Procedures for Ordering IT Goods
and Services by In-Scope Executive
Branch Agencies

October 2011



Table of Content

General Guidance
Requisition Creation
Approval process

Re-open Order for Receiving

Receiving orders

page 3
page 6
page 18
page 23

page 28



General Guidance

1.

IT goods and services as related to these instructions are defined by the list
provided at the following site:

http://www.vita.virginia.gov/scm/default.aspx?id=85

Once at this site, select VITA’s IT Goods and Service List.

In-scope goods and services are those identified in the above list by a “Y” in the “In-
Scope to VITA” column. Items with a “N” in the column are defined as out of scope.

For a copy of the VITA Hardware Standards go to the following site:

VITA: VITA Services Overview

The IT Consumables list is a listing of in-scope IT goods and services that have been
delegated to the agency for procurement up to $100,000. These goods can be
procured by the agency without coming through VITA. The IT Consumables list can
be found at the following link:

http://www.vita.virginia.gov/uploadedFiles/VITA Main Public/SCM/VITA IT Con
sumables List.pdf

Orders for in-scope IT goods and Services: VITA retains all procurement authority
for purchasing in-scope IT goods and services. All orders for in-scope IT goods and
services, with the exception of items on the IT Consumables List, must be entered in
eVA and routed to VITA for review and approval. Follow the below instructions in
structuring the order:

1. Select the appropriate eVA “V” PO Category at the requisition header.

2. The use of Pcards is not authorized for in-scope orders. If a Pcard is loaded to
your eVA account, uncheck the pcard block at the Add Title screen.

e Do not check the “Send to eProcurement” block on the Add Title Screen.

e The eVA order will be created as a non-catalog order.

e The Vendor selected will be Virginia Information Technologies Agency
(VITA).

e The unit value of all items will be 0.

¢ In the description field enter the specifications of the product or service
required. If there are lengthy specifications, attach them to the eVA
requisition.

e If there is a desired vendor, model, etc., provide that information in the
description or comments.

e Attach any vendor quotes that have been obtained.

e Enter your agency’s “Bill To” address.

e Complete and attach a VITA-Information Services Procurement Justification
Form (see Attachment A)

e Complete the remainder of the requisition in the same manner as other
requisitions for your agency and submit.


http://www.vita.virginia.gov/scm/default.aspx?id=85
http://www.vita.virginia.gov/services
http://www.vita.virginia.gov/uploadedFiles/VITA_Main_Public/SCM/VITA_IT_Consumables_List.pdf
http://www.vita.virginia.gov/uploadedFiles/VITA_Main_Public/SCM/VITA_IT_Consumables_List.pdf

The purpose of using the “V”” PO category in the requisition is to route the requisition
to VITA. The use of the “V” PO category adds the below approvers to the standard
agency eVA workflow:

e Tech Compliance Review - Centralized review by VITA to determine whether
NG or VITA will fulfill the agency request.

e Business Review — Review by NG for pricing and sourcing.

e AITR Review - Review by the Agency Information Technology Resource to
approve the financial commitment by the agency.

All orders to VITA for in-scope goods and services must be received in eVA. See
section 4 below for detailed instructions.

Orders for out of scope IT Goods and Services: Agencies have been delegated
procurement authority for out of scope IT goods and services up to $100,000 and can
order these goods and services without routing the requisition to VITA. VITA retains
procurement authority for out of scope goods and services greater than $100,000.

The below rules apply to out of scope purchases of IT goods and services:

Out of scope orders less than $100,000 (Do not route to VITA):

e Enter the appropriate standard PO category (Not “V” category)

Appropriate use of agency purchasing cards is authorized.

Enter the actual supplier as the Vendor.

Enter the agency’s “Bill To” address.

Enter the actual order dollar value.

Enter specifications of the product or service required in the description field.

Out of scope orders over $100,000 (All must be routed to VITA):

e Pcards are not authorized for these orders.
e Use the “V” PO category for each of the situations outlined below.
1. Non-contract out of scope orders over $100,000 (Procurement to
be conducted by VITA):
e Enter the “V” PO category.

Enter Virginia Information Technologies Agency as the vendor.
Enter the requesting agency’s “Bill To” address.
Enter the estimated dollar value of the requirement.
Attach specifications for the goods or services requested.
Attach any available vendor quote.
2. VITA delegation of one time authority over $100,000 to the

agency:

o0 Agency conducts procurement through the IFB/RFP process.
Award contract.
Create eVA requisition to the successful vendor.
Enter the “V” PO category to route the requisition to VITA for
review.

o0 Enter the agency’s “Bill To address.”

o0 Attach a copy of the awarded contract.
3. Out of scope orders from an existing contract:
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e Enter the “V” PO category.
e Enter the actual supplier as the vendor.
e Enter contract number in the contract number field.
e Enter the agency’s “Bill To address.”
4. Out of scope sole source orders:
e Enter the “V” PO category.
e Enter the actual supplier as the vendor.
e Enter the agency’s “Bill To address.”
e Attach the approved sole source document.

4. Receiving Orders: All agency orders for in-scope IT goods and services must be
received in eVA by the agency. The actual order for the goods or services is placed
by VITA based on the request submitted by the agency using the procedures in
paragraph 2 above. Receiving on the original request by the agency provides VITA
with receipt confirmation so that receiving can be accomplished by VITA on the
actual order to the vendor. It also provides information to allow VITA to properly
time the initiation of billing to the agency, as appropriate

e When VITA places the order, the AITR and the person who created the
purchase request will be advised by an e-mail from the eVA ORDERS e-mail
account that the order has been placed and the anticipated delivery lead time.

e VITA places the agency purchase order number in the Attention section of the
“Ship To” address to assist the agency in cross referencing the VITA purchase
order number to the agency’s original purchase order number.

e |If you cannot cross reference the purchase order number on the packing slip
documents from the vendor to your original agency purchase order number, e-
mail evaorders@vita.virginia.gov_for advice on the appropriate agency
order that matches the information received on the packing slip.

e Once the goods or services are inspected and accepted, receiving in eVA
should be accomplished by the agency receiver for the order.

e Upon completion of the receipt in eVA, e-mail evaorders@vita.virginia.gov
and advise that receiving is complete. Please note the vendor, EP#, PR#,
items received and any other information relating to the receipt.

e For orders (service requests) completed by Northrop Grumman, they will
issue a delivery ticket. The delivery ticket will reference the original agency
purchase order number and will request this information be passed on to the
agency receiver to complete the eVA receiving.

