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REVISIONS TO THIS DOCUMENT

NOTE: This section is used to account for changes made to this document.

Date Changed By Area Item Description
Changed
1/20/10 Brandon Initial Creation
Hopkins
4/29/10 A Rodriguez )
Inserted note to clarify how to enter
partial time.
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OVERVIEW

A time sheet is used to track the hours worked by a temp employee while under contract.
Your organization may ask you to create a time sheet for the temp employee or have the
temp employee submit a time sheet.

The following sections outline the process in eVA for approving a time sheet and for creating
and submitting a time sheet. The steps and actions involved in approving a time sheet are
(details are included in this user guide):

1. The approver (usually the work supervisor) receives an email notification to review the
time sheet.

2. The approver reviews the time sheet and can approve or deny it.

The steps and actions involved in the overall process of creating/approving a time sheet
(details are included in this user guide):

1. The approver (usually the work supervisor) creates a time sheet on your behalf of the
temp employee

Submits it for approval.
The approver receives an email notification to review the time sheet.

The approver reviews the time sheet and approves it.
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INTRODUCTION TO TIME SHEETS

Temporary labor users now have the ability use a time sheet to track the hours they have
worked. The hiring agency uses the time sheet to verify hours worked. The supplier uses
the time sheet to pay the contractor for the hours worked and can use it to submit an
invoice back to the hiring agency.

The approval flow for a time sheet is similar to that of any receipt and the process is
outlined in the Receiving Ordered Items section below.

Time Sheet Process Overview

This section outlines the process in eVA for creating and submitting a time sheet for approval.
The steps and actions involved in the overall process of creating/approving a time sheet
include:

Step Time Sheet Process Action

1 The contractor user (or another person, known as the preparer) creates and submits the time sheet for
approval.

The approver/s (usually the work supervisor) receives an email notification to review the time sheet.

The approver reviews the time sheet.

A. If the time sheet is denied, then an email notification will be sent to the user that submitted it.
Any comments from the approver can be included. The user is then able to edit and resubmit
the time sheet, if necessary.

B. If the time sheet is approved, an email notification will be sent to the supplier. When the order is
fully received and an email notification will be sent to the Agency Security officer indicating that
the contractor’'s engagement has ended. An invoice will then be sent to the hiring agency.
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ACCESSING THE TIME SHEET

Logging In via eMail

When you get an email notifying you have a time sheet to approve, click on the link in the
email. It will take you to a eVA login. Enter the Username and Password to log-in to eVA.

eVA

username

After you have successfully logged in, the Shop Now Home Page displays.

oggls
Approve Requests 0 Approve ) O Receboe '
Watch Requests o
= Status
Compaosing o
(o o Status O
Apgroved 4 1
Denied 0 O Explore
T Create
Time Steet
Create 01
= Explore
Searches
Catalogs Returm o Portal '
= System News -
" Report *
Began Welcoma aWi Buyer! Make ordering easy! j t
- » State Contragts
= Cataleg Yendors
Barchass Ordary « YITA Contracts
= il & Training Guides
Haote: Al links open a new window! !
=
.
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Logging In eVA

Go to http://www.eva.virginia.gov/ and login in the buyer section using your Username and

Password.

i Homo | SWaM  fuysr  Vendor illing Portal Sign-Up
SWAM Local Gayernment Training OVA Customar Carg -
BUYLR & Wrlcamio 1o avAY Increase Businews
VENDOR ALBRTI ok b
BILLING —
————— £VA Announcement!
SIGN-UP Chief of Staff 10/06/00 Memo Regardng Peguired Use OF eVA. ., More i
e — Transition Plan template... click here
1 Quick Links £ Lugin
ARIBA SUPPLIER
® What (s aVA? Nead e¥A Training?
® aVA Nows i, o
! i
201062 ® State Contracts

Harmplon Rosdy Eomrention Crster
® Sglicitations & Awards (VBO)

Hovember 15-1 ® Future Business Oppartunities
Teyer fagiouration $306 ® Rilling & Payment Partal
® gVA & YAPP Dashboard
® public Reparts & PREA Opporturitias

Eabvist Bosth
ST53 $EE0 37ER

Buyer login

Ligt and Prahibited Lict L

£ Buyer Login ] vendor Lagin 2,968,805 Ordere

2010 Class emrmaaa T ] [ | $27 Bl SpPENT
Scheduls T ,
R = C_—1 = — i Catalogs
Login | Login 171 Agencies iy
Eassinant Problame ik hers avAor Ak ik Localties By
Password Problams? Cick hare 44,994 Vendors iy

13,065 avA Users

R T N N T WS P ¥ R

et gin . s W ™ .........,..mf

After you have successfully logged in, the Knowledge Center Page displays. Click on the
Shop Nowv link

Welcome Rodriguez, Angel April 19, 2010 - 2:38 PM

i
Diata Managerment "
eProcurement :
Quick Quote -
uick Quote [ | [ Bearch | [ Clear Results LI eVA User Group | Alerts |
Reports & Documents
ALERTS

Shop Mow /
Fisher Scientific Punchout Catalog-Experiencing Problems p(

KNpWLEDEE CENTER

The Fisher Scientific Punchout Catalog is currently experiencing problems. If you are unahle to punchout please
annaounce when the issues are resolved. .. A,

Quick Quote error during no award Y
Some Quick Quote users have experienced an errorwhen trying to no award a request. We can resalve this errar vel
ahble ...
VCE DIGITAL WORKS PRINTING-Punchout-UPDATE *
Custamer Support B i . - . ) . :
The WCE-Digital Warks Printing Punchout Catalog is no longer availahle. (This does NOT include the Business Can
Eag & arders far......

NEW PUNCHOUT CATALOG-HARPER HARDWARE CO
Harper Hardware Cao has implemented a new punchout catalog in VA To access, on the add items screen of yo
The catalog will be retumed. Select Buy From Supplier to access the Harper Hardware catalog. ..

NEW! eVA Browser Check - eVA now has the capability to detect your browser settings. )
The e¥Ateam has implemented a cross browser checking utility that will test your browser far eVA compatibiliw.T(

Effective (FOR VENDORS ONLY) the end of January 2010, Netscape 7.1 will no longer be an eVA supp
THIS CHAMGE |5 FOR YEMNDORS OMLY.Effective (FOR VENDORS OMLY) the end of January 2010, Metscape 7.1

. \\‘f@mw r g . W,’x e ‘h-,—\*\
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You are now logged in, the Shop Now. Click on the Approve Request link.

@A

Rodriguez, Angel Preferences Toggle Tips

Status (‘_}

Denie

~ Create

Requisition ™ )
Create O

~ Explore

Searches

Catalogs Return to Portal

Folders

System News |

~ Report

Reports Welcome evVA Buyer! Make ordering easy!

» State Contracts =
* Catalog Yendors
Purchase Orders ) o YIT4 Contracts
® Training Guides
Mote: All links open a new window!!

~ Receive

~ Reconcile

| £

SV SN LV L PONR G W S PR

\
\
]
5
\
!

Click on the time sheet you wish to approve, it will start with the letters TS.
eVA

Caudill7, Shane Preferences Toggle Tips

> Approve Approve Requests

Approve Reguests 123 . .
You are included in the approval flow for these requests, and you are required to approve or deny them. To review a summary of a request befare t
Wiatch Reguests 21 or title,

N
"
You have 123 requests awaiting your approval. ’

] Type ID Date Submitted Requester Status Title
== ™M .
O TSEIL163 Thu, 15 Apr, 2010 Drhgam Submitted 4/12/2010 - 4/18/2010 Hours For Margan, Josh: Order EPS42050
os
Si rt . .
O [H ue Thu, 8 Apr, 2010 Blebve ! Submitted Contractor: Sievert Bob posy
o
| d, 7 Apr, 2010 testpS, uat  Submitted VITA Service
Powell,
, B Apr, 2010 Submitted Contractor: Powell, Carlton posy
Carlton

UPS32092 Tue, 6 A 010 Mole, Guaca Submitted Caontra S Mole, Guaca posy o
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APPROVAL OR DENAY TIME SHEET

Approving the Time Sheet
From here you can review and approve the time sheet by clicking on the Approve button.
eVA ome

Preferences Toagle Tips Toggle Currency

Caudill7, Shane

Approval Summary

¥ Approve
Approve Reguests 123
Review the request and then approve, deny, or edit it. Ta view request details, click the request 1D, Tao review other pending requests, select a specific request from the pull-down list,

Watch Reguests 21 # s
or click an arrow to display the previous or next request.
How To

Morgan, Josh 1
Forqan dosh

T5831169 : 4/12/2010 - 4/16/2010 Hours For Morgan, Josh: Order EPS42050

il Cumulative Totals and Time Entries

Allotted Hours: 2,200 Approved Billable: 3 Remaining: 2,192

Description Date Unit Pay Code Hours Entered

Fiscal Technician Thu, 15 Apr, 2010 hour Reqular g

Billable Hours: &

approval Flow

Legend: pending [X] Active approved B Denied [Z] watcher
TS831169 1| caudill7, Shane [~ Approved
K| D

|
Request TS631169 w | of 123 b

SRS I N S A P I I PRI gy S
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After approving you will be taken to the screen below to add comments. You approval is
submitted when you click OK.

