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Login to eVA 
 

http://www.eva.virginia.gov 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 

When logging in, use lowercase letters! 
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Going Shopping?  
 

Click “Shop Now” !  
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Accessing eMall (Shop Now) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
To create a requisition, click either the Requisition link in the left menu OR the Create button 
on center screen. 
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The Requisition process consists of 3-4 simple steps (Add Accounting Details is optional) 
 
 

 
 

 
 
Important Notes about this screen: 
 
If you enter an individual’s name in the “On Behalf Of” field other than your own, that 
individual’s approval work flow will default for this requisition. 
 
If a Purchase Card is associated with your eVA account, the box “Use Pcard” will 
automatically be checked.  Uncheck this box if you want the vendor to bill the 
agency/organization directly. 
 
The PO Category defaults to “R01” for a routine Purchase Order.  If a PO category for 
EXCEPTION ordering is selected (e.g. E02, P02, R02, or S02), you risk the 1% order fee 
being charged to your organization.  A selection of a PO Category beginning with a “V” 
ensures the order flows to VITA (Virginia Information Technology Agency) for approval.   
 
The ERP Requisition Number field is typically used to identify an internal purchase order 
number, if applicable.  This number appears next to the resulting eVA order number, when 
printed. If this field is not visible, your organization chose not to have it displayed. 
 
The ‘Cross Header Ref’ field is typically used to denote your internal order number (this 
number will appear next to the eVA order number on a printed order) 
 
The ‘Send ALL Items to eProcurement’ box is only visible and enabled for agencies sending 
requisitions to the VITA agency for approval. (technology products) 
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Finding Items through Catalog Searching 
 
 
 
Search features available when you click on the underlined Options link are shown below: 
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When you select “Show all search options” (as illustrated by the arrow on the previous page), 
a screen opens that shows all available search fields, as shown below.  
 
The below screen shows most available search fields.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note that the numbers displayed in these fields represent the number of choices available for 
the stated field.  
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You may search using any of the advanced search parameters. The below screen shows 
how to search by manufacturer name.  In the drop down menu, manufacturer names appear 
in alpha order.  If your manufacturer name is not listed, select the ‘other’ category:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When ‘other’ is selected in the drop down list from a particular search category (as shown on  
previous page), a new screen appears that allows you to key in the description for the 
category for which you are searching.   Below is a search screen by ‘manufacturer’.   
 
 
Type in the name of the manufacturer: 
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When your selection appears, click the SEARCH button: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When you click the Select button, you will be returned to the ADD ITEMS page and your 
manufacturer item(s) will appear, as shown:   

 
 
Notice the LOCK icon next to the Manufacturer field. Anytime a search is done on a particular 
description for any field, this icon appears.  Although there are many search fields, when one 
field is locked, the other fields are limited by what is available for the item in the locked field.  
For example, if you have a particular supplier locked in, only Purchase cards accepted by 
that supplier will display in the P-Card search field.  You will notice the change in the number 
of choices available when a particular field is “locked down”.  When this icon is clicked again, 
all search fields reopen.  
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Saving Items as “FAVORITES” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When clicking the “Add to Favorites” link, you must select an existing folder where the item is 
to be stored OR you will need to create a new Favorites folder if an appropriate folder does 
not exist.  Select the “Other” option to create a new Favorites folder. 
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The below screen will appear asking you to name a new folder for storing your SAVED 
favorite. 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
After entering the name of the group, you must add that particular item to the group, as 
shown below.  Click the box, then click Add Item. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In the future, when you return to the emall, you can search your FAVORITES folders to 
quickly find your saved items to add them to your requisition. 
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Saving Searches 
 
After narrowing your search for a particular group of items, you can save this group by 
clicking on the “Save current Search” link in your drown down menu after clicking on the 
OPTIONS link (shown below)  
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When you click on the “Save current search”, the following screen appears: 
(Enter the name of your search and click the SAVE button.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
The next time you return to eVA, click on the appropriate “Run” link that matches the name of 
your saved search:  
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When viewing a catalog inside eVA, an “Add to Cart” button will display next to the available 
line items.  Clicking this button adds the item to the shopping cart in your requisition.  If you 
see a “Buy From Supplier” button instead of an “Add to Cart” button, this signifies you will 
need to ‘punchout’ to the vendor’s website to select the item. More will be covered on this 
later in this guide.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
There are several ways to view searched items.  To select multiple quantities of the same 
item at one time, ensure that your “view” is set to either Details (multi) or Summary (multi), as 
circled below.  (You cannot select multiple quantities on a ‘punchout’ unless you are at the 
vendor’s website set up for eVA.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Simply key the qty you 
desire and click “Add to 
Cart” button 
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The above screen shows a collapsed view of your search.  To display product details, simply 
change the view back to “details”. You can also see product details of a particular item 
without switching your view simply by clicking on the underlined description of the product. 
 
