Instructions for Ordering a Vehicle in eVA

This document is intended to provide specific instructions on how to place orders
for new vehicles through eVA. Questions relating to accessing or using eVA
should be directed to eVA Customer Care at 866-289-7367 or
eVACustomerCare@dgs.virginia.gov. Question related to a specific vehicle
contract should be directed to the contact on the contracts page.

1. Go to the state contracts listed on the DRPT website
(http://www.drpt.virginia.gov/about/Contracts.aspx). Click on the link for the
Order Sheet of the vehicle you want to purchase. Save the Order Sheet to
your hard drive.

2. Complete the quantity columns for the vehicle(s) you want to order and the
special instructions block, if necessary. These fields are highlighted in yellow.
The spreadsheet will automatically calculate your total order price.

3. Save the spreadsheet with your entries.

4. Log into eVA (http://www.eva.virginia.gov/) using the Buyer Login towards the
bottom of the homepage. If the screen shots are too condensed, use the
zoom function in Word to enlarge the document.
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5. Click eMall (Shop Now) on the left hand side of the screen.
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Customer Support & Cosh Healthcare - New Punchout Catalog

FAQ & Cosh Healthcare (S M) has implemented a NEW punchout catalog in VA To access, on the add items screen of your requisition selectthe Punchout Catalogs category. Perform
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Associated Micrescope Inc.,(S) has implementad a NEW punchout catalog in eVA To access, on the add items screen of your requisition selectthe Punchout Catalogs category.
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6. Create a requisition using the link on the left side of the screen.
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7. Fill out the next screen with the following information. Then click Next.
A. Title: Name the requisition.
B. On Behalf Of: This field automatically populates with the name of the
person who is logged in.
C. Use PCard: Do not check.
D. PCard number: This field automatically populates.
E. Agency Code: This field automatically populates.
F. Fiscal Year: This field automatically populates.
G. PO Category: Use the dropdown menu to choose RO1
H. Procurement Transaction Type: Use the dropdown menu to choose 10.
I. Requisition Number: Enter a number if you have one (optional).

£= kriba Spend Management - Windows Internet Explorer, provided by Yirginia IT Partnership.

@‘\t/’: - Ehttps caipde.com, V‘ BJ || % |:?' ‘ 2|~

File Edit Wiew Favortes Tools Help P @convert - [ Select

5 Favarites S5 @] http--vmaw eva statevas.. @) NewTab &) Get More Add-ons ~

a8 -‘ArwhaspandManagemant X @ DRPT - Intranet 2004 L Ei - B) = @ - Pags~ sofety+ Took+ @ @ L B
Home | Help | Logout
eVA

[Tl My Orders/My UPs My Approvals My Quick Quote Reg's

welcome Nusbaum, Ashley

| Create  Search  Manage  Recent  Preferer
PRA4340713:
Enter the requisition title and change one or more of the other requisition fields if necessary. If you are creating the requisition on behalf of ancther user, that user's accounting, shipping, and delivery oy
Title: * |14 Passenger (20 ft wide body) BOC ift van
Cn Behalf Of:
Use PCard: O
PCard number:
Agency Code: 505 [ select ]
Fiscal Year: [ select ]
PO Category: ROL [ select ]

Frocurement Transaction Type: [ select ]

My Labels: B Apply Label...

8. On the catalog screen, click Create Non-Catalog Item.
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Add items to your requisition frem the catalog, and optionally select catalog items you've identified as your favorites. You can also enter details for nen-catalog items.

Cataloq Home Erong® By: Categories | Suppliers
Catalog [7] | |(E=arch] ostions

Create Non-Catalog Item

Supplier FIN:| |
Contracts (354) Information Technology Broadcasting and Telecommunications (557656)
Mandatory (168) Communications Devices and Accessories (3275)
Optional Source (114) Compenents for information technolegy or breadcasting or telecommunications (14332)
Agency Specific (32) Computer Equipment and Accessories (566193)

Purchasing Agreement (15) More ...
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SIGNAGE Laboratory supplies and fixtures (32815)
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*

Live Plant and Animal Material and Accessories and Supplies (475)
Wilkem Scientific Punchout at WILKEM SCIENTIFIC Live animals (17)
Mora Pat tavs (11
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9. The non catalog item screen will require you to complete the following items.

A. Full Description: It is recommended that to use the following wording.

Van(s), per contract <Enter Contract Number>, see attached Excel
spreadsheet.

B. Commodity Code: Enter 07192 Vans, Passenger (Regular and

Handicapped Equipped).

C. Supplier: The vendor name is provided at the upper left of the vehicle
ordering spreadsheet. Use the dropdown menu to choose the vendor.
Contact: The contact will automatically populate after you choose the
supplier.

Supplier Part Number: Leave blank.

Contract List: Choose Pick from List.