G4 N

Caudill?, Shane Preferences Toggle Tips

Approve - Comments

Enter a comment; other approvers and users will see your comments, To move approved items out of your Ta Da list, archive the d
select another folder, See the online help for information about the partition to which the docurment can be archived.,

You chose to approve TS831169,

Comrments:

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

archive itern(s) to folder: | Archive Items % % ‘\\
[ Go to next request surmmary . ;

You can select
where to file this

documeny.

Note: Comments will not be view by the Supplier (Temp Agency)..

ACP WORK SUPERVISOR
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Denying the Time Sheet
From here you can review and deny a time sheet by clicking on the Deny button.
evA e

Caudill?, Shane Preferences Togale Tips Toggle Currency

Approval Summary

¥ Approve
Approve Reguests 123
S Review the request and then approve, deny, or editit, To view request details, dick the request ID. To review other pending requests, select & spacific request fram the pull-down list,
or click an arrow to display the previous or next request.
How Ta

Morgan, Josh
Horqan deth

TS831169 : 4/12/2010 - 4/16/2010 Hours For Morgan, Josh: Order EPS42050

il Cumulative Totals and Time Entries

Allotted Hours: 2,200 Approved Billable: & Remaining: 2,192

\

Description Date Unit Pay Code Hours Entered

Fiscal Technician Thu, 15 Apr, 2010 hour Reqular g

Billable Hours: &

Approval Flow

Legend: Fending |I| Active Approved IE Denied E iatcher

TS831168 [1]| caudil7, shane [~ approved
k] [
Add Approver

|
Request | TSE31169 + |of 123 b

S NP NP S e P s TP Sy S
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After denying it you will be taken to the screen below to add comments. Your denial will be
submitted when you click OK.

@A N

caudill?, Shane Preferences Toggle Tips
Deny - Comments

Enter a comment explaining why you are denying the request; other users will see your comments, To move denied iterns out of your To
Archive Itemns folder or select another folder, See the online help for information about the partition to which the document can be archi

Py

ou chose to deny TS831169,

Comments:

[ rmark attachment{s) as Proprietary and Confidential {This checkbox does not apply to approvers)

archive itern(s) to folder: | Archive Ttems v \[ \\

[0 o to next request surmary You Can SElect
where to file this

(o] [Sae]
. documeny.

b
>
\
]
)
{
|
i
w ) W S WY W YR Y Y Y

Note: You must enter a comment. Comments will not be view by the Supplier (Temp
Agency).
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CREATING A TIME SHEET

Entering the Time Sheet Module

To create a time sheet, you must be in the Time Sheet module. Most often the user
creating the time sheet is the contractor. But, in some situations, the work supervisor may
act as the preparer. In either case, the user can enter the Time Sheet module by clicking
Time Sheet on the Shop Now Home page. In most cases, this is the only module that the
contractor user will have access to.

i
Preferences Toggle Tips Toggle Currency

¥ To Do - .

Approve Requests 0 Approve O O -Receive

Watch Requests 0
[ Status

Composing 0

Submitted o Statuaind

Approved 3

Denied 0 O Explore
[+ Create

Create O

| Explore

Searches

Catalogs Return to Portal

Folders — -

System News

[+ Report

Reports Welcome eVA Buyer! Make ordering easy! j
e « State Contracts

* Catalog Vendors

e !  VITA Contracts

s n * Training Guides )
Note: All links open a new window!! B

If you are creating the time sheet on behalf of someone else, select the contractor’s name
from the drop-down list. The page will refresh and the Time Sheet module will be
displayed.

| E@VA N Crone I vcto I o0

Adminz, a Preferences Toggle Tips Toggle Currency

TS371: Time Sheet - e
Total Hours: 0 E=EE

Create 3 time sheat by adding a separate entry far each time period warked that was on a different date or under a different pay code. After you click Add, you can dlick Show Details to include
sdditional information abaut the sntry. You must resolye any overlapping entries from other time shests before you can submit this time sheet,

How To

on Behalf Of: [Rdmn. 3 i

contractor, srini
jason qunther

ot configured to have Time Sheets.

Adminz, 5
baunther, bjason

ACP WORK SUPERVISOR
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Creating a Time Sheet

If the contractor is associated with more than one order, select the order that you would
like to submit the time sheet against.

o=

Preferences Toggle Tips Toggle Currency

TS371: Time Sheet
Create 2 time sheet by adding a separate entry for sach time period warked that was on & different date or under a different pay cade. After you click Add, yau can click Show Details to include additional informatien abaut the

entry. You must resolve any averlapping entries fram other time sheets before you can submit this time sheet,

How To

On Behalf Of: [Jasongunther 1=

| Prdesiey ERA32930:

i |EP432050 -

. E£P432957
Tirne Shest
EP433007
EP433009
EP433026-42
————{Ep433033
Time Entries| EP433034
| EP433039
[T start D4 Epas0st End Time Pay Code Hours
|EP433089
Mo fems EP433072
) EP433109
Lo 1 [|EP433140-v2
| Epaszios _ bedste]
EP433202
EP433231-y2 Total Hours: 0
EP433232
EP433257-42

Comments - LEP433276 =

Comments:

Add Aftachment

The contractor will only have the ability to create and submit time sheets against orders
which they are associated with. The Time Sheet module will be the first screen that is

foley, sara ces Toggle Tips

TS359: Time Sheet
Total Hours: 0

Create a time sheet by adding a separate entry for each time period worked that was on a different date or under a different pay code. After you dlick Add, you can click Show Details to include additional information about the entry.
You must resolve any overlapping entries from other time shests before you can submit this time shest.
How To

H Please complete the missing or invalid information indicated below.
| ‘ Order ID: [Epa3asis v] Work Location: VITA - Eastern Office

s
i
Time Sheet % Approval

Time Entries Show Details

I© bpate Project Task Pay Code Hours

[m} ] Regular - o
O value must be set.
0 value must be between 0 and 24

| o ] [ [

Total Hours: 0

Comments - Entire Time Sheet

Comments: =

Add Attachment | [Delete |

Submit || Exit

ACP WORK SUPERVISOR
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Select the date and enter the name of the Project and the Task worked on during the time
entry.

Toggle Tips Toggle Currency

TS369: 3/23/2010 - 3/24/2010 Hours For foley, sara: Order...

Total Hours: & Submit | Exit

Create a time sheet by adding a separate entry for each time period worked that was on a different date or under a different pay code. After you dlick Add, you can click Show Details to include additional information about the entry.
You must resolve any overlapping entries from other time sheets before you can submit this time sheet.

How To.

Time Period: From: Tue, 23 Mar, 2010
To: Wed, 24 Mar, 2010

Order 10: [gpa3asis =] Work Location: VITA - Eastern Office

Time Sheet "\ Approval

Time Entries

I pate Project Task Pay Code Hours

M [rue, 23 Mar, 2010 = EVA [Contractor Regular - B

" o] [ ] ]

Total Hours: 8

[overlapping Entries From Other Time Sheets

b_There are 1 itemf(s) to displav.

[ comments - Entire Time Sheet

Comments: =

Add Attachment ] | Delete

Submit || Exit

Note: If you need to enter partial time this most be done in fractions.
Ex. 15 minutes = 0.25, %2 hours = 0.5 and 45 minutes =0.75.

U \L
= 2 =2l s
. H H F‘
3

<

O~ e ___|

ACP WORK SUPERVISOR
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To enter more detailed information about an entry, click Show Details, and then enter the
information in the Notes field. To hide the detailed information, click Hide Details.
Time Shest

Time Entries (shuw Details HB
I” Dpate Project Task Pay Code Hours
I [rue, 23 Mar, 2010 EVA [Contractor Regular - A
: !
To hide the detailed information, click Hide Details.
Time Sheet
Time Entries Hide Details 7~
I~ Date Project Task Pay Code Hours
[ [Tue, 23 Mar, 2010 EVA [Contractor Regular - B
[ !

Page 14 of 51
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Click the Update button after each entry. To add more entries, click the Add button or click
the check box next to one or more entries and then click the Copy button.

AdminZ, a Preferences Toggle Tips Toggle Currency

TS372: Time Sheet

(| submit f|[Exit

Total Hours: 0
Create a time sheet by adding a separate entry for each time period worked that was on a different date or under a different pay code. After you click Add, you can click Show Details to include additional information about the
entry, You must resolve any overlapping entries from ather time shests befare you can submit this time sheet,

How To

On Behalf Of: [Jazangurther L=

Order [D: EP432953 =
»
Time Sheet  Approval

il

‘Tlme Entries

[T start Date and Time End Time Pay Code Hours

o ftems

S| (e ]

‘ Total Hours: 0

Comments - Entire Time Sheet

Comments:

Add Aftachment

ACP WORK SUPERVISOR
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If an error is displayed indicating that the hours entered overlap with another time entry:

¢ Scroll down to the area showing the number of entries currently assigned to this
time period, click the arrow to display the entries, and then compare the existing
entries with the entries you are creating. You can click the time sheet link to view
the time sheet that contains that overlapping entry.

¢ Delete or edit the overlapping entry on your current time sheet. To delete an
entry, click the check box next to it and click Delete.