5. Purchase requests status requests: In-scope orders that are submitted with Virginia
Information Technologies Agency as the vendor will be placed with an actual vendor
by either VITA or Northrop Grumman. The entity placing the order can be
determined by checking the supplier contact on the original agency order.

e |f the contact is VITA, VITA will be process the order. To request status send an
e-mail to evaorders@uvita.virginia.gov.

e |f the contact is VITA(NG), the order will be s processed by NG. To request
status send an e-mail to vitapo@ngc.com.



mailto:evaorders@vita.virginia.gov

IT eVA Ordering Instructions with Screen Shots

The steps in the order creation process are displayed below and individual instructions
are provided for each slide.

Requisition Creation:

e To login go to www.eva.virginia.gov

DPS Website

Ariba Supplier

Learn About e¥A
Training

NIGP Codes
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e Enter your assigned user name and password.

e Should you forget your password, note the link below the login that is used to request
password resets. Click on the button and follow the instructions for submission. You
will be sent an e-mail with a computer generated password. Copy and paste this into
the login screen and proceed.
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Q- O NEG LNk E
VA

preferences Toggle Tips Toggle Currency

Apprave Requests il Approve_Or O Receive
Watch Request: 0
= Status
Composing
Submitted Status O

Create O

ZillBuyer, Sandra last visit 6/5/2006 2:13 PM, eV

Return to Portal

System News

WELCOME VA Buyer!

rancie | Select Requisition or W
Create to initiate creation [~
process.

GillBuyer, Sandra last visit £/5/2006 2:13 PM. eWa Nodeé 1896 - 2003 Ariba Inc.

e Click on requisition to start the process or click on Create and then it will open to the
choice of requisition and click requisition here. Either method works for starting the
process.



Toggle Currency

preferences Toggle Tips

b P PR1429310; ATILSTCC Infrastructure Order Test
Shopping Cart aar =
Items: 0 Total: $0.00000USD B2
Add Title .
Kl Add Title
Add Items
Enter the requisition title and change one or mare of the other requisition fields, if desired. If you are creating the requisition on behalf of another user, the user's accounting,
Add Accounting Details shipping, and delivery information apply.
HowTo Screen Details
Checkout
o Title: A7315TCC Infrastructure Order Tes
4
On Behalf of: GillBuyer, Sandra =
Agency Code: 731 [ select ]
E—r Do not check
FO Category: VR1 [ select] the Send to

DOC Reference Humber: [ ePrOCU rement

Contact Name: [
<« | block

Send ALL items to eProcurement: [~

Pre-Encumnbrance Humber:

[ | o

GillBuyer, Sandra last visit 6/5/2006 2:13 PM. eWA Nodeé 1996 - 2005 Ariba Inc.

e Atthe Add Title screen, enter a title for the requisition that will allow you to locate
the requisition from a list in your Status box when searching for a requisition..

e The use of pcards is not authorized for infrastructure orders. Remove the check from
the Pcard box.

o Select “Vxx” PO Category. This will insert VITA approvals into the requisition
workflow. In addition, the V code will insert an approval for the agency AITR to
approve in eVA.

e Do not check the Send to eProcurement block on the Add Title Screen above.

e Click Next.

e For VDOT, DEQ, TAX and DMV: At the above screen select the “On Behalf
Of” user set up for your agencies use, then follow the remaining basic instruction
in this instruction. For these agencies the “V” Code is defaulted for the selected
On Behalf user and all items, regardless of dollar value will be routed to VITA.



Orders for In-scope Goods and Services:

Shopping Cart

g

Add Title
Add Items
Add Accounting Details

Checlout

preferences Toggle Tips

PR1429310: A731STCC Infrastructure Order Test
Items: 0 Total: $0.00000USD

El Additems

Toggle Currency

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

Keywords:
Favorites: |- Recent Choices - =

845,644 itermns found

Options ™

Contracts (7}
Mandatory (2) Optional (S)

Apparel and Luggage and Personal Care Products (260)
Clothing (7} Footwear {1) Luggage and handbags and packs and cases (204)

Chemicals including Bio Chemicals and Gas Materials (10}
Additives {1} Colorants (9)

Commercial and Military and Private ¥ehicles and their Accessories and
Components (1)
Motor vehicles (1)

Defense and Law Enforcement and Security and Safety Equipment and Supplies
48

(1469)
Fire protection (14) Law enforcement (915) Light weapons and ammunition_ (58}

Domestic Appliances and Supplies and Consumer Electronic Products (662)
Bedclothes and table snd kithen [nen and fowels (10) Gansumer slectronics (454)
Domestic appliances (21)

Editorial and Design and Graphic and Fine Art Services (26)
Advertising (1) Graphic desian (%) Professional artists and performers (1)

Electronic Components and Supplies {1}
Dindes and transistors and semiconductor deviees (1)

Farming and Fishing and Forestry and Wildlife Contracting Services (4)
Horticulture (1) Land and soil preparation and management and protection (2) Water
resources development and cversight (1)

Financial and Insurance Services (3)
Accounting and auditing {2) Develooment finance {1)

Fuels and Fuel Additives and Lubricants and Anti corrosive Materials (22)
Fuels {3) Lubricants and oils and greases and anti corrosives (19)

Healthcare Services (3)

Comprehensive heslth services (1) Medical practice {2)

Industrial Manufacturing and Processing Machinery and Accessories (641)
Industrial food and beverage equipment (2) Lapidary machinery and

Create Non-Catalog Item

PunchOut Catalogs (3}
Punchout (3)

Building and Construction and Maintenance Services (13)
Building support and and repair services (13)

cl nd (s
Cleaning and janitorial suuuhes (115n)
(1) Janitorial equipment (550)

606)
Industrial laundry and dry cleaning

C ications and C
and Supplies (76372)
Communications and computer supplies (S77) Hardware and sccessories (25638)
Software (157)

and Peripherals and C

Distribution and Conditioning Systems and Equipment and Components {108}
Fluid and gas distribution (15) Heating and ventilation and sir circulstion (58)
Industrial filtering and purification (34) ..

