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Loginto eVA

http://www.eva.virginia.gov
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Solution
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Going Shopping?

Click “Shop Now” !
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Accessing eMall (Shop Now)
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To create a requisition, click either the Requisition link in the left menu OR the Create button
on center screen.



The Requisition process consists of 3-4 simple steps (Add Accounting Details is optional)

Preferences TopolE Curremney

e FRE0G213; Untitled Regusition

mmms: 0 Total: §0.00000US0 m
Adld Tite ' SRR
. - B Add Title
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[ not send any items to efrocuremant: T
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Pre-Ercumbrance Mumber:

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 aPO 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)



Finding Items through Catalog Searching

Search features available when you click on the underlined Options link are shown below:

Preferences Toggle Tips
S’hu|g|gi’ng T e PRZOGZ13: Mew Order
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and Safety Equipment and Supplies (2) Consumer Electronic Products 1)
Eersonal safety and protection (23 Eloor coverings (1)
Food Beverage and Tobacco Products 1} Eurniture and Furnishings (1)
Sugar and sweeteners and confectionery €13 Accommodation furniture (1)
Laboratory and Measuring and Observing and Management and Business Professionals and
Testing Equipment (4 Administrative Services (1
Laboratory Equipment <3 Management advisory services (1)
Material Handling and Conditioning and
Storage Machinery and their Accessories and Supplies (1)
Supplies (2) Hospital and medical and dental equipment  ¢1)
Containers and storage (1) Material handling
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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.

Add items to your requisition from the catalog or from your favorites groups. You can also enter details for non-catalog
items.
How To Screen Details
E:\-"C\"V)Drdsl Searchl Resetl Options ™ Create Mon-Catalog Item|
nd):

?gr)\ulvordsl Favarites: |— Recent Chaices —;I

Exact Minimurm -

Phrase: | order: |— Select - (2 chmces);l

Exclude Hazardous -

Wards: I Product: I Select - (1 chmce);l

g;ﬂp‘l‘fr | ifer:?e |— Select - (1 choice);l

mMfg. Part Maximum Iﬁ

#*: I Order: No Chaice - i

Price: Ta: g SRl - Select - (3 choices) - i

Number:

ETaA Contract -

(Days): | Ta: | Tt | Select - (3 choices) ;I

Eluh;ljlpher |— Select - (7 choices);l P-Card: |— Select - (5 choices) ;I

Recycled [~ ~ i = Payment - - - =

Product: | Select - (1 chmce)_l Tarm: | Select - (2 chmces)_l

Supplier: |— Select - (9 choices) ;I Manufacturer: |— Select - (=20 choices);l

L:En?a' I— Select - (1 chDice);I Language: I— Select - {1 ChDiCE);I

363 items found Wigw By ICategory 'l

Apparel and Luggage and Personal Care Products {14) Chemicals including Bio Chemicals and Gas Materials

Clothing {8) Footwear (2) Luggage and handbags and (3

packs and cases (1) ... Carbon based chemicals and compounded chericals (1)
Colorants (1) Solvents (1)

Cleaning Equipment and Supplies (1) Commercial and Military and Private Yehicles and

Janitorial equipment {1} their Accessories and Components (1)
Transportation components and systems (1)

Note that the numbers displayed in these fields represent the number of choices available for
the stated field.




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:
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Type in the name of the manufacturer:

Preferences Toggle Tips Toggle Currency

Choose Value for Manufacturer w

Select a walue from the list or enter a walue 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: Manufacturer Name Searchl

Manufacturer Name Action




When your selection appears, click the SEARCH button:

Preferences Toggle Tips Toggle Currency

Choose Value for Manufacturer

Select a value from the list or enter a wvalue 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 ne=t page.

How To Screen Details

Field: Manufacturer Mame |zoom Searchl

Manufacturer Name Action

When you click the Select button, you will be returned to the ADD ITEMS page and your
manufacturer item(s) will appear, as shown:

)
Add Items
Checkout

B Add ltems

add items to your requisition from the catalog or from your favorites groups. You can also enter details for non-catalog items.
How To Screen Details

Keywords (And): l— Options ™
Keywords (Or): l— Fawvorites: lm

Exact Phrase: l— Minimum Order: m

Exclude Words: l— Hazardous Product: lm

supplierPart #: [ | Service Areas: |- Mo choice - v

rMfg. Part #: l— Maximum Order; lm

Price: I To: I Q Contract Number: lm

ETA (Days): | To: | Contract Type: lm

Supplier FIN: lm P-Card: IWI

Recycled Product: IWI Payment Terrm: lm

Supplier: I, Select - (1 choice) ;I Manufacturer: zoom (1) (la

Type Mame: lm Language: - Select - (1 choice) »

1 items found Show Results: lm View By: ICatggDry ;I IDeta\\s ;I

1 items found in: Communications and Computer Equipment and Peripherals and Components and Supplies » Hardware and accessories > Modems and related
hardware > Modems

Modern, Foom, 56K, w90, Fay, Data, Woice, PCMCIA $129.00000USD / each
Supplier:  Dominion Management Resources, LLC Modem, Zoom, 56K, v.90, Fax, Data, Voice, PCMCIA Add to Favorites™

Supplier Part #: 726947095298
Contract Type: 99

Contract #:

Effective Date:

Contract Link: E

ETA (Days): 3

Manufacturer Mame:  Zoom
P-Cards Accepted:

Service Areas:

Can't find what you are looking for? Fill out a non-catalog form.

Steinbam Cloria last visit 11/5/9004 1:00 PR _Model (O 1006 - 2003 Ariba Inc,

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 Iltems as “FAVORITES”

Preferences

Toggle Tips Toggle Currency
shopping Cart Ry PR10633322: Untitled Requisition

Items: 0 Total: $0.00000USD Exit
Add Title

E Add ltems
Add Items
Add Accounting
Details .

Search In: Entire Catalog » Drugs and Pharmaceutical Products > Miscellaneous drug categories
Checkout

Create Mon-Catalog Tterm
. Keywords: | QOptions ™

57 items found

Wiew By: |Category ;I ISummary LI

1 items found in: Drugs and Pharmaceutical Products = Miscellaneous drug categories = Antidotes > Ipecac
IPECAC SYRUP 107 3628590

$1.60000USD / each

a6 items found in: Drugs and Pharmaceutical Products > Miscellaneous drug categories > Nutritious food > Other

\Chck this link ko open a menu of Favorites options
TS,
Meocate Junior Powder, 400 grn cans, 4 Ca3As Her ..,

Maore itern

$105.04000USD / box

Add to Favaorites ™

$8,33000USD / each

Add to Favaorites ™

$242.40000USD / box

Add to Favorites ™

$191.30000USD / box

Add to Favaorites ™

$191.90000USD / box
Add to Favorites”

Loprofin Macaroni Penne, 500 gm box

#LEU Mawamurm Powder, 1 1b. Cans, 4 cans per case

#PHEN, TYR &nalog Powder, 400 gm cans, 4 cans per ...

#MTYI &nalog Powder, 400 gm cans, 4 cans per case

Can't find what you are looking for? Fill out a non-catalog form.

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. Selectthe “Other” option to create a new Favorites folder.

Bleopming &art oy FRIN63IZE: Untitled Requisition

i ems: 0 Totad: §0.00000L50 < pres [ wess o [ eee |
i Titls

- EH Addltems
k] JCRmiG

agd & coounting
El [=tais

S=arch 1n: Entre Catslog > Onge and P
Y checiogt

mecautical Froducks > Fiscellanecis drug categanes
o | Kmwwnmd; Sotions"

&7 items Tourd

Yigw By: [Category =] [Summary =]

1 itanes found in: Drugs and Pharmaceutical Products = Miscelarssis diig categones > antidotes = Tpacas

LA SYR 580

£1E0000US0  mach  [ASTE Carl

b ttems fourd v Onags and Pharmeceotical Producks = Miscellanenus drsg categones = Nutrhous food > Other  Mors ifoms .,

_A00 qm g, 4 cars par $105.04000U50  beo

W B0 Pl Sl
F5.530000SD S each

-n ™

R4

3 Cafs Tk $242 40000050 b & o C4r]

EPHEN, TVE &nalog Powder, 400 gm cans, 4 cans per .. §191.80000050 / boe:  [Midd e cant
Add tp Fauortes™
ATY] frvalog Powder, $00 gm Gans, + Gans per caes $191.50000U50 / b [RodEacan
2 d qnn-catadog
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The below screen will appear asking you to name a new folder for storing your SAVED

favorite.

shopping Cart

ER 2dd Title
E3 Ao (rems

= Add Accountng

QDeCals
Checkouk

iy

S B

Tagnle Currency

Praferences Tognle Tips

PR10622EZ: Untitled Reguizition

IEems: 0 Total: $0.00000050

B Add ltems

£ Back

sdd o reimode “IPECAC EYRUP 100 3628590 item from a favorite group. Or create or defete a favorite growp.
L
L

[T Eaworite Group Name

Action
™ A7 favariten
I ik

L

Hew graup name: |.|i:|a|:|:|: syrup

After entering the name of the group, you must add that particular item to the group, as
lick the box, then click Add Item.

shown below. C

< Bk

Toggle Currency

Preferences

Toggle Tips

FRI0G3332: Untitlad Requisition
Items: 0 Total: 3000000050

E Add items

sdd or remowve "IPECAC SYRUP 107 3628500 ibem from & faworite group. Or create or delete a Favorte grosp.