Preferences Toggle Tips Toggle Currency

TS369: 3/23/2010 - 3/24/2010 Hours For foley, sara: Order...
|| Submit || Exit

Total Hours: 16
Create a time sheet by adding a separate entry for each time period worked that was on a different date or under a different pay code. After you dlick Add, you can click Show Details to include additional information about the entry.
You must resolve any overlapping entries from other time sheets before you can submit this time sheet.
How To

Tue, 23 Mar, 2010

Time Period: From:
z wed, 24 Mar, 2010

|| order I0: [Erazaeis =] Wark Location: VITA - Eastern Office

Time Sheet \ Approval

Show Details Ff[fj~

Hours

Time Entries

[ Date Project Task Pay Code

M [Tue, 23 Mar, 2010 = EvA [Contracter Regular - 8

¥ [Tue, 23 Mar, 2010 = EVA [Contractor Regular - B
- I

Verlapping Entries From Other Time Sheets
b_There are 1 itemfs) to display.

[ comments - Entire Time Sheet

‘ Total Hours: 16

Comments: =)

Add Attachment | | Delete

| submit ||| Exit

Show Details [~

Hours

Time Entries

T Date Project Task Pay Code

™ [rue, 23 var, 2010 EVA Contractor Regular - B
B

¥ [Tue, 23 Mar, 2010 EVA Contractar Regular -
- !

Total Hours: 16

[overlapping Entries From Other Time Sheets

= There are 1 item(s) to display.

i

D Date Project Task Status Pay Code Hours

= Tue, 23 Mar, 2010 Composing Regular

ACP WORK SUPERVISOR
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In the Comments box, enter any comments, if necessary.

Toggle Tips

TS369: 3/23/2010 - 3/24/2010 Hours For foley, sara: Order...

Create a time sheet by adding a separate entry for each time period worked that was on a different date or under a different pay code. After you click Add, you can click Show Details te include additional information about the entry.
You must resolve any overlapping entries from other time sheets before you can submit this time sheet.

How To.

Time Period: From: Tue, 23 Mar, 2010
To: Wed, 24 Mar, 2010

Order 1D: [Epasasis 3] Work Location: VITA - Eastern Office

Time Sheet % Approval

Time Entries

I pate Project Task Pay Code

Show Detail
Hours

M [rue, 23 Mar, 2010 = EVA [Contractor Regular - B
B

¥ [Tue, 23 Mar, 2010 = EVA [Contractor Regular !
B

‘ Total Hours: 16

[‘overlapping Entries From Other Time Sheets
b_There are 1 item(s) ta displav.

[ comments - Entize-TTme Sheet

erfiments: |Enter comments to be included in the time sheet here.

If you want to add an attachment, such as an external time sheet document required by the
supplier, click the Add Attachment button and select the file to attach.

Time sheet "\ Approval

Time Entries

I pate Project Task Pay Code

Show Detail
Hours

I~ [rue, 23 Mar, 2010 EvA Contractor Regular ~ B
B

I [Tue, 23 Mar, 2010 EvA Contractor Regular -
L

Total Hours: 16

| Overlapping Entries From Other Time Sheets
b_There are 1 items) to dispiav.

[ comments - Entire Time Sheet

Comments: [Enter comments to be included in the time sheet here. =

[add attachment] [Chlete]

ACP WORK SUPERVISOR
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Toggle Currency

Toggle Tips

|| Submit || Exit

Preferences

How To

TS369: 3/23/2010 - 3/24/2010 Hours For foley, sara: Order...
Create a time sheet by adding a separate entry for each time period worked that was on a different date or under a different pay code. After you dlick Add, you can click Show Details to include additional information about the entry.

Total Hours: 16
You must resolve any overlapping entries from other time shests before you can submit this time shest.

Tue, 23 Mar, 2010
Wed, 24 Mar, 2010

Time Period: From:
To:

Order ID: [Ep433615 ¥

Time Sheet Y Approval

Work Location: VITA - Eastern Office

[ Approval Flow - Time Sheet
Legend: pending [I] Active Approved [E Denied [E watcher ‘

Tsz88 —|E| admin, an [ |1 Approved
v

]
Add Approver
[ comments - Entire Time Sheet
Comments: [Enter comments to be included in the time sheet here =l

Submit || Exit

Add Attachment ] | Delete

You are able to add approvers to the flow by clicking the Add Approver button.

Time Sheet Y Approval
[ Approval Flow - Time Sheet
Add approver te approval flow: [Select Approver x| | Select Approval List

@ approver ' Watcher

Add this approver as:

Provide a reason:
E watcher

Legend: Pending [I] Active approved  [B] Denied

Ts269 Admin, An I” Approved
[+]

[

@ Add approver to the approval flow, as the first or subsequent approver

" Add approver in parallel to the entire approval flow

Once you are finished creating the time sheet, you can do one of the following:

e Click Submit to send the time sheet for approval.
¢ Click Exit and then click Save to save the time sheet so that you are able to edit it

later before submitting it for approval. This allows you to enter your hours on a
daily basis and then submit the time sheet at the end of the work period.

ACP WORK SUPERVISOR
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ADDITIONAL PROGRAM
FUNTIONALITIES

Navigating in the eMall

After you have clicked the Shop Now link, the Shop Now Home page displays, and you are
ready to begin the eMall shopping experience.

The Shop Now Home page provides links in four sections to navigate in the eMall:

e Screen header (above the black bar on top of screen)

e Command Bar (black bar on top of screen)

¢ Navigation Panel (left menu)

e Swoosh image (image in center of Shop Now Home page)

Preferences Toggle Tips Toggle Currency

~ To Do
Approve Requests 488 Approve (O == — O —Receive
wiatch Requests Al ;

~ Status
Composing 6
Submitted z
Approved it
Denied 0

Status O

¥ Create

Requisition
Create O

Company eForm
¥ Explore Adrmin, &n last visit 4/20/2007 11:41 &AM, WA
Searches

Catalogs Return to Portal

Folders

ini System N
Administrator | System News

WELZOME eVA Buyer!

* Report
Reports Make ordering easy for yourself!
~ Receive Download the desired training guide far the eMall after
Purchase Orders clicking:
http: Afwww eva state va.usflearn-about-eva/g-1-emall-
< Reconcile notes htm

Screen Header and Command Bar Commands

You can use the Screen Header and Command Bar to take several actions. The Screen
Header and Command Bar are always present, no matter which screen is displayed below it.

Command Function

Home Return to the Shop Now Home page. If you click Home while you are composing a
request, the eMall provides you with the option to delete or to save that request.

Help Browse through links or search for help by keyword within Ariba’s Online Help.

Logout Return to the eVA portal login screen. If you click Logout while composing a request,

the eMall provides you the option to delete or to save that request.

Preferences Review or change your eMall profile, delegate approval authority, and reset your user
preferences through the User Profile Wizard.

ACP WORK SUPERVISOR
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Toggle Tips Turn inline help tips on or off when available. Toggle tips provide helpful information
about the fields, buttons, links, and messages on a screen.

Toggle Currency Toggle between any two previously selected currencies for non-catalog items.

Left Menu Commands
The left menu (navigation panel) gives you a snapshot of your work in progress.

The left menu contains links divided into six main areas representing different groups of
activities.

Commands Function

To Do Access requests that you can approve, deny, watch, or forward to another user.

Status Access requests that you are composing or that have been submitted, approved, or denied. Click
any status link to see details about the associated items.

Create Create requisitions.

Explore Access various folders used by the eMall Explorer to keep track of what is happening, sort and
organize, and search through the system to find particular documents that interest you.

Report Access standard operational reports and reports that you have previously saved.

Receive Start the Receiving process.

Reconcile Select charges to manually reconcile based on card type or PCard Charge Reconciliation (PCR)

document. This function is not currently used by the Commonwealth of Virginia.

When performing other tasks in the eMall, such as creating a requisition or running a report,
the left menu is referred to as the Process Step area as it shows the numbered steps for the
current task.

Shop Now Home Page Commands

The Shop Now Home page commands are the primary functions you use to create requests,
view their status, approve requests, receive items, or explore catalogs and other items you
have saved.

You can select any of these options to go to the associated screens and begin working.

Command Function

Create Begin a new request (such as a purchase requisition) using the eMall wizards that walk you
through a series of pre-defined screens.

Status Check the status of requests that you've submitted for approval, copy a request, or
continue working on a request that you started earlier.

Approve Find requests that require your attention. From here, you can approve or deny any requests
in your Required Approvals folder.

Receive Acknowledge that you have received goods that were ordered. If you do not have any
outstanding orders to receive, or you are not authorized to receive items, the Receive folder
contains no items.

Explore View the various folders found in the eMall Explorer. You can use the Explorer to keep track
of what is happening, to sort and organize requests, and to search through the system to
find particular requests that interest you.

Several of the links and commands in the three sections of the Shop Now Home page
perform the same functions. You can choose the options with which you are most
comfortable.

ACP WORK SUPERVISOR
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User Interface
The table below discusses 11 different tools that you will use as you work with the eMall

screens.

Tool

Example

Function

Calendar icon

Click the Calendar icon to open the Select a Date screen
(with calendars for nine consecutive months, starting
with the current month). Use these calendars to select a
date for the associated field. You can also enter a date
manually.