Drugs and Pharmaceutical Products (34)
Cenfral nervous system drugs (6) Miscellsnsous drug categeries {28)

Education and Training Services (115)

favilities (78) tional services (1) Vocational training
(40)

Environmental Services {44}
Environmental management (18)
manitoring and rehabil

Pollutants tracking and

Enviranmental pratection (2)
services (9) ..

Farming and Fishing and Forestry and Wildlife Machinery and Accessories (6)
Aaricultursl and forestry and landscape machinery and (&)

Food Beverage and Tobacco Products (157}
Bakery products (15) Beverages (73) Dairv products and eqas (7)

Furniture and Furnishings (5620)
Accornmodation furniture (3063) Cammercial and industrial furniture (2557}

Industrial Cleaning Services (&)
Clesning and janitorial services (4)
hazardous waste cleanup (1)

Refuse disposal and treatment (1) Toxic and

Industrial Production and Manufacturing Services

Metalworking machiners snd and supplies (631)

Laboratory and Measuring and Dbserving and Testing Equipment (137}
Measuring and observing and testing instruments (137)

(8
and processing services (4) Manufacture of electrical goods and precision
ntrimente (2) Hetal and mineral industries (1)

Lighting and Flectrical Accessories and Suppli ES
Lamps snd lightbulbs and lamp components (236)
o

(313)
ighting and fixtures and accessories

e All in-scope goods and services should be created as Non Catalog item.
e Do not put in-scope and out-of-scope terms on the same requisition.
e Click on Create Non Catalog Items.
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Add Title

Add Items
Add Accounting Details

Checkout

preferences Toggle Tips Toggle Currency

PR1429310: A731STCC Infrastructure Order Test
Items: 0 Total: $0.00000USD

E] Add Non-Catalog Item

If you cannot locate an item in the catalog, request a non-catalog item using the fields below. Kon-catalog items may take longer to process because your purchasing department
may get involved to complete the order. Add the information befare leaving the screen.

«  Full Description: [Ten standard Notebaok Computers to support 4]
H additional staff. This is an incremental add to agency
MOU, Curren tiy have Dell equipment and desire ta 7|
*Commodity Code: [computers, Notebook computers (NIGF 20454) =]  Supplier Auxiliary Part ID:
*Supplier: [virginia Inf tian Technologies Agency x| Quantity: 10
*Contact: 0 g [ select) Unit of Measure: each =
Supplier Part Nurmber; Price: [ERTTTTE =
Contract #: Amount: $0,00000USD
* indicates required field
GillBuyer, Sandra last visit 6/5/2006 2:13 PM, s¥A Nodef /\ VO I d use of

Non-catalog item orders can be created and entered from this screen.

How To Screen Detsils

Update Total

Cancel

1996 - 2003 Ariba Inc,

Enter a full description. This field limited to 256 characters. Attachments can be
added for lengthy descriptions or specifications. If you have a preferred model,
vendor, etc., enter that information in the description, comments block or as an

attachment.

A commodity code must be entered. Click on the down arrow, search by word

description.

Click the down arrow for Supplier and select Other. In Search type in “Virginia
Information%” and click Search. Select Virginia Information Technologies Agency —

Infrastructure. The % sign is used as a wildcard in the search engine.
Add any available supplier part number identification as appropriate.
Enter the Contract number if there is an existing contract for the item
Insert a quantity.

Enter the price as zero. The actual price will be determined by VITA during the

review process.
Click on OK and the item will be added to your requisition.
When complete, click OK to add the item to the shopping cart.

11



Q- O - HEAMLke
eVA

preferences Toggle Tips

PR1429310: A731STCC Infrastructure Order Test
Items: 1 Total: $0.00000USD

Shopping Cart

Add Title

Add Items
Add Accounting Details

Checkout

To hide this soreen in the futurs, dlick the check box; to show the scresn again, resst the default preference.

These are the items you have added to your requisition. You can edit, copy, or delete selected line items, and add new line items. If you change any values, update the tatal

How To Screen Details

| Hide Details

4
7 No. Type SR Solicit Description Unit Price Amount
Ten standard Notebook Computers to support additional staff. This is an incremental add to agency MOU,

L @ I Cirrentiyihave Dall equiprmsnt an dlde sire to contin e mith Dall cadh GRONIIILED {0 OIHILED
Supplier: Wirginia Infarmation Technalogies Agenc Ten standard Notebaak Computers ta support additional staff. This is an incremental add to
Contact: 110 South Seventh Street agency MOU. Currently have Dell equipment and desire to continue with Dell
Commodity Code: Computers, Notebook computers (NIGP 20454)

Contract Mumber:
Bill To: Staunton Correctional Center
small Business:
Minority Owned Business: |
Waornan Owned Business: |
Total Cost: $0.00000USD
Update Total
I Don't show this page again after adding itern(s)(reset in preferences).

GillBuyer, Sandra last visit 6/5/2006 2:13 PM. eWA Nodeé

1996 - 2003 Ariba Inc

e Once the non-catalog screen was completed and saved, the above item was added to
the requisition. Do not enter in-scope and out-of-scope items on the same requisition.

e After adding all items, click Next.

