Created Status Title Supplier Name Total
EP481350 1 Wed, 10 Apr, 2013, 12:32 PM Ordered Govt Cir - Printers and Supplies APPLE $599.96000 USD
EP481351 1 Wed, 10 Apr, 2013, 12:32 FM Ordered Govt Cir - Printers and Supplies Acme Frinters $1,619.07000 USD
EP481352 1 Wed, 10 Apr, 2013, 12:32 PM Ordered Govt Ctr - Printers and Supplies. XEROX $1,781.00000 USD
EP481353 1 Wed, 10 Apr, 2013, 12:32 PM Ordered Govt Ctr - Printers and Supplies XEROX $1,600.00000 USD

FIND AN ORDER ON THE MY ORDERS/UPS TAB

If you know the order ID, you do not need to start with the requisition. Instead, you
can go to your DASHBOARD, select the My Orders/UPs tab, and look in the My Orders list
panes (Figure 130).

Figure 130: Access Orders Directly from the My Orders Tab

ump to Navigation
eVA

Create

Jump o Ogntent

Home | Help ™ | Logout

ty Home [T el A el My Approvals My Quick Quate Reg's Welcome O'Admin2,

Search Preferences

Manage

Return to Portal

i} My Orders - This Qtr [Calendar]

Recent

7 configure Tabs &) Refresh Content

Ariba Order ID

PCO480752

Date Created ¢

4/3/2013

Status

Ordered

Total

$2,652.00000 USD

ii My Orders - Last Qtr [Calendar]

Ariba Order 1D

Date Created ¢

Status Title Total
PC0480726-V2 3/4/2013 Ordered test PCard change order $10.00000 USD
EP481256-v2 2/28/2013 Ordered Script 2 - Catalog Hierarchy $1,164.66000 USD
EP481168 1/14/2013 Received regularQQ $45,00000 USD
EP481169 1/14/2013 Ordered regularQQ $30.00000 USD

:i My Orders - This Year [Calendar]

Ariba Order ID

PCO480752
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Date Created

4/3/2013

Status

Ordered

Total

$2,652.00000 USD
PO

A
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Find the order you need and access the ORDER screen by clicking the Ariba Order ID (Figure
131).

Figure 131: Order Accessed from Dashboard

Home | Help ™| Logout

eVA

Create Search Manage Recent Preferences

Return to Portal 7 Configure Tabs i Refresh Content

My Home My Orders/My UPs My Approvals My Quick Quote Req's Welceme admin, a

:i My Orders - Last Qtr [Calendar]

Ariba Order ID Date Created 4 Status Title Total
EP490131 2/28/2014 Ordered nigp code broken $0.00000 USD
EP490132 2/28/2014 Ordered nigp - jb1 $34.55000 USD
EP490133 2/28/2014 Ordered Copy of nigp - jb1 $0.00000 USD
{ EP481993 } 1/9/2014 Ordered 1l $10.00000 USD
EP431990-V2 1/9/2014 Ordered test $10.00000 USD
PCO480958 1/9/2014 Ordered Test $10.00000 USD
EP490000 1/9/2014 Ordered test $10.00000 USD
PCO480995 1/7/2014 Ordered Copy of Copy of Copy of Test Label $20.00000 USD

ORDER SCREEN

The ORDER screen displays the following four tabs:

e Summary: The Summary tab is the order-level counterpart of the Requisition
Summary. It shows a detailed summary of the order, including line items and
accounting information.

Figure 132: Order Screen Summary Tab

EP481993 - 1ll ( status: Ordered )

These are the details of the reguest you selected. Depending on its status, you can edit, change, copy, cancel, or submit the reguest for approval.

You may also print the details of the request. Review your request and take the desired action(s).

Qeack
Receipts History

Order ID: EP481993
Version: 1

Title: 1l

Supplier: IND-BAN
Contact: BANGALORE
Close Order: Qpen

Entity: (no value)
Fiscal Years: 2013
jasonfield: (no value)
PO Category: ROZ

Procurement Transaction Type: 40
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e Receipts: The Receipts tab will display receiving information when it becomes
available. For an in-depth look at the Receipts tab, see eMall User Guide
Volume 2, which focuses on the Receiving process.

Figure 133: Order Screen Receipts Tab
I

Home | Help " | Logout

eVA

My Home My Orders/My UPs My Approvals My Quick Quote Req's Welcome Pond, Emily

(1] Create Search Manage Recent Preferences

EP491293 - Cair Paravel Elementary Music Program - Upright Piano Status: Ordered

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the detsils of the request.
Rewview your request and take the desired action(s).

[ @5ack )
Summary History

Receipt ID 1 Title Order ID Order Title Date Status
RC486125 Receipt for EP491293 EP491293 Cair Paravel Elementary Music Program - Upright Piano Composing
EP481990-V2 - test Status: Ordered

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print

the details of the request. Review your request and take the desired action(s).

@5k )
Summary Approval Flow History

=

Receipt ID Title Order 1D Order Title Date Status

RC484155 Receipt for EP481990-V2 EP481590-V2 test Composing

e History: The History tab displays information at the order level much like that
provided at the requisition level on the requisition History tab. Successful
submission and processing, changes to line items, etcetera, are shown on the
order History tab (Figure 134Error! Reference source not found.).

Figure 134: Order with Tracked History

EP481990-V2 - test Status: Ordered

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request.

Review your request and take the desired action(s).

(@sace
Summary | Approval Flow | Receipts

Date User Real User Action Summary

Thu, 09 Jan, 2014, 11:40 AM aribasystem Ordered Order EP481990-V2 was successfully sent to ERP.

Thu, 09 Jan, 2014, 11:40 AM aribasystem Processed EP481990-WZ Order successfully processed by buysense Integrator.

Thu, 09 Jan, 2014, 11:39 AM aribasystem Changed ERP Order properties were changed. Line items were changed. Previous version: EP481990 .
Wed, 08 Jan, 2014, 2:35 PM aribasystem Ordered Order EP481990 was successfully sent to ERP.

Wed, 08 Jan, 2014, 2:35 PM aribasystem Processed EP481990 Order successfully processed by buysense Integrator.

All tabs of the ORDER screen show the status of the order in the upper right corner.
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ORDER STATUS

When orders are sent to suppliers electronically by the Ariba Network, their status is
updated on the requisition Orders tab and the My Orders/My UPs tab on the DASHBOARD, as
well as on the order itself. The status will be either Ordering or Ordered, depending on
where the order is in the process. Note that an order should remain in Ordering status
for only a short time. If Ordering status persists for longer than 30 minutes, contact
eVA Customer Care for help.