Drop-down list

Select Approver

Select Approver
C333-AccountlineApproverl
pariag, vansssa

Click the down arrow to open a list of available values for
a field. Some drop-down lists have pre-set values;
others are populated by your recent selections. Select
Other to obtain a list of all valid options for that field.

Field tips

‘“ dd Comment

|.ﬁ.|:|d comment to this Requisitiun|

When you move the mouse pointer over a field, link, or
button, a yellow text box explaining the purpose of the
option appears.

Inline Help Tips

You have asked to exit a request

you are creating. Select an

action to take with this request.
How To Screen Details

All eMall screens contain at least one inline help tip that
briefly explains the purpose of the screen and the basic
actions that you can take. Click Toggle Tips in the
command bar to turn this option off.

Link s save this request When you point to underlined text and the pointer
* late this request displays as a hand, you are pointing to a link. Clicking a
; link will take you to a new screen or Web site.
e Continue working on this request
¢ Print a copy of this request
Multiple page When multiple pages of data are available, click the
navigation drop-down list for the arrows to navigate the pages. You

can also click on a page number directly to proceed to
that page.

Process Step area

add Title
add Items

add Accounting Details

Checlout

The Process Step area guides users through the steps
required to complete a task in the order in which they
are listed. Unlike using a conventional wizard, you can
jump to any process step in any order.

Navigation
buttons

Click a navigation button to move between the eMall
screens, to move between steps in an eMall process, or
to exit the current process. DO NOT use the browser
navigation buttons.

ACP WORK SUPERVISOR
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Tool Example Function
Scroll bars Al Folders Select and slide the scroll bars at the right side or
— - bottom of an eMall screen to view information that might
(Qsido 4] not be visible initially.
D terp
----- 2 Tools 5
[ O it (ST MR [ =
A b
Sorting Order IDT Title Click any underlined column heading to sort the
) information in that column in ascending order. Click the
EPZ001zd  Zcript 1014 column a second time to sort the information in
) descending order. An arrow next to the column heading
EPZ00129  ZScript 1014 indicates whether the information is sorted in ascending

order (up) or descending order (down).

Return to Portal Return to Portal Elr:(;tv;czc?glzegé:lgs ;:rrtgl- button to return to the

ACP WORK SUPERVISOR
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PREFERENCES

PREFERENCES

You can update your personal information within the eMall.

Within the eMall, you can:

e Delegate your approval authority (see eMall Vol. 1 User Guide)

e Assign viewers to your charges (not applicable to the Commonwealth of Virginia)

e Change your profile

e Change your preferences for currency and locale (not applicable to the
Commonwealth of Virginia)

e Change your email notification preferences

Reset your preferences to the default settings

To update your personal information, click Preferences from the Command bar section on
the Shop Now Home page.

Preferences Toggle Tips Toggle Currency

~ To Do
Approve Reguests 940
wiatch Requests 17
~ Status
Composing 276
Subritted 479
Approved 324
Denied 3

Status _‘O'

~ Create
Requisition

Company eForm Create O

~ Explore Adrnin, An last visit 10/16/2007 12:48 PM, W4

Searches

Catalogs Return to Portal

Folders

ini Syst M
Adrministrator ¥stem News |

WELZOME eVé Buyer!
~ Report

Reports Make ordering easy for yourself!

~ Receive Download the desired training guide for the eMall after

Purchase Orders clicking:

http:Awww eva.state vausflearn-about-evas/s-1-ermall-
< Reconcile notes.htr

The Personal Information screen lists the changes that you can make.

v er e e

Preferences Toggle Tips Toggle Currency

Personal Information

What change would you like to make?

* Deleqate Approval Authority

® Assign Wiewers to Your Charges

» Change Tour Profile

» Change Your Preferences:

-, - Change default locale and currency

- Change email notification preferences

T

- Reset default Preferences

Version 5 eMall Vol. 2 User Guide (26-0013) 23
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Changes to your user profile must be approved before the changes take effect. The eMall
assigns UP (User Profile) numbers to these requests so you can check their status in
the Approval Flow.

Modifying your Personal Information

Click the Change Your Profile link to open the Change Personal Profile screen. Basic user
information that identifies you to other system users and vendors displays. This screen also
identifies your supervisor and the roles and permissions to which you are assigned within
the eMall. You rarely will need to change your eVA setup defaults. Situations where it might
be necessary would be to:

e Add Eva groups (roles)

e Add, change, or delete an expenditure limit or approver

e Change the supervisor name (Local government and public body employees must
not change the name of the eVA supervisor. A representative of the Department of
General Services is assigned to this role for eVA purposes.)

e Change the Deliver To name

If you are a state employee, be sure the supervisor change is approved by the Agency eVA
Team Lead before submitting your profile change request. An individual other than your
immediate supervisor could have been assigned to you for reasons that might not be readily
apparent.

Step 1: Change Personal Profile
From the Personal Information screen, click the Change Your Profile link.

Personal Information

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

How To Screen Details

Deleqate Approval suthority
Assign Wiewers to Your Charges

Change YourErofile

Change vYourvteferences:

- Change default locale and currency

- Change email notification preferences

- Reset default Preferences

24 eMall Vol. 2 User Guide (26-0013) Version 5
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The Change Personal Profile screen displays.

UPZ200654: Admin, D333
Personal Info

Account/Ship
El change Personal Profile

Justify Changes

Review and change the groups, roles, and permissions assigned to you, and your accounting, shipping, and organization infarmation.

po ) ; ! : ! 9 5 :
Approval Flow Groups, roles, and permissions determine the data with which you work; the other information is used as default values in many
" processes,
Review Changes How To Screen Details

: | Personal Profile Information - User Profile
1. Change your personal information:
Mame: Admin, D333
Agency: Demo Client - E2E - 1
Ermployee #: |4
Ernailaddress: system_test@hotrnail.com
Phaone #: T03-123-1234

Supervisar: {no value) |3 |

2, Change your groups, roles ar permissions:

Groups: D333-Agency Security, D333-Commodity Code 1 Approver, D333-Cormmodity Code & Approver,
D333-Commodity Code Wwatcher 1 Approver, D333-Commodity Code Watcher 2 Approver, D333-Dollar 1 Approver,
D333-Dollar 2 Approver, D333-Dollar 3 Approver, D333-DPA Approver,
[333-Receipt 2 Approver, D333-Receipt 3 Approver, D333-Mon Catalog Processaor,
eWh - buysenseOraAdmin, D333-RegHeaderApprover, D333-PCard Approver
D333-dccountlingdpprover?, D333-AccountlineApproverl, D333-Commodity Codedpprover,
D333-Edit Approvable, D333-Force Process, D333-Expenditure Limit Approver,
D333-Query All, D333-Central Receiving, D333-Mo Supervisor,
D333- Agency Security, D333-Accountlinedporover, D333-WITA-ReaHeaderdpproverd
D333-YITA-RegHeaderApproverd, eMA-No Supervisor [ select ]

The fields available in the Personal Profile Information — User Profile fields are as follows:

Field Description
Name Your last name, first name
Agency Your assigned Agency or Local Government number and description

Employee # (Optional) Your employee number

Email The email address used for notifications (To change your email address, you must select the
Address Preferences link after you login (Knowledge Center) — not the Preferences link on the Shop Now
Home page)

Phone # Your telephone number (To change your telephone number, you must select the Preferences link
after you login (Knowledge Center) — not the Preferences link on the Shop Now Home page

Supervisor The user who must approve any Profile Changes, and to whom requisitions escalate when your
approvals are overdue.
For local government entities, the Supervisor will not be your actual supervisor. For security
reasons, a Department of General Services representative will be listed.

Groups The roles to which you have been assigned in order to carry out common functions, such as
Buyerlnbox, POPrint, ITApprover

To add/delete roles, click the [select] link behind the last role or group that displays.

Version 5 eMall Vol. 2 User Guide (26-0013) 25
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Personal Profile Information - User Profile

1. Change your perscnal infermation:

Harne: Ademin, An
Agency: wirainia Infarmatien Technaleay Agency - E28
Employee =: H—

E system_t

Phane #: A7R-TAT-8877

Supervisor:  [Admin, 8136 ¥

2. Change your groups, roles or parmissions:

Groups: SlJg-fgency Secucty, Bil-Intfailure, A1J0-0olles
A}36-Dollgr 3 A wr, A136-Doilar 3 Agprove

2 Approver,

f.'ua - A dite Code Watcher 2 Acorover,

i Procsssar, i 36-Qucry Al
Lo de 3 Aparay -m-;. medity Code Wetcher 2 Appoover,
04 \ 11 \A-A204- CWH ETF Ayorover,

Lima ADprover,

z._'-h&_\.uLLLM
Al36 scioe 5019 test> [ 36 &21

ALIECK Test- S

, An last visit 8/2/2008 5:42 PM. eV Noded £ 1996 - 2003 Anba Inc.

The Choose Values for Groups display. On this page you can:

¢ Add one or more values to the list of those currently selected
e Browse the values in the Add section of the current or other pages
e Search for a specified value, and then click the value's check box

When you navigate to another page of values, any values selected in the Add section are
automatically added to the list of currently selected values. To remove values from the list
of those currently selected, click a value's check box to deselect it. When you are finished
selecting or deselecting values, click OK to be returned to the Change Personal Profile page.