12



Q- O HNRAML,KkE
eVA

preferences Toggle Tips Toggle Currency

PR1429310: A731STCC Infrastructure Order Test
Items: 1 Total: $0.00000USD

E] Add Accounting Details

g

Shopping Cart

Add Title

Add Items

These are the accounting details for each line item. You can edit line item aceounting details and split accounting for a line item (to create different accounting splits)
Add Accounting Details How To Screen Details

Checlout

Accounting - by Line Item

«
K Items in this request: 1
No. Type SR Solicit Description Oty Unit Price Amount
1 = r Ten standard Notebook Comnputers to support additio 10 each §0.00000USD $0.00000USD

Fund:
Program/Sub-Program:
Object:

«
«
«

Cost Code: (na value
Project: [{
o

FIPS:

VITA Agency Use: 731

Split Accaunting

GillBuyer, Sandra last visit 6/5/2006 2:54 PM, eUA NodeS 1996 - 2003 Ariba Inc,

e The end user will verify or complete the agency accounting information for the
agency budgetary unit paying for the equipment.

e The eVA system changes implemented for VITA adds additional fields for the
required VITA accounting data. These fields have been defaulted for the agency and
have been hidden from view except for the VITA Agency Use field for all agencies
and the VITA Department field for agencies that purchase for more than one agency
code.

e VITA Agency Use Field: This is a free form field for the use by the agency at its
discretion. It is not a mandatory field and could be used by the agency to insert a
unique code for reconciliation of the VITA monthly bill.

e Agency Ship To addresses can be accessed by clicking the down arrow by the Ship
To field. Select the appropriate address.

e Click Next to proceed.

13



Accounting Data Example For Agency That Creates Orders For Multiple Agencies:

| T 0 M ) L)
[ |

tocker €3 Click hers Lo et it nowl Su-second downlosd

prem—

@] pone [
il stare|| | 20 @ | | B o - phcroe. . | LY rewd vou sesie...| @8 e e st [ [ Yot s 1t L d i evn pace. . | B8 Lirge Ay | S W] To ™A [ == reerreny

e This example is from the Department of Corrections. This agency buys for multiple
agencies and selects the appropriate agency from the Entity Code drop down box on
the Add Title screen.

e As can be seen from the screen above, the VITA Department field is shown with a
value in the field. This is the VITA Department code for the default agency code on
the Add Title page.

¢ If you change the default value for the Entity Code, it does not automatically change
the default value for the VITA Department. It does filter the VITA Department code
and only allows you to add the proper code through the select box (+).

o If the default Entity Code is edited on the Add Title screen and the VITA Department
is not manually edited on the Edit Accounting screen, the transaction will be rejected
when it is submitted and you must go back and change the VITA Department code.

e IMPORTANT: The requirement to edit the VITA Department when you change the
default Entity code applies to all transactions, not just in-scope “V” coded
transactions.

14



Toggle Currency

preferences Toggle Tips

PR1429310: A731STCC Infrastructure Order Test

Shopping Cart o
Items: 1 Total: $0,00000USD:
Add Title
E] checkout
Add Items
Review your requisition, make changes as necessary, and submit the request for approval.
Add Accounting Details How To Sereen Details
Checkout <
[ summary X Approval Aow ~N
«
4

Title: [47315TCC Infrastructure Order Test

On Behalf of: [GillBuyer, sandra =]

Agency Code: S |
Fiscal Year: [eooe [select]
PO Category: fre  [select]
DOC Reference Humber: [

Contact Name: [

Send ALL itemns to eProcurement: [

Pre-Encumnbrance Number:

Line Items Add ikems | | Hide Details

[T No. Type SR Solicit Description Oty unit Price Amount
r Ten standard Hotebook Camputers to suppart sdditianal staff, This s an incremental add ta ageney ;5
1 = r MOU. Currently have Dell equipment and desire to continue with Dell, 10 ol GIIIOUED JBIDIIDUED
Supplier: Virginia [nformation Technologies Agency. Ten standard Noteboolk Computers to support additional staff. This is an incremental add
Contact: 110 South Seventh Street to agency MOU. Currently have Dell equipment and desire ta continue with Dell

Commedity Cade: Computers, Notebook computers (HIGP 20454)
Contract Nurnber:

Bill To: Staunton Correctionsl Center

Small Business:

Minority Owned Business: |

Woman Owned Business: [

Total Cost: $0.00000USD

[ shipping - Entire Requisition

Ship To: Staunton Correctional Center =
Deliver To: Sandra GillBuyer
Meed-by Date: 7 [Mon, 31 Jul, zone | [

Comments - Entire Requisition -

e At Checkout do a final review and edit of the transaction as required.

e Immediately below the section of the Checkout page shown above there is a
comments box as well as the capability to add attachments.

e |tis suggested that you click on the Approval Flow box and see who will be required
to approve this requisition.

15



Approval flow for In-scope order on two screens:

Shoppina Cart .

add Tils

Addd Items

Addl Accounting Cetails
EY checkou

A Appraver

e This is a picture of the workflow created for this requisition. This information should
be reviewed before submission of the order.

e The approvers in ovals are the IT approvers added to the workflow by selection of the
“V” PO Category.

e The approvals in the rectangle are the standard approval flow for this agency.

e Click Submit to start the requisition in the workflow. Upon completion of the final
approval, the order will be sent to VITA or NG for processing. VITA will submit an
order to the supplier and will bill the agency. VITA will pay the supplier and the
agency will pay VITA. NG will process the order and have goods or services
delivered to the agency. NG will bill VITA and VITA will bill the agency.

16



PO Printing Requirement: Approval flow for non-registered eVA vendor or
registered vendor that is not signed up for receiving electronic orders

The last role in the above workflow is for PO Print. This role is used to inform you
that this is not an electronic enabled vendor and that you must print the order and
send it to the vendor.

At this stage you are just seeing what the workflow indicates will happen. After you
submit the requisition it will go through the approval process and return to the person
defined for this approval.

The PO Print approver must approve the order and then wait for the requisition status
to change to Ordered (approximately 15 minutes). When the status has changed to
Ordered, go in and open the order (EPxxx) and print and fax/mail to the vendor.

