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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&itemlD=357mt40.1k

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

srtm 5 eVA News: Password or Login problems for Yendors or Buyers Read More 4

GVA Vi ask eva [N 2D

Total e-Procurement Solution

SIGH-LIP

SwWaM

BUYER

YENDOR

BILLING

SIGN-UP

TRAINING

® Solicitations & Awards
Procurement ® Future Business Opportunities DEPARTMENT OF
. Forum 2006 ® Billing B Payment Portal (fecludes Invoice Explanation) uslness
Now. 12 -15 ® | ocal Government & Public Schools ssistance

HOME SWAM

EUYER  “ENDOR BILLING PORTAL

+ Welcome to evaA!

NOTICE: Changes to VITA's Procurement Process for IT Goods and Services
effective July 1, 2006... Details

E] Quick Links

#® Navigating the new e%a& home page
® What is aWa?
® State Contracts

® Procurement Directory
® ov4 Dashboard

EVENTS

2006 Public Safety
Supplier Fair 11

Constant Convocation
Convention Center
0ld Dominion University
Tuesday, July 18, 2006

Learn More! |
—_—

An on-line quarterly newsletter
produced by DBA is now
available. i* More...

NIGP Code Look Up Watch evaA Grow
e 4 Buyer Lagin =Y vendor Login
Recommended Browsers u \ Y g Il Monthly Chart E'}-
. D E— ] — 5 vilhon,  Items
DPS WEBSITE e |:| Password :l 1,038,856 Orders
9.6
_ILogin M $Bi||iun Shant
5 eva Tools
f WA or Ariba
Bassvord Problems? Click here Password Problems? Click here 983 Catalogs [y
171 sgencies [y
492 Localities [y
32,482 vendors [y
e¥A Customer Care: Phone: 866-289-7367 9,121 VA U
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® EEN o [ s
- Effectiveness
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Lo " RTINS . = . " lof PRE 3

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.


http://www.eva/

B e‘/A APPROVING THE REQUISITION

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.

buvsense

-

Eeyrn— (EVA Know].dg. Center % I s

eProcurernent
Gl Gsie Latest eA News:
Reports &0 £ - o - Procurements

SRS g More eVA eMall and Quick Quote Training Available! ssi2005 x15:00 P Euie

o eVd eMall and Quick Cuote training is 'going on the road'! Check out the calendar for classes at the Blue Ridge Procurerments
— Community College in Weyers Cave AND Christapher Mewport Mews Univ., Newport News. There will also be EP User Guide

training offered at WA Highlands Cammunity Callege in the near future! To ... Read Mare
Portal Home Page F"EQUESt Lngln
Customer Care Reports VA Channels
& More eVA Improvements! amsrz005 5-20:00 am £ Mews Archive

Accassibility 5

E Une of the cost savings suggestions submitted to the Commonwealth has been put in place. The state seal has been &3 Suppliers FAQS
Heshaimar Snnaail eliminated from evA Purchase Orders. This reduces the frequency of multiple pages on evA PO's. Additionally, this
Eao & fulfills a request by the local government eVA users to remave this ... Bead More

Submit an Issue &

&3 Buyers FAQS
£ DPS VWehsite
&3 Buyers-Public

£ BACK BY POPULAR DEMAND! 91122005 1:31:00 PM * s Pultls
The user community 'spoke’ and we listened. With the last emall update in December, the Accounting Step was na EJ Learh About evA
longer easily visible. On Septermber 16, that step will be re-established and be easily accessible. Although the hasic £ State Contracts
requisition process is still 3 steps, you will now see 4 steps .. Fead More ¢ Sulicitations &
Aavards

£9 eMA KC Adrnin

€ Mew feature on the evA Home Page. . Mews & Svents oMi2005 4:56:00 PM

The e¥'A hame page now has a scrolling news & events box located in the lower right part of the screen. Watch for
articles, events and special reparts in this area. ... FEead More

’ Wore evA MNews

Mews Archive | Suppliers FAQs | Buyers FAQS | DPS Website | Buyers | Vendors | Learn about eVA .
8VA KC Admin | State Contracts | On_Line Bids | Award Notices
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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.

Preferences Toggle Tips Toggle Currency

— ~ U —Receive
Approve () ,

~ Status
Cormposing 48
Submitted 2

Approved 31
Denied ]

Status (O

O Explore
~ Create
Requisition

| Create O
~ Explore
Searches test16, uat last visit 10/29/2004 953 AM,

Catalogs

Folders Return to Portal

~ Report
Reports

~ Receive

System News
WELCOME eVa Buyer!
Burchase Orders New sMALL made SIMPLE!