Choose Values for Groups

Curren by Selectod

Fage[1 2] »

Mame
Al38-Agency Sscunty
B222-Iotfadure

ALIG-Dollar 1 Aporaver

ALIG=Dollar 2 Aporgver

E I I O« < T < ¢ ¢ I I

>

10 Ehe fiet of thows curranitly salncted, Ercin the values in the Add ection of the current oF Glier pages, o saarch for 3 speciind ualim, and hen dick the vals's dhack bor. When you AV o o
cted in the Add sectien are gutomaticaly sdded ta the list of cumently selected values. To remave values from the lat of those currently selected, chok o vahue's check bo to deselect it When you are Fmished selecting or
« oK.

Mow 76 Sctsen Catals
0 There are too many matches to display the entire list. Refine your search criteria and try again,
Fieid: Name [ Sanrch]

O mame
There are no e o dricly.
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After you add or change your Personal Profile Information, you are ready to move on to
Step 2: Account/Ship. Click Next or the Account/Ship link from the left menu to proceed.

Step 2: Accounting/Shipping Info

You can add or change accounting information and shipping details on this screen. Do not
change the Buysense Catalog Controller value unless specifically instructed by your eVA

team lead.

Fersonal Info
Account/Ship
Justify Changes
Approval Flow

Review Changes

UPZ00749: Adminl, D333

E Accounting/Shipping Info

Buysensedrg contains default account codes and workflow details, Buysense Catalog Controller indicates to which
catalogs you will have access, and Ship To shows the default address where your iterms will be sent. On a requisition,
wou can override the default account codes and Ship To address as necessary.,

How To Screen Details

1. Change your accounting information:

Buysensedrg: D333-BE0-3RC
Buysense Catalog Controller: {no walue} [ select]
Delegated Purchase Authority: $500.00USD g
Expenditure Limit: $25,000.00U g
s .

Expenditure Limit Exceeded Approver: |D333-Expenditure Limi| [ select ]

2. Change your shipping and delivery information:
ship To: 2 Fairfax Drive Fairfax, VA 22033 United States

Deliver To: |Richrond Receiving

The fields available in the Accounting/Shipping Info are as follows:

Field

Description

BuysenseOrg

The name assigned to the group of business rules and default settings for your
requisitions. Other users within the same Department, Unit, or Division might belong to
the same group.

Buysense Catalog
Controller

Determines the catalogs you can use. (Do not change unless authorized.)

Delegated Purchase
Authority

The dollar amount of your Delegated Purchase Authority. This field is rarely, if ever, used
by COVA. This is not where you delegate your approval authority. See eMall Vol. 1 User
guide for delegating approval authority.

Expenditure Limit

The dollar amount of your Expenditure Limit

Expenditure Limit
Exceeded Approver

The user or role that must approve requests that exceed your Expenditure Limit

Ship To

The default shipping address for items you order

Deliver To

The person or agency to whom ordered items are delivered

Click Next or the Justify Changes link from the process steps to move to Step 3: Justify

Changes.

Version 5
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Step 3: Justify Changes
Use this screen to explain the reason for your request.

UPZ00750: Adminl, D333
Personal Info

=

Account/Ship
E] Justify Changes

Justify Changes

ou may be required to justify your request, If necessary, enter your justification comments below, You can attach a

Do ; : !
Approval Flow supporting docurnent, if desired.

Review Changes How To Screen Details

4 Comments - Entire User Profile

4
Comments: |MNeed to add an approver)|

[&dd attachment] [Delete |

After you enter an explanation, click Next or the Approval Flow link from the process
steps to move to Step Four: Approval Flow.
Step 4: Approval Flow

The Approval Flow screen graphically displays the approvers for this user profile change
request.

UPZz00750: Adminl, D333
Personal Info

Account/Ship
1 Approval Flow

Justify Changes

Review the approvers assigned to review the request, Add and delete approvers as necessary, depending on your

op o
Approval Flow pPermissIons.

Review Changes How To Screen Details

4 Approval Flow - User Profile

1
Legend: Fending Active approved  [E] Denied [Z] Watcher

upzoo7so [ adrnin, D333 [~ approved

[ D]

Your current eVA supervisor (shown in Step 1: Personal Info on your User Profile) will
always be the first approver in the approval flow. Other approvers might also appear,
depending on the changes you are requesting.

Selecting the name in the approver box will provide additional details about the approver.

You can also add additional approvers and watchers to the approval flow. (See Adding an
Approver in eMall Vol. 1 User Guide.)

Click Next or the Review Changes link from the process steps to proceed to the last step,
Review Changes.
Step 5: Review Changes

The Review Changes screen displays all requested changes. Review the changes before you
submit the request.
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Click Submit to send your profile changes for approval.

UPZ00750: Adminl, D333
Personal Info

Account/Ship
] Review Changes

Justify Changes

anproval Flow Review your request and then submit it for approval.

How To Screen Details

Review Changes
Change From To

4 Supervisor {no value) admin, D333

Click the <Prev button to return to any of the previous steps before submitting the request.

Click the Exit button to close the request without submitting it. You can select from the
following options:

¢ Print a copy of the request
e Delete the request
e Continue working on the request

If you need to make changes to fields not accessible to you, contact your eVA team lead for
assistance.

Email Notifications

An email is sent to you whenever you become the active approver for a request that is in
process. If you are an approver or a delegated approver, you will receive notification when
someone:

e Submits a request for approval
e Resubmits a request for approval
e Withdraws a request

Typically, if no action is taken within 15 business days on requests where an individual’s
name is in the approval workflow, the request will escalate to the eVA inbox of the
approver’s supervisor. The supervisor will then be responsible for approving or denying the
request. (Requests pending approval from a role or group approver role are never
escalated.) At the time of this publication, the Commonwealth of Virginia is not running the
escalation job.

Notifications are sent when a request is:

e Escalated to you
¢ About to be escalated to your supervisor

Version 5 eMall Vol. 2 User Guide (26-0013) 29
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Email Notification Preferences

To change your email notification preferences, click the Change email notification
preferences link on the Personal Information screen.

Personal Information

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

How To Screen Details

e Delegate Approval Authority

s Change Tour Profile

s Change vour Preferences:

- Change default locale and currency

- Change email notification preferenges
- Reset default Preferences ﬁ

The Set email Notification Preferences screen opens. Here you can specify the type of email
notification messages to receive, and how often to receive them, based on the document
type.

Set email Notification Preferences

Faor each document type, specify the types of email notification messages to receive, and how often you want to
receive therm.

How To Screen Details

Default preferences for all document types v

4
4 Default preferences for all document types:

Motification method: Send e-mail immediately v
Wwhen my document is approved: send e-mail
Wwhen my document is fully approved: send e-mail
Wwhen documents are awaiting my approval: | Send once v
Wwhen my approval is overdue: Send once v
i
The following table describes the options that you can set for each document type.
Option Values Comments
Document Types Default preferences for Use the Default preferences... type to set preferences for
all document types requisitions.
User Profile Update Use the User Profile Update option to set preferences for your

requests to update your user profile.

Receipt and Receipt and Receipt tracker are not used in eVA.
Receipt Tracker
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Option Values Comments

Notification method Send email summary Receive a single notification for all approvals that became
Send email immediately active that day or choose to be notified for each approval as it
becomes active.

When my document is  Yes (checked) or No You can choose to be notified when each approver approves
approved your request.
When my document is  Yes (checked) or No You can choose to be notified when your request is fully
fully approved approved.
When documents are Send once You can choose to be notified once, repeatedly (at intervals
awaiting my approval Send repeatedly set by the eMall), or never.

Send never
When my approval is Send once You can choose to be notified once, repeatedly (at intervals
overdue Send repeatedly set by the eMall), or never.

Send never

After you have made all necessary changes, click OK to submit the changes and return to
the Personal Information screen.

Reset Default Preferences

To change your Ariba preferences, or to simultaneously reset all preferences to their default
settings, click the Reset default Preferences link on the Personal Information screen.

Persanal Information

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

How To Screen Details

e Delegate Approval Authority

o Change Your Profile

s Change Your Preferences:

- Change default locale and currency

- Change email notification preferences

- Res?t default Preferences
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eVA

The Reset Default Preferences screen opens displaying a long list of Ariba preferences.

Reset Default Preferences

Set individual preferences, ar reset all preferences to their default settings at ane time.

How To Screen Details

Enable Multiselect Catalog

Expand Mavigation Panel: Reconcile
Expand Mavigation Panel: Analysis

Expand Mavigation Panel: Expense

Show Cart

Expand Ariba Folders

Expand &pprove

Expand line by line

&sl: me for confirmation before deleting a request

Preference Setting

v Display the warning ressage if the source of truth is external system. I~

JCUNC BT B Y B B |

r

To set specific preferences, select the corresponding check boxes and then click the OK
button at the bottom of the page. To simultaneously reset all preferences to their default
settings, click the Reset button at the bottom of the page. Click the Cancel button to close

the screen without making any changes.

The following table describes each of the preferences:

Ariba Buyer Preference

Action Performed When Selected

Display the warning message if the source of truth
is external system.

Not used by the Commonwealth of Virginia.