Creating Non-catalog items 
 
When you need to add an item to your requisition for which there is no catalog to select from, 
click the Create Non-Catalog Item button, as shown on the Add Items screen: 
 
 
 
 
 
 
 
 
When the following screen appears, enter the appropriate fields:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The same type of drop down menu appears for suppliers.  If you do not see your supplier 
choice in the drop down menu, click “Other” to conduct a search. 
 
 
 
 
 
 

Commodity descriptions used most 
recently will appear in your drop down 
menu. If you need a new description, 
click “Other” and do a search. 
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In the Unit of Measure field, you also have a drop down menu available that displays your 
most recent selections. It also provides an “other” option in the event you need to search for 
a new Unit of Measure: 
 
 
 
 
 
 
 
 
 
 
When conducting a search for commodity description, supplier, contact name (supplier’s 
ordering location) or Unit of Measure, you will be presented with a search screen where you 
will need to key in the type of data for which you are searching.  For example, if searching for 
a particular description/commodity code, the below screen will appear. Suppose you’re 
looking for some type of lighting fixture.  Enter a generic description for the item, as shown 
below, and click search.  If known, you can also enter the NIGP code for that item.   
 
When your particular item appears, click the Select button.   
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If you are searching for a vendor, you will see a similar screen to the one shown above.  You 
will need to enter the vendor’s LEGAL name and then click the  Select button when it 
appears. 
 
 
 
 
 
 
 
 
 
 
 
 
Once you click the Select button, you will be returned to the Non-Catalog Item screen to 
finish adding data in the remaining fields.   
 
Adding a non-registered vendor to a requisition 
 
If you did a search for your vendor and are convinced they are NOT an eVA registered 
vendor and therefore must be added, you can do so by clicking on the NEW button (shown in 
the SUPPLIER screen --previous page).  (See Caution box below)  Enter the vendor data 
and click the SAVE button: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CAUTION! 
   Entering a non-registered 
vendor places your 
organization/agency at risk to 
potentially incur the 1% order 
fee!  It’s ALWAYS best to 
convince your vendor to 
become an eVA registered 
supplier so you can select 
them from the list rather then 
add them as an ad-hoc 
vendor! 
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Once you enter your vendor data and click the Save button, it becomes available for 
selection as shown in the following screen: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When you click the Select button, the vendor name displays on the non-catalog screen: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Since there is no Contact (ordering location information) for your newly added vendor, you 
must now enter this information by clicking on the [select] link next to the Contact field.  The 
following screen then appears. Click the New button: 
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When the following screen appears, enter ALL highlighted fields and click the SAVE button: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select the newly added information by clicking the Select button on the next screen: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE!  When a new vendor is added to the system, the Preferred Ordering Method defaults 
to “Print”. You will need to print the resulting order and fax/mail it to the vendor. The system 
does NOT add new vendors to the system for future use.  It is suggested that you encourage 
your vendor to register in eVA. If need be, you may copy a previous order that was sent and 
change the item information, as required.  
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The following screen shows the proper commodity description, supplier, and supplier location 
for the newly added vendor: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                                                                          
 
COPYING ITEMS 
When ordering multiple non-catalog items from the same NEWLY added supplier, it’s 
important to follow the below step to keep all items on the same ORDER.  Once you have 
added your non-catalog item to your requisition, check the box to the left of the item and click 
the COPY button: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After copying the item, click the Edit button and change all necessary fields: description, 
commodity, price, unit of measure, etc. If you do not use this COPY feature for items going to 
the vendor YOU just added, a separate order is sent to that vendor for each item. 
 

