
Ordering in eVA starts here 
Start with the contract, not the product 

Don't start with            
Shop > Search Products 

May display: 

• Non-VITA contract products 

• Non-VITA contract suppliers 

Instead, start with     
Contracts > Browse Contracts 

Ensures: 

• VITA Contract pricing 

• VITA Approved suppliers 

• VITA Contract compliance 

• Proper SWaM utilization 



Introducing the quote method 
The preferred requisition method 
Available with suppliers that support electronic quotes 

Punch-out           
Commonly used 

Line item load    
Catalog loaded 

Non-catalog item    
Direct entry 

Quote method 
Electronic quotes 

New 

When to use 
• When a supplier 

offers Quote Method 
functionality 

• A quote has already 
been prepared by the 
supplier 

• You want a more 
efficient path from 
quote to requisition 

Key benefits 
• Speeds up ordering 

• Uses supplier-prepared 
quote details 

• Reduces manual entry 

• Supports the correct 
purchasing path 
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1. Supplier provides an electronic quote 

2. Enter the quote number in the field 

3. Click submit to retrieve the quote an 
continue requisition process 
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Buyer tip If Quote Method is available, use the supplier-provided quote number to 
retrieve the quote before creating the requisition. Suppliers’ displays vary. 



From contract search 
to requisition creation 

Process 

Search the VITA 
Statewide Contract 
Search Portal 

Open and review a 
contract record, note 
the eVA CTR # for 
future reference 

Use the eVA CTR # 
to find the contract 
in eVA 

Start with Contracts 
-> Browse Contracts 

Select VITA contract 

Use Quote Method if 
available 

1 

2 

3 

4 

5 

6 

1 2 3 4 5 6 

Portal 
search 

Contract 
record 

Ordering 
path 

Requisition 
method 

Quote 
method 

Search 
Portal 

Review 
Contract 
and note 

eVA CTR # 

Use eVA 
CTR # or 

VITA 
contract # 

In eVA 
start with 
Browse 

Contracts 

Select VITA 
Contract 

Use Quote 
Method if 
available 

eVA 

Use the 
supplier- 

provided quote 
number. 

Quote number 

Retrieve 

Punch-out 

Line item 
load 

Non-catalog 

Quote 
retrieval 

C 

eVA 

Browse 
contracts 

Contract 

Contract 

Search 
contracts 


	Statewide Contract Search Portal One-pagers-3
	Statewide Contract Search Portal One-pagers-4
	Statewide Contract Search Portal One-pagers-5







