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Approving a Requisition 
 
Upon submission of a requisition, an e-mail is sent to the first approver indicating that a 
request has been submitted and is ready for approval. A link is provided in the e-mail.   
 
The email will be sent to you from “Ariba Administrator”. See below example: 
 

 
-----Original Message----- 
From: Ariba Administrator [mailto:production@buysense.com]  
Sent: Friday, April 04, 2008 11:41 AM 
To: Pris Woods 
Subject: PR2495211: 'SRC-DPS (Concerto Office Products)' requires 
your approval because "Cost Code Approver Must ApproveSigner Rule - 
AccountLineApprover(50)" 
 
PR2495211: 'SRC-DPS (Concerto Office Products)' requires your 
approval because "Cost Code Approver Must ApproveSigner Rule - 
AccountLineApprover(50)" 
To view this request in the Ariba system, use the following URL: 
 
 
https://ariba.epro.cgipdc.com:443/Buyer/Main/ad/webjumper?username=
pwoods&passwordadapter=SingleSignOnWSAdapter&itemID=357mt4o.1k
 
 
 

 
 
 

 
If you click the live link inside the email, you will be taken to the eVA sign on Screen, as 
shown below.
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Logging into eVA 

 
www.eva.virginia.gov 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 

1. Enter your user name in the Username field in the Buyer Login box. 
 
2. Enter your password in the Password field underneath the Username field. 
 

NOTES 
Username and password is case-sensitive.  This information must be entered exactly 
as created. 
 
Passwords expire after 90 days.  A password cannot be re-used until the fourth time.  
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3. If you clicked the live link inside your Ariba email, you will be taken immediately to the 

requisition you need to approve. 
 
4. If you logged into eVA directly from the website, you will be taken to the below 

screen. 
 
5.  Click the Shop Now link in your left menu.  
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Your Approve button will be flashing and you will see a live link in your left menu for 
“Approve Requests”, showing the number or transactions awaiting your approval. 

 
 
6.  Click on “Approve Requests” under the To Do section in the left menu OR click the 

“Approve” button in center screen.   
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Approving/Denying Requisitions   (without opening the PR) 
 
 
1.  Check the box next to the PR number and click the Approve or Deny button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2.  You are then presented with a screen to enter a comment, if desired. If you do not 

want the vendor to see the comment, do NOT check a box below the Comments 
box. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Be sure to keep this box checked if you 
only want to see items awaiting your 
approval in the APPROVE inbox. 
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Approving/Denying the requisition (opening the PR) 
 
3. Click the underlined PR number to open the first screen of the requisition. 

 
 
 
 
 
 
 
 
 
 
 

4. To view requisition details, click on the underlined PR, as circled below. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 

To view accounting 
details, click the 
Detail Button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8 



APPROVING THE REQUISITION 

5. You can approve or deny the purchase by clicking the appropriate button located 
at the top/bottom of the screen. 

 
Adding an approver to the requisition 
 

1. When you click the PR ID from the initial Approve screen, you are presented with 
a screen that appears as such: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Click the Add Approver button: 

 
 

If necessary, use 
the scroll bar to see 
the entire approval 
workflow  
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    A new window appears that allows you to select an approver: 
 
 
 
 
 
 
 
 

3.  In the drop down list, choose an eVA user or click ‘Other” to conduct a search for 
another individual: 

 
 
 
 
 
 
 
 
 
 
When ‘other’ is selected in the screen above, a new screen appears.  
 

4.  Enter the LAST name of the individual and click the Search button. 
 
5.  When user’s name appears in the list, click the appropriate Select button. 
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The name you 
selected appears 

 
6. In the next area, you must select a radio button to designate the individual as 

either an approver or a watcher. 
 
7. The next field allows you to add text to explain the reason you are adding an 

approver/watcher. 
 
8. Click the OK button. 
 
NOTE: You may only delete approvers/watchers you added.  A radio button displays 
in the boxes of approvers/watchers you added. 

 
 
 
 
 
 
 
 
 
 
 
An ’Ariba’ email is sent to the requisition preparer to alert them when their requisition 
has been fully approved. 
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EDITING A REQUISITION 
 
If you are assigned an eVA role known as “eVA Edit Approvable”, after you click the PR 
ID link from the initial Approval screen you will see an EDIT button on your screen, as 
shown below.  If you click this button, the requisition opens up and permits you to edit 
any fields on the requisition, just as a preparer might do.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
CAUTION   
 
If you edit a requisition, the approval workflow will re-fire, beginning with the first 
approver.
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Delegating Approval Authority 
 
 
You can temporarily delegate your approval authority to another user for a specified 
period of time. 
 
To delegate approval authority, go to the Shop Now Home page. 
 
1.  Click the Preferences link to open the Personal Information screen. (Be sure you 
are on the Shop Now Home page – not on the Portal page.) 
 

 
 
 
2.  Click Delegate Approval Authority. 
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3. To set the Delegate field to an individual in your drop down list, highlight the 
name.   

4. If the person’s name does not appear, select Other... and Search for the user to 
select as the Delegate.  (Refer to the Adding an Approver section to learn how to 
use the Other... option.) 

 
5. The Delegation Start Date is the first date your delegate can act as your 

approver.  Use the calendar icon to select the date. Set the Delegation End Date 
as the date your delegation of authority is no longer active.  

6. Enter a Delegation Reason, if needed. The delegation begins and ends at 
midnight eastern time on the specified dates. 

7.  The delegate will receive email notification of all approvals that would ordinarily 
have gone to you. If you want to continue receiving those same notifications at 
the same time, select the Notification check box. If you do not want the email 
notifications, deselect the check box. 

 
8.   Click Next to proceed to Step Two – Approval Flow. 
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You can add an additional approver for this delegation, if necessary. 
 

9.  Click Next to proceed to Review Changes. 

 
The Review Changes screen displays all changes you have requested. 
 
10.  Click Submit to activate your delegation of authority. 

 
 
When the delegation period starts, the delegated approver will be prompted after 
clicking Shop Now to select which user to use for the session. The delegate can 
choose to act under his own name for regular eMall functions, or to act as an approver 
on behalf of someone else. 
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 If you are acting as an approver, you cannot create requisitions under 
that user. 

Active Delegation of Authority 
 
If you log in during the time that you delegated your approval authority to another, you 
will be notified that you have an Active Delegation of Authority.  
 
Click the Continue using the delegation of authority or Stop using the delegation 
of authority links as appropriate. This action is effective immediately.  
 
 

 
 
 
 
 
 

 If you decide to continue to use the delegation of authority, you can 
still approve your requests. You can log in, click Continue, and 
approve requests that require your approval.  
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eVA Resources 
 
Refer to the eVA web site for a wealth of information.  Procurement manuals are available 
with a click of the mouse.  Refer to the Buyer tab and/or Training links from the eVA Home 
page to access a variety of topics. 
 
For general overall eVA information, refer to the eVA Overview Guide.  You can obtain this 
guide, as well as other eVA guides by clicking on the Reports and Documents link in your left 
menu (after you login) and then clicking on the TRAINING tab. (You will see a section for 
eVA Training Materials).   
 
 
For technical assistance, contact evacustomercare@dgs.virginia.gov or call 866-289-7367. 
 
 
Refer your vendors to the Sign Up area on the eVA Home page to learn how they can 
register to use eVA.  
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