17



Approval Process:

To login go to www.eva.state.va.us

| fea Ct Wew Favortes  Tooh ek
| pach - = - @D [ 3| DATearch (miravortes  Stetore | Uhe Gk B - o) 83
|| v [T Ferp: e

l-atis vendor Billing Uedate

B webare ® APSER Manusl ® eva Crder Terms

Loarn About eva = vandors Manusl = vendor Registration

® Local Govt, =i * wendor Begistration Suidelines

= State Contracts ® Solicitations & Awasrds

® 0GS Futurs Business CRPortUNItos
= Procurement Ciredegry  ® evaA Dashboara

® mapoits List - e By o Tk,

[ |
]
tagin

| Privacy Statement | Help | Site Map | eva UAT & Training | Presdem of Information |

= | ol arkeeror
i start| | 0 @ 52 || B o - Mecrosore .. | B8 }Laroe tgency Hard...| dk Grres rogram tssa... | [€2 T ava rrome Pame .| [5E] moroccrt gcet - .. | A e T W, [

e Enter your assigned user name and password.

i ek |
- = - @D [ 8| Dyseech [Eirevores  Ofemcory | [ G ] - ) o |
5 [ retpn: f1Tniys-vevore-02 Easyimnae. comfrmtas. o6 =] e |[unks |

EVA Knowledge Center % &3

VA Channels

=]
2
2
o
O Burssmitendes o
L
o
=]
-
=2

e AN Ml
Osaaits Blidnatem

The Commanwsalth of Vieginia Vendoms Manual contains imponant
changas

Tha Camrmnraaalih of Virginis Vindors Manssd
affacioe QUL .
websie. Consult the “vendors hManual Chang,

i irmportant changas
s Manus! on the

= i of rewisions
el within the manual sines 15 196563 publication. Gead Ao Lmasn Al ek

. Slate Cantasts
=1 t fArticles o .

BHI2004 62400 AM

Select
Shop Now

e
B nace || | 00 5 253 | | S i - oo 0| ) | & i &3 e |
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http://www.eva.state.va.us/

-3 Ariba Buyer - Microsoft Internet Explorer [=1=1=1
File Edit Wiew Favorites Tools  Help | e

ook - (0 - (=] (] o] ) seerch 5 Favories 6}‘ R-2 |- JE

Address |@*| https: fibuys-wwm-14, buysense. comBuyer [Main/aw? awsn=_38awr=j8awst=08aws|=0

Preferences Togale Tips Toggle Currency

~ To Do
Approve Requests 1 S — — 1O -Receive
watch Requests 0
~ Status
Composing 1 ”
Submitted 1 =l A
Approved 548 § =3
Denied o i

v 4
?ﬁ O Explore

-

~ Create
Reaquisition

~ Explore
Searches Henderson, Renita last visit 2/25/2005 2:51 PM. eWa

Catalogs
Ealders Return to Portal
~
Report System News |
Reports

WELCOME eWA Buyer!
< Receive
Purchase Orders Mew eMALL made SIMPLE!

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

bttp; vy eva.state va.usflearn-about-evas/8-1-emall-
notes . htm

=1
] Done R
@istart| | & (o] ] =] > | [O]inbox - Micrasoft o... | 1] eva Supplemental ... | ] eva Supplemental ... |[&] ariba Buyer tic_. | 2 @‘ , |pesitep [ D]®. W@ +:09Pm

¢ In this instance there is only one requisition for approval as shown under the To Do
heading.
e Click the Approve button to open the approval in box.

= Approve | | Approve Requests
Approve Beguests 1
{ You are included in the approval Aow for these roquests, and you are required bto approve or deny them, To review a summary of a
Watch Requests o request before taking achion, chck the request’'s 1D or title

How To Screen Dretails

_ You ha st _aweaiting your approval.
T * pis] Dale, bnitted Stoatus Title Total
(i >3 Henderson, " 0 o
{ ERFaaETE PN i E By =ri " f
; T B e= Today, W37 PM Jo0CS Larry's Training Material Test $6,885.00000US0
- Approve Mgve to Folder: [Arehive Ttems =]
Henderson, Renita last visit Z/Z5/200% Z;51 PM. eVA Nodes £ 1996 - 2003 Ariba Inc
& [ e e - W

e The requisition could be approved from here. However, this should not be done since
the requisition detail has not been reviewed.
e Click on the PR number to open the requisition for review.
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-0 -« [Een P e |3 2N *| Eia Ede View Favorkes T ™ |lAdaress [@1 nivpsibaye w14 buysenso=] B3 Go | Links | A

= Approve
Approve Keduests 1
Boview the raguest and then approve 1y, oF edit it Te view reque . elick the request 16, T

etk R U = salect # specific request from the pull-down list, or click an arrow to display the previous or next reguest,

rEon. B

ULy U Erice

mney - ELA6

e At this screen you can review each line item on the requisition.
e In addition, you are shown the workflow for this requisition.
e Click on the requisition number to open the requisition for additional review.

S M - e W R I O

Preference Togale Tips Togale Currency

PR744273 - Larry's Training Material Test

Review the request dotails and then take th
At ive, INvoice, open, or

Dty Unit Prics A
2 each $2,Z05.00000US0 $£6,888.000000f5

Dall Notabook for Dirsctar

Total Costi $6,005.00000US0

e You must click Edit if you need to change the requisition. You can edit only if you
have been given Edit Approval authority in your eVA personal user profile.

e Verify that the Pcard block has been unchecked. Edit and remove if it has been
checked.

e Verify that a “VvV” PO Category has been selected. Edit and change if the “V”” code
has not been selected.

e Verify that the eProcurement block is not checked. Edit and remove if it is
checked.

e Verify the technical details of the order and edit as appropriate.

e Changes to the requisition will start the approval process over.

e Click on Detail to review the remainder of the requisition.
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Togale

Requisition Details: View Line Item

PR7IEZTI: Larry’s Trawung Matorial Test

Items: 1 Total

$6,005,00000US0

Review line itern details, such as accounting and shipping information.