Orders that are generated to a print vendor must be printed and mailed (or faxed) after
the requisition moves to ordered status.

Most of the time, the order status will match the requisition status, but this is not always
the case, especially when there are multiple orders under one requisition.

PRINTING AN ORDER

In practice, you would always know which orders must be printed and mailed or faxed to
the supplier because the requester is the last person in the approval workflow, but if you
are not certain, click the Ordered link (in the Status column) for the order in question. If
you see a screen similar to the one shown in Figure 135, you must print your order and
mail or fax it to the supplier.

Figure 135: Not Ordered Through Ariba Network Message

eVA

B Create Search Manage Recent Preferences

My Home My Orders/My UPs My Approvals My Quick Quote Req's

Checking Fulfillment Status on Ariba Supplier Network

Thiz ERP Order was not ordered through the Ariba Supplier Networl; therefore, fulfillment status information is unavailable.

P Y VY S NIV N RV P NPV NP WPV RO

Return to the Order tab by clicking Back, then click the Order ID link of the order that you
want to print.

When the order you want to print opens, click Print and follow the instructions given for
printing a requisition.
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Figure 136: Printing an Order

Home | Help ™| Logout

@A

My Home My Orders/My UPs My Approvals My Quick Quote Req's welcome Pond, Emil

[ Create Search Manage Recent Preferences
EP481351 - Govt Ctr - Printers and Supplies Status: Ordered
These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request. Review your request and take the
Pa—
= ( ) )
SN——
Approval Flow — Receipts | History
Order ID: EP481351
Wersion 1
Title: Govt Ctr - Printers and Supplies
Supplier: Acme Printers
Contact: Acme Printers - Fairfax
Close Order Open
Entity Code: 015
Fiscal Year: 2008
PO Category: RO1
ent Transagtion Ty; 25

CANCELING ORDERS

You can cancel a requisition that has been fully approved (Ordered status) and for which
all associated orders have been sent to suppliers (Figure 137). The Cancel function can
notify the supplier of the change if that supplier has agreed to receive order
cancellations through the Ariba Network. If the supplier cannot accept electronically

transmitted orders or cancelations, you must the print the canceled order and mail or
fax it to the supplier

Figure 137: Canceling a Requisition in Ordered Status

Home | Help " | Logout
@A
[P My Orders/My UPs My Approvals ,

My Quick Quote Req's

W
(=] Create Search Manage Recent Preferences
PR485365-V2 - Copy of Printer Supplies Req Status: Ordered
These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request. Review your request and take the v

(05 [Crarce (Coreel [ recove P )
Approval Flow  Orders  Receipts  History

Title: Copy of Printer Supplies Req

Entity Code: 01s

Fiscal Year: 2006

PO Category: ROL

Procugement t Transaction T

25

When a requisition has entered Receiving or Received status, it cannot be canceled.

(However, you can effect the same result by processing a return. For more information,
see eMall User Guide Volume 2, Returning Items.)

Be aware that when you cancel a requisition, all of the orders generated by that
requisition are also canceled.

I:Jj WARNING! Be careful not to cancel an entire requisition if at least one of the

orders on the requisition should not be cancelled. Instead, do a change to the
requisition to remove the necessary line(s).
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When you click Cancel, the system will:

e Display a CANCEL ORDER — COMMENTS screen, where you can enter a comment
explaining why you are choosing to cancel this order.

¢ Remove all the approvals.

e Send a notification message to the buyer (when different from the preparer)
stating that the request is canceled.

e Send a cancellation order to the appropriate supplier for each canceled order.

e Change the requisition status to Canceled.

Figure 138: Cancel Order - Comments Screen

Cancel Order - Comments

Enter comments before you cancel the request.

tYnu chose to cancel PR485365-V2. )

Requisition and associated orders cancelled. ;'

Comments:

E
¥ visible to Supplier

T Mark as Proprietary and Confidential (This checkbox does not apply to approvers)
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12. MODIFYING REQUISITIONS

Requisitions can be changed in a number of different ways depending on the status of
the requisition and what you are trying to accomplish. eVA tracks these changes and
displays the information on the requisition’s History tab. See the Requisition History Tab
section of this guide for details.

Table 16 summarizes the options available under each requisition status.

Table 16: Change Actions by Status

Requisition Status | Available Actions

Composing Submit / Copy / Delete
Submitted Withdraw / Copy

Denied Withdraw / Copy

Ordered Cancel / Copy / Change
Receiving Close Order / Copy / Change
Received Copy

NOTE: If a change is needed to a
requisition in this status, it may be
necessary to back out prior
receiving. Refer to the eMall Guide,
Vol 2.

Cancelled None

Changes you can make to requisitions include:
e Creating a Change Order for a requisition in Ordered or Receiving status.
e Deleting a requisition you no longer need (Composing status only).
e Editing a requisition to insert additional lines and modify existing lines.
e Withdrawing a requisition that is in Submitted or Denied status.
e Canceling a requisition that is in Ordered* status.
e Copying a requisition to use as a template.

*NOTE: A requisition in Receiving or Received status can be canceled only after all prior
receiving is backed out. Refer to eMall Guide, Volume 2.

CHANGES THAT CAN BE MADE

Nearly everything on a requisition can be changed. See the tables below for restrictions
and special situations.

26-0010 Version 5 Page 123



eMALL VOLUME 1 eVA

MODIFYING REQUISITIONS

HEADER CHANGES

The requisition header is composed of the data you fill in on the TITLE screen when you
create the new requisition. As shown in Table 17, there are very few restrictions on
changes to the header fields.

Table 17: Changing Header Fields

Header Field | Action | Comment
Use PCard Change e Results in a new DO or EP order, or a new PCO, depending on whether or
not the box is checked.

e The original order number is not versioned; it is canceled.

e Be sure to enter a requisition comment warning the supplier NOT to
duplicate the order, if applicable. (Note that the supplier does not see
header information on their order.)

Other header [Change e No restrictions.

field

LINE ITEM CHANGES

Most restrictions on Line Item changes concern items that have been completely or
partially received, or items added from PunchOut catalogs. Refer to Table 18 for details.