= Favorite Group Sanme

Action
7R3 favoriten —
i dd [term
i SRR add Ttem
Mew graup name: |lpepac syrup Creste Group

— vz 1T
B F - ;

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)

EY add ttees
Add: dccaunting

T Datails

EX checkout

51 - P14

S

Praferancas

FR1OAZZZE: Lntitled Requisition
Items: 0 Total: $0.00000US0

E Add ltems

Saarch In:

catagoriss
Keywards: |
Favtaes: |- Pecent choices - =
57 itams found

1 items found int Drugs and Pharmacautical Froducts = Miscelaneous dn)

IPECAC SYRUP 10 0

56 itars found in: Dhags &d Pharmaceutical Praducts = Miscellaneous d

(L= (9

Meocate Awigr Powder, 400 gn Cans, 4 Coins DEC

Togolie Tips

Ertire Catalog » Drugs and Phamaceuticsl Progucts > Miscd

anrafin Macercn Banme, 500 gm b

ST Pt T

[Eeach] [Fesee] oo

Epywards

o Ragwonds Chndl
Empucds (Or)
Exadt Phrasa
Excluds warde

Fuckd o nad
Hinorbs Owried Boginess
Hinimurm Srdar
Hazardous Product
Sriall Businsas
Waman Ownad Business
Servics Aress
Wi Srde)
Conkrscd: Humber
Contradt Type
Hupplinr FLH
Eominradity Coda
B-Card
Racycled Aroduds
Paymant Tanm
Supplisr
Buppliar Dast &
H sruFacharer
MWFg, Pt &
Precs
ETh [Daws]
Type Harmm
Languags

Cusstos

o Fascrnbes

W
Bhow 2l caarch optians
Hide eanrdh cpbane

Sawed searches

Save curmmrd pwarch..

o T R

Craate Mor-Catalog :Il:nrnj

Summary x

= Ipecac
D Fmach  |Add o Cart

Add 1o Favantes”

| food = Other More

mso /b
Add to Faworitas ™
YD/ each
#dd to Fanyontes™
pUsD / bax

Add 10 Fananies”

N T

|
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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.)

Praferences Togole Tips Togale CLrrency

Save Catalog Search ﬁm

Search Mame: |Drug‘.-: B: Fharmaceutical

The next time you return to eVA, click on the appropriate “Run” link that matches the name of
your saved search:

Minodtp Ourad Burirace
Mininiwmn Srder
Hazardous Praduct

Shopping Cart v PR10G3252: Untitled Requisition Small Businmsz = =
Warman Ourad Businsct ——— e
Items: 0 Total: 40 00000050 pieianty EnEaE
Add Titl x | Ml raar g
E Ad:i [’tEﬂ'IS Sordract Murrker B
add Jtems Cartract Tope
&add_Azgounting L
Daizis sommedity Cada
A Feywards: | Zoarch| [Resat] ¢ pocaw
il Reoyclad Product
i| Favoates: |- Recent Choces - = e
! Suppliar — —_
B4, 209 tems found Supplinr Part 4 View By: Ftategnrg.r _-J
rManfachamsr
wni:ﬁﬂ.s o g Part # bk (2%
rostory (16 Optionsl (10 Agency Specific (12) pilca It (2]
e ETA [Cusa]
BunchOutl Catalogs (3} L m.&u:u'ermm Care Producls (497
Bunc:hout (33 e pemar (16} Luedage snd hanchags and
Capzénnn 2
Bullding and Constisstjon and Malntenon e Service * Favoetes 1 Bip Chemicals ond Gos Matarials (23
[FEN) P

Building suppoet and majintenafteagnd renair SarcEs ¢]  Show all seard opkicna

X Hidw smarch optianz
L;Iu.:mflm_lr.nd.lﬁﬂmn.. and Supplies (L0 rlur\! and Private Yehicles and their
ClEE g = i coal supplies {324) s

(and] .e! ar -n-'l wastowater traatmant s SRy ;
fE‘?E'I Foun "Crigs & Phamnacaical

fawmd smarrhes

Save urrerk Searchy
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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.

50 items found

photocopier supplies > Toner
HP 4500 Color Black Toner

Supplier:  Ecks Supply Company
Supplier Part #:  C419914

Contract Type: 99
Contract #:
Effective Date:
Contract Link:
ETA (Daysy: &
Manufacturer Name:
P-Cards accepted:
Service Areas:

Yisa; amex; MasterCard

IBM Lexmark 4312 NP 12

Supplier:  Ecks Supply Company
S%pher Part #: IBM 4312
——

Show Results: IE‘D per page =

—

IDetai\s ;I

Page |1.=] ¥

View By: |Category LI

a0 items found in: Office Equipment and Accessories and Supplies = Office machines and their supplies and accessaries = Printer and facsimile and

£200.00000USD / each ’

~——
HP 4500 Colar Black Taoner Add to Favorites ™

Add to Cart

Add to Favorites ™

$74,00000USD / each
IBM Lexmark 4312 NP 12

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.)

El Add ltems

1 keywords fand: I
I—

I—

I—

Keywards (Or):
Ezact Phrase:
Exclude Words:

Supplier Part #:

Recycled Product: I— Select - (1 choice) -

Supplier: IEcks Supply Company (SD)LIE
Type Name: I— Mo Choice - -l

50 items found

- [

50 items found if

pplies > Toner

HP 4500 Color Black Toner

IBM Lexmark 4312 MNP 12

Add items to your requisition from the catalog or from your favorites groups. You can also enter details for non-catalog items.

Mfg. Part #: I

Price: | Tao: | @
ETA (Days): I Ta |

Supplier FIN: I, Select - (1 choice) -

ffice Equipment and Accessaries and Supplies > Office machines and their supplies and accessories > Printer and facsimile and

werox copier 6R-881 XC 200 1000 1200

How To Screen Details

Options ™

I, Recent Chaoices - =
Hazardous Product: Im
Contract Number: Im

I— Select - (1 choice)

I, Select - (1 choice) ;I

I— Select - (1 choice) =

Create Mon-Catalog Itemn
Favarites:

Minimum Order:

Service Areas:

Maximum Order:

Contract Type:

P-Card:

Payment Term:

Manufacturer: I— Mo Choice - vl
Language: I— Select - (1 choice) =

Show Results: |20 per page -l View By |Category ;I Surmmary (multi) =

Page |1 /=] P

Simply key the gty you
desire and click “Add to
Cart” button

$200.00000USD / each
Add to Favarites 7|

$74.00000USD / each

Add to Favarites 7|

$68.00000USD / each

HP 8500 Color Cyan Toner

Herox 5205 5210 5220 5222 Toner Xerox 6R-333

Add to Favorites
$170.00000USD / each
Add to Favorites ]

$49,95000USD / each
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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:

| & EEFALTIvE Il

Add Items

Add Accounting

Details

— ceywords: [Seareh] (Reset] cpions~

4 Favorites: I— Recent Choices - 'l

]
884,209 items found

Wigw By ICategDry hd

H

When the following screen appears, enter the appropriate fields:

Falgronces

i PR201194: Lntitled Raguisition
Items; 0 Tobal; $70 000000

B Add Non-Cataloq ltem

If ¥ouCanmot locats o tem in the catadog

Todpile Tips

maciest 3 mor-cataliog o

your purchasing department may get involyvad to complata tha order

Toijijhe Crrancg
EE=T
LB L

tem usng the helds bedow, Mor-catalog ems may take lonpar to pracass hetause
add tha nfarmation befara laaving tha screan.

How Too Soreen Detalls
#l Full Descrption: |Enter & de=cription far this item. Ll

*Commadity Code: N value _-l Supplesr duribary Part O |

no walua)
*Supphar: Networking software, Administraton softweans Quantity: 1
, . Prirtinig ard writing paper, Fhotacopier paper .
Cantack Field =ports eguipment, Foathalls Uit of Measurs: sach =

abrasive whes=ls, Tungsten carhide abrasme whesls ;
Supplier Part Nunbar |- onned fonds and bottled ete, Canred wegetables Price: $0.00000U=T
Contract #; Cither. Amount: £0.00000USD

uba Tokal

Commodity descriptions used most
recently will appear in your drop down
menu. If you need a new description,

click “Other” and do a search.

¥ e @ e Fageied ek
o+ | corcal |

04 1242 PM, ¢

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.
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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:

Full Description: |Enter a description for this item, =]

=
Commodity Code: |(nn value) ;I Supplier suxiliary Part 1D:
Supplier: |(Nn Preference) ;I Quantity:
Contact: W [ select ] Unit of Measure:
Supplier Part Number: l— Price:
Contract #: li Amount:

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.

Piafarancas Tyl Tiges Tonijdgle Currency

Choose Value for Commodity Code _conel
Field: Hame [lighting ~ [Emaren]
Paga |11| ¥
[uarmne Action

Aircraft equipment, Exterior sircraft ighting [NIGP 03567
i sircraft equipmeant, Interice aircraft lighting (MIGP D3567)
: Camara acoassanes, Camera flashas ar lighting (MIGP G5515]

Casegaod ard non modular systems, Casegood or non moddar lighting or power or data components (HIGP 4254E) Srlach

Computer support fumiture, Computer suppart bghteg or power of data components (NIGPR 26550, A5546)
Emergancy lghting, Flashlights ¢MIGP 45022, 45021)
Emergency bghting, Flood Ights (H1&P 28550)
Ermergency bahting, Light sticks (HIEP 28553
Emergancy ighting, Storm lights {MISP Z355E)
Ewxtarior lighting and fKiures, Kerisene of prapane aF butane lantemns (MIGR 4E015) P ninct]
Extarioe lighting and fistiess, Lardscape o area lghting (N1GA 20555, 2A555) [Ealecz]
Extaricr lighting and finturas, Fasidantial straat ights (NIGP ZES7AY 2l
Exterice lighting and fiHiuras, Roadway or highway llghting (WGP 235763
Extaror lighting and finturas, Underwatar lighting ¢NIGP S9556]
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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.