Line Item Details

'l Mo

Supplier Auxiliary Part 10
Cuar
Uit of Measure:

ity

Price

Supplier:

Contack:
Contract

Srrall B

Minority Business:
Woman Owned Business:

NIGR CormmadityCode:

Bill To:
Additional Data:

Accounting - by Line Item

Howe To Scraon Dotals

1
Dell Notebook for Director
Diell-12345

sach

42,295.000000US0

Somoutars. Notebook comouters
Dell Non-Catalea

Cell Marketing -MNen-Catalea
VA-OM0II0-DELL

[

I

-

Wirginia Information Technologiss Agency - LAIG

Fund Detail: o100

Frogramy/Sub-Frogram: S0204 -
- - @ QT BB - =2 _

Woman Owned Business: [ I

NIGP CommadityCode:

Bill To: Virginia Information Technologies Agency - E136

additional Data:

Accounting - by Line Item

Fund Detail: o100

Program/Sub-Program: S0zoa

Sub Object: zziz

Cost Center: 285

Project: 66015

WITA Agency Use: 4z3

Grant:

shipping - by Line Item
ship To:

Dept of Historic Resources-Admin Services

Deliver To:
Need-by Date: ?

Renita Henderson
Fri, 11 Mar, 2005

[ Comments - by Line Item

add Cornment

Henderson, Renita last visit 2/28/2005 6:17 AM. eUA NodeS

1956 — 2003 Ariba Inc

Review and edit as appropriate.
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e B~ o I G - e - e (e e e | | wi

Add Title i
Tteme: 1 Total #6005 0000OUSC Bl = ey flisave Hio-e @
Add ttems 2 T - S
E. Warnin
Checokout a

Thiz request has generated Warnings: review the warninas.
Mow To Screen Details

= HThe chanues you've msde to this requsst requlrs It to be resubmitted possibly with diffsrent spprovsl reauirsments.

e When an edited requisition is saved, the above message will appear indicating that the
workflow will re-start because of the edit of the requisition. Since the requisition has
changed it is appropriate that previous approvers review and approve again. (This
example is assumed to be the edit of the Tech Configuration approver.)

e Click the Save button again and the requisition will go back through the approval
workflow.

A T [ - e R e R |

Approve Confirmation

Sanfirm you are appraving the request. Ta move appraved ibems out of your To Do list, archive the decument ta the default Archive
Itermns folder or select another folder, See the online help for information about the partition to which the document can be archived.

How To Seroen Detols

Tou chose to approve PRI44273,

¥ archive item(s) te folder: [Archive tems =]

fenderson, Renita last visit 2/28/2005 10140 AM. eVA MNoded @0 1996 - 2003 Ariha Ine

e Click OK to confirm approval.
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Receiving Orders

Infrastructure Goods and Services: Receiving for all IT infrastructure goods and
services orders must be accomplished in eVA. When an order reaches the Ordered status,
a receiving document is created and placed in the receiving in-box of the person
designated to do the receiving. If the agency is set up for Desktop Receiving the shell will
be available to the person who initiated the order. If the agency is set up for Central
Receiving, the receiving must be done by the person or persons given the receiving role.
Non-infrastructure IT Goods and Services: These services will be ordered from a
commercial supplier and Billed To the agency. Therefore, VITA does not require
receiving in eVA for these items.

8 G| ) 5 B R o ] (e

" T [ ]
- @D (3] | Dearch  (ElFaornes  Prmtoy | G- b B - =] |
Fivssoss v Sh it v ara] =1 e ||

Web Search -

VA Hewa: PR 08 078 15 roleased with changos offoctive 7 16 OF | FRoad Mara

g

Virginia's Total e-Procurement
Solution

Watch eva
Grow

&3 [ |y Trrmeret
i seare|| | GO @5 553 | | F i - merosort ouoo... [T eva veome Page - e | B orocuments - merosere .. | [ P GO A B ] . 50 e

Go to www.eva.virginia.gov

Enter your Userid and password and click login.

Do not allow Windows to save your password.

Answer “yes” to the question about going to a secure site.
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Fin Dt Mew  Favortes  Toolks  belp

wuk-w-@mﬁ.!'gmwﬂ!mw.&-_&lﬂ-.ﬁ |

e T Ty p——"——ry =] oo ||unks ”I
Jrecpterc - [E]mMy account | Help & Info  xtjEmsil | Web Search

1@ Mooro, Tim 3 7, 2004 - 3:16 P

u (EVA Knowledge Center
FrgouUrament @

Esporis B
Qocumenks

DBlares Sechive
PIM 98-018 is released with changes effective 7-16-04. O Supples FADS
9 Buygrs FAQg
PIM 98-016 is released with changes effective 7-16-04. The PIM O DPS wabsite
and related change: ncorporated into chapters and are i
found at . - : - Buyers-Public
o szl h O Yensors-Public
O Learn Ahoul evie,
The updated AFPSPM-AI document containing the entire o Suate Contracls
foarchable manus will be uploaded to e website Soon O Qeelina Bids
=
Op Fead More O gA IKG Admin
: Wige ihy sVA
NOW Recent Articles Dkling
i 2004 Virginia Public Procurement Act Now Available i it iz
FALO04 24100 PM

o eVA Business Plan, Effective July 1,
2004. sree004 12200 A0

O CONTRACT REPORTING AVAILABLE IMN eVA &n162004
02400 A

Hews Arghive | Suppliers FAGs | Buyers
2 3

EAOs | DES Waebsite | Duyors | Vondors | Leam about e
A KRG Admin | 5 ciads

tate Contracts | On-Line Uids | Award Notices

W tternat

3]
B star ||| GO @ 5 || Eoo - paerosats crmiock. .. [ @ ] apvantaGE procure.. | B cocument - erosats . | S GRS e

e At this screen click Shop Now on the left navigation bar.

Toggle Currency

Preferences Togagle Tips

~ To Do

Approve Beguests 58 Approve O = ~ O Receive
Watch Regquests 1 .