~ Reconcile

Changes have been made to the emall to
streamline your eva ordering process! Click here
to learn what's different and new and how it will
help you!

http: MAwvew eva.state va.us/earn-about-eva/8-
1-emall-notes.htm

test16, uat last wisit 10/29/2004 3:53 &M, MNodel © 1996 - 2003 Ariba Inc.
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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.

T8 @ ) Ariha Buyer

s = «Io
Preferences Toggle Tips Toggle Currency
o frrrETe Approve Requests
Approve Requests 17
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,
Watch Reguests 142 click the request's 1D or title.
How To Screen Details

You have 17 requests awaiting your approval. Page |1 =] »

[ Type ID Date Submitted Requester Status  Title Total
g ~ PR229982 Thu, 10 Apr, 2008, 11:10 AM E:T"e" Submitted WITA Purchase-3 Laptops-HP $2,034.00USD
I |l 0Q:QQ010197 AWD381 Wed, 27 Feb, 2008 gﬁ;:!’ Submitted Portal Failover Test - Setup - Award today $725.00USD
IJ' PR229127 Tue, 12 Feb, 2008 EZTDE” Submitted test £2.87USD
|l 5| PR229111 Mon, 7 Jan, 2008 testp5, uat Submitted Copy of Test Ribbons and Rolls non catalog order $100.00USD
ll BUYS220264 Wed, 5 Dec, 2007 testp3, uat Denied CSPL-165-Prevent multiple approvers for same BSO
|J' PR228872 Thu, 29 Nov, 2007 g:::z" Submitted Test2 $300.00USD
IJ' PR228871 Thu, 29 Nov, 2007 g:::;_" Submitted Test $200.00USD
IJ' PR228869 Thu, 29 Nov, 2007 gf.::;_” Submitted Test 2 for GROC $573.75USD
IJ' PR228868 Thu, 28 Nov, 2007 gﬁ;gg‘ Submitted Test from GROC- Benches $100.00USD
IJ' RC222183 wed, 14 Nov, 2007 gf‘;:'e”f Submitted PCO220490
Il BUYS220243 Thu, 13 Sep, 2007 testpS, uat Submitted Escalation Test for CSPL-93
Il PR227767 Thu, 13 Sep, 2007 user25, t Submitted CSPL-93-091307 $44.95Us0
ll UP220089 Thu, 13 Sep, 2007 user25, t Submitted User Profile Changes for user25, t
IJ' wed, 5 Sep, 2007 testpS, uat Submitted ©On Behalf of Test $3.00USD
|~ Move to Folder: Im
} -l

i - B - = - 2hpage - G Toos - 7

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.

Preferences

Approve - Comments

PR228863.

Toggle Tips

Toggle Currency

You chose to approve PR229800, PR229795, PR229681, PR229668, QQ:QQ010197_AWD381, PR229264, PR229250, PR229234, PR229189, PR228372, PR228871, PR223369,

Comments:

1 am approving multiple requisitions at ONE time.

|

|

™ include comment/attachment(s) on purchase orders

I mark attachment(s) as Proprietary and Confidential (This checkbox does not apply to approvers)

v temis) to folder; |Archive Items =

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.

Preferences Toggle Tips Toggle Currency

< Approve Approve Requests
Approve Requests 1

q .
Watch Requests 1 You have 1 requests awaiting your approval.

[T Type ID Date Submitted Requester Status Title Total
EeasttlL Submitted Test & $632,96000USD

[ PRE0G0ZZ Wed, 31 Aug, 2005

Mave to Folder: IArchwe Items 'I

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

Preferences Toggle Tips Toggle Currency

A Approval Summary

Approve Requests 29

Watch Reguests 2 Request | PR229982 >l of 29 b

KEmEer%ail : $2,034.00USD
PR225982 J VITA Purchase-3 Laptops-HP.

Hide Details
No. Type SR Solicit Description Oty Unit Price Amount
! =] C Hewlett Packard Laptops 3 each $678.00USD $2,034.00USD

ACT - HUNTERSVILLE Hewlett Packard Laptops
Commeodity Code: Paper processing machines, Paper shredding mach...

Contract Number:

Bill To: P194- DPS Mail Room

Small Business:

Minority Owned Business: [#

Woman Owned Business: [

[ Approval Flow

|Legend: Pending S| Active |z| Approved @ Denied E Watcher
|

Preferences Toggle Tips Tl;ggle Currency
= Approve PR229982 - VITA Purchase-3 Laptops-HP
Needs Approval 29 Back

J Summary %, Approval Flow \_‘ Orders \_‘ Receipts \\ Histery \

Title: VITA Purchase-3 Laptops-HP

o To view accounting
: PCard number: gkemper0s . R

— details, click the

Fiscal Year: 2008 o

o Detail Button

PO Category: RO1

Header Cross Reference:
ERP Requisition Number: test 2
Do not send any items to eProcurement: [

Send ALL items to eProcurement: O

[Line 1tems

Hide Details
No. Tvpe SR Solicit Description Oty Unit Price

[ Hewlett Packard Laptops 3 each $678.00USD $2,034.00USD

T OFFICE Hewlett Packard Laptops

- HUNTERSWVILLE

Commedity Code: Paper precessing machines, Paper shredding mach...