Table 18: Changing Line Item Fields

Commodity

. Action | Comment
Lines
New Line Add * No restrictions.
Items
Existing Line |Delete e Cannot delete a line that has already been received.
Items e Cannot make the total order amount or quantity below zero.
e Changes to this field for items ordered from a PunchOut catalog must be made at
the supplier’'s website, as directed by the system.
Quantity Change | e Cannot decrease quantity below zero.
e Cannot decrease below quantity already received without first backing out prior
receiving.
e Cannot make total order amount or quantity below zero.
e For items selected from a PunchOut catalog, click on the underlined description to
return to the PunchOut site to make the change..
Price Change | e Non-catalog items only.
Unit of Change | o Non-catalog items only.
Measure
Description Change | ¢ Non-catalog items only.
Commodity Change | o Non-catalog items only.
Code
Other line Change | e Some PunchOut item fields might not be eligible for mass editing. No other
item fields restrictions.
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MODIFYING REQUISITIONS

Table 19 describes the actions you can take to modify a requisition, depending on its

status.

Table 19: Modifying eMall Requisitions

Requisition CLETE
q Button Action to Modify Requisition
Status .
Available?

Composing No A requisition in Composing status has not been approved or sent to
any suppliers. It can be modified using the Edit function without the
need to generate a change order.

Submitted No A requisition in Submitted status must be withdrawn to return it to
Composing status; then you can edit it.

Denied No A requisition in Denied status can be opened , edited, and
resubmitted.

Ordered Yes A requisition in Ordered status can be modified by clicking the
Change button after clicking the PR ID number.

Receiving Yes A requisition in Receiving status can be modified by clicking the
Change button after clicking the PR ID number. To change a
quantity below what has already been received, prior receiving must
be backed out.

Received No A requisition in Received status is closed. The order(s) must be
reopened to return the requisition to Receiving status before a
Change Order can be generated. Depending on the type of change
required, you might need to back out prior receiving.

MODIFYING IMPORTED REQUISITIONS

Some kinds of imported requisitions can be modified in the eMall, while others must be
changed in their original environment and then re-imported. Table 20 shows the various
kinds of imported requisitions and the steps to be taken to change kind.

Table 20: How to Modify Imported Requisitions

Change
Imported From Special Condition Button Comment
Available?
Approved in eMall Yes C}:eate a F:hange Order,_ or make
Interface (IRQ:) changes in ERP and re-import.
Approvals bypassed No Make changes in ERP and re-import.
Quick Quote (QQ:) N/A Yes Make changes in the eMall.
eProcurement N/A No Lines cannot be edited.
(E2E)
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EDITING A REQUISITION

Unless you are the approver, a requisition must be in Composing status in order to be
edited. When editing a requisition, you can access all of the same functionality that is
available on a new requisition.

Open the requisition and click Edit to:
e Add line items.

¢ Modify line items: If the item was selected from a PunchOut catalog, you must
return to that supplier’s catalog to edit the item.

e Perform Mass Edits: Edit the same information for multiple items at one time.

Figure 139: Editing Requisition in Composing Status

PR484948 - Govt Ctr - Printers (Graws: Composing)
These are the details of the request you selected. Depending en its status, you can edit, change, copy, cancel, or submit the request for approval. You may alse print the details of the request. Review your request and take the ¥
@ack (ostete | oy | || e L v

m Approval Flow 4 pt Hist

Title: Govt Ctr - Printers

Entity Code: 015

After you make changes, review the requisition and click Submit to begin the approval
process.

I:Jj IMPORTANT! Only changes that impact the vendor, such as added line items or
price changes, will generate a versioned order. If changes are made that do not
impact the vendor, such as accounting code changes, the requisition will be
versioned, but no new order will be generated to the supplier.

COPYING A REQUISITION

You can create a copy of an existing requisition to use as a template, regardless of the
requisition status. It is recommended, however, that you do not copy a canceled
requisition because cancelled line items cannot be copied. Items originally ordered from
a PunchOut catalog also cannot be copied.

To copy a purchase requisition, find the requisition you want to copy on the STATUS
screen. Select the checkbox next to that requisition and click Copy. You can also copy a
requisition by opening an existing requisition and clicking the Copy button, as shown in
Figure 140.
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Figure 140: Copying Requisition to Use as Template

Home | Help 7 | Logout

VA
My Home My Orders/My UPs My Approvals My Quick Quote Reg's wWelcome Pand, Emily

[B Create  Search Manage  Recent Preferences

PRA485268 - Printer Maint - DHS

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request. Review your request and take the

—
(0o (e comy [ £
Approval Flow | Orders | Receipts | History

Title Printer Maint - DHS

eVA will create a duplicate requisition, assign a new Requisition Number to it, and
present the duplicate in Edit mode (Figure 141).

Figure 141: Duplicate Requisition in Edit Mode
eVA

Home | Help ™| Logout

[T My Orders/My UPs My Approvals My Quick Quote Reg's welcome Pond, Emily

[ Creste  Search Manage  Recent  Preferences

(Pragsa71: Copy of Printer Maint - DHS ,

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

Title: " |Copy of Printer Maint - DHS

Make the desired changes and click Submit to begin the approval process.

DELETING A REQUISITION

Only requisitions in Composing status may be deleted. Requisitions that have moved
beyond Composing status must either be returned to Composing status to be deleted
(provided they have not moved to Ordered status), or they must be canceled.

Click View List ... on your My Documents list and select Requisitions to open the list in
Search/Edit mode (Figure 142).

Figure 142: Accessing Editable List

;i My Documents =
i Title Date + Status

PR454945-V2 Govt Ctr - Printers 6/12/2014 Receiving Il

e PR487382 4/15/2014 Composing \i

© PR487730 Copier Maintenance 3/19/2014 Composing

' PR487779 3/19/2014 Composing

t3 PR487772 Office Equipment, Maple Ave. 3/17/2014 Compaosing

b" DDARCATA aru AfF Drintar Maint - DHS AM12n12 Nrdarad S
( ViewList.. (11])

L

Requisition (10}
User Profile (L)Q ;
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Select requisitions to delete by clicking their checkboxes. Make sure they are all in
Composing status, and then click Delete (Figure 143).