Choose Value for Supplier | cancal |
Fied: Suppler Mame Fl.werz
Supplier fam:s Small Business  Minority Owned Business  Woman Owned Business Action
Levars Busirass Products, Inc I I

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 anon-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:

Prafarencaes
Create Suggested Supplier

Enter the requasted information: for the naw walue and than save it The new walua s addad to the list of yvakies in the CHooser

Suppliar Hama: Ths Peanut Houss

T T e— CAUTION!
N Entering a non-registered
i | vendor places your

organization/agency at risk to
potentially incur the 1% order

Prefamad Cunancy: [ino walue) =] fee! It's ALWAYS best to
Dispatch: | convince your vendor to

carman [ become an eVA registered
Cammer Method: | supplier so you can select
Terms of Paynent: | them from the list rather then
T (zmlect & value) [ sclect | 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:

Prefersmees

Choose Value for Supplier

t & valie from the st or entar & valis and sasrch for it

ou o ta sp page from tha pul-dawn list or ¢ a owt koo d b
Pravicas oF rast page
How Tg Screen Darals
Fiald: Suppiar Mame [ [Emaren] [
: Paga |1 =| ®
Supplier Name Action

Iha Pearui Hausg

Sblec"l

When you click the Select button, the vendor name displays on the non-catalog screen:

I ———— = — ——
Preferences Toggle Tips Toggle Currency

PR201194: Untitled Requisition
Items: 0 Total: $0.00000USD

E Add Non-Catalog ltem

If you cannot locate an item in the catalog, request a non-catalog iterm using the fields below, Mon-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,

How To Screen Details
4

4

Full Description: |Enter a description for this item. ;I
=

*Commodity Code: ICanned foods and bottled etc, Canned wegetables LI Supplier auxiliary Part 1D:

*Supplier: IThe Peanut House ;I Quantity: 1
O value is not equal to target value(s)

Unit of Measure: each vl
#*Cantact: {no wvalue} [ select ]

H The value is not acceptable. Price: $D.DDDDDUS[§
Supplier Part Number: annt £0.00000USD

Contract #:

Update Total

* indicates required field

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:

Preferences

Toggle Tips Toggle Currency

Choose Value for Contact

Select a walue from the list or enter a value and search for N\ 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: |Preferred Ordering Method;l I Sear:hl

Preferred Ordering Method Name Street City State Contact Action
There are no items to display,




When the following screen appears, enter ALL highlighted fields and click the SAVE button:

Pralarancns i) gl Tipis Togle Cusrney

Create Custom Contact

Entar the mguested information for the new vaus and then save it. The new value is added to-the list of value= in tha Chooser,

How To Screen Datals

Harme: [tha pazect Housa
! stast 1 Pearut Way =]
L
ciry: [Empara
Stata: e
0 ACan
Postal Coda: [feon
Rl T
contact: [Georee Bremmer
E-mail: [ebrermmendac com
Phone W
Fas: | ;
Tai 1d Humber [Faromgmes
Praferred Ordering Mathod: Prink

Select the newly added information by clicking the Select button on the next screen:

Tagila Currenty

Piafaramnces

Choose Value for Contact =1
Seloct a vakie from the list or enter a value ard ==arch for it ¥ou can glao aslect a specific page from the pul-dawn list or cick an amow to display the
prewious or nesk page

How To Screen Dotals

Fiald: [Prafarred ordaring r-'lﬂthn-dL”I Search]
: Prefesrad O rileding Metfed farme Ftrest Gty Atats Contact Action
Frint Thie Pearnit House 1 Paanut Wzn Emporia Wi Georgs Brevmmes

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:

PRE01194: UntiHed Reguisition !
L. Items: 0 Total: §0.000ODUSD | 2% flic==sl |
I E Add Non-Cataloqg lter
("] ot |oeaie &0 iter in the i __|__3-:|'r|;_ et 3 non-catal ) (LEm LEND thie flelcke belor, Mon catalog iams may ¢ ake lorAgar to (i gule= i HECaice
ol hasing degartment. may gat involved to camplata tha ordar. add tha atian hefore Baving tha soresn
How To Screen Detsis
Full Description! jTanned pesnuts; unssted _"_I
1t oz cans
=
*Cammadity Code: |z anred fonds ard battled etc, Canred vegetables ]  Suppler susiisry Part 10 |
+Eupalar: [Tha Paanut Housa =] Quantity ]
*Carteck: [Tra Paanut Howsa [ galect ] unit of Measura: [eacn =]
Supplier Part Mumber: Dricg: lmﬁ_tﬂ
Conkract #: [ " Lo oo ED
Simply complete th(_a remaining f_ields (if ]
applicable) along with the quantity and
* wnclic st required fekd price of each and click the OK button
BET
5, uat 200 ] ! 1

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:

Line Items | Hide Details
No. Type SR Solicit Description Oty Unit Price Amount
I=] ] Canned peanuts; unsalted 16 oz cans |12— can  $15.00000USD  $£180.00000USD

Supplier: The Peanut House Canned peanuts; unsalted 16 oz cans

Contact: The Peanut House

Commaodity Code: Canned foods and bottled etc, Canned vegetables
Contract Number:

Bill To: P194- DPS Mail Roorn

Total Cost: $180.00000USD

| Shipping - Entire Requisition

Ship Tao: IMlnlmum Agency-DPS LI

Deliver To: IBDh Sievert

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 eachitem.
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Add Items from a Punchout Catalog

dd Title
R B Add ltems

Add Items

Add Accounting
Details

Checkout

catalog items.

Keywords: ||

Search| [Reset] Optians”

Add items to your requisition from the catalog or from your favorites groups, You can also enter details for non-

How To Screen Details

| Create Mon-Catalog Item|

[

Supplier: I, Select - (=20 chaoices)
1,081 items found

PunchOut Catalogs (40
punchout (40)

Cleaning Equipment and Supplies (1)
Janitorial eguipment {1}

Defense and Law Enforcement and Security and Safety
Equipment and Supplies (2)
Personal safety and protection {2}

Food Beverage and Tobacco Products (1)
Sugar and sweeteners and confectionery (1)

Laboratory and Measuring and Observing and Testing

Wiew By ICatBQDW :"

Apparel and Luggage and Personal Care Products
(513}

Clothing (513}

Communications and Computer Equipment and
Peripherals and Components and Supplies {128)
Communications and computer supplies (1) Hardware
and accessaries (127)

Domestic Appliances and Supplies and Consumer
Electronic Products (1)

Floor coverings (1)

Furniture and Furnishings (1)
Accommodation furniture (1)

Management and Business Professionals and

Equipment {4)
Laboratory Equipment {4}

Material Handling and Conditioning and Storage
Machinery and their Accessories and Supplies (2)
Containers and storage (1) Material handling machinery
and equipment {1}

Mineral and Textile and Inedible Plant and Animal
Materials (1)
Mon edible plant and forestry products (1)

Administrative Services (1)
Management advisory services (1)

Medical Equipment and Accessories and Supplies
(1
Hospital and medical and dental equipment (1)

Musical Instruments and Recreational Equipment
and Supplies and Accessories (11)

Field and court sports equipment (5  Fishing and

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.

PR201336: EMall Training
Items: 5 Total: £2,757.20000USD

EH Addltems

o

Add items to your requisition from the catalog or from your favorites groups, You can also enter details for non-catalog items,

Search Resetl Options ™

Keywords: |Supply Room

1 items found

1 items found in: Uncategorized Items

Supply Room TEST punchout catalog®

Supplier:  The Supply Room Companies Inc
Supplier Part #: 1

Contract Type: S-Optional

Contract #:  61&504-00

Effective Date: Maon, 1 1an, 2001
Contract Link:
ETA {Days): 1
Manufacturer Name:
P-Cards Accepted:
Service Areas:

WISA; AMER; MASTERCARD

*indicates Punchout Catalog items or suppliers with Punchout Catalogs.

Show Results: |20 per page 'l

Supply Room TEST punchout catalog

How To Screen Details

Create Mon-Catalog Item
[~

Wiew By: |Category ;I |Detai|s

Buy fram Supplier

Add to Favorites ™
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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.

o The Supply Room Companies, Inc.
ey Welcomes eVA users
i ey

Makating Tl  Far mors infarmetion about Tha Supesy Room,
e Sl confract for offce products, and much mue b mors,
a—— clenzra e it our web sits and cusiom prace for State of Vingnia st
L]
: L

or fick fe ks bedw

o Y

SLET I il Fiarn
nMcraarl Booal Formed)
Ol Frrigrese o Gulih Dnged

T sembberbms Saueh

Plesse Help

5 ; el
fecvarcnd Sewech i adhie o .
| ——— 1
Hnow wour SEUS?
Thar: chip fhm brmwsing i Lam GUNDH OPDES.
e er setne, B2 0Bk araoy b ki covkiHag

jeidor

2|

Sea pirove by Dafor St ™

B Active

< JE

Bk e Shop FI.:fruh Home

Y

| Seach  Foworkes

- BESDURCES
:ﬁﬂm@ b Aot 7 bugear o oo AuibaB g fa s eileaien Bave=td Bl qHeh b B HELP

i Searzh Results For Qulck Searsh: paper ¢lips

Heds | Corlact

GRAINGER.