Contract Number:

Bill To: P194- DPS Mail Room

Small Business: [

Minority Owned Business: v

Woman Owned Business: [V i

Total Cost: $2,034.00USD




(eVA

APPROVING THE REQUISITION

at the top/bottom of the screen.

Adding an approver to the requisition

You can approve or deny the purchase by clicking the appropriate button located

1. When you click the PR ID from the initial Approve screen, you are presented with

a screen that appears as such:

Preferences

Contact: ACT - HUNTERSVILLE

Commedity Code: Paper processing machines, Paper shredding mach...

Contract Number:

Bill To: P194- DPS Mail Room
Small Business:

Minority Owned Business: [
Woman Owned Business: [

Toggle Tips Toggle Currency
< Approve Approval Summary
Approve Requests 29
Watch Reguests 2 Request |PR225982 >| of 20 b
Kemper, Gail : $2,034.00USD
Approve | | Deny | | Edit
PR229982 : WITA Purchase-3 Laptops-HP
Hide Details
No. Type SR Solicit Description Oty Unit Price Amount
1 =] C Hewlett Packard Laptops 3 each $678.00USD $2,034.00USD
4
4 Supplier: ACT OFFICE

Hewlett Packard Laptops

Approval Flow

Legend: Pending Active Approved

B watcher |

PR229982 testps, uat P134-Comm Watchi

Kemper, Gail [~ Approve

l—

] []

Add Approver

[ comments

Comments:

2. Click the Add Approver button:
Y

it o PR201336: EMall Training

Preferences

Items: 5 Total: $2,461.76000USD

El Checkout

i Summary | Approval Flnw\
i A

Toggle Tips

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

Toggle Gurrency

(< prev [[sutme ] (e |

How To Screen Details

Approval Flow - Requisition

If necessary, use —

Legend: Pending Active Approved

B watche | the scroll bar to see

PR201336 —I testp3, uat I—I,testps, uat ]—@I T156-CWatchl J—{:nss the entlre approval

<

workflow

Add Approver

A
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A new window appears that allows you to select an approver:

Approval Flow

Add approver to approval flow: | Select Approver | | Select Approval List

Add this approver as: @ approver € Watcher

Provide a reason: |

I o Y o

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

Minority Owned Business: v
Woman Owned Business: [

| Approval Flow

Add approver to approval flow: | Select Approver 'I | Select Approval List
. Select Approver
Add this approver as: Kemper, Gail her
Caudill, Shane
Provide a reason: testi4, uat
Steinham, Gloria LI
testps, uat

it S — I I Y X —

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.

—
Choose Value for Add approver to approval flow Cancel
Select a value from the list or enter a value and search for it. You can also select a specific page from the pull-down list or click an arrow to display the previous or next
page.
How To Screen Details
Field: Name IusEr \SLH:hI
Page |1 x| ¥
4 Name Action
4
Userd, Testi
Userl, Testl
User, Christine TN
Select this value For the Field
User, Christine
user, terrible
Test39, User
user23, t
user2d t Selegt

1

o
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(eVA

TRPPTOvaT FTow
Add approver to approval flow: |User, Christine

Add this approver as: @ ppprover  Watcher

Provide a reason: INaed Ridast Annraual

Legend: Pending Active Approved Denied E| Watcher ‘

| |

PRD1336 [O] testoz, uat || testes, et | |—{&] 7156-comm wateht T1s6-0f

»

Add Approver

& add approver in parallel to the entire approval flow

(58] [

The name you
selected appears

6. Inthe 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.

Legend: Pending Active approved B Denied Watcher ‘

User, Christine

K

PR201336 [O] testos, wat || testas, wat_| TiSE-Comm atchi T1s6-0)

| Add Approver| | Delete Approver|

New approver was added successfully.

Done

=
2

G e

FA00% -

An 'Ariba’ emalil is sent to the requisition preparer to alert them when their requisition

has been fully approved.

11
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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.