Enable Multiselect Catalog

Provides the option to use check boxes to add
multiple catalog items at the same time. Select the
Summary (multi) or Details (multi) value in the
second View By field to use this feature. Certain
catalog items cannot be added to a requisition using
the multi-select option, including items that have
business forms attached or items that contain fields
that must be specified before ordering.

Expand Navigation Panel: Reconcile

The Reconcile option on the left menu of the Shop
Now Home page is expanded to show the menu
contents.

Expand Navigation Panel: Analysis

The Analysis option on the left menu of the Shop
Now Home page is expanded to show the menu
contents.

Expand Navigation Panel: Expense

The Expense option on the left menu of the Shop
Now Home page is expanded to show the menu
contents.

Show Cart

The Shopping Cart displays after an item is added.
The Shopping Cart can always be accessed using the
Shopping Cart link above the left navigation panel.

Expand Ariba Folders

The Ariba Folders option (under Explore Folders) is
expanded to display a list of items in the folder.
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Ariba Buyer Preference

Action Performed When Selected

Ask me for confirmation before deleting a request

After selecting an item and clicking the Delete
button, the following message displays before the
deletion is finalized: Are you sure you want to
delete the selected items?

Expand Approve

The Approve option on the left navigation panel on
the Approve Requests page is expanded.

Expand line by line

Not used by the Commonwealth of Virginia.

Expand Navigation Panel: Explore

The Explore option on the left menu of the Shop Now
Home page is expanded to show the menu contents.

Show the active delegation of authority page

Upon logging in to the eMall, if there is an active
delegation of authority, the Active Delegation of
Authority screen displays with delegate nhame and
effective dates.

Expand Shipping

Not used by the Commonwealth of Virginia.

Use My Dashboard as the Home Page

Not used by the Commonwealth of Virginia

Expand Mobile Install

Not used by the Commonwealth of Virginia.

Ask before moving requests to selected folders

After selecting an item to move to a different folder
and clicking the Move button, the following message
displays before the move is finalized:

You have chosen to move the selected request(s) to
the designated folder. Any request that was created
in a different partition will be moved to the selected
folder in that partition. If the folder you select does
not exist in that partition, the request will be moved
to the Archive Items folder automatically.

Display User Currency

The currency unit (for example, USD), is displayed
next to prices.

Hide catalog item details

Details for catalog items are not displayed on the
Add Items screen.

Show additional information before going to the
receiving summary page

When a value is entered in the Reject field, the
Additional Information Needed screen displays
before the receipt is submitted.

Expand Navigation Panel: Detail Status

The Detail Status option on the left menu of the
Shop Now Home page is expanded to show the
menu contents.

Expand Navigation Panel: Status

The Status option on the left menu of the Shop Now
Home page is expanded to show the menu contents.

Show Navigation Panel

The left menu area is displayed in all areas of Ariba.

Expand Mobile Upload

Not used by the Commonwealth of Virginia.

Show the reconciliation done page

Not used by the Commonwealth of Virginia.

Show confirmation page before editing a request

After clicking the Edit or Change buttons to edit a
request, the following message displays before you
can continue with the edit: You will be editing your
Requisition. You may edit any part of the Requisition
by going to the appropriate step in the Navigation
Panel.

Expand Item Details

Line Item details are displayed on the screen. Click
the Hide Details link to collapse the detail
information.

Expand Comments

Not used by the Commonwealth of Virginia.

Expand Navigation Panel: Report

The Report option on the left menu of the Shop Now
Home page is expanded to show the menu contents.
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eVA

Ariba Buyer Preference

Action Performed When Selected

Show the receiving done page

The Receiving — Done screen displays after receiving
selected items. Users can choose to select another
order to receive or return to the Shop Now Home
page.

Confirm partition change

Not used by the Commonwealth of Virginia.

Expand User Folders

The Personal Folders option (under Explore Folders)
is expanded to display a list of items in the folder.

Expand Navigation Panel: Create

The Create option on the left menu of the Shop Now
Home page is expanded to show the menu contents.

Show Inline Tips

On-screen tips are displayed throughout the eMall in
a light blue box at the top of the screen.

Show all confirmation pages

Confirmation screens display when a user is ready to
take permanent action on a request, such as
modifying or saving a request.

Ask me for confirmation before deleting a folder

After selecting a folder to delete and clicking the
Delete Folder button, the following message
displays before the deletion is finalized: Are you
sure you want to delete the selected folder?

Expand To Do

The To Do option on the left menu of the Shop Now
Home page is expanded.

Expand Navigation Panel: Workforce

Not used by the Commonwealth of Virginia.

Show the confirmation page when assigning PCard
charges

Not used by the Commonwealth of Virginia.

Display the message if the new object has been
created successfully.

Not used by the Commonwealth of Virginia.

Ask before creating a requisition

A confirmation screen displays before the requisition
is created.

Delegating Approval Authority

You can temporarily delegate your approval authority to another user for a specified period

of time.

To delegate approval authority, go to the Shop Now Home page.

Click the Preferences link to open the Personal Information screen.

Preffﬂances

~ To Do
Approve Reguests 488
Watch Reguests 17

Approve (5

* Status
Composing 6
Subrmitted 5
Approved 18
Cenied a

Status (O

7 Create S LY
Requisition E
O

Company efarm Create O

~ Enplore

Searches

Catalogs

Folders

Toggle Tips

Toggle Currency

O Receive

Ao
a O Explore

Admin, An last visit 4/20/2007 2:08 PM, eVA
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Click Delegate Approval Authority.

Personal Information

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

How To Screen Details

What change would you like to make?

Celegate Approval Authorit
Assign Wiewers to @ur Charges

Change Your Profile

N

Change Your Preferences:

- Change default locale and currency

- Change email notification preferences

- Reset default Preferences

To set the Delegate field to the person you want as your delegated approver, look for the
name in the drop-down list. (If it is not there, select Other... to get to a list of all users.
Search for the user to select as the Delegate. Refer to the Adding an Approver section to
learn how to use the Other... option.)

Deleaate UPz01144: Admin, &n

Approval Flow

El Delegate Approval Authority

Review Changes

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

_ “Delegate: {no value) v
4 K {no value)
4 *Delegation Start Date: |admin, &n 2]
*Delegation End Date: |Adminl, A136 i)
Other

Delegation Reason:

Wotification: cantinue to notify me by ermail of approval requests

* indicates requived field

Exit

The Delegation Start Date is the first date your delegate can act as your approver. Use the
calendar icon to select the date. Set the Delegation End Date as the date your delegation of
authority is no longer active. Enter a Delegation Reason, if needed. The delegation begins
and ends at midnight eastern time on the specified dates.

The delegate will receive email notification of all approvals that would ordinarily have gone
to you. If you want to continue receiving those same naotifications at the same time, select
the Notification check box. If you do not want the email notifications, deselect the check
box.
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Click Next to proceed to Step Two — Approval Flow.

Delenate UPz01144: Admin, An

Approval Flow

n Delegate Approval Authority

Review Changes

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

*Delegate: Adrin, C555 W
*Delegation Start Date: |Mon, 23 Apr, 2007
*Delegation End Date:  Mon, 30 Apr, 2007]

Delegation Reason:

.

Motification: continue to notify me by email of approval requests

* indicates required feld

The Approval Flow screen graphically displays the Approval Flow for this request.

You can add an additional approver for this delegation, if necessary, or click Next to
proceed to Review Changes.

Delegate UP201144: Admin, An

Approval Flow

El Approval Flow

Review Changes

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

Approval Flow - User Profile

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

UP201144 [-H adrnin, AL36 ™ Approved

K 0]

e

The Review Changes screen displays all changes you have requested so you can review your
changes before you submit them.
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Click Submit to activate your delegation of authority.

Delegate UP201144: Admin, An

7 ? Exit
Approval Flow 'h
EJ Review Changes

Review Changes

Rewiew your request and then submit it for approwval.
How To Screen Details

Change From To

: Delegate {no value) Admin, C555
Delegation Start Date Mon, 23 Apr, 2007
Delegation End Date Mon, 30 Apr, 2007

Submit

Act as User Screen

When the delegation period starts, the delegated approver will be prompted after clicking
Shop Now to select which user to use for the session. The delegate can choose to act
under his own name for regular eMall functions, or to act as an approver on behalf of
someone else.

Actas User

‘fou have been selected to approve requests on behalf of another user, You can log in as yourself or as
the other user.

How To Screen Details

e Admin, A136 - 161 request{s) to approve

1 ® Admind, D333 - 68 request(s) to approve

I% If you are acting as an approver, you cannot create requisitions under that user.

Active Delegation of Authority

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

Active Delegation of Authority

You have logged in while your delegation of authority is still in effect. rou can continue or cancel the
delegation,
How To Screen Details

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

» Continue using the delegation of authority

» Stop using the delegation of authority

[Joon't shaw this page again until 3 new delegation is created.

If you decide to continue to use the delegation of authority, you can still approve your
requests. You can log in, click Continue, and approve requests that require your approval.
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EXPLORE

The eMall Explore feature is useful for organizing your requests into file folders as well as for
searching the database to find specific requests. This section includes a general overview of
the Explore features as well as information about:

e Searches
o Catalogs
e Folders

When you click Explore on the Shop Now Home page, you can choose Searches,
Catalogs, or Folders.