{uwmie | Fined & Brasch

Commoswn Ak of W
Marage Parsona LEIs
Wi Bugueshad Lisks

FETTHT]

ﬁ Woelcome to Grainger

searcs N T

G Eevwnnds @ Oraings Bem s @ Manifaonres

O Astunn cend Search

rowse FrooveTs K .k TEM ENTRY

fohasknes B Bealanis
<laaniwg & Fainfng
Elecrival

Fiaralirars & Hardwana
Hial

Hydrauli= & Priaumaios
Lighiing

Watesial Hardling
Melawarking £ Lubneabion
Moloes & Power Tranamissian
Office & Laborabary Equipment
Ouidoar Equpmerd

Furmgs & Flumbing

E:afaty B Bat iy

Tonkz & Teed Femimans

l- Ham Humibsr Seesrch

Aduanced Search

78 Rueords Found

Brnwss Catabo P 1

thuck dveler 123430

ftac hirss Matching Tool

& bone
E=rartazt (b fam Hamme: S Coe, Ghanl, Fecsn s Sive, D85 Geuge
FAQ F Sleer
. [T e e e e P R
. o Humbors TSR0
Your Frices  30.20/0%

e ]

ez M iarmeiz ¢

Paimiaciuir i

e Hurnbser;

Pegiir T, Siza 1, Recuier Shia, 134 Saus

Sieer
it eeiteala Inbarealneal Corp
TSRPCH

ket [ 37 bt Mstiabeen Th

M Frranien - Mahm

[T ¥ T e

D Interel

ke land™ TRoAu

Oick & Luam ¥ Suarch Tigs
s urway Thrugh ekl Prod s Hin
L b tha S wih

skl By Dachaziio

Ly Grainger Hem
—
[ fwne ]

[ fer

o hdd 10 Recuasinon gy

Bl Fwouimban Pad
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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.

ik I Wil i P bearet Exploned
Fk Ect ‘Wiew Favoilez Tods Hap .
s S I E [ G - E” I [ L= E=i
Back b Shop Aedicsy Hmig Seaich Favodas  Hisloy hial Finl  Fufl5oiesn .
;-ﬁdﬂ'ﬂﬂm hiip:d Poed-T bupeen seco e ba B uy e e P a verdo v WERE RED gHeh S 1ewr=g Ll P

| OROER CEWTER

Browes Catalog FPage 1 of ¢

Qulck drder 12348568

Lumactie Meam Momiss  Gem Clipa, Olant, Rechanguar Slyke, D45 S

Mlanuifietirer: Orficemale ol nationsl Sop
Bz Husmibazr: TER

Wil Price: #0220 ) B

iy

wl:l :l_; amom

EEAACH CEHTER

I )

I tem Humbser Search e Mamnes:  Feees Clips, Size f | Rl Style, 004 Bauge, She
A i T T B LR S

x Coticamahi blet iead onval Cora
Advenoed Boaroh LA Wesm tamiher TERPCT

Wour Price: 3005 ) BX
By i

E | -] Irimnet

ﬂsu“:ﬂpwmsn... B Groghize - Malbe 'ﬂFHiﬂnmll".\-'uld-Dmmﬂ] gl ao0s

Punchout Catalog Shopping Sessi Microsoft Internet Explorer

J File  Edit “iew Favoites Tools Help

j<:=,—>.@ Bl A

Back Earwand Stop Fiefresh Home:

@@@‘@v%@

Search  Favorites Historny I ail Frirt Full Screen

Jﬁgdress |@ https://cust-7 buysense. comdanba/Buper/aw thull=awsnkaws=\MEM kD gHwh9baol kawr=q j @Go

EVA

[Wel_c_:ome Jacobs, Brian last visit 9/25/2001 2:06 PM

ORDER CENTER Shopping Cart
Home
Browse Catalog To change the guartity of your order, you must first click the Updste Cart button before
checking out.
Quick Order ftem
Remove Humb Hame GOty Price Ext Price
Machine Matching Tool mbeL:
zem Clips, Giant, Rectangular Style, gozof )
Contact Us I TSRPCG 145 Gauge, Siver g 2000 /BX ftems: b
FAQ SUBTOTAL: $20.00 Subtotal: $20.00
ORDER

[ monimemsTouisT || EmPTvcaRT || uppaTECART(” |[ cHEcKouT | e o 1

IEssentiaIs j
w]l:nannn.
[ ]
I ttem Humber Search
Advanced Search
-
| E
R mis | = = e
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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.

|Line Items | Hide Details
[T MNo. Type SR Solicit Description Oty Unit Price Amount
1 m r Post Warranty next day onsite 1 year IlD— each $39.22000USD $392.20000USD
Supplier: Department of General Services Post Warranty next day onsite 1
Contact: Department of General Services year

Commodity Code: Systerm administrators, Computer hardware maintenance or support

Contract Number: 2002-06
Bill To: T156- State Police Comptroller

02 r 32 guage hollow point bullets |1 box $30.00000USD $30.00000USD

Supplier: ACT Office 32 guage hollow point bullets
Caontact: Davie
Commodity Code: Light weapons and ammunition, Amrmunition

Contract Number:
Bill To: T156- State Police Comptroller

r a [ HP Motebook/Laptop PC's Il each $1,300.00000USD $1,300.00000U5D

Supplier:  xped: HP Motebook/Laptop PC's
Contact: Hpeds
Commodity Code: Computers, Notebook computers

Contract Mumber:
Bill To: T156- State Police Comptroller

4 [m I Dolly for Dakota Chairs 1 each  $105.00000USD  $£105.00000USD
Supplier: WIRGINIA CORRECTIOMNAL ENTERPRISES Dolly for Dakaota Chairs

Contact: MIRGINIA CORRECTIOMNAL ENTERPRISES

Commodity Code: Material handling machinery and equipment, Drum handling equipment
Contract Mumber:

Bill To: T156- State Police Comptroller

Total Cost: $1,827.20000USD

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:

i I 2 B [ 5
_ 4 [5j [
SUppIier' Supplier: [Nan-catalag Trem]
RS Contact: Dawie Supplier:[poachoot Teem 2
Lontact: Looarn Commodity Code:  Ligk Contact: VIRGINIA CC

Commuodity Code: - .
| Contract Mumber: Commadity Cade: M3l

i Bill To: T156- Stats P Contract Number;
SUERE e Bill To: T1S6- State F

o I=] [

Contract Mumber:
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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.

Shopping Cart g PR20G246: Mew Order - Facilities Mgmt.

Items: 3 Total: $9,248.60000USD

El Add Accounting Details

i Add Title

A Add Items
‘ 3 Add Accounting These are the accounting details for each line item. ¥ou can edit line item accounting details and split accounting for a line item (to create different
Details accounting splits).

How To Screen Details

"
B | Accounting - by Line Item

Items in this request: 3

No. Type SR Solicit Description Oty Unit Price Amount
1 fm O Sound card, Encore, 53, 1S4, Internal 1 each $17.00000USD $17.00000USD
Fund: ]
Cost Center/Organization/Speed Code: 200

Cost Center:

2 i O Canon Fax L3500 L4000 L4500 L6000 1 each $54,95000US5D $54.95000U5D
Fund: 100
Cost Center/Organization/Speed Code: 200

Cost Center:

3 m O Canon Fax L3500 L4000 L4500 L6000 167 each §54.95000USD £9,176.65000USD
Fund: 00
Cost Center/Organization/Speed Code: 200

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.

BN f i FRAZIESAGT Mew Ortker - FacBties Hgmi
ﬂ and fran 1@ 3 Il"ﬂl 1 1 '\l!ll ausp | n
KJ pa i B} Edit Line tem Accounting
B checics Edit accouriing dataie for thiz irm ier
e It Sund Card, BNCoie 33, 124, Inlaimead
Fund: 'm I t]
T CanTarDnganEaTon Sy e Coa: @m0 [l

Cowi Caniern

FETIT

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.

Add Titla PR206246: Mew Order - Facilities Mgmt,
Items: 3 Total: $3,2458 60000USD
Add Items
4dd bccounting El Split Accounting - by Line ltem
etalls
Checkout Specify how to split the line item charge (for example, by percentage) and then enter the appropriate accounting and split information,
How To Screen Details
k) LingAfem: Sound card, Encore, 3], IS4, Internal
4
Split By: Percentage x
No. Accounting Information Split Amount  Action
L Fund: [ select ] 100%
Cost Center/Organization/Speed Code: [200 [ select ]
Type the
desired
Cost Center: accou ntlng
distribution
2 Fund: 100 [ select ] for each 0%
. O value must
Cost Center/Organization/Speed Code: 200 [ select ] Spllt not be zero.
Cost Center:
Unallocated: 0%
Total: 100% .
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eVA will track splits and the allocations to ensure funds are fully allocated, whether by
guantity, 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.