Simply complete the remaining fields (if 
applicable) along with the quantity and 
price of each and click the OK button 
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Add Items from a Punchout Catalog 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When a search is conducted on a supplier who has connected their website to the eVA 
website, it’s referred to as a “Punchout” catalog. You are “punching out” to that supplier’s 
web site. Punchout catalog items are denoted with a “Buy from Supplier” button. If you know 
your supplier has a punchout catalog, do NOT bother to conduct a search for your item inside 
eVA. Simply go to the PUNCHOUT category, find your vendor, and click on the ‘Buy from 
Supplier’ button to launch their web site. Then you would begin shopping for your items. 
State contract pricing is configured into this setup to give you best pricing.                                                                                                                                                               
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Each Punchout Catalog is unique and designed in accordance with the Supplier’s business 
needs. Although business web sites have similar functions, there are no specific standards or 
rules that govern how the supplier must design his site for eVA usage.  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 24 

 
 
 
When buying from The Supply Room punchout catalog, for example, the buyer must VIEW 
his/her cart and CHECKOUT prior to exiting the  supplier’s web site.  
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Items selected at a Punchout site will carry over to the eVA requisition. The below screen 
shows the bottom item was selected from the VCE web site.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The quantity field for items on a punchout catalog is non-editable.  Any change to these 
types of items must be done at the punchout web site.  You also cannot copy a 
punchout item. 
 
The icon next to the Item number on the screen signifies the type of catalog used when 
selecting/creating the item.  If you place your cursor over the icon, it will provide this 
information, as shown:  
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Adding/Editing Accounting Details (optional step) 
 
If you need to add or change accounting data on your item(s), click the link in the left menu, 
as shown below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The above screen is not representative of the Accounting code structure setup for YOUR 
agency/entity. You will most likely see different labels and codes applicable to your specific 
agency/entity.  The fields may default to the accounting details for each item on your 
requisition. You may edit the accounting information for each line , or split the accounting for 
an item.  
 
To EDIT the data, click the Edit button. 
 
To SPLIT the accounting data, click the Split Accounting button. 
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Editing Accounting Details 
When you click the Edit button as shown on the previous screen, the Edit Line Item 
Accounting screen opens for the selected line. 
 
 
 
 
 
 
 
 
 
 
 
 
 
To modify any accounting details for a line, type the value directly into the field or click the 
[select] link. If the [select] link is chosen, you will be provided a set of values established for 
your agency/entity. 
 
Split Accounting 
When you click the Split Accounting button on the Add Accounting Details screen, eVA 
opens the Split Accounting - by Line Item screen.  Select the method to divide line charges; 
by Dollar Amount, by Percentage, or by Quantity.  
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Type the 
desired 

accounting 
distribution 

for each 
split  



 28 

eVA will track splits and the allocations to ensure funds are fully allocated, whether by 
quantity, price, or percentage. 
When finished allocating funds between the splits, click OK to return to the Add Accounting 
Details screen. Once finished editing/splitting all necessary items, click NEXT to proceed to 
the Checkout screen. 
 
Note:  If equal accounting data must be changed for many line items, your best option is to 
do a MASS EDIT from the checkout screen. This is practical in the situation where the same 
data needs to be changed for many items.  
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Checkout 
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Performing a Mass Edit 
 
From the Checkout screen, you can change the “default” accounting codes, and 
billing/shipping addresses, if applicable. Hiding details is helpful when you need to do a mass 
edit on a number of items. To do this, click the Hide Details link.  

 
 
 

Check/Change Shipping 
 
 
 
 
 
 
 
 
 
 
The items on the screen will ‘collapse’ for easy view and selection: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Simply click the box next to the applicable item(s) and click the EDIT button below all items.   
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When the below screen appears, change the fields that apply to all chosen items. You can 
change accounting codes, billing/shipping addresses, and “need by” date. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To view/find available choices in editable fields, either click the [select] link to conduct a 
search or the choose a previous choice from the drop-down arrow, whichever is applicable.  
 
If you need item(s) by a particular date, specify this in the “Need-by Date” field in 
MM/DD/YYYY format.   
 
When all changes have been made, click the NEXT button.  
 
 
 
 
 
 
 

Since multiple items were selected on 
the Checkout screen---this screen is 
used to do a MASS Edit.  Whatever 
changes made to this item will apply to 
all selected items. 
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Your changes will display on the “Review Modified Fields” screen: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click the Done button to return to the Checkout screen. 
 