Explore

Create and run searches and report queries, or browse catalogs and folders,
How To Screen Details

What would you like to explore?

e ZSearches

& Catalogs
# Folders

Ll

Exploring Searches

From the left navigation bar on the Shop Now Home page you can click Searches, Catalogs,
or Folders. Click the Searches link to open the Searches screen. From here you can create
a new search, run or delete an existing custom search, or run a system search. Each of
these actions is described in detail.

Creating a Search
When you create a search, you can save the search criteria for future use. This function is
useful for searches you perform often.

Click the Create a New Search link to get to the Create Search screen.

<+ Explore Searches
Searches } )
Run or delete a search that yvou have zaved. Click a search name to edit the search.
Catalogs
Folders

Create a New Search

- Search Name
r badmin Reguisitions

Tamara's search

e | ||
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Enter a value in the Search Name field that will help you identify the search later.

Select a value for the search from the Category drop-down list that shows the available
documents (Requisitions, Receipts, Purchase Orders, and so forth).

Create Search

Commodity Code {any line
itern):

Created On Behalf Of:

EIE N

Date Created:

Meed-by Date (any line itermn):
Order 1D (any line itermn):
Requisition ID:

Supplier (any line item):

Total Cost:

<~ Explore
Searches
Search Mame: |Over $50K
Catalogs
Folders Category: |Requisition v|
Filter Name ¥alue

(select a value) [ select]

(select a value) [ select]

This week

1

(select a value) [ select]

Frorn: Sun, 24 Jun, 2007 To:

Sat, 30 Jun, 2007

|T0: |

=

Add/Remove Search Filters

Click the Add/Remove Search Filters link, as shown on the previous screen shot, to
change the filters to be used for a search. The Select Filters screen displays a list of fields

that can be used as search criteria.

Select Filters

O add approver to approval flow
[ approved By

Commodity Code {any line item)
Created On Behalf Of

[ cate Approved

Date Created

[ pate ordered

[ Date Received

[ pate submitted

] Description {any line item)

| .

[ Encurnbrance Mumber

Meed-by Date {any line item)
[] Mon-Catalog Item {any line item
Order ID {any line itemn)

[ Pre-Encumbrance Mumber
D Preparer

[ price {any ling iterm)
Requisition ID

] Requisition Title

D Status

Supplier {any line itern)
Total Cost

Use the check boxes to select and clear filters for your search and click OK to return to the

Create Search screen.

The search filters that you selected appear at the bottom of the Create Search screen and
you can choose values for some or all of the filters. When you have set all of the criteria,
click the Search button to run the search.
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A list of requests meeting the search criteria is returned at the Review Search Results

screen.

= Explore
Searches
Catalogs

Folders

Il

Review Search Results

Search Mame: Over $50K
Search Category: Requisition

Search Filters: Date Created = This Week { between Sun, 24 Jun, 2007 and Sat, 30 Jun, 2007 )

[Save Search| [Refine Search]

Iterns that meet your search criteria: 2

Type Date Create Status Title 1D Tota
r d 1 1
Mon, 25 Jun, 2007 Composing Test PR227134 $0.00000USD
Mon, 25 Jun, 2007 Received Receiving User Guide PRZZ7136 $321.15000UsD

The eMall is configured to return up to 2,000 records in a single search. If your search
retrieves 2,000 records and you do not find the record you need, use the Refine Search
button to try again with narrower criteria.

Using a Saved Search

You can view all of your saved searches on the Searches screen To run a saved search,
click the Search Name link and view a list of saved searches.

~ Explore
Searches
Catalogs
Folders

Searches

Run or delete a search that you have sawved. Click a search name to edit the search.
How To Screen Details

Create a New Search
[ Search Name
Under $5K

Sk to Ok

I e | |

Cver $50F This week

Edit any criteria as

needed and then click the Search button.

~ Euplore
Searches
Catalogs

Folders

Edit Search

Change the search criteria or name, and then run the search.
How To Screen Details

Search Name: £5K to $50K

Category: |Requisition [v]

Filter Name
Comrmodity Code (any
line itern):

Created On Behalf Of:

Yalue

|| | ]|

({select a value) [ select]

Adrninl, D333 [ select ]
|No Choice  [v]
| No Choice [v]

(select a walue) [ select ]

Date Created:
Status:
Supplier {any line itern):

Total Cost:

=

$5,000.0000) To: [$50,000.000 =

Add/Rermove Search Filters

ACP WORK SUPERVISOR
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Exploring Catalogs

The eMall allows you to research non-PunchOut catalogs without creating a requisition.

These online catalogs include items on contract as well as items provided by vendors that

have registered to do business with eVA.

Online catalogs are accessed two ways from the Shop Now Home page:

¢ By clicking Explore on the Shop Now Home page and then clicking the Catalogs

link

¢ By clicking the Catalogs link in the Explore section of the left navigation menu

' Ta Do
Apocoye Eequssts

7 Status
Compusing
Submitied
Bogroved
Ceenied

= Create
Eequmen
Somoany eform

7 Explure
Searchet
Satalugs
Bdranigtratye

7 Report
Bspoas

7 Recee
Eirchase Orders

| Reconcile

) - Recaive

Suatur (0

Create T

Return to Portal

System News

WELCOME oA Buper!

There are three ways to locate catalog items on the Explore Catalog screen:

Tab How you might use it
Catalogs Find and explore catalog items, and start a request
Favorites Retrieve items you have previously saved as favorites, such as items that you

purchase often. Favorites are stored in Personal Folders.

Saved Searches Retrieve and explore information from searches you have previously saved.

Preferences

Toggle Tips

Toggle Currency

= Explore

Searches

Catalogs

Eolders

Explore Catalog

Small Business: |- Select - (2 choices) .
P-Card: - Select - (7 chaices) ~| supplier:

30,412 items found

Keywords:

Contracts (4)

Mandstorv (2} Optional {1} Agency Specific (1)

Apparel and Luggage and Personal Care Products (516)
Clothing (84) Footwear (30) Luggage snd handbags and packs
and cases (311 ...

Building and Construction Machinery and Accessories (28)
Heavy construction machinery and equipment (28)

Cleani i and (6371
Cleaning and janitorial supplies (300} Industrial laundry and dr
)

Contract Type: | - Select - (4 choices) v
- Select - (11 choices) v

View By: | Category ¥

PunchOut Catalogs (16)
punchout (16

Building and Construction and Maintenance Services
136

Building support and maintenance and repair services (81)

General building construction {203 Infrastructure construction

and maintenance (35)

Chemicals including Bio Chemicals and Gas Materials
87}

Agids and their salts and esters (47) additives {44) Bio
chemicals (51} .

Commercial and Military and Private Yehicles and their
acc ies and C (369)

cleaning equipment (11} Janitorial equipment (2

ions and C and Peripherals

Aerospace systerns and components and egmgment (34)
Aircraft (d41) Marine transport (49)

and l:nmgunents and Supplies (293)
ns and computer supplies {12) Hardware and

Defense and Law Enforcement and Security and Safety
i lies (612)

Conventional war weapons (12} Fire protection {16)

accessories (179) Software (102)

Launchers (3) ..
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For additional instructions about how to search and explore catalogs, refer to the section
Creating a Purchase Requisition, Step 2: Add Items in the eMall Volume 1 User Guide.

Exploring Folders

When you click the Folders link on the Explore screen, you open the Explore Folders
screen.

There are standard Ariba folders (for example, Status Items or Approve Items) and
personal folders. Use folders to organize your requests in any order that you want. There
is no limit to the number of folders that you can create. To view items in a folder, click the
folder title link.

Use the action buttons to rename, move, and delete your personal folders. In order to
delete your personal folders, the folder and all sub-folders must be empty. Select the radio
button beside the personal folder you want to delete and click the Delete Folder button.

evA tome JREC veto IR togout
Preferences Toggle Tips Toggle Currency

< ariba Folders Explore Folders

Status Items 11z0

Approve Items 956 [ ariba Falders

Retonpiledtens u Status Ttems 0 sub-folder(s) 1,120 folder item(s)

Lol e Approve Items 0 sub-folder(s) 956 folder item(s)

Watch Iterns 17 -

Reconcile Iterns A sub-folder(s) A folder #temis)

eEefsanalboldess ! Archive Ttsms 0 sub-faider(s) 4,301 folder itemis)

Test Folder for 4 >

length of name of iy Watch Items 0 sub-folder(s) 17 folder iermis)

the folder 5

test 3

Docurnentation a

‘ Personal Folders

(3 B8 Test Folder for length of name of the folder @ sub-folderis) I folder #emi(s)

O B test @ sub-folder(s) 3 folder ern(s)
& B8 pocumentation 0 sub-folder(s] 0O folder ferm(s)
L [Rename Folder] [Mave Falder] @

Click the Ok button to delete the selected folder.

Chome YN neip I toout

Preferences Toggle Tips Toggle Currency
Confirm Delete Folder

Are you sure you want to delete the selected folder?