“ A0d Tile P E2ak) Maw Order - Foodties Mg :
Elaccs IR@ins: 3 ToLal: §9,245. 80000050 ﬂ
AR Ibas 3
[ Al iccounirg El Edit Line tem Accounting
Y Chectot e Ty D e
Lra tom: Sound card, Ercore, 53, 154, Intamsl
i Fursd LG AT,
Coet Cantan OngareatansSpeed Coda: 2600
2 Fusd: Lo L1
Cesd CantanTroariestanSpwed Coch: 2K
Coct Cantar
-‘EEIJL“AMIE
s
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Checkout

El Checkout

JSummary N Approval Flo

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

How To Screen Details

W

Title:

On Behalf Of:

Delay Purchase Until: 7
Use PCard:

PCard number:

Entity Code:

Fiscal ¥ear:

PO Categary:

ERP Requisition Mumber:

Cross Header Ref:

IEMaII Training

IStemham, Gloria vl
| B

¥
T156 [ select ]
2004 [ select ]

IRUl [ zelect ]
I—
I—

Do not send any items to eProcurement: [

Send ALL items to eProcurement: O

Line Items

| Hide Details

Unit Price Amount

[T No. Type SR Solicit Description Oty
[T 1] r Post Warranty next day onsite 1 year 10 each £39,22000USD $392,20000USD

Supplier: Department of General Services Post Warranty next day onsite 1 year

Commaodity Code:
Contract Number:

Contact: Department of General Services

System administrators, Computer hardware maintenance or suppart
2002-06

Bill To: T156- State Police Comptroller

r s IC

Supplier: Dell

N Latitude DAO0; IntelREG PentiumREG M Processor... 1 each $£1,670.56000USD $1,670.56000USD

Latitude DB00;IntelREG PentiumREG M Processor 715 (1,50Ghz) w/ 14, 1in XGA Display

Contact: Dell - UAT Testing Do MOT rodifs

Commadity Code:

Contract Number:
Bill To: T186- St

Computers, Notebook computers

4567
ate Police Comptroller

0} 3

r Non Cat test 1 each £30.00000USD $30.00000USD

Supplier: ACT Office Mon Cat test

te Police Comptroller

i Bill To: T156- Sta

Supplier: Xpedx
Contact: Xpedsx
Commodity Code:
Contract Number:
Bill To: T186- Sta

4 =] N Enter a description for this item. Il each $3.00000USD $3.00000USD

Enter a description for this item.

Computers, Notebook computers

te Police Comptroller

Il s @ ] General Purpose 48 in. Round Table

1 each  $306.00000US0  $366.00000USD

Supplier: VIRGIMIA CORRECTIOMAL ENTERFPRISES General Purpose 48 in, Round Table

Contact: YIRGIMIA CORRECTIOMNAL ENTERPRISES

Commodity Code:

Contract Number:
Bill To: T156- Sta

Commercial and industrial furniture, Freestanding furniture

te Police Comptroller

Total Cost: $2,461.76000US0

Update Total

Shipping - Entire Requisition

Ship Ta: |T156— State Police Receiving Dock ;I

Deliver To: Ishane Caudill
Need-by Date: 7 I m

Comments - Entire Req

uisition

Comments:

[T include comment/attachment(s) on purchase orders

Aadd Attachment | | Delete




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.

DB ALL ITRMS TO BFFOCUFBMEnT! 1

Line Items ide Details
[T MNo. Type SR Solicit Description Oty Unit Price Amount
[T fm r Post Warranty next day onsite 1 year llD— each $£39.22000USD $392,20000USD

Supplier: Department of General Services Post Warranty next day onsite 1 year

Contact: Department of General Services

Commodity Code: System administrators, Computer hardware maintenance ar support
Contract Number: 2002-06

Bill To: T156- State Police Comptroller

| I s I Latitude DEO0;IntelREG PentiumREG M Processor. .. 1 each §1,670.56000USD $1,670.56000USD

Supplier: Dell Latitude DE00;IntelREG PentiumREG M Processor 715 (1,.50Ghz) w/ 14, 1in XGA Display
Contact: Dell - UAT Testing Do NOT madify

Commaodity Code: Computers, Motebook computers

Contract Number: 4567

Bill To: T156- State Police Comptroller

rl. 3 =] r Mon Cat test Il each $£30.00000USD $30.00000USD

The items on the screen will ‘collapse’ for easy view and selection:

Do not send any items to eProcurement:

Send ALL items to eProcurement: (m}
| Line Items Add itErnSI | Show Details

[T No. Type SR Solicit Description Oty Unit Price Amount
0O fm [ Post \Warranty next day onsite 1 year IlD each $39.22000U50  $392.20000USD
H. 2 0] r Latitude DEOO;INtelREG PentiumREG M Processor... 1 each $1,670.56000USD $£1,670.56000USD
|i 3 I=] o Mon Cat test |1 sach $30.00000USD £30.00000USD
H. 4 r Enter a description for this item. Il each $£3.00000USD £3.00000USD
H. g s [ General Purpose 42 in. Round Table 1 each $366.00000USD £366.00000USD

Total Cost: $2,461.76000USD

| Shipping - Entire Requisition

Ship Tao: T156- State Police Receiving Dock LI

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.

tla PR201336: EMall Training
Items: 5 Total: $2,461.76000USD

out E Edit tems

changes,

K Edit [tems : Review

.

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

How To Screen Details

Line Item Details
Supplier: Dell

Contact:

Commodity Code: Computers, Notebook computers

Contract Mumber: 4567

Bill Ta: T186- State Police Comptrol\er;l

\ Since multiple items were selected on

Dell - UAT Testing Do NOT modify [ select ]

the Checkout screen---this screen is
used to do a MASS Edit. Whatever
changes made to this item will apply to
all selected items.

Accounting - by Line Item

Fund:

Cost Center/Organization/Speed Code:

Cost Center:

Split Accounting

IlUU [ zelect ]
IZUU [ zelect ]

——

| Shipping - by Line Item

MNeed-by Date: 7 I 2

Ship To: |T156— State Police Receiving Dock ;I
Deliver To: IShane Caudill

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.
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Your changes will display on the “Review Modified Fields” screen:

- .
Preferences Toggle Tips Toggle Gurrency
e PR201336: EMall Training
Items: 5 Total: 2,461, 76000USD
ms
ut El Review Modified Fields
These are the fields you have modified. Confirrm the changes or cancel making changes.
How Ta Screen Details
4 Edit Items : Rewiew

4

Old Value New VYalue

Accounting

Fund: 100 Fund: 200
Cost Center/Organization/Speed Code: 200 Cost Center/Organization/Speed Code: 200
Cost Center: Cost Center:
Ship To
T156- State Police Receiving Dock Test “Yirginia State Police 1

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.

[ s @ ] General Purpose 48 in. Round Table 1 each $366.00000USD $366.00000USD

Total Cost: $2,461.76000USD

| Shipping - Entire Requisition

Ship To: |T156— State Police Receiving Dock ;I

Deliver To: Shane Caudil
Need-by Date: 7 [133]

Comments - Entire Requisition

Camments: d

[T include comment/attachment{s) on purchase arders

Aadd Attachment

ubrnit

Steinham, Gloria last wvisit 11/9/2004 11: 14 AM, Model 1096 - 2003 Ariba Inc,
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To view approvals required for your order, click the Approval Flow tab:

4 JSummary \\Appruual F|DW/
P

Title:

On Behalf Of:

Delay Purchase Until: 7
Use PCard:

PCard number:

Entity Code:

Fiscal Year:

PO Category:

ERP Requisition Number:

Cross Header Ref:

|EMaII Training

—

~

[utestiz =]

T156 [ zelect ]
2004 [ zelect ]
RO1 [ select ]
—
—

Do not send any items to eProcurement:

Send ALL items to eProcurement: O

| Line Items add items| | Show Details
[T No. Type SR Solicit Description Oty Unit Price Amount
[m] fm r Post Warranty next day onsite 1 year I].D each $39,22000UsD $392,20000USD
|J. 2 IE I Latitude D600;IntelREG PentiumRES KM Processar. .. 1 each $1,670.56000USD $1,670.56000USD
IJ. E3) I= [ Mon Cat test I]. each $30.00000USD $£30,00000USD
|J. 4 I=] r Enter a description for this item. I]. zach $3.00000USD $32.00000USD
|J. 5 IE I General Purpose 48 in. Round Table 1 each $366.00000USD $366.00000USD

Totsl Cost: §2,461.76000USD

| Shipping - Entire Requisition
Ship Tao: |T1567 State Police Receiving Dock LI
Deliver To: IShane Caudill

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.

tur

il
i

5-u|'|'l|'|-‘l‘l.-. N approval Flow W

PRI0IZ36: EMal Traning
Itamwisz & Todal: $2.96 1. Ta000IS0

El Checkout

Reiaw woik requishion, maka changes &2 nacRssan), =ral zubmit the r{quwr for Approa

If necessary, use
the scroll bar to see
the entire approval
workflow

Approved Flow - Repastion
T = p—— e T T T
| tegend: [ Pendng B éctws B approved B Denied
| prenzaze [ — (BT teewa, v 0 |
s

e

To add an approver — click the Add Approver button and conduct a search for the appropriate

individual.
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Submitting your requisition

Once satisfied that all information on your requisition is correct, click the SUBMIT button.

o N wiehe I Laguut

afila Tips T i Casrraancy

W Ymp | PRE0L23E: EMall Tranng
Toems: & Tokel: £2,461. 76000US0

El Checkout

Rewew your raquisitan, make chamngas as nacassary, and submit the raguest for aporovd

How To Seraen Detaik

1 [eommary ™ Epproval o
1

Tithe: [Ewmai Traming

On Bahalf of Stainham, Glona =
Delay Aurchazs Urtd; 7 T

Lk PCand: =)

PCand Aueber: [urestiz =]

Entity Code: Ti156 [ amloct ]

Fica Wean 200 sekrt ]

PO Category: [Fna [ asket ]

EFP Requkition Mumber:

Cross Haader Raf

Da not send any it=ms ta eFrocurement: T

Sard ALL items ta sProcurement: | B

Liiee 0% gines .l.ddin.-n:i| Show Details
[C Mo Type R SoECH Doscripion Oty Lindt Préce Amount
Lt m Post Warrshby nest day onsite 1 pear 1 gach  $30.29000USD 392 .S00O0LED
e [E C by D) 3 1 pach §L,670.56000US0 §1,670.56000U0
Ha [E T Honat tast [1 gach  $IOODOOOUSD 30, DOCODVED
L1 a 1= Enter a dascaption far this item. 1 gach §£2.0D000UsD 3. 000000
Mg = T Ganaral Pyr B o i pach  $36600000USD  $366. 000000

Prafarancas Togile Tips

Toggls Gunrancy
New Requisition - Submitted

YouF raguest has bean submitied for approval Lk ke Bratus saction of the Hawgaton Panal tomanbad the rmouest's progress through the appedial
[roCass

How To Screen Detals

PR ADEG - EFall Training bas been submitted . .
> Do NOT print this request as a
B ke N record of der. Ref
Y = yigw the status of your request your Or er e er to
* Cruatc tha zame type of requast the “Printing Orders” section. If
s Or diffarent, T .
S e R e 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 approval 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.