Figure 143: Deleting Requisition in Composing Status

Home | Help * | Logout
EVvA
OIS My Orders/My UPs My Approvals My Quick Quate Req's velcome Pand, Emily
R Creste  Search  Manage  Recent  Preferences
% 5€2 Clickicon to retum to the quisition nd
Dashboard
Requisitio & search criteria or name, and then Search.
Al
iz 21 Search Filters Search Ogtions
= My Labels
Archive Items (2 Title: Requester: (select a value) [ select ]
¥ My Saved Searches 1D: Status: No Chaice ]
Mo Items Date Created: No Choice ] Supplier (any line item): (select a value) [ select ]
- Py
ublic Saved Searches Preparer: Pond, Emily [ select ] Total Cost: [ Te usp
comm
My Quick Quote:
Compaosing p—
Search Results Found 5 items 11n1}
My Quick Quotes -
Ordered - This Year It Type IO Title Status Date Created Total
IC..
r ¥| PR485268 Printer Maint - DHS Composing Fri, 15 Mar, 2013 $5,281.55000 USD
My Quick Quotes -
Received - This Year [... C Ja:2 Rt Chr Printers and Supplics Qudered  Thu, 28 Mar, 2013 $5,600.03000 USD
; ~ I ¥| PR484880 Work Station Hardware - Dept. Upgrade Composing Jri, 1 Feb, 2013 $224.75000 USD
Receiving - This Year .., e
r Y| EBESS39%: o0 of printer Supplies Req Ordered  Fri, 12 Apr, 2013, $:14 AM $640,00000 USD
My Quick Quote =
Submitted r ¥| PR4B4S4S Govt Cir - Printers Compasing Thu, 7 Feb, 2013 $6,664.63000 USD
—,
Qrder Last week [ Celete) |
—"
Requisitions (not in
Submitted Status) L...

When you click Delete, the requisition will disappear from the document list and will be
deleted from eVA. Composing requisitions that have been denied by an ERP during the
integration process might not delete.

I:l]_j IMPORTANT! Be cautious when using Delete — a Delete action is permanent and
cannot be reversed.

WITHDRAWING A REQUISITION

You can withdraw any requisition that is in Submitted or Denied status, as these
requisitions have not been fully approved.

Open the requisition and click Withdraw (Figure 144).

Figure 144: Withdrawing a Requisition in Submitted Status

Home | Help * | Logout

VA
[T My Orders/My UPs My Approvals My Quick Quote Reg's welesme Pand, Emily

[ Create Search Manage Recent  Preferences

PRA484948 - GOVt Ctr - Printers

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request. Review your request and take the

(e [Cony | ieres T ] o] )
Approval Flow | Orders | Receipts | History

Title: Govt Ctr - Printers

Use PCard: r

PCard number:

W“WWMW
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The REQUEST WITHDRAWN screen confirms your action and provides links to continue
with your work (Figure 145).

Figure 145: Confirmation of Withdrawn Request

EeVA

(I Create Search Manage Recent Preferences

My Orders/My UPs

My Home My Approvals My Quick Quote Req's

Request Withdrawn

Your request has been withdrawn. Select an action to take with this request.

PR485268 - Printer Maint - DHS has been withdrawn

Edit the withdrawn request now
* V\iew the details of the withdrawn request
+ Return to the Ariba Buyer Home Page

When you withdraw a requisition, its status reverts to Composing. In Composing status,
the requisition is treated like a new request; you can copy it, make changes and re-
submit it, or delete it.

I:K]_j NOTE: When a requisition has entered Ordered status, it cannot be withdrawn
because the order is in the hands of the supplier, but you can cancel a requisition
in Ordered status.

REQUISITION HISTORY TAB

eVA tracks each requisition from submission through approval, ordering, and receiving,
and displays a log-style summary of that information on the History tab (Figure 146Error!
Reference source not found.). You will see a list of approvals, orders created, any new versions
created through change orders, etcetera. If the requisition was copied or imported, it
will be listed here, as will Receiving information.

The History tab contains only basic information, but details are easily accessed using the
various links that are provided.

e Requisition numbers in the Summary column link to the requisitions’ Summary tabs,
where you can review line items and other details.

e Comments added by the preparer or by approvers are always linked.

¢ Warnings and error messages generated while the requisition was being prepared
are also accessible using links from the History tab.
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Figure 146: Example of Requisition History Tab

Summary | Approval Flow | Orders = Receipts

Date 4 User Real User Action Summary

Thu, 12 Jun, 2014, 2:30 PM aribssystem Processed PR4849458-V2 Order successfully processed by buysense Integrator. -

Thu, 12 Jun, 2014, 2:30 PM aribasyst Ordered Order EP481360-V2 was successfully sent to ERP. B

Thu, 12 Jun, 2014, 2:30 PM ariba C“Ck fo sse |\ﬂk.Ed rdered Order EP481352-V2 was successfully sent to ERP.

! ! ! warning information

Thu, 12 Jun, 2014, 2:30 PM aribasyst Processed PR484948-V2 Order successfully processed by buysense Integrator.

Thu, 12 Jun, 2014, 2:25 PM aribasystem Warning Wrong or missing supplier information. Click t g

Thu, 12 Jun, 2014, 2:25 PM Fond, Emily Pond, Emily Approved PR484548-V2 approved. \,ergmﬁﬂ:;m

Thu, 12 Jun, 2014, 2:24 PM aribasystem Pond, Emily Warning Wrong or missing supplier information.

Thu, 12 Jun, 2014, 2:24 PM Pond, Emily Pond, Emily Changed Requisition properties were changed. Line items were changed. Comments . Previous version: PR484948 | L
Pond, Emily Received Items accepted: 3. Amount accepted: $1,519.07000 USD.
Pond, Emily Received Items accepted: 2. Amount accepted: $149.98000 USD.

Fri, 12 Apr, 2013, 2:15 PM aribssystem Ordered Order EP481362 was successfully sent via Ariba Supplier Network to DELL : DELL.

Fri, 12 Apr, 2013, 2:15 PM aribasystem Ordered Order EP481361 was successfully sent to ERP.

Fri, 12 Apr, 2013, 2:15 PM aribasystem Ordered Order EP481352 was successfully carbon copied to the ERP system.

Fri, 12 Apr, 2013, 2:15 PM aribasystemn Ordered Order EP481359 was successfully sent to ERP.

Fri, 12 Apr, 2013, 2:15 PM aribasystem Ordered Order EP481360 was successfully sent to ERP. -

Note that timestamps do not appear for receiving on the History tab; however, you can

see receiving dates on the Receipts tab.
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13. CHANGE ORDERS

You might find that you have to change an order after it has been delivered to a
supplier, while it is in Ordered or Receiving status. In these cases, you must create a
Change Order.

To create a change order in eVA, open the current version of the requisition that
generated the order you want to alter and click the Change button (Figure 147).