= Status

Composing 50 y
Submitted 2 Status (3
Approved 298
Denied 1

~ Create

Requisition ey
Create 1

Company eForm
=lExplors testps, uat last visit 2/28/2005 11:00 AM. eWa

Searches

Lataleas Return to P
Eolders

System News |

¥ Report
WELCOME eWA Buyer!
Reports

< Receive Mew sMALL made SIMPLE!

e Changes have been made to the emall to streamling your
Sva ordering process! Click here to learn what's different
=nd new and how it will help YU

http: /v eva.state vawsfearn-shout-evasg-1-emall-
notes.htm

~ Reconcile

tastn. nat last visit Z/7A/2008 11013 AM. /YA MNAdas @ 1984 — 2NNE Ariha Tnn -

e Click on the Receive button.
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-=>-QRA|AETI B-SE-EH

Preferences Toggle Tips Toggle Currency

Select Order Exit
Select Receipt
Select Order - Search
Receive
Sele vpe of request to recer nter search criteria if available, and search to find requests that match your criteria. To select a

est, click the 1D,

Additional Info
How To Screen Details

Surnmary

=] [epzooer1

search

Advanced  Back to Select Order

IOr’dEr jin}

ch Results

Enter search criteria above

(=414

testpS, uat last wisit 2/28/2005 11:09 AM. eVA NodeS 1936 - 2003 Ariba Inc,

e Enter the order number (EP) that you wish to receive and click search.

TN S EID S (=

: Raceipt REI01938! EP200S7L - Ciall Tast - H1-20-200% [ Subrnie [ st |
Salact Boceiot El Receive ltems

Enter the
reason fe

- a5 ar rein
Additional Info be completed, =

ar P When entering rejection details

rrulestane 15 complote. 1f the ¢

How Te Screen Details

Sumnmacy.

4 Accopt All
.
Line Items - Quantity Recelving Needed
Mo, Ouantity Bescriotion uUnit Prov. Accepted Accoptod Boicctod Geto Bocoived
Latitude C600; IntelkES FentiumfES M
14 Processor 725 (1.60GHz2) w/ 14.1in HGA  sach © (] fo [roday i
Gisplay
Order 1D: EP200E71
Order Title: Cell Test - 01-20-2005
Supplier: Lol
Contact: Ciell - WAT Testing G MOT madify

Header Cross Reference:

Close Order: ?  Yes & Mo
Crate: Taday, 1:5% PM
Processing Status: Recaiving
Comments - Entire Receipt
Comments: =]

e The receiving document will open.

e |f the entire order has been received, you can click “Accept All” at the top or you can
type in the quantity received in the Accepted box.

e If you are receiving/accepting less than the full order quantity, type in the actual
quantity received.
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e The Date Received is defaulted to the current date. This date should be changed to
reflect the actual date received by clicking on the calendar and selecting the received
date.

e Note that the default on the Close Order is “No.” If you do a partial receipt by
entering a quantity of less than the quantity ordered or not receiving all lines, the
system will create another receipt document for the remaining quantity and put it in
the Receive folder.

e If you receive less than the full quantity and the remaining items will not be provided
by the vendor, Close Order should be changed to “Yes.” In this circumstance the
system will not create another receiving document.

e After completing all entries, click the Submit button at the bottom of the screen.

e = o= - [N Y| R Ghe o O | e S Bar - (Bl
=LA

Receiving - Done

. In the previous receipt, two of the four items were received.
. Click on return to Home.
. Click on Receive again.

“-+-QRACEFIBD-S5E-E

Preferences Togale Tips Toggle Currency
Select Order Exit

Select Receipt
Sclect Receipt El Sselect Order - Search

Receive

Select the type of request to receive, snter search criteria if available, and search to find requests that match your critsria. To selsct a
additional 1nfe request, click the 1D,
How To Screen Details

Surnrnaty

[order 1o -] [ePzoos7s Search Advanced — Back to Select Order

Search Results

Enter search criteria above

testpS, uat last visit 242872005 11:09 AM, eWA NodeS 1986 - 2003 Ariba Inc,

e Search for the same order again.
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c->-ORRd =3I EB-SEH-3

Preferences Toggle Tips Toggle Currency

Receipt RC2Z01335: EPZ00&71 - Dell Test - 01-20-2005

Select Order

Select Receipt E] Receive ltems

Hremone Enter the amount or quantity you are accepting or rejecting, and include the receipt date. When entering rejection details, explain your

reason for rejection in comments. When verifying a milestone, indicate whether or not the milestane is complete. If the milestone will not

Additional Tnfo be completed, explain the reason in comments.
How To Scresn Details
Surnmmary
Bl BEEEEEAI] -~ - -~ mmmm e emmmem oo,

Line Items - Quantity Receiving Needed

Mo. Quantity Description Unit Prev. Accept Accepted\Rejected Date Received
Latitude DE00;IntelREG PentiumREG M
1 a Frocessor 725 (1.60GHz) w/ 14.1in ¥Ga each O E] | [Taday I
Display
Order 1Dt EPZ00671
Order Title: Dell Test - 01-20-2005
Supplier: Dell
Contact: Dell - UAT Testing Do MOT modif
Header Cross Reference:
Close Order: 7 " res = No
Date: Today, 1:59 PM o]
Processing Status: Receiving
Comments - Entire Receipt
Cormments: =]
El =

e Note that a new shell is found with a quantity of two previously received.
e An additional quantity is received.

Re-open Order for Receiving to Create a Change Order: An order that has been fully
received or has been closed for receiving must be re-opened for receiving before a change
order can be created.

- e e e e e |

g - S

Seloct Order
Select Receiot
Bacoive
addivenal inte

EuMOIOACY.

[Erdar 1D Wn7| Search ] Adyanced Back to Select Srder

.
Search Resulls

Enter seareh erdevin atouve

e In the previous steps we created two receipts for EP200671 to fully receive the order.
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e There may be occasions when you need to re-open a closed order for additional
receiving or you need to do a change order to add additional items to the original
order.

e An order that has receiving closed can’t be changed without re opening for receiving.

e To reopen, go to Shop Now, Click the Receive button, enter the order number and
click on Search.