. Contract #: Enter the contract number which is found at the top of the
ordering sheet.

Supplier Auxiliary Part ID: Leave blank.

Quantity: Enter the number of vehicles.

Unit of Measure: Use the dropdown menu to choose each.

Price: Enter the total price from the vehicle ordering spreadsheet.
Amount: This field automatically populates.
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If you cannot locate the item you want in the catalog, request a non-cataleg item using the fields below. Non-catalog items may take longer te process because your purchasing department may get

Full Deseription: |14 Passenger (20 ft wide body) BOC lift Van, per
Contract #: E194-716-VP. See attached Excel

spreadsheet.
Commodity Code: supplier Ausiliary Partto: [ |
Supplier: Quantity:
Contact: [ select ] Unit of Measure:
Supplier Part Number: || Brice: *[544,496.9 usn
Contract List: [111 1 Mot on Contract v Amount: $44,496.00000 USD
Contract =




10. After you click OK, you will be taken back to the catalog screen. Click Next.
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Add items to your requisition from the catalog, and optionally select catalog items you've identifisd as your favorites. You can also enter details for non-catalog items. \ /

Catalog Home Browse By: Categories | suppliers

Catalog V‘ | Options. Create Non-Catalog [tem
Supplier FIN .6d 2 non-catalog tem to the request
Contracts (3 Inf ion Technoloay Broadcasting and Telec ications (£57658)
Mandatory (168) Communications Devices and Accessories (3275)
Opticnal Source (114) Companents for information technology or broadcasting or telecommunications (14332)
Agency Specific (82) Computer Equipment and Accessories (565183)
Purchasing Agreement (15) Mere ...
Purchasing Agreement (19) Laboratory and Measuring and Observing and Testing Equipment (111243
Punchout Catalogs (14 Laboratory andd shmenn_ﬁ.: qujj\pme.nl (24085 o
0 C 8- LED - Lighting & Signage - Punchout at C & J - LED - LIGHTING & Measuring and observing and testing instruments (54332)
SIGNAGE Laboratory supplies and fixtures (32815)
# A1 Premiere Office Products Funchout Catalog at PREMIERE COLORS

Live Plant and Animal Material and Accessories and Supplies (475)
® wilkem Scientific Punchout at WILKEM SCIENTIFIC Live animals (1

More ... Pet toys (1)
Animal feed (61)

VITA Contracts (3) More
Optional (3)

and i i and ini: ive Services (736)

11.0n the Accounting — By Line Item Screen, enter your information as you
would with any other order. Click Next to take you to the main page of your
requisition.
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These are the accounting details for each line item. You can edit line item accounting details, as well as split accounting for a line item.

ACCOUNTING - BY LINE ITEM

Items in this request: 1 ]
No. Type T Solicit Description Qty Unit Price Amount
1 [E bus 1 each $0.00000USD $0.00000 USD
Fund: 0410
Program: (no value)
Object: (no value)
Cost Code:  (no value)
Project: (no value)
Grant: No

Trans Code:  (no value)

Split Accounting




12.n the Comments section:
A. Type See attached spreadsheet.

13.

B. Click Visible to Supplier

In the Attachments section:

A. Click Add Attachment
B. Attach your Order Sheet using the Browse button

C. Click Visible to Supplier

D. Click OK
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1 [2] 14 Passenger (20 ft wide body) BOC Iift VVan, per Contract =: E194-716-VP. See attached Excel spreadshest. 1 cach $44,496.00000 USD $44,496.00000 USD -~

Supplier: SONNY MERRYMAN, INC. 14 Passenger (20 ft wide body) BOC lift van, per Contract =: E194-716-VP. See attached Excel
preadsheet.

Contact: SMI
Commodity Code: Passenger motor vehicles, Minivans or vans ( 0...

Contract Number:
Sill To: Department of Rail and Public Transportation, Attn. Accounts Payable

small Business:
Minarity Owned Business:
Woman Owned Business :

| (Add from Catalog...) (Add Non-Catalog Item...]

Total Cost:  $44,496.00000 USD

Update Total

SHIPPING - ENTIRE REQUISITION

See Line Item Shipping Details:

Ship To: *
Deliver To: * |ashley Nusbaum
Need-by Date: Wed, 29 Feb, 2012 =

COMMENTS - ENTIRE REQUISITION

See Attached Spreadsheet

visible to Supplier

[ Mark as Proprietary and Confidential (This checkbox does not apply to approvers)

ATTACHMENTS - ENTIRE REQUISITION

Add Attachment

@ & &

Done
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14.Review your requisition before submitting. When you submit your requisition,

eVA will not only email the order to the dealer, but they will receive the
spreadsheet as an attached file on the email.

15.Keep a copy of your spreadsheet with your other contract files. This is proof

of what you ordered