Figure 147: Creating a Change Order

eVA

[ Create Search Manage Recent Preferences

PR485471 - Copy of Printer Maint - DHS

My Home My Orders/My UPs My Approvals My Quick Quote Reqg's

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the reque

Q) Back Change f
Approval Flow Orders Receipts History
N -
Title: Copy of Printer Maint - DHS
Entity Code: 015
Fiscal Year: 2008
PO Category: RO1

Procurement Transaction Type: 25
Header Cross Reference:

Note that only requisitions that are in Ordered or Receiving status will display the Change
button. If the requisition is not in Ordered or Receiving status, you must take steps to
move it into an appropriate status before you can create a Change Order.

For example, an order in Received status is closed; you cannot alter a closed order. To
make changes, you must reopen the order so that it will revert to Receiving status; then
you can access the Change button on the requisition to create a Change Order. Refer to
the eMall_User Guide, Volume 2 for instructions.

I:Jj NOTE: Only the preparer of the initial requisition can create the change order
unless an individual has been granted special permission.

COMPLETING A CHANGE ORDER

Follow these steps to complete and submit a Change Order.

1. As noted above, begin by opening the requisition for which you are creating the
change order, and then clicking the Change button, as shown in Figure 147Error!
Reference source not found.. (If the Change button is not visible, confirm that the
requisition is in Ordered or Receiving status.)
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2. The CoNFIRM EDIT screen opens (Figure 148). This screen will be presented each
time you choose to change or edit a requisition. If you prefer to not see the

confirmation screen, click the check box next to Don’t show this page again before you
click OK to proceed.

Figure 148: Click the Checkbox to Disable the Confirm Edit Screen

eVA
My Home My Orders/My UPs

[ Create Search

My Approvals My Quick Quote Req's

Preferences

Manage Recent

Confirm Edit

¥ou will be editing your Requisition. You may edit any part of the Requisition by going to the appropriate step in the Navigation Panel.

‘ Don't show this page again (to reset, click Preferences). l

As noted on the CONFIRM EDIT screen, if you change your mind and want to re-

enable the reminder, go to the Preferences menu and select Reset default preference
(Figure 149).

Figure 149: Re-enabling the Edit Confirmation Prompt

My UPs My Approvals

My Quick Quote Req's

Delegate authaority
Change your profile
Change default locale and currency

Change email notification preferences

(Re=st default preferencs p)

3. The Requisition Summary tab will open in Edit mode. Notice the differences between
the Change Order Summary tab and the regular Requisition Summary tab (Figure 150). The
Requisition Number will be the same, but will have a version number appended to it;

also, there will be only two tabs, Summary and Approval Flow, instead of the four tabs
you would normally see.
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Figure 150: Change Order Summary Tab
PRA84945-V2: Govt Ctr - Printers

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

@ spprovel H)

Title: " Gowt Ctr - Printers
On Behalf Of: Pond, Emily
Fiscal Year: 2008
Procurement Transaction Type:
Header Cross Reference:
Send All items to eProcurement:
Confirming COrder; Do Not Duplicate: ]
Bypass ERP Integration:
ERFP Requisition Number:
Accounting Summary: View Accounting Information
My Labels: Apply Label...
Change Initiated By: Pond, Emily
For Change Order: Yes

Hide Details :I ¥

Line Items (8)

Make your changes on the new version of the requisition.

4. When you have finished making changes, add a comment that clearly identifies
the changes to the order and check Visible to Supplier (Figure 151).

Figure 151: Adding an Explanation for the Supplier

COMMENTS - ENTIRE REQUISITION

Please note that the quantity for line 1 has been increased and the quantity for line ;I
3 has been reduced to zero.

Comments:
E

¥ isible to Supplier

C Mark as Proprietary and Confidential (This checkbox does not apply to approvers)

When you know that the requisition will be divided into multiple orders, it may be
more appropriate to use Line Item comments. Follow the procedure outlined under

Comments - by Line Item in this manual.

5. Before submitting the Change Order, confirm that all attachments and comments
from the original order still apply. New comments and attachments are listed
before earlier ones. Prior comments and attachments can be deleted or modified
by clicking Edit or Delete (Figure 152).
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eVA

Figure 152: Review Prior Comments and Attachments

(Coovens connen)

Comments

Q'Admin2, a

Pond, Emily

Reviewed and approved - 4/9/13
[Wednesday, April 10, 2013 at 12:31 PM]
PCard order. See attachment

Monday, April 8, 2013 at 1:53 PM]

m

Visible te Supplier Mark as Proprietary and Confidential (This checkbox does not apply to approvers)

No

6. Click Submit to send the new version of the requisition through the Approval Flow.
The confirmation message is the same as for a new requisition (Figure 153).

Figure 153: Confirmation of Submission

My Quick Quote Reg's

Home | Help ~ | Logout

New Requisition - Submitted

Your request has been submitted for approval. Use the Status secti

PR485365-V2 - Copy of Printer Supplies Req has been submitted.

ion of the Navigation Panel to monitor the request's progress through the approval process.

rint 5 copy of this request

the status of this request

® Add labels to tag this document
 Create the same type of request
 Return to the Ariba Buyer Home Fage

After a Change Order passes through the Approval Flow and the requisition moves to
Ordered status, new versions of the relevant orders are created and sent to the
suppliers, following the same rules and procedures as the original orders. The
previous version of the request will no longer be visible on your active documents
lists such as My Documents. It will be replaced by the newer version of the requisition.

SEQUENTIAL CHANGE ORDERS

You can make repeated changes to orders. Each new requisition and order will receive

the next version number in sequence.

Table 21 below illustrates how sequential changes in requisition PR123 create new order

version numbers.

Table 21: Versioning a Requisition and Associated Orders

Requisition Change Original PR Original Orders Resulting PR Resulting Orders

Any Header Field (except PR123 D0456 PR123-V2 No new versioned

PCard) D457 order

Use PCard PR123 D0O456 PR123-V2 D0O456 canceled
PCO788 created

D0457 D0457 canceled

PCO789 created

Any Line Field that Impacts PR123 D0O456 PR123-V2 D0O456-V2

Vendor
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IMPORTANT NOTES REGARDING CHANGE ORDER
PROCESSING

Some of the information in this section has been mentioned briefly in the preceding
discussion of Change Orders, but it bears further discussion; communicating clearly with
suppliers is critical.

DISAPPEARING CHANGE BUTTON

There are two scenarios in which the Change button becomes unavailable. The first is the
most common and is easily remedied. The second scenario is very specific and much
less common, but can also be remedied.

Scenario 1:

The most likely beginning of this scenario occurs when you are reviewing an order and
determine that you need to make some changes. You open the requisition, only to find
that the action buttons are missing.