 
IMPORTANT NOTE 
 
Certain fields are editable when selecting only ONE item. The following fields, however, are 
NOT open/editable when selecting multiple items for mass-editing: 
  

• Contract number field 
• Comments and attachments   
• NIGP code (description) 
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Add Comments/Attachments to a Requisition 
 
You have 255 character spaces available to enter comments at this section which is located 
at the bottom of your Checkout screen. To include attachments (files) on the order(s), click 
the ADD ATTACHMENT button and select your file(s).  Be sure to check the box below the 
“Comments” box or your comments and/or your attachments will not be sent to the supplier.  
(See below screen shot.) Comments and Attachments can also be included for individual line 
items, as discussed previously. 
 
 
Changing Shipping Address – Adding a “Need by” date 
 
If you desire a shipping address other than what displays on the requisition, you may select 
another choice (as long as the address had been provided to the Dept. of General Services).  
Click on the down arrow in this field to either 1) select an address shown in the menu or, 2) 
select “other” and conduct a search to find your address.   
 
Enter a date in DD/MM/YYYY format in the ‘need by’ date field or select a date using the 
calendar feature to the right of this field. 
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To view approvals required for your order, click the Approval Flow tab: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
IMPORTANT! As the requisition preparer, if your name appears in the approval workflow, 
this means that you must approve and PRINT the order because the vendor is not 
electronically enabled. The order must be faxed or mailed to the vendor.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To add an approver – click the Add Approver button and conduct a search for the appropriate 
individual.  
 
 

If necessary, use 
the scroll bar to see 
the entire approval 
workflow  
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Submitting your requisition 
 
Once satisfied that all information on your requisition is correct, click the SUBMIT button.  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Do NOT print this request as a 
record of your order. Refer to 
the “Printing  Orders” section. If 
necessary, view the status to 
determine who needs to 
approve the requisition. 
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Approving an Order 
 
Upon submission of a request for approva l an e-mail is sent to the approver indicating that a 
request has been submitted and is ready for approval.  A link is provided in the e-mail.  The 
link takes the approver directly to the request. The approval may also be accomplished 
starting at the “Swoosh” screen. An email is also sent to you to alert you that it has been 
approved.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on “Approve Requests” under the To Do section in the left menu OR click the “Approve” 
button in center screen.   
 
Either check the box next to the PR number and click the Approve button OR click the 
underlined PR number to open up the requisition to view it before approving.  
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Printing an Order  
 
After the requisition has been fully approved, you will be able to print the order(s), as 
necessary. 
 
To find your order(s), click on the Approved link from the Home page and click on your 
underlined PR number. The requisition should be in “Ordered” status.  If the requisition is in 
Ordering status, as shown in the example below, it’s possible to find finalized orders 
associated with the requisition, if there were orders to multiple vendors on the same 
requisition.  ‘Ordering’ is a temporary status. The transaction will change to “ordered” when 
all items have been confirmed. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the underlined PR number. 
When your requisition appears, you will see multiple tabs available at the top of the screen: 
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Click the Orders tab. 
 
In the below example, multiple orders appear for this ONE requisition. Since a Purchase 
Card was used, the order numbers are prefaced with a “PCO”; indicating Purchase Card 
Order. Otherwise, the order numbers would begin with either a DO or an EP (EP is reserved 
for agencies where complex e-Procurement is enabled.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Although one order is in ”Ordering” status, if it does not convert to “Ordered” status, it will be 
handled by a DGS representative and the vendor will receive the order; no action is needed 
by the buyer.  
The below screen appeared after underlined OrderID PCO200271 was clicked. 
 
To obtain a printed version of the order, click the PRINT button. 
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The following page illustrates a printed version of a sample [test] order:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
From your browser screen, choose “File” and “Print” to obtain a hard copy of this order at 
your local printer. 
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Creating a Change Order 

 
If a change needs to be made to a requisition that has been submitted for approval, it may be 
withdrawn and edited before approvals are completed. If the order has already been sent to 
the vendor, however, a change order must be submitted.   
 
To create a change order, click on the status button of your Swoosh screen. 
Click the underlined PR number. 
 
In the below example, a change will be made to PR200466  
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After the underlined PR number is clicked, a CHANGE button appears at the top of the 
screen: 
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Change the request title to indicate it is a change order, then make the required changes to 
the order.   
 
It is helpful to put a note in the COMMENTS field to note which lines have changed.  When 
submitted, the change will go through the same approval flow as the original request.   When 
the changed version of the request is fully approved, the order is sent to the supplier as a 
Change Order.  
 
