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INTRODUCTION 
The Commonwealth has implemented a posting system called Future Procurements.  Future Procurements is the 
official state website for posting upcoming procurement opportunities and Government-to-Government purchases of 
services meeting specific criteria.   
 
The eVA Future Procurements site provides maximum access to electronic commerce opportunities for businesses 
in the Commonwealth of Virginia. Postings created using the Future Procurement tool will automatically be 
posted to the Future Procurement listing on the eVA home page. Information regarding the policy that guides 
these postings can be found in Chapter 3 of the Agency Procurement and Surplus Property Manual 
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FUTURE PROCUREMENT USER REQUEST 

Requesting Login to Future Procurement 
To use this application, users will not be able to use their eVA login and must have a login specific to this 

application. The setup required for a user is quick and can be requested either from the Agency eVA Team Lead. 

 

1. Users should provide their Agency eVA Lead the following information when requesting access to 

Future Procurement: Agency/Entity Name 

 Current eVA User Name 

 First & Last Name 

 Email 

 FAX 

 Address 

 City, State, Zip 

2. Agency eVA Leads will send requests to their Account Executive for review. 

3. Account Executive approves/disapproves the request. If the login request is approved, the Account 

Executive emails the eVA Global Security Officer with the information. 

4. eVA Global Security Officer will create the account and the user will receive an automated email from 

eVA Customer Care.  The eVA Global Security Officer also emails the Account Executive and the 

Agency eVA Lead to notify them the account was created.  

Access Future Procurement 
 

Go to https://evafutureprocurements.dgs.virginia.gov/default.aspx and log in with your user name and password. 

 

Note Contact 
- Login credentials are typically sent within one business day 

- The first time you login, you will be prompted to change your 

password 

- If you experience any issues, please call eVA Customer Care at 

1-866-289-7367 or email eVACustomerCare@dgs.virginia.gov  

Janne Erbe 

eVA Global Security Officer 

Phone: 804-371-2625 

Email: Janne.Erbe@dgs.virginia.gov  

 

https://evafutureprocurements.dgs.virginia.gov/default.aspx
mailto:eVACustomerCare@dgs.virginia.gov
mailto:Janne.Erbe@dgs.virginia.gov


Page 4 
 

CREATE A POSTING 
 
Creating a Future Procurement posting 

To post a new or edit an existing Future Procurement, click the “Add” or “Edit/Review” link under 

the “Manage Future Procurements.”  Note: Throughout this documentation the “Manage Users” 

section is visible. This section is only visible to Admin Users and should be ignored. 
 

 
Step 1 of 4: Document Information  

 

Complete the fields using the table below as a guide.  Click “Next” button to navigate to the next step. 
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Field Definition 

*Is this a Government to 

Government Service? 

Checkbox – By default the box will be blank and, therefore, automatically set as a 

Future Procurement.  Do not select for Future Procurements. Once the posting has 
been submitted you cannot go back and edit/change this selection 

*Government Entity Department (Agency) that the posting is being created for—your department will be 
the default value. If you are authorized to place postings for other agencies, use the 
dropdown menu to select the Department (Agency). 

*Division  Unit for which the posting is being created for. Your Unit will default in this field. If you 

are authorized to place advertisements for other purchasing shops (Units) within your 
Agency/Organization, use the dropdown menu to select the appropriate Unit. 

*Number Posting Number – must be unique for each advertisement 

*Title Text field (32) for entering a short description of the future procurement. This field will 
be displayed as the Title on the Future Procurement page in the eVA Home Page.  

*Description 
Text field (1500) for entering a description of the future procurement. 

*Category Category associated with the document, which vendors will be use as a search value. 
Select using the dropdown list. 

*Estimated Price An estimated value you anticipate for the future procurement. 

*Estimated Issue Date Date you anticipate posting the solicitation. 

*Current Contract Expiration Optional field to identify when the current contract will end. 

*Date Publish Date that you want the posting to be published on the eVA Future Procurement page. 
This date can be a current or future date.  

*Time Publish Time that you want the posting to be published on the eVA Future Procurement.  

 

WARNING: If the Publish Date/Time passes before submitting, you must go back 
and change your posting date. 

*Date Expire Date will default to expire in 365 days.  Select the date you want the posting to be 
removed from the eVA Future Procurement page.  

*Time Expire Select the time you want the posting to be removed from the eVA Future Procurement 
page. 
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Step 2 of 4: Officer Information  

The officer information is populated with your user information. This can be changed to another contact if needed 

at any time.  Enter the first and last name of the Contact and update fields as needed. 
 

 

 

 
Step 3 of 4: Commodity Codes 

Type the commodity code number or description of what you are searching for in the Commodity Code Search box 

and click the search button. 
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From the Commodity Code results table, find the appropriate commodity code for you future procurement and 

click the “Add” button.  Repeat until all commodity codes you would like have been added. 
 