In this case, think about the path you followed to reach the requisition. If you accessed
the requisition through a line item on an order, the action buttons will not be available.
To see the action buttons on the requisition, back out of the screen; conduct a search
for the PR number, and then open it.

Scenario 2:

Suppose you want to create a Change Order for a requisition that is in Receiving status.
You open the requisition and click the Change button as described in this manual, but
before you can make any changes, your manager asks to speak with you for a few
minutes. One thing leads to another, and by the time you return to your Change Order,
you find that your session timed out and you have been logged off of the eMall.

When you log in again, you find the requisition still in Receiving status and reopen it,
only to find that the Change button is no longer available. Not only the Change button—al/
of the action buttons are gone and all you see is a Back arrow at the far left of the page
(Figure 154). What happened?

Figure 154: Missing Action Buttons
EeVA.
My Home My Orders/My UPs My Approvals My Quick Quote Req's

I=] Create Search Manage Recent Preferences

PR485369 - Govt Ctr - Printers and Supplies

These are the details of the request you selected. Depending on its status, you can e he request for approval. You may also print theg

&) Back

m Approval Flow Orders Receipts History

Title: Govt Ctr - Printers and Supplies
Entity Code: 015

Fiscal Year: 2008

PO Category: RO1

Procurement Transaction Type: 25

der Cro
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The most likely cause in this scenario is that the requisition moved into a temporary
Composing status to enable you to make changes when you created the Change Order.
When your work session times out due to lack of activity, the Composing status can
sometimes persist behind the scenes, while a different status is indicated on your
DASHBOARD.

To remedy this situation, click the Back arrow or the Dashboard icon (under the eVA logo)
to return to the My HOME screen. Then click the Refresh Content icon to update the
information displayed on the DASHBOARD (Figure 155).

Figure 155: Manually Refreshing the Home screen

Home | Help | Logout

Welcome Pond, Emily

P | |
L[ Configure Tabs @7 Refresh CDI‘ItEI‘ID
Force an immediate refresh of all portlets on your
dashboard to bring their contents up to date
TOCTFTT

(s =aE e s

&

[ =]

Approve

Most often, the refresh action will move the requisition fully into Composing status.
When you reopen it, you should find a full complement of buttons appropriate to a
Composing requisition, plus an Undo Change button (Figure 156).

Figure 156: Undo Change Button Appears with Standard Action Buttons

eVA .
My Home My Orders/My UPs My Approvals My Quick Quote Req's
H Create Search Manage Recent Preferences
PR485369-V2 - Govt Ctr - Printers and Supplies
These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the det
[ @80k | D Ch b D G | Z
Approval Flow Orders Receipts History 3
Title: Govt Ctr - Printers and Supplies
Use PCard:
PCard number:
Entity Code: 015
Fiscal Year: 2008
PO Category: RO1
Procurement Transaction Type: 25
.
A i St P e PN P,

To ensure that the Change Order is processed correctly and the supplier is properly
notified, it is advisable to start over. Click the Undo Change button; the requisition will
revert to its previous status (Ordered or Receiving), and the Change button will be
activated.
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If the refresh action does not succeed in moving the requisition to Composing status,
contact eVA Customer Care at 1-866-289-7367 for help.

A CHANGE ORDER REPLACES THE ORIGINAL ORDER

When you process a change to your requisition, a new version of the order is sent to the
supplier that contains all of the information necessary to act as a replacement for the
previous version. If there is no change that impacts the supplier, no new order is
created; however, the change will be noted on the PR History tab as Action: Internal
Change Order.. Suppose, for example, that Lines 1, 2, and 5 have been changed on a
six-line order. The Change Order that is sent to the supplier will show all six lines.

Lines 1, 2, and 5 will reflect the new values, while lines 3, 4, and 6 will retain their
original values.

Busy suppliers might not realize anything has changed, even though the new order is
marked CHANGE ORDER at the top. Help the suppliers (and yourself) by including a
comment that contains a brief run-down of the changes.

FoLLOw UP WITH THE SUPPLIER

Even though the Change Order is clearly marked, and you have added comments to
point out the changes at the requisition level and at the line item level, it is always wise
to follow up with the supplier directly to ensure the Change Order is understood. This is
especially true if you believe that the supplier might not be familiar with eVA Change
Orders.

CHANGES MADE WHEN OTHER ACTION IS TAKEN

If a user begins receiving an order from a changed requisition that is in the process of
being composed or approved, eVA will invalidate the changed requisition. This invalid
requisition will not be permitted to complete required approvals and generate a change
order. When this happens, the user must use the Undo Change button (Figure 156) to reverse
the changes.

TRACKING CHANGE VERSIONS THROUGH ORDER
HISTORY

A new version of a requisition is created when a preparer clicks Change on an existing

requisition. As long as the change impacts the supplier, a new version of a purchase

order is created when the submitted requisition is fully approved.. All change events
are tracked on the Order History tab.
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Figure 157: Change Order Tracked on the Requisition History Tab

PR485365-V2 - Copy of Printer Supplies Req

Status: Ordering

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request. Review your request and take the ...

[@eack )
Summary | Approval Flow | Orders = Receipts

Fri, 12 Apr, 2013, 10:43 AM Ppond, Emily Pond, Emily Approved PR485365-V2 approved. Comments .

Fri, 12 Apr, 2013, 10:19 AM Pond, Emily Pend, Emily Changed Requisition properties were changed. Line items were changed. Comments . Previous version: PR485365 .

Wed, 10 Apr, 2013 aribasystem Ordered Order EP481354 was successfully sent to ERP.

Wed, 10 Apr, 2013 aribasystem Processed PR485365 Order successfully processed by buysense Integrator.

Wed, 10 Apr, 2013 Pond, Emily Pond, Emily. Approved PR485365 approved.

Thu, 28 Mar, 2013 Pond, Emily Pond, Emily Submitted PRA485365 submitted for approval.

As new versions of requisitions and orders are created, older versions become obsolete.
In eVA, these older versions are considered Inactive. Inactive orders will not appear on
operational reports or status lists, but you can still view the original order information on
the Requisition History tab (Figure 157).
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14. UNDERSTANDING INTEGRATION

Integration is optional functionality that allows the eMall to communicate requisition and
order data to an external system, such as an ERP or financial system, in real time. By
providing this data to the external system, an organization can choose to automate internal
processes such as pre-encumbrances, budget checks, inventory checks, or encumbrances.