Togole Curraincy
4]
spprava Peguasts 1 Lh-Receive
4l
T HLatus
. L c
B SLAILS i |
SuLbmitted g e i 4
Appouad 5 _\'_! -
Dleriad 1 gl V. ?r & Explore
= Craate K
2 bl
BEquisitiarn b
Creste W
= Explare
Saarches 1 1 1
ataim
L Returr to Portal
= RapoM
Hystem News
Bepoits
SELC A |
o i ELCOME &' By Er
Purchasa Oroars
= Maw efidll made SIMPALE
= Reconciky
Chenges have been made to the emal to
straamine your eYe ordering procass! Click rare
tio leami what's diffienant and naw and how itwil
help YL
bbb i m e, =t ot e s, A e - b ok - ey s R
 hit

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.

Praferancas Toggie Currency

T ADDROwE Approve Requests
T
o b 1 ¥ou have 1 raquests awaiting yowr approual.
T Type ID Dote Bubmitted — Beguester Stobus Titke Tatal
B rreogoas wed, 31w, zoos Y submitted Tmsta 53z 3000000

- [FrEE #ove to Fokder [Archive ltams =

|&'.I |:| L] Ineimet 5
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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.

refarences oile Currancy
= gtatus Approved
Composig =
Submitted 2 Click a request's 10 or fitle to vi=w request detais. You cen click check boee=s to sslect one o more reguests and then teos an appropriate action; for
roved a0 e<ample, mawve selected requests ko s folder - -
How Ta Scresn Datsls
LCo=nied 2
=how Al TZ
Requests n progress: 30 Page |1 =4 &
i [ Typa D [t Graaled Slatus  Yitke Total
= [ B Thu, 4 How, 200+ Ordeiing  Ebdall Training $=,461. TaDODED
" = L Wed, 13 Oct, 2004 Orderad  Tast Scnpt 1391 1,134 000D
A
= Eﬁ 5= ed, 13-0ct, 2004 Cancelsd  Tast Script 1083 #3 (HE) e
I 7 = Wed, 13 0ct, 2004 Canceled Tast Seript 1410 (HC) 0. DODaoUED
= Tig, 12 Oct; 2004 Recelving Tast Scrpt 1310 CHC $2, 731 O00LED
o = Tue, 12 0ct, 2004 Ordersd 1423 2nd Req Gl SLEG B R
1 8 EE=MH2E . 100ct 2004 OQuiered  IEST 1433 Gl peard flag crmabes change . 67, BAD0DLED
r L-"j BEZDO4ZS  Tua, 12 Oct, 2004 Ordenng  Jast Scnpt 1291 CHC) 324, OmaoUED
[ B PRDOZE0 FA, O Dot 2004 Cancelng Sorpf 1450 - 2 i i B, L2000
[ B peeoos4s  Fri, 8 Oct, 2004 Orderad  Scnpt 1180 o 4. DEOODUSD
M B8 PEzD0Z18  Fri, 8 oct, 200+ ordersd  11125sih ey 70, FAD0LED
M B eesinzos Fri 8 ot 2004+ Cancelng 1112:sih el 171, SA000LED
r =] eezmetc  Thu 7oct, 2004 Qoerad  Copydoof TestScopt 1083 (B0 $801. 44000 D

Click on the underlined PR number.
When your requisition appears, you will see multiple tabs available at the top of the screen:

refarencns D le CuRrency
= Btatus PR201336 - EMall Training Statis: Ordering

COmpaskg ag

Submitted 2 Fauimw the ragues=t detsils and then takos the sppropriste sction; for sdample, depending on the request =tatus, you can apprave, deny, sdik, =ubmit,

=111 e, i |p=s the reguest.
e 30 FECRIVE, INYOKCE,; DA, ar ci

e B How T Soresn Detols
Show &l TE

Back tp Status

[ irmary C Apprawal Fiow %, Drdare T RECEDLE &, HEtory

TiteT

Ui PCard: W
PCard numbier: ute=tlT
Entity Code: Ti8&
Fizcal Year:

PO Category: EL01

ERP Pequisition Mumber:

Criss Haadar Raf
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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 “PCQO”; 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.)

Togple Tips Toggle Currency
- ratus PR201336 - EMall Training Stetus: Ordering
Compasng 3=
Submitted 2 Fawiew tha raquest detals and than take tha sppropnata action; for esample, depending on the raguest status, vou can apprave, deny, edit, submit,
R 10 TECEIVE, INYOE, open, or closs the raguest . o .
ke z Hioww TO Sorean Dl
Shiiw Al 2 Back to Stanys
.............................................................................. T
Sunmary . Approva Flow © ordees o RACAIPES | H;s't-:-rw,.-'\5I
Mersion [Diote Ermated fEatus Tikle Total
L Today, 3:20 FM driarad EMall Training £302.20000USD
L Teday, 3209 P rperag EMall Trainirg E1,570.5600USD
L Today, 3129 P Qrgarad EMall Training F30.00000USD
1 Today, 3:20 PM Qroarad EMal Traiming $2.00000USD
1 Today, 3:20 P Orcafing EM Training $266.00000LUED

ttl’bﬂ'ﬁtl

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.

PC0200271 - EMall Training

Review the request details and then take the appropriate action; for ex\ample, depending on the request status, you can approve, deny, edit, submit,
receive, invoice, open, or close the request,

How To Screen Details

Bac
-------------------------------------------------------------------------------------
4
i " "
JSummary\ Approval Flow . Receipts  Histary
Crder ID: PCOZ200271
Yersion: 1
Charge Total (less tax): $0.00000USD
Title: EMall Training
Supplier: Dell
Contact: Dell - UAT Testing Do NOT modifs
‘ Line Items
Type No. ReqlD Oty Unit Description Price Action

@ 1 PR201336 1 each Latitude DE00; IntelREG PentiumREG M Processor 715 (1,50Ghz) w/ 14.1in ¥GaA Display $1,670.56000USD Deta_ill
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The following page illustrates a printed version of a sample [test] order:

Order No. PCO201705-

|zsued on Mon Aug 22 13:57:39 EDT 2005

eVA Reit PR205881
Created on Mon Aug 22 13:87:39 EDT 2008 by test11, uat

Supplier: Ordering Person:

1BohsTest Dept. of General Services DPSAEs- Bob agency
HFP-21 Street test11, uat

Richmond VA 23111 Phone: 804-123-4567

United States E-mail: gail.dunlowi@dgs virginia.gov

FPhone: 888-8686-8888
Fax B04-371-7877
Contact: Robert Sievert
Wendor TIN: 899889988

|»

Item |ltem Description Need By Quantity Unit  (Unit Price Extended Contract
Number Amount Number
Thu Sep 01
1 black gown 5'8" wf caps small 00:00:00 EDT 10 gach | $ 147 USD $147 UsD
2008
Ship Te: Bill Te:
T194- BFM Main Office T194- BFM Finance Office
test test
Richmond, WA 23119 Richrmond, WA 23119
United States United States
Phone: Phone
Fax Fax
Deliver Ta: Shane Caudill
Thu Sep 01
2 burgandy gown 5'5" wi caps medium 00:00:00 EDT 5 gach | $ 147 USD $735USD
2008
Ship To: Bill Te:
test test
Richmond, YA 23119 Richmond, A 23119
United States United States
Phaone: Phaone:
Fax Fax
Deliver To: Shane Caudil
Pattern. Gowns recormmended for use in the colleges and universities of this country
have the following characteristics. The gown for the bachelor's degree has pointed
sleeves. It is designed to he vyum_c\used The gown for the master's degree h_as an Thu Sep 01
3 ohlong sleeve, open at the wrist, like the others. The sleeve base hangs down in the 00:00:00 EOT 10 ezch | $14.7USD $147 USD
traditional manner. The rear part of its oblong shape is square cut, and the front part 2005
has an arc cut away. The gown is so designed and supplied with fasteners that it may
be warn open or closed. The gown for the doctor's degree has bell-shaped sleeves. It
iz 50 designed and supplied with fasteners that it may be worn open or closed
Ship To: Bill To:
T184- BFM Main Cffice T184- BFM Finance Office
test test
Richmond, ¥A 23118 Richmond, vA 23118
United States United States
Phone: Phone:
Fax Fax
Deliver To: Shane Caudil
TasselnFringe.Com, takes great pleasure to introduce to you our extraordinary line of UneTam iy
4 : ' tHirmemin 00:00:00 EDT 1o each | $14.7UsD $ 147 UsD
0s
2005
Ship Te: Bill To:
T184- BFM Main Cffice T184- BFM Finance Office
test test
Richmond, YA 23118 Richmond, vA 23118
United States United States
Phaone: FPhone:
Fax Fax
Deliver To: Shane Caudil

|Line |Comments:
|

[ Total : $ 514.5USD

Status: Ordered

This order is governed in all respects by the laws of the Commonwealth of Virginia, including the Virginia Public Procurement Act, the
Commonwealth of Virginia Agency Procurement and Surplus Property Manual, and the Commonwealth of Virginia Vendors Manual copies of which
are available at www._eVA.state.va.us. The stated price(s) include shipping FOB destination unless otherwise stated in the body of the order. In
addition, this order is subject to an eVA transaction fee of 1%, capped at $500, which will be invoiced to your company by CGI-AMS, Inc. Any
modification to these terms must be agreed to in writing by both parties prior to performance of this order.