- -~ e T e e e |

T T Toggln Tips
Eainis crdat ERP Order EFZO00671: Dell Test « 01-20-200%
Select Eeceint El sSelectRe
Bacslxe vk S ins lated below nesd your amentien, T3 ail
Additional Tnfo
Summars
Date
| Tost - 01-20-200% Today, 1:5% FM Approved
| Test - o-zo-zoos Teday, 208 eM Approved

e Note that the order is closed to receiving.
e Click on the Reopen Order button.

-+ - PR A|IEFIE-SNE-E

Togale Tips Toggle Currency

Preferences

Sl G Receipt RC201911: EP200671 - Dell Test - 01-20-200%
Select Receint E]l Receive ltems
Receive

Enter the arnount or quantity you are sccepting or rejecting, and include the receipt date, When entering rejection details, sxplain your
reason for rejection in comments. When verifying a rmilestans, indicate whether or not the milestone is cornplete, If the milestone will not
Additional Info be cornpleted, explain the reason in cornments.

How To Screen Details

Line Items - Quantity Fully Received

No. Quantity Description Unit Prev. Acceptdd Accepted Rejected \Date Received
14 Fracassor 725 (1.B0GHz) wf 14 Ak XA each 4 o o——— Fosay =
Display
Order 1D: EP200871
Order Title: Dell Test - 01-20-2005
Supplier: Dell
Contact: Cell - UAT Testing Do MOT rmodif

Header Cross Reference:

Close Order: 7 @ ves € No
Date: Today, 2:12 PM fd
Processing Status: Receiving

Comments - Entire Receipt

Comments: =

| S

e The system opens a new receipt for additional receiving showing the ordered quantity
fully received.
e Click Exit.
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= Status
Compasing 50
Subrnitted 2
Approved 298
Denied 1
Show all 351

Confirm Exit

Tugyle Tips

You have asked to exit & request you are editing. Select an action to take with this request.

Save tis reguest
inda any change

- TETRking on this request

= Prnt a copy of this reguest

of editing RC201911

Eestph, LAt last visit SPU/Z00% 11:09 AM. eVA Nodes

Preferences

Status

Togale Tips

Tugyle Curre

How To Screen Details

Receipt for EP200671. Choose what you would like to do next.

Click the Save button to save the receipt for subsequent receiving.
Return to the Home page.

Click on Status.
- -0 M AE T BB S

Toggle Currency

20032 ariba Inc.

Click a request's [D or title to view request details, vou can click check boxes to select one or more requests and then take an

appropriate action; for example, move selected requests to a folder.

Requests in progress: 351
Type ID
PR202426

PRE0ZAZS
ER20242d
PRZ02414
PRE02413
PRz02412
Q0000006531 AWDI25
Doio0000631 AWDIZZ
PR202399

Date Created Status
Tue, 25 Jan, 2005  Composing

Mon, 24 lan, 2005 Composing
Mon, 24 Jan, 2005 Ordering

Sun, 23 Jan, 2005 Received

Title

Galf Clubs

Copy of Copy to POB-Larry
Copy to POB-Larry

Copy of Equipment

Sun, 23 Jan, 2005 Ordering
Sun, 23 Jan, 2005 Ordering
Sat, 22 lan, 2005 Submitted
Sat, 22 lan, 2005  Ordered

Fri, 21 Jan, 2005  Composing

Eguipment

Untitled Requisition
test

test

Untitled Requisition

How To Screen Details

R202344

Thu, 20 Jan, 2005 Ordered

Dell Test #2 - 01-20-2005

Thu, 20 Jan, 2005 Receiving

Dell Test - 01-20-2005

Q0000015381 AWD120

PREOZE260D
PRz0Z227

R I N1 1 M e B M M S W M B

Mave to

wed, 19 Jan, 2005 Composing
Wed, 19 Jan, 2005 Grdering

Tue, 18 Jan, 2005 Ordering

Folder: | Archive Items vl

testps, uat last visit 2/28/2005 11:09 AM. eWA Nodes

ST 1467
Untitled Reguisition

swarm test - 1-19-05

Note that the order is now back in a receiving status.
Click on PR202344.

4pPagefa | »
Total

$2,500.00000USD
$32,500.00000USD
$32,500.00000USD
$35,750.00000USD
$35,750.00000USD
$10,00000USD
$41,450.00000USD
$41,450.00000USD

$375.00000USD

aooush
sD

$300.00000USD
$999.00000USD
$30,00000U50

1996 - 2003 Ariba Inc,
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Toggle Currency

preferences Togagle Tips

= status PR202344 - Dell Test - 01-20-2005

Cormposing s0

Rewview the request details and then take the appropriate & } for example; snding on the request status, vou can apprave, deny,

Submitted 2 edit, subrnit, receive, invoice, open, or close the reques

Approved 298 How To Screen Details
= 1 Back to Status

Show all 351

e

5 JSummary\ Approval Flow \ Orders \ Receipty  History
4

Title: Dell Test - 04-20-2005
Use PCard: r

FCard number: UtestpS0011

Entity Code: Blod

Fiscal Year: 2004

PO Category: RO1

Header Cross Reference:

ERF Requisition Murmber: test 2

Do not send any itemns to eProcurement: [

Send ALL items to eFrocurement: r
[Line rtems Hide Details
No. Type Solicit Order Description Oty Unit Price Amount Action
Latitude DEO0;IntelREG PentiurnREG M
1 = - EPzOn67L S o ote T ES each $1,715.97000USD  $6,863.88000USD
Supplier: Dell Latitude D600;IntelREG PentiumREG M Processor 725 (1.60GHz) w/
Contact: Dell - UAT Testing Do NOT modif 14 1in XGA Display

Commodity Code: Computers, Notebook computers
Contract Mumber:

Bill To: P194- DFS Mail Room

Srmall Business:

Minority Owned Business: [

wornan Owned Business: [

Total Cost: $6,863.88000USD -

e Note that the order now has the Change Order button.

e Click Change to do a Change Order.

e You may now add items and you can make some edits to the fully received item.
You are not able to delete any fully received item on the order.
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