 

 

Review all of the selected commodity codes. To remove commodity codes you no longer want to include, click the 

“Remove” button.  If you are satisfied with your choice(s) click the “Next” button. 
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Step 4 of 4: Review Summary 

Review your information.  To make corrections, click the “Previous” button.  Once you are ready to submit, 

click the “Submit Document” button.  The posting will be added to the Future Procurements listing once the 

publish date and time selected has been reached. 

 

Future Procurement document submitted successfully. Thank You. 
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GOVERNMENT-TO-GOVERNMENT POSTING 
 
Creating a Government-to-Government Service Agreement Posting 

To post a new or edit an existing Government-to-Government Service Agreement, click the “Add” 

or “Edit/Review” link under the “Manage Future Procurements.”   
 

 
Step 1 of 4: Document Information  

Complete the fields using the table below as a guide.  Click “Next” button to navigate to the next step. 
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Field Definition 

*Is this a Government to 

Government Service? 

Checkbox – By default the box will be blank and, therefore, automatically set as a 

Future Procurement.  Click to fill the checkbox for Government-to-Government Service 
Agreements. Once the posting has been submitted you cannot go back and 
edit/change this selection 

*Government Entity Department (Agency) that the posting is being created for—your department will be 
the default value. If you are authorized to place postings for other agencies, use the 
dropdown menu to select the Department (Agency). 

*Division  Select the appropriate BSO involved in the transaction from the dropdown menu.  

*Tracking Number/PO Posting Number – must be unique for each posting. 

*Public Body Procured From Text field (32) for entering the government entity the agency is procuring the services 
from. This field will be displayed as the Title on the Future Procurement page in the 
eVA Home Page.  

*Description 
Text field (1500) for entering a description of the services provided, ex: “painting 
services for Moorehouse Building, West Campus.” 

*Category This will automatically default to Government-to-Government. 

*Price Enter the price paid for the service. 

*Issued Date Enter the date you began to receive services. 

*Date Publish Date that you want the posting to be published on the eVA Future Procurement page. 
This date can be a current or future date.  

*Time Publish Time that you want the posting to be published on the eVA Future Procurement.  

 

WARNING: If the Publish Date/Time passes before submitting, you must go back 

and change your posting date. 

*Date Expire Date will default to expire in 365 days.  Select the date you want the posting to be 
removed from the eVA Future Procurement page.  

*Time Expire Select the time you want the posting to be removed from the eVA Future Procurement 
page. 
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Step 2 of 4: Officer Information  

The officer information is populated with your user information. This can be changed to another contact if needed 

at any time.  Enter the first and last name of the Contact and update fields as needed.  Click “Next” button to 

navigate to the next step. 
 

 

 

 
Step 3 of 4: Commodity Codes 

Type the commodity code number or description of what you are searching for in the Commodity Code Search box 

and click the search button. 
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From the Commodity Code results table, find the appropriate commodity code for the service and click the “Add” 

button.  Repeat until all commodity codes you would like have been added. 
 

 

 

Review all of the selected commodity codes. To remove commodity codes you no longer want to include, click the 

“Remove” button.  If you are satisfied with your choice(s) click the “Next” button. 
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Step 4 of 4: Review Summary 

Review your information.  If you need to make any corrections, click the “Previous” button.  Once you are happy 

with the summary, click the “Submit Document” button.  The posting will be added to the Future Procurements 

listing once the publish date and time selected has been reached. 

 

 

Future Procurement document submitted successfully. Thank You. 
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EDITING A POSTING 

To edit an existing Future Procurement or Government to Government Service click the “Edit/Review” link. 

 

FUTURE PROCUREMENT POSTING 
By default you will only see Future Procurement postings. Search for the Future Procurement you want to edit and 

click the details link to start the edit process. 
 

GOVERNMENT-TO-GOVERNMENT SERVICES POSTING 
To edit a Government to Government Service posting, check the box beside “If you are searching for a 

Government to Government Service check this box --> .” Search for the Government to Government Service 

you want to edit and click the details link to start the edit process. 
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DISABLING/ENABLING A POSTING 
 

Disable view a posting  
To remove your posting so it is no longer visible to the public on the Future Procurements listing, begin by following the 
instructions to edit. Once inside the document, click the “Disable Document” button. Note that the “Disable 
Document” button will change to “Enable Document.”  

 

 

Enable view of a posting  

To repost and allow the public to view your existing Future Procurement or Government to Government Service 
Posting on the Future Procurements listing, follow the instructions to edit and click the “Enable Document” 
button. Note that the Enable button will change to “Disable Document” Your posting will now be visible to the 
public. 

 

 