From your browser screen, choose “File” and “Print” to obtain a hard copy of this order at
your local printer.



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

= Bbabus
CC‘I‘IIEDG ng
Submrtted
Approyed
Canled
Shaw all

Praferances

Status

Click a requast’s [0 or title to view requast detailk. ¥ou cC
action: Tor edample, mave selBc1ed raquests 1o a folder

REquesis in Qragress: 72
T Type ID

b bl EECE RN OED BT OB OB R I

-

Date Created

5 Today, Didd &M

- Fri, 1§ Oct, z004

Fn, 15 Qct, 2004

LU e, 15 oet, 2004
= Fr, LG Oct, 2004

Wed, 13 Qct, 2004 Qrd

Tue, 12 Oct, 2004
Tue, 12 Ok, 2004
Mon, 11 Dok, 2004
Thu, 7 Oct, 2004

Togale Tips

Etatus Titla

Submitted Copy of Script 1431
ordarad  Copy of Seript 1432
Bagenad  Copyaf Sohapt 1436

corgosing December Ords
Beceiing  Decerber Drger
oorad  Soopt 1033 - SAU
Compasing 5

BECaiyng

Qroarad

Processed == Profi= Cha

= il I

an clide chack bokes to s&lect one or more requests

Togale Currenty

ard then take an appropriata

How To Screen Datajs

Page [L =] ¢+

Total

%30, DoaaausD
{172 6000000
£5.097, 90000USD
$30. 00JQaUsD
$55. OD00uUsD
F225 9E000USD
$£195. 9p000USD
$195, 2EOOOUSD
£142, 2o000USD

After the underlined PR number is clicked, a CHANGE button appears at the top of the

screen:
~ Status PR200466 - Script 1033 - SAC
Composing 43
Submitted 1 Review the request details and then take the appropriate action; for example, depending on the request status, you can approve, deny,
edit, submit, receive, invoice, open, or close the request,
Approved 25 .
How To Screen Details
Denied 3
Show all 72

Back to Status

|| Summary N Approval Flow  Orders  Receipts * History

Title:

Use PCard:
PCard number:
Entity Code:

Fiscal vear:
PO Category:

ERP Requisition Number:

Script 1033 - SaC

-
utestz21111
T215
2004

pal

01

Do not send any items to eProcurement; [

P R A T Y P Y

=
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|§: Checkout

Review your requisition, make changes as necessary, and submit the request for approwval,
How To Screen Details

1 JSummary N Approval Flow A
]

Title: [5cript 1033 - saC
On Behalf Of: ItestlD, uat -

| — In this example,

Delay Purchase Until: 7

Use PCard: O one of the items
PCard number: [utestz1iis 7] was deleted

Entity Code: T215 [ select ]

Fiscal Year: 2004 [ select ]

IRDl [ select ]

Do not send any items to eProcurement: |

PO Categary:

ERP Requisition Number:

Send ALL items to eProcurement: r

| Hide Details

Amount

‘ Line Items

[ No. Type SR Solicit Description Oty Unit Price
[T |2 each $97.99000USD $195.98000USD

Supplier:
Contact:

HP 4500 Color Black Toner

Contract Number:
Bill To: T215- Main

Total Cost: $195.98000USD

‘ Deleted Line Items
[T No. Type SR Solicit Description Oty Unit Price Amount
m] = =] r Enter a description for this item. 2 each $15.00000USD $30.00000USD

|~ Undo Deletion

‘ Shipping - Entire Requisition

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

~ Status Approved
Composing 43
Submitted 1 Click a request's ID or title to view request details, You can click check boxes to select one or more requests and then take an appropriate
Approved o5 action; for example, move selected requests to a folder.
Deniad 2 How To Screen Details
[=Tall=}
Show all 72
Requests in progress: 25 Page |1 =| »
« [ Type ID Date Greated Status Title Total
' = (roooass-ve Today, 10:12 &M Ordered  Scrint 1033 - SAC £195,98000USD
IJ' S
Ii = 32‘001322 2L Fri, 15 Oct, 2004 Ordered Copy of Script 1432 £172.69000U5D
Ii = 8?100001323 £AWD109- Fri, 15 Oct, 2004 Received Copy of Script 1436 $5,097.99000U5D
IJ_ =] 3?00001321 ClanblbE Fri, 15 Oct, 2004  Receiving December Order $£55.00000USD
=5 PrR20D405 Tue, 12 Oct, 2004 PReceiving Script 1457 - SAC £195.98000USD
i =] PrRo0O3ZO-W4 Mon, 11 Oct, 2004 Ordered Movember supplies £142,99000USD
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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:

Praferences ogole Tips Toggie Currency

= ftatus PR200466-V2 - Script 1033 - SAC Status: Orderec
Compo=ing 41
submitted 1 Rewew the request details end then take the appropnate action; for exkample, dependng on the request status, you can spprove, denyp,
Epproy e ag adit, submit, recaive, nvoice, apen, of close tha request - e o

" -raar s

[=nied g ow To Sgrgen Datails
Shgw &l 72

Back to Siotus

[changs]| [Carcel] [Receive] Print

1 Ei.lmn'-arpi",'.ﬂ.p:ruval Flaw \"'. arders :_R-é'lz'éu't's

Data! Usar Action Summary

Today, 10 15 AM Cancelad Cancallation of arder EP200119 was succassfdly sent to EAP,

Today, 1015 &M testin, uat BR2DOD456-Y2 raqurad no approval,

Requisition properties werne changed. Line items were deleted. Previous version:
BEEOOS

requirad

Today, 10i 15 &M

EWD:::::; S Order EP200119 was successfully ==nt ta ERP.

;E?i e ppzoodas Order succassfully processad by buysense [ntagrator.
:Tl:l?:uﬂi WRgh Ordar EPEI011E was successfully sant to ERP,

ZE%T; S EREODSH Drder successfully processed by buysense [ntegratar
;'IIJEJ:-'{ s Ll uat  Approvad BR2DD4GE aparaved.

EWDT:ll:-'i- s iestil, uat  Submitted PRE004EE submitted for sppraval.

Changs l.'.-:mel! Ruﬂiuui
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Viewing Order Details

To see how the order might look onthe vendor side when it was sent electronically, click on
the word “Ordered” under the Status column for the appropriate PR number.

Fogole Tips Toqoie Casrrency
= Bhatus Status
Campazng =
Suibratted e l'.|i-:l'.-1-l't‘!'.|i:ﬂ-=r'; . n.:r trt:c- 4] ':l.aw' Tmuf;i:a'r:u:. vou can click check bores ba salect cme or mare equasks and then kake an sppropnata sction; for
Dansd E?i B Haw To Scmen Detais
Shpw Al 303
Pequasts in progress: X032 Pagu G ¥
o | Iype I Chi N Cires e o Gtatus Tithe o
4= fﬂw’-- Todmyp\10:52 &M Crdered  Change Srsder Testing - EF Orger - 11-10-2004 - w3 $3+.0B200USD
r BEaC Todzp, IQ:27AM  Crdered  Change Ordar Tastng - EP Ordar - 11-10-5004 $5.81540U50
- Tus 9 Ho)\2004 Crdered  Testf §200.0000aUED
5 Mon, 8 How, 3004 Crdaring  pars 16, 32800USD
i Won, 3 Mow, 208¢ - Ordaring  JEST £40.00000US0
r Mion, 9 Ho, 2004\ Orgered £20,00000us0
I Mon, 8 How, 2004 Crdared  Test $200.00000USD
L Mon, 9 Mow, 2004 Ordering Change Order Testing - EF Qrder - 11-8-2004 $&.81840U5D0
L] Frl, 5 Now, 2004 Crdedng  Copy of Change Ceder T $5.81640050
I Fri, 5 Now, 2004  Crdared Copy of Change Crder Tes {E.31040US0
r Fri; & Wow, 2004 Crdering - Change Oydsr Tesh $5. 81540050
kL Thi, 4 How, 2004 Submittad tast $200,00000US0
L] Mo, 1 Wow, 200+ - &pproved  e2e trapsition festing
L Sat, 30 Oct, 2004 Submitted Copler Paper-Supply Boom-How 1 Ds E62 S0000USD

(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.