I (=)

[oon't shaw this page again (reset in preferences),

ACP WORK SUPERVISOR
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You cannot delete a folder that contains transactions or sub-folders. To delete items in a
folder, you must open the folder by clicking the folder name link.

| Personal Folders

" B9 Test Folder for length of name of the folder 0 sub-folder(s) 1 folder itemy(s)

BB test

@ BB test d.TlEtE folder

L [ Rename Folder | | Move Folder| | Delete Folder|

0 sub-folder(s) 4 folder item(s)
0 sub-folder(s) 1 folder item(s)

To select all items in the folder select the checkbox located on the column heading row and
click the Delete button.

View Folder Details

The folder cuntans these requests, You can click check boaxes (o select one or more requests and then Lake an appropnate acton; for example, move or copy selected requests to ancther folder,
How Ty Scresn Detaily

Al Feldeiy > best delele folder

Sub-tolders

Thes lulder has ne sub-folders.

Folder Ttems
Folder items: 2

F Type Dale Creates) Slatus Beupester 13 Tille Talal

ST & Thu, 26 Feb, 2000 Ordered Admin, An PRIL4ZTI-VY jagon & $114,601.00000U50

T [ Tue, 26 Feh, 2008 Compasing Admin, An PR244221 15 test L0.C0000USD

Move to lelder: [Archive ftems =] I create shartcut
Dl bl oo b reeumssts

Click the Ok button to delete the selected folder. The Confirm Delete page displays
according to how your preferences are set.

Confirm Delete

Confirm that you want to delete the selected items. You can hide this screen in the future by clicking the check bax: to shaw the scroen again, reset the default preferance.

Are you sure you wanl Lo delele the selecied ems?

£ Gon's 31k e agai fesantin peiterancest

On the View Folder Details page, you will see that all of the items within the folder were
deleted. You are now able to delete the folder. Click the All Folders link to return to the

Explore Folders page to delete the appropriate folder.

View Folder Details
1; far examphe, mave of copy scleced requesta lo ancther Folder .
How Te Scresn Detals

The felder cortains these requests. You con chck check boxes b seleet one or mose requests and then take o approgmate ackion

all Fq@' ers > test delete falder

Sulb-Folders
This falder has na sub-falders.

Fulder Items.
Total

Folder #tema: 0
Tvpe Date Created Status Kequester o Title

There are n fems to display.
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GETTING ANSWERS TO YOUR
QUESTIONS

You have three help options to answer questions that you might encounter while working in
the eMall:

¢ Online Help
¢ eMall Training guides
¢ eVA Client Support

Online Help

Click the Help button in the screen header from any screen in the eMall to display help
information about that screen. The help information displays in a new browser window. The
screen shot below illustrates clicking Help on the Shop Now Home page.

Preferences Toggle Tips Toggle Currency

~ To Do
Apprave Requests 557
Watch Requests 17
= Status
Composing 55
Subritted 27
Approved 76
Denied 1}

Status _‘O'

~ Create

Requisition

Company eForm Create O
¥ Euplore adrnin, &n last visit 6/5/2007 9:51 AM, eVA

Searches

Catalogs Return to Portal

Folders

ini System N
Adrinistrator ystem News |

WELZOME eVWaA Buyer!
= Report

Reports Make ordering easy for yourself!

= Receive Download the desired training guide for the eMall after

Purchase ©rders clicking:

http: v eva state va.usfearn-about-eva/8-1-emall-
< Reconcile notes.htrn

The Ariba Online Buyer Help screen provides you with screen-specific help based on where
you were in the eMall when you clicked Help.
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If you need more explanation you can perform a search by clicking the Search link located
on the upper right hand side.

Ariba Buyer Online Help

Contents | Index | Sei'p;ch
| -

Tips Ahout the Home page

“'ou can access the Home page from any The Home page provides guick navigation to key tasks and request status, using
screen by clicking Home in the Command the linkz in the Mavigation Panel and the certral "swoosh" or image, and the

bar. If vou set the preference to make your buttons inthe Command bar. The current partition iz identified on the Home page.

dashboard (when enabled with the
Dazhboardauthorized permizsion) your
Home page, then your dashboard iz
dizplayed when you click Home. Inthiz
caze, click Home in your dashboard's
Mavigation Panel to display the Hame page.

Fram the Hame page you can create and work with requests and documents, and
manitar their status; explore catalogs and folders; and run searches and reparts.
“ou can alzo read system news and other information posted on the Home page
by your Ariba Buyer syatem administrator.

It wou logged in as an Arviba Buyer system administrator, click Administrator in
the Explore zection of the Mavigation Panel to gao to Ariba Buyer Administratar. %ou
can edit objects only inthe padition you specified when you logged in; you have
read-only access to objects in other partitions. You can alzo access integration
events, scheduled tasks, and rules in all parttions. To lesrn more about using
Atiba Buyer Administrator, see the Arika Buyer Administrator online bela.

Link= in the Navigation Panel flash at 5 =et
interval to alert you when you have pending
taskz. For example, if vou receive requests
that require yaur approval, the Approve
Requests link flazhes far several seconds,
and will continue to flash at intervals.

Show me screen details.

Related topics

Wielcome to Atiba Buyer

About navigating in Ariba Buyer

About the online hels

Click Help on your dashboard (if enabled)
far related topics abaut the dashhoard.

Copyright 19938 - 2003 &riba, Inc. Legal notices.

Type words or phrases in the Search field; then click Search to search for documents that
contain the words or phrases.

Ariba Buyer Online Help

Contents | Index

Search Result

help topics Type a search term and then click the Search button. For example, type
requisition and then click Search or hit Enter.
&

Tips: The search term can be one ar more wards, ar & phraze (surrounded by double gquates). If you type multiple wards, the
results include topics that contain sny of the waords. Use an asterizk to match any form of the search term. More search tips ...

Mo results found.

Copyright & 1336 — 2003 Ariba, Inc. Legal notices.
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After the search results appear, you can get more details by clicking the topic link to each
result.

Ariba Buyer Online Help
Cu:untents|%_

Search Result
help topics Type a zearch term and then click the Search button. Far example, type
requisition and then click Search or hit Enter.
earc

Tips: The zearch term can be one ar more wards, ar & phraze (surrounded by double quates). If vou type multiple wards, the
results include topics that contain sany of the words. Use an asterizk to match any form of the search term. More search tips .

Searching for help topics found 50 matchies}), listed by relevance:

1. Helpis unavailahle
Help iz unavailable Use the help search ta find topics that contain keywards about the subject you are interested in.
The help tapic far this screen iz cur...

2. Search online help
Zearch online help & zesrch term can be a word of & phrase (muliple wards surrounded with double-gquates). Searches
are naot case senstive. Search results are listed from...

3. About the anline help
About the anline help If you taggle off the Inline Tips, click Help in & screen's Command bar ta access How To and
Sereen Detailz information. If & gquestion mark icon fall..

You can also search for additional help topics using the Help Index.

Ariba Buyer Online Help

Conterts | Search

Index

A B L ] E E ] H 1 d K L M
il Q B Q R = T u ¥ w A ¥ £
A

accounting details (on arders)
act as another user

actions across partitions

active delegation
AddappravalRedquest permission
acld:

accourting details on orders

ad hoc items to an MASE

approvers and watchers

approvers to requests

attachmerts

catalog items to & purchase reguisition
COmments

comments to requests

camments when sppraving

invoice tems
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eMall Training Guides

To download training guides, click the appropriate link in the System News box on the Shop
Now Home page.

Preferences Toggle Tips Toggle Currency

~ To Do
Approve Reguests 939 Approve (O
Watch Reguests 17

— ~ O —Receive

~ Status
Composing 265
Subrnitted 477
Approved 316
Cenied 3

Status o,

~ Create

Requisition

Company eForm Create O

< Explore Adrnin, An last visit 10/4/2007 11133 AM. VA
Searches

Catalogs Return to Portal

Folders

Administratar System News

WELCOME eVh Buyer!
~ Report

Reports Make ordering easy for yourself!

~ Receive Download the desired training guide for the eMall after

Purchase Orders clicking:
http:ffvww . eva state vausfearn-about-eva/E-1-gmall-
~ Reconcile notes.htrm

When you find a guide to review, be sure to use the Save option to open the Save As
window and save a copy to your computer instead of clicking Open. Many of these
documents are large and using this option will help with the responsiveness of the Web site.

File Download X|

Do you want to open or zave this file?

@ j Mame: eMALL Training Guide.doc

Type: Microsoft \Word Document, 5,94 ME
From: wiana.eva, stabe, va,us

Cancel |

W Always ask before opening this twpe of file

harm your computer. IF pou do nat tust the zouce, do not open or

@ YWhile files fram the [nternet can be uzeful, zome files can patentially
zave this file. What's the nsk?
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eVA Client Support
If you have questions that cannot be answered by Online Help, you have two client support
options:

e Send an email to eVACustomerCare@dgs.virginia.gov
o Call toll free 866-buysense (866.289.7367) from 8AM — 5PM EST, Monday through
Friday

If you have personal computer questions, contact your agency PC support.
If you have purchasing policy or general operating policy questions, you have two options:

» Contact your organization’s eVA Coordinator
» Contact DPS Customer Care at 804-786-3842

Refer to eMall Vol. 1 User Guide for information about other eMall functionalities.
For general information on the eVA system, refer to eVA Overview Guide.
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