Check Order Status 

 
To check on the status of an order, find the request in the Status folder.   

 
 
Click on “Ordered” to display the order.  
 

 
 
 
 
 
 
 

The PR number now shows a “V2”, designating a change (version 2): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

In this example, 
one of the items 
was deleted 
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When clicking on the underlined PR number of the changed order, you can view the 
associated history by clicking on the HISTORY tab: 
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Viewing Order Details 
 
To see how the order might look on the vendor side when it was sent electronically, click on 
the word “Ordered” under the Status column for the appropriate PR number. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(To access the above screen—you must select the Status button from your Swoosh screen.) 
 
 
 
Informational Note: 
ARIBA is the back-end process of the eVA system that allows the orders to go to vendors 
electronically.  When vendors register to use eVA, they must also register in the ARIBA 
system if they wish to receive orders electronically.  The screens on the following pages 
appear ONLY if the order was sent to the vendors ARIBA inbox. 
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The “Order Detail” shows the status of the order.  “Order Status” may show “Unconfirmed” or 
“Acknowledged.”  Do not be alarmed if “Order Status” is “Unconfirmed.”  Many vendors fail to 
confirm orders in Ariba but this does NOT mean they did not receive the order.  If the status 
says “SENT”, the vendor received the order via email, fax, or CXML.  If the status says 
“Failed”, as shown below, it will be handled internally; the buyer does not need to take any 
action.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Typically, the status will be “SENT”. Rarely do orders fail unless the vendor has not provided 
proper information in his ARIBA account. 
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Order History in ARIBA 
 
 
Click on “Order History” to see the complete history of the ordering process.  
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 General eVA Information  

 
SEARCHING CATALOGS 
 
The fastest ways to find catalog item(s) include:   

§ Use Advanced Search Options: When searching for products you can click the 
OPTIONS link to conduct an advanced search to achieve better results.  Use a 
combination of search fields, for example, part number & supplier, or contract number. 

If the supplier part number is available, enter it in the Supplier Part Number field. This is 
excellent for price comparison-shopping. 
 

• Punchout Catalogs:  If you know a supplier has their own web site that eVA ‘punches 
out to’ – click on this category and all punchout suppliers will display.  Examples of 
punchout suppliers include ‘The Supply Room’, ‘W.W. Grainger’, ‘Boise’, etc.  (See 
additional information below on punchout catalogs.) 
 

• Save Search:  Saving searches for an item provided by multiple suppliers is a good way 
to quickly access your information at a later time 

• Favorites:  Use the Add to Favorites link to earmark frequently purchased catalog items.  
Favorites always give you the most current catalog prices. 

 
NON-CATALOG ORDERS 
 
The fastest way to create non-catalog orders:  
 
If you are ordering a number of similar items to the same supplier: 

Create the first item and use the COPY feature to duplicate the item. Change the 
necessary fields.   This also ensures that separate orders do not go to the same vendor.  
 

COMMENTS AND/OR ATTACHMENTS ON ORDERS 
 
It is imperative that you click on the checkbox below the COMMENTS box in order for the 
supplier to receive your comments and/or attachment.  Be sure to include a description of 
your attachment(s) in the Comments section so the supplier is aware that there are 
attachments AND the purpose of each. Vendors who receive electronic fax orders do NOT 
get faxed attachments. Your comments are the only way a supplier knows attachments are 
included with the order.  NOTE:  Vendor training includes information on electronic faxes and 
how to retrieve attachments from their ARIBA account.  
   
SHIPPING CHARGES ON EVA ORDERS 

As a rule, shipping charges are included in the prices denoted in the emall.  In those cases 
where you have an exception, insert the shipping charges in one of two ways:  (1) as a 
COMMENT in the COMMENTS box, or (2) as a separate line item under Non-Catalogs in 
Step 2, ADD ITEMS.  
The choice you make should be based on the preference of your Accounts Payable office.   
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APPROVING ORDERS 
 
If your Approve light is flashing or if item(s) appear next to the words Needs Approval in the 
left menu on your screen, you are assigned either a role to approve certain transactions 
and/or you are the preparer of a requisition that must be printed.  (As the requisition preparer 
of an order that must be printed, you will see your actual name on the approval screen).  If 
you are approving a requisition for printing purposes, insert a comment in the COMMENTS 
box during the approval process to denote the date and the fact that the PO is being printed 
and mailed/faxed.   
 