Aribn’ Spend Management

Crdar subenitted on:Friday & Wow 2004 4:53 PM CMT-+00: 00
Pecsivad by drba Suppdier Matwork on:Friday & how 2004 4:52 P CMT-+00: 00
HUPPLIER

HCMECOMMERCE - TEST

1 E[GEWATER PLACE STE 20

"WAKEFJELD , M 01880

United Etates

Phore;+1 (EEE) BEE-EREE

Foii +1 (7H1] E57-1055

Email; quick_quoteLihotmail, com

HHIP ALL TTRME T0

fArimum aAgency-0PE

Tezting

wWakefield | ¥a 20210

Unite] Etates

Shp To Code: P12401

Phyors; SO0 BEGEEEE

Faes 15401433 -9000

Email; bob. severtJuigs, wirgnis, goy

ADDITIHAL IRFORHATIOHN
Orderng Lyenica | Purch. b Sunpdy EE Beb
drdernp Parson: baripd, ust

Apderng Person Phione Mumben 30d-7Ea 1656
Srdermg Perecn Emal: bab nevert@dge. virgnia.gay
Termme: ard Cordfions: Bab's Tavornes tewt

L
# Percantage: 100
o

(]
[ ot Dvriall . Dl Ellstnry
FURCHASE DFDER STATLS IRGER STRTLE
PCOT002ES Failed Ussconfrmed
Wersion: 1

EILL O

F124- OPE Ml Room

5o Folow Or

Fichmond , Va4 22119

United Etates

Fosi LLGGG1419-0120

FCarche; ®=® 2" 220011, Expration:I2/z00E, NameiShane &, Couchl

CELIVES TO

Bob Eieyert
Fdrimum agency-0OPE

Mem  Part £ Oty B Deesorpiion sl Ep 1Pt P
L ELED S b 1 (=18 CLAPERER, OIESEL FLEL [NOTOR FUEL), TREUCK TEARSPORET DELIVERT, 4053153510 F0.ELe-UED
ATATUS
L el i e
ALLOUHTING
Spkt Parosres

Ewt. Price

f0.ELEAUSD &

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.

Ariba” Spend Manogement

Satas

{Er_\ln mj :l.:;lrlur History

s raEr——

Purchase Orde: PO
Blatis: Falad
Lubimined On: § Mouv 2004 $:53: 08 Prd CWIT+00:00

£ amma niy

Thes carohrr v Qi

Thes Teni orThar sads 30k 0o 1702262 A1

Thes Taod pechar s Sank by 1709E2GI0N]

Tha FQO minks ras charged back 0 Qususd for retraremmssion. Eeason

Tha tax orodar v nk ko 17002252 0A1.

The fac crdar v ré ta 1TOIIZEI0RI.

Thea PO stabs wan charged back bo Qususd for refraremeson. Esaron;

The fac crdar v ré ta 1TOIIZEI0RD.

Tha tax orodar v nk ko 17002252 0A1.

Trea PO wiats rean charged back o Cususdd for retraremenon, Reason:

Tha tax orodar v nk ko 17002252 0A1.

The fac croar v ré ta 1TOIIZEI0RD.

Frass Citsiaimar:
O Siates

: FE-S: fla anerar from fac i,

: FE-S: R snarar From fac .

: FE-21: Carnck pracess documank,

AR HMLD B skbch e TELER T
ARP GO Epetoh er-aL100

rderDis patohesr -
ARC LD npetcher-J1138 %

Fooe

CirderCinpatcher - Fax
AP OO npetcher-1T1147
ARNCHMLOupstchar-171 248
OrderCospatchar - Fac
ANPCOiupatcher-241103
ARNCHMD npetcher-Z 0L ITE
CirderCinpatcher - Fax

AP OO npetcher-1T1147

CQl AME - TEET
Unconfirmad

Dats amd T
5 Hiowe 2004 4
5 How 200d 4
5 Mo 2004 4

3 Mere 3004
S5 Mo 2004
3 Here 3004 22
5 Mo 2004 5
3 Here 3004 22
5 Mo 2004 5
3 Here 3004 22
S5 Mo 2004 5

3 Here 3004 22

Page il =|® =

FrE

SI2TFM 2
B2IZ9FH
52130 P
LS PH

:23PA

I3 P

=31PH

S1PAM

T:anPn

7:01 PR

zl

Part # Oty Unit Desrrigtion Maad By Unit Pricm E=t. Prica
1 40150 SIEIE0 i ALl CULFEPER, DIESEL PUEL [NOTOA PUEL), TRUCK TRANEFIET DELIVERY, 4060516350 $0 A 164D $0 A1640ED [~
STATUS
1 Ureanfirmed
F 4051 I 1 (=158 CLAPEPER, GASOLIHE, \WWMAEADED AECFAAR, TRUCK TEAHSFORT DELIVERY, 40515526 FEOEED f 130 ki)
STATHE
i Ureardirmed LI
i - i o -

]
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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 607, “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 PREYV 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 apurchase 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.

Watch eVA Grow
426,379 Orders
$4.177 Billion Spend
5 Million Items
977 Catalogs E},
171 Agencies E‘},

448 Localitie,
23,068 ¥Yendo!
9,121 Users

Customer Care

866-289-7367

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.

Ml Suppier Mami
S [ LATET]

eVA

Registered and Pending eVa Vendors

-

wninike o . = 4

/i

1 H

g!,_l_"-']'-'ﬂ'f‘itlﬂd Maon-Reqistarsd OMEE Wendors

[re=]] seach [ viewan |

Heli e
Crtleaning

£

#1 TOwAR & REFAIR, ING. AEHLANDUDOERELL 1B WS H IR TOR Hnky, [ArEAELL, VA, ¥ ¥ b
| HOUR PH2TD +, IMC. G5 HYYT SEEATT, HORTOM, WA 24273 GEE HYY 68 EAST HORTOH, V& ¥ T H
1 MAETICHN TE CHHOLDEY £
CORPORATION 1 KATION TECHMOLDEY - HQ 4037 TANPA ROAD DLOBRWR, FL ks T b
| B0_RCE COMELLTING 18C PO BIE G268 LERGD, MO ™ ¥ b
| BTEF DETECT RAECKIATES 1 BTER CETECT AEANCINTEE 1474 RCUTE 51 ;E""ERS*-" HLLE, - ¥ X
| ETOP CAMERL E ELECTROMKZE COME_WER ELECTROHICS 11 [0 SRy & LD AVE HLUE BROELYTH, MY b e L
17 MACHRERY, LLC GLOUCESTER i PERRREMRHIRTON . s ¥ ¥ ¥
17TH 8T. PHOTO SLPFLY, R 1TTH ST, PHOTO SUPPLY INC 3 WEST17TH STREET HEW TORK, NY T L
II}?JGF':‘GE TECHNOLOGIES, 18T GHOEZE TECHMCLCHES, IMC. ZTE3 FETERES CREEERDO.EXT. ROANOKE, WA ¥ T b
1STCRED oF sMERCA (e SUITEJB 00 L ELIZABETH, CHEAGD, LLINDIE  30q1, £ jzageT4 CHECASD, 1L ¥ " 4
ITON CONTACT CENTERS, NG, LANCASTER, FA 4B-50. CHESTNUT 8T, LAMCASTER, P M M N
1 COMKMECT, MNC: TCOMNECT, ING P.O.BOH 145 DAVEMFDRT, WA M ] b
1000 KET COWPLUTERE IMC IDOONET SiPLITERS RC 1000 MIDLOTHIAR TURKPEE  RICHMGRHD WA b 8 N
2020 GENEBYETEMS, IHE 20200 GENESYSTEMS BT 0 GREAT SERECAHNY ROCHALLE, WD v N H
HET CENTURY DEEIGH THE HEADGHURTER- WANRCOH EVE. BLBEONY Y 100 WADIECH AVE ALBEAMY, K L] ] M
TCENTURYINNOVETIONS )50 MEJ0- 79T CENTURY RRIVATIONS ING B2 ARGONAUT-SUTE 270 AUSOMEID. CA i v ¥
1L PRCEALCTIONS GLPROD 2505 SEACLIFF SIRGLE RICHHGHD, 38 M M 5
IN ABSOCKTEE, e T ADECCIATES, ING. 05 BRLUCE IND. P (5L EVELAND), (H v " 5
1M TECHHOLOTER VIRGNLEBEACH 40 EUCLD RO VRCIHIEBEACH, v ¥ M b
IND CHANCE FRODUCTIONS  IHD CHARCE PROCUCTIONS #11 AHOSKIE COFIELD D AHDSKE, 15 r r "
IR CONSLILTANTS, INC. CHARLOTTESMLLE 1k 100 1 0TH BT, hE E:"R"':'”EE*“”'E- m H ¥

i 10010TH STREET ME, BTE 202 10010TH BTREET HE, BUTE  GHARLOTTESMLLE, ,
IR, LLE CHARLOTTEEWILLE Wi 33500 2 202 WA K M )
1 GTATE GOMSTRUCTION CORF 2STATE CONETRUCTION 712 SCHOLER DR BILVER EFRING, NO N H 5
103 WEDOIA. 401 E. FRAMELIN ETREET 501 E. FRANKLIN ETREET RICHMOND, WA iy 5] L]
08 FYETENE ING HEADGLBRTERS 2637 WP ROAD FORTCOLLING, GO ¥ H H

MNEXT= .‘:3:1

Hisne | Beyers | Vemors | Learn Aol e | gh Ordeds Tenars | Oreline Bide
WA Fanuam | DS ks | Ereierence Prachoes | Ersce Stslement | W8 ERG | Heln

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