Integration is turned on at the Agency level, and then set up at the BSO level within the
organization. It uses dollar thresholds established for each BSO to determine whether a
requisition or purchase order will be sent to the external system. If the requisition or
purchase order dollar amount is below the established dollar threshold, integration will not
occur.

Within the eMall, the requisition approval flow functionality is used to accomplish the
integration with an external system.

AVAILABLE INTEGRATION POINTS

There are two possible integration points.

e Requisition: The requisition is used as the integration point for such things as pre-
encumbrances and budget checks.

e Purchase Order: The purchase order is the integration point of choice for
encumbrances and budget checks, for example.

I:gj NOTE: Attachments, whether for the entire requisition or for an individual line item,
will not be sent to external systems.

HOW INTEGRATION USES THE APPROVAL FLOW

Integration uses the approval flow to pause the requisition ordering process until
information is sent to an external system and a response is received.

REQUISITION INTEGRATION

Example: An agency wants to perform a budget check for all requisitions.
Requisition Integration adds an approval step to the eMall workflow that
causes the eMall to pass all of the requisition data to the external Finance
system. The Finance system verifies the requisition data against the existing
budget, returns an approval or a denial to eVA, and the eMall proceeds
accordingly.

If your organization is set up for Requisition integration, the eMall will automatically add a
Custom Approver to the workflow at the appropriate point to communicate with the
external system. The Custom Approver step sends all of the requisition and vendor data to
the external system.
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The external system will respond with a simple approve or deny transaction; it can include
a comment and an error message (for deny transaction) for the requisition. The comment
and error message can be used to provide instructions to the eVA user on any other actions
they should take, such as changing an accounting code value.

Note: If your agency is set up for only Purchase Order integration (not Requisition
integration), the Custom Approver is not added to the approval workflow. See the
Purchase Order Integration section in this guide for further information.

Figure 158: Approval Flow with Custom Approver

PR487172 - Printer Supplies

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also

print the details of the request. Review your request and take the desired action(s).

0 8ack D ED
surmmary Approval Flow Orders Receipts History

Legend: Approved II‘ Active IE‘ Watcher Pending |
o — %
PR48717Z2 & aribasystem (Reguisition Custom Approver) ) |II| A136-Expenditure Limit Approver | ||£| Fond, Emily I [~ Approved
~ ——
[l | []

Add Approver

After the Custom Approver has been approved by the external system, the eMall will move
to the next approver in the approval flow.

Withdrawing or Canceling the Requisition

You will not be able to withdraw or cancel a requisition while waiting for a response from
the Custom Approver.

Stalled Requisition

If the requisition has been waiting for a response to the Custom Approver for more than a
day, it is considered to have stalled. Contact eVA Customer Care for help in resolving the
issue.

PURCHASE ORDER INTEGRATION

Example: An agency wants to encumber funds for a purchase order.
Purchase Order Integration (“"PO Integration”) adds a step after the final
approval is obtained that causes the eMall to pass all of the order data to the
external Finance system. The Finance system encumbers the funds and
returns an approval to eVA, along with an ERP requisition number, and the
eMall sends the fully approved requisition to the vendor as a purchase order.
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PO Integration takes place for eMall orders only after all required approvals have been
submitted. The PO Integration step is not displayed on the Approval Flow tab; instead, you
will find it on the History tab, where it is displayed with an Action value of Sent, or, as shown
in Figure 159, Processed.

Figure 159: Integration Step Displayed on History Tab

PR487704 - Printer Supplies

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request.
Review your reguest and take the desired action(s).

0 5 =D B &0
Summary Approval Flow Orders Receipts m
Date + User Real User Action Summary
Fri, 28 Feb, 2014, 11:00 AM aribasystem Ordered Order EP490133 was successfully sent to ERP.
Fri, 28 Feb, aribasystem Processed PR487704 Order successfully processed by buysense Integrator.
Fri, 28 F AM admin, a Approval not required PR487704 required no approval.
Fri, 28 Feb, 201 AM admin, a admin, a Submitted PR487704 submitted for approval.

RESPONSES BY EXTERNAL SYSTEMS

Table 22 lists the potential responses an external system can send back to the eMall for an
Integration action and identifies the optional supporting information that may accompany

that response.

Table 22: Integration Action Responses

Integration Point | Response | Optional Supporting Information
Requisition Approve Requisition Integration Number and a comment

Deny Signer Rule value to add new approver and a comment
Purchase Order Approve PO Integration Number and a comment

Deny Signer Rule value to add new approver and a comment

Approve Response

If the integration point is approved, the external system can assign a reference number as
an identifier for the integration transaction and send it to the eMall. These types of values
would be captured within the eMall on the standard requisition header field as shown in

Figure 160 below.

Note: The label for this field can be different for each organization, so your screen may be
different from the example shown.
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Figure 160: ERP Integration Reference Number

eVA

My Home My Orders/My UPs My Approvals My Quick Quote Reqg's

nin, a

= Create Search Manage Recent Preferences

PR487704 - Printer Supplies Status: Ordered

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. g

| @sack )
Approval Flow Orders Receipts History

Title: Printer Supplies
Use PCard:

PCard number: TestPCard
Entity: (no value)
Fiscal Years: 2014
Sub-Entity: (no value)

FO Category: ROZ2
Procurement Transaction Type: 15

Header X Ref:
ERF Requisition#:
Buying Group:

Do not send any items to eProcurement:
Send all items to eProcurement: O
Confirming Order; Do Not Duplicate: |
Bypass ERP Integration: O
@RP Requisition Number: ERP Reqg 48532D
Accounting Summary: View Accounting Information

My Labels: & Apply Label...

The external system can also send a message back to the requisition with detailed

information about the approval. This message can be viewed by clicking the appropriate
Approved link in the Action column on the History tab.

Figure 161: Details of Approve Action Message

Home | Help ™| Logout
eVA

My Home My Orders/My UPs My Approvals My Quick Quote Reqg's Welcome Pond, Emily

= Create Search Manage Recent Preferences

Review Details for Action

These are the details for the field you selected.

Date:  Wed, 19 Jun, 2013, 4:30 PM
User: aribasystem
Details: Approved by ERP
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Deny Response

If the integration point is denied, the requisition will be processed as a typical workflow
denial: an email notice will be sent to the Preparer, and the requisition will be placed in
Denied status. Along with the denial, the external system can send back a value that will
cause a new approver to be inserted into the workflow if the denied requisition is re-
submitted by the user. To view a new approver, click on the Approval Flow tab of the denied
requisition.

The external system can also send a message back to the eMall with detailed information
about the denial. This message can be viewed by clicking the appropriate Denied link in
the Action column on the History tab.