Preferences Toggle Tips Toggle Currency

Approval Summary

~ Approve

Approve Requests 238
Request |PR229982 VH FI) ™\

Watch Reguests 2
Kemper, Gail : $2,034.00USD
Approve 1 Edit
PR2298982 : WITA Purchase-3 laptops-HP E

Hide Details
No. Type SR Solicit Description Oty Unit Price Amount
1 I=] u Hewlett Packard Laptops 3 each $678.00USD $2,034.00USD

« Supplier: ACT OFFICE
Contact: ACT - HUNTERSVILLE
Commodity Code: Paper processing machines, Paper shredding mach...

Hewlett Packard Laptops

Contract Number:

Bill To: P194- DPS Mail Room
Small Business: |

Minority Owned Business: |
Woman Owned Business: [V

Approval Flow

Legend: pending Active Approved [B3] Denied [&] watcher ‘

PR229982 | testp5, uat ‘ P194-Comm Watch1 J | Kemper, Gail | [~ Approve
(Kl ] [

‘ Comments

Comments: =

CAUTION

If you edit a requisition, the approval workflow will re-fire, beginning with the first
approver.

12
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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.)

L tarrve i Help R togout

Preffﬂances Toggle Tips Toggle Currency

~ To Do
approve Requests 483 Approve O == D REC.E‘iVE
Watch Regquests 17 >

* Status
Composing &
Subrmitted 5
Approved 18
Cenied a

Status (o]

~ Create

Requisition i
Create O

Company eFarm
7 Explore adrin, &n last visit 4/20/2007 2:08 PM, eVa

Searches

Cataloas Return to Portal

Folders

2. Click Delegate Approval Authority.

Personal Information

Review and change your personal password, profile, and preferences, and delegate your approval authority, If you have the necessary
permission, you can also assign users to review your corporate charges. & user profile request is created, and its approval is required,
when you delegate approval, change your profile, or assign charge reviewers,

How To Screen Details

What change would you like to make?

Delegate Approval duthorit
Assign Wiewers to @ur Charges

Change Your Profile

N

Change Your Preferences:

- Change default locale and currency

- Change email notification preferences

- Reset default Preferences

13
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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.)

Bellaia UPz01144: Admin, An

Approval Flow

Review Changes

n Delegate Approval Authority

Select a user to approve requests on your behalf; for example, while you are on vacation,
How To Screen Details

*Delegate: (no value) v

{no value)
4 *Delegation Start Date: |admin, & B

n
[ Admin, CE55 ) |
*Delegation End Date: |Adminl, AL136 k fid

Delegation Reason:

Motification: continue to notify rme by email of approval requests

* indicates required field

5.

6.

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.

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.

Delenate UP201144: Admin, An
_Nxt> Ezxit

Approval Flow

Review Changes

n Delegate Approval Authority

Select a user to approve requests on your behalf; for example, while you are on vacation.
How To Screen Details

*Delegate: Admin, C555 v
4 *Delegation Start Date: | Wan, 23 apr, 2007 | [
*Delegation End Date: | Mon, 30 Apr, 2007| |[FH

Delegation Reason:

Motification: continue to notify me by email of approval requests

* [ndicates required field

14
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You can add an additional approver for this delegation, if necessary.

9. Click Next to proceed to Review Changes.

Delegate UP201144: Admin, An

Approval Flow

El Approval Flow

Review Changes

Review the approvers assigned to review the request. Add and delete approvers as necessary, depending on your permissions.
How To Screen Details

Approval Flow - User Profile

Legend: Pending Active approved  [B] Denied =] Watcher

UP201144 [-H adrnin, AL36 ™ Approved

K 0]

e

The Review Changes screen displays all changes you have requested.

10. Click Submit to activate your delegation of authority.

Delegate UPz01144: Admin, An

Approval Flow

E] Review Changes

Review Changes

Review your request and then submit it for approval.

How To Screen Details

_ Change From To

} Delegate {no value) Admin, C555

= Delegation Start Date Mon, 23 Apr, 2007
Delegation End Date Mon, 30 Apr, 2007

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.

Act as User

rou have been selected to approve requests on behalf of another user. vou can log in as yourself or as
the other user.

How To Screen Details

Log in as:

e Adrnin, 8136 - 161 request(s) to approve

T

e Admind, D333 - 65 request(s) to approve

15
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Igj 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.

Active Delegation of Authority

Yaou have lagged in while your delegation of autharity is still in effect. You can continue or cancel the
delegation.

How To Screen Details

vou have delegated authority to Admin, A136 from 3/30/2005 12:00 AM to 4/1/2005 11:59 PM.

» Continue using the delegation of authority

# Stop using the delegation of authority

[Joon't show this page again until a new delegation is created.

I:Qj 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.

16




General eVA Information
www.eva.virginia.gov

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.


mailto:evacustomercare@dgs.virginia.gov
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