COPY REQUESTS TO SAVE TIME 

If you find want to move requisitions to your ARCHIVE folder because your current folder is 
getting too full, first COPY any requisitions that you want duplicated so you will be able to 
quickly order these regularly ordered items/services in the future. Then move the original 
requisition to your ARCHIVE folder. The copied requisition will stay in COMPOSING status 
so you will be able to edit it at any point in the future. If you do not wish to keep these copies 
in your active folder, you can also create a NEW folder to house templates of requisitions 
when ordering items/services for specific accounting codes, etc. 

 
GENERAL “HINTS” 

 
Check the Units of Measure! 
Read the detailed description.  Each may mean more than one (“box of 60”, “package of 10 
rolls,” etc.) 
 
Requisition Editing 
If an approver has “edit approvable” capabilities and edits the requisition, the approval 
process starts over. 
 
Home 
If you find there is no exit button on the eVA screen in which you’re working, clicking the 
HOME button returns you to the Swoosh screen. 
 
Session Time Out 
If you do not move on the screen or make a change for 60 minutes, the session will timeout, 
(log you out).  The back browser button will not allow you to continue working if you receive a 
session time out.  If you are working on a requisition, it will be saved in “Composing”.  Close 
your browser to clear out all temporary files.  Simply log back in to eVA 
(www.dgs.virigina.gov). 
 
Automatic Log Out  
If you find you’re getting logged out of the system too often, check to ensure you do not have 
multiple browsers open (minimized) at the bottom of your screen before attempting to log 
back in. 
 
Internet Browser Problems / Not Able to Log In 
eVA is a secure site that requires your browser have all first and third party cookies enabled, 
as well as cookie sessions. If unsure how to enable these features, please consult your IT 
shop. 
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eVA works best using Internet Explorer. Netscape is not recommended and can prove to be 
unsuccessful. For this reason, IE is the recommended browser.  Contact 1-866-289-7367 
with questions concerning browser compatibility. 
 
If you receive a “Page cannot be displayed” error, click on the browser REFRESH or 
BACK button (*see CAUTION statement below). If you frequently receive this error, contact 
1-866-289-7367 for assistance. 

 
*CAUTION:  Do NOT use the browser buttons to toggle from screen to screen while inside 
eVA .  NEXT and PREV buttons are generally provided at the bottom and top of your eVA 
screens to navigate back and forth. 
 
Mail/Fax Orders 
 
For orders that must be mailed or faxed, be sure that the order is printed and NOT the 
requisition. A requisition # begins with “PR”, a P.O. with “DO” or “EP” and a p-card order with 
“PCO”.  The DO/EP or PCO is what is mailed or faxed. 

 
NOTE:  If placing a non-catalog order and an eVA registered supplier is chosen AND the 
preferred order method is URL (not Paper), the supplier will receive the order 
electronically.  Do NOT print the order.  

 
If a purchase card order (PCO) must be mailed, phoned in, or faxed, the p-card number 
cannot be included on the order (DOA policy) .  The number should be phoned into the 
supplier after submitting the order, as currently is being done.   
If the purchase card order was electronically submitted, the card number will be included on 
the order.  As a precaution, it’s always good practice to insert a COMMENT on your 
requisition to alert the vendor that this is a Purchase Card Order. 

 
Buyer Resources 
 
Refer to the eVA web site for a wealth of information.  Procurement manuals are available 
with a click of the mouse.  Under the “Learn About eVA” link in the left menu of the eVA 
Home Page, a variety of topics are highlighted: 
 

- Interface Technical Documents 
- Vendors with Catalogs 
- eVA Implementation Guide 
- List of eVA Registered Suppliers  (see below) 
- Shipping and Billing Addresses for Buyers………etc…… 

 
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).  The EXTENSIVE eMall Buyer Guides, Vol. 1 and 2 are also 
available at this link. 
 
Refer your vendors to the eVA Home page to register to use eVA.  
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Below is an example of the eVA Registered Vendor List that displays  when you click on the 
spreadsheet that appears to the right of the vendor count in the right side of the Home Page.  
 
 
 
 
 
 
 
 
 
 
 
 
Check this list frequently, as it changes daily. When you click the above link, as shown, you 
will see this eVA Vendor List .  This list can be downloaded into Excel for your benefit.   
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
For technical assistance with eVA, contact 1 -866-289-7367.   