Figure 162: Details of Denied Action Message

Home | Help | Logout

eVA

My Home My Orders/My UPs My Approvals My Quick Quote Req's welcome Pond, Emily

[ Create Search Manage Recent Preferences

Review Details for Action

These are the details for the field you selected.

Cate: Wed, 19 Jun, 2013, 4:30 PM

User: aribasystem

Details: Denied by ERP - ERROR: ™ - ORA-20100: Header Record Errors, "ERROR" Vendor address type is required., "ERROR* Vendor address
sequence is required., "ERROR" Vandor address type and seqno combination is invalid or inactiva.

If the ERP system denies a requisition, the requisition could revert to Composing status. If
this happens, DO NOT attempt to remove the original changes using the Undo Change
button. Doing so results in synchronization issues between Ariba and the agency’s ERP
system. Instead, open the requisition and edit it.

HOW TO BYPASS INTEGRATION

You have the option to bypass integration for any requisition by clicking the Bypass ERP
Integration check box on the requisition header (Figure 163). When this box is selected,
information regarding this eMall requisition and the resulting order will not be sent to the
external system.

Your organization may choose to insert an additional approver in the approval flow when
this check box is selected. You should NOT select this check box unless your Purchasing
Office has provided specific guidance on its use. Contact your supervisor if you are unsure
of when to use the Bypass ERP Integration check box.
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Figure 163: Bypass ERP Integration Check Box

eVA

157} Create Search Manage

My Home My Orders/My UPs

Recent

PR487704 - Printer Supplies

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval.

My Approvals My Quick Quote Reqg's

gout

nin, a

Preferences

Status: Ordered

¥

| @sack )
Approval Flow Orders Receipts History
Title: Printer Supplies
Use PCard:
PCard number: TestPCard
Entity: (no value)
Fiscal Years: 2014
Sub-Entity: (no value)
PC Category: RO2
Procurement Transaction Type: 15
Header X Ref:
ERF Requisition#:
Buying Group:
Do not send any items to eProcurement: D
Send all items to eProcurement: O
Confirming Order; Do Not Duplicate: |
lepass ERF Integration: )

ERF Requisition Number:

Accounting Summary:

My Labels: & Apply Label...

View Accountin

Information
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15. GETTING ANSWERS TO YOUR
QUESTIONS

The eMall provides several help options for users. The purpose of this section is to give
you an understanding of each option so that you will know how to find answers to any
questions that arise while you are working in the eMall:

e Inline help tips
e Informational text
e eMall training guides

e eVA Customer Care

INLINE HELP TIPS

Inline help tips appear near the top of many eMall screens, as shown in Figure 164. They
provide broad guidance regarding the purpose of the screen and the data it contains.

Figure 164: Inline Help Tip Near the Top of the Screen

Home | Help ~ | Logout

C_/ [T My Orders/My UPs My Approvals My Quick Quote Req's Welcome Pond, Emily
Cre:

PR4533TS:

LEnterthe requisition title and change one or more of the other requisition fields if necessary. If you are creating the requisition on behalf of another user, that user's accounting, shipping, and delivery information appv

For example, the inline help for the Requisition Title screen (above) reads, “Enter the
requisition title and change one or more of the other requisition fields if necessary. If
you are creating the requisition on behalf of another user, that user’s accounting,
shipping, and delivery information apply.”

INFORMATIONAL TEXT

Informational text relates to a specific field on a screen. The presence of informational
text is indicated by this icon: . The icon appears beside the field to which the
information applies. Click the icon to view the associated informational text (Figure 165).

Figure 165: Click to Display Informational Text

Ship Ta: If Box is checked, below Ship To will not
be on order(s) unless line has same
information

Deliver To: —

Ty T TTer
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USER GUIDES

Although there is a Help link in the upper right corner of every eMall screen, the guides
that are available through that link are supplied by the procurement software vendor,
Ariba. As such, these guides are very generic and do not address the many
customizations that distinguish the eMall. The two volumes of the eMall User Guide,
created specifically for eVA users, are the most detailed written resources.

In addition, you can log on to eVA and click the Report and Resource Center link to
access eMall overviews and short-form training guides. Click the Documents tab as shown
in Figure 166 and scroll down to find the Training section.

Figure 166: Accessing Report and Resource Center Documents

eVA Report and Resource Center

Welcome Emily Pond Select Environment: |User Acceptance Return to Portal

Click here for Report Reference Guide

Purghf” & Supply EtoE Bob - Your Reporting and Resource Portal

Displayed data is current as of the previous day.

o Charts based on: [P194DPSMINIMUM [+ m Documents
Logi Administration © My Favorites G
oo a Top 20 Commodities Solicitation Postings
Administrative Resources. Mbr Description
How to create new documents
—_— 200 ProcType_A134_LastMonth_Construction
How To file —
Logi Roles Socet, :”7 =1 — dl 202 Last Weeks Orders
iIfuslis the St HE . | 205 Spend Summary-Registered vs. Non-
Document Management |55 E b - Registered Vendors
1431 det ”E_J T1H - 207 Total Vendor Spend by BSO
Create/EditDelete Documents. o = |
Documents for System Retrieval o il | 213 Top Vendor List
About Favorites ° - e . 1 500 Pcard User Assignment
About Favoritesssssssssssss
About Scheduling Reports Small Business Spend Top 20 Vendors
‘Ad Hoc Reporting
‘Ad Hoc Role Information

COMPUTER BASED TRAINING (CBT)

There are a number of CBT videos available. These short videos provide quick lessons
on creating requisitions, ordering from catalogs, editing multiple line items, and more.

To find these CBTs, simply click the IBUY FOR VIRGINIA button on the eVA
'eVABuyerTraining home page, then click the eVA Buyer Training link, located under the
banner on the right side of the screen.
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eVA CUSTOMER CARE

Hj NOTE: If you have personal computer questions, contact your agency PC
support.

If you have eMall questions for which you cannot find answers, contact eVA Customer .
You can:

¢ Send an email to eVACustomerCare@dgs.virginia.gov.
e Call toll-free, 866-289-7367 from 8AM to 5PM Eastern time, Monday through
Friday.
If you have purchasing policy or general operating policy questions, contact:
e Your organization’s eVA DPS Account Executive, or

e Your organization’s eVA Lead/Procurement Office.

I% See the eMall User Guide Volume 2 for information about other eMall
functionalities, including Receiving.

For information about the eVA system, refer to the eVA Overview Guide.
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