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

February 2011



Table of Contents

General Guidance page 3
Requisition Creation page 6
Approval process page 18
Receiving orders page 24

Re-open Order for Receiving page 29



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/uploadedFiles/SCM/IT Goods Services 012111.pdf

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

scope.

To view VITA Hardware Standards go to the following site:
VITA: VITA Services Overview

Click on the hardware or services you are interested in.

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 must be entered in eVA and routed to VITA for review and
approval. Follow the below instructions in structuring the order:

Select the appropriate eVA “VR1” PO Category at the requisition header.

2. The use of Pcards is not authorized for in-scope orders. If a Pcard is loaded to

eV A account, uncheck this Pcard block at the Add Title screen.

Do not check the “Send to eProcurement” block on the Add Title Screen.
The eVA order will be created as a non-catalog order.

The Vendor selected will be Virginia Information Technologies Agency.
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.

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

Attach any vendor quotes that have been obtained.

Enter your agency “Bill To” address.

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

The purpose of using the “VR1” PO category in the requisition is to route the
requisition to VITA. The use of the “VR1” PO category adds the below approvers to
the standard agency eVA workflow:

Tech Compliance Review - Centralized review by VITA to determine that the
requirement complies with infrastructure standards.

Business Review — Review and processing by NG.

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


http://www.vita.virginia.gov/uploadedFiles/SCM/IT_Goods_Services_012111.pdf
http://www.vita.virginia.gov/services

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 I'T Goods and Services: Agencies have been delegated
procurement authority for out-of-scope IT goods and services up to $50,000 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 $50,000. The
below rules apply to out-of-scope purchases of IT goods and services:

Out-of-scope orders less than $50,000 (Do not route to VITA):

Enter the appropriate standard PO category (Not “VR1” category)
Appropriate use of agency purchasing cards is authorized.

Enter the actual supplier as the VVendor.

Enter the agency 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 $50,000 (All must be routed to VITA):

e Pcards are not authorized for these orders.
e Use the “VR1” PO category for each of the situations outlined below.
1. Non-contract out-of-scope orders over $50,000 (Procurement to be
conducted by VITA):
Enter the “VR1” PO category.
Enter Virginia Information Technologies Agency as the vendor.
Enter the requesting agency “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 $50,000 to the agency:
o Agency conducts procurement through the IFB/RFP process.
o Award contract.
o Create eVA requisition to the successful vendor.
o Enter the “VR1” PO category to route the requisition to VITA for
review.
o Enter the agency “Bill To”.
o Attach a copy of the awarded contract.
3. Out-of-scope orders from an existing contract:
e Enter the “VR1” PO category.
o Enter the actual supplier as the vendor.
e Enter contract number in the contract number field.
e Enter the agency “Bill To”.
4. Out-of-scope sole source orders:
e Enter the “VR1” PO category.
o Enter the actual supplier as the vendor.
e Enter the agency “Bill To”.
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 #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 email from the EVAORDERS email
account that the order has been placed and the anticipated delivery time.

e VITA places the agency purchase order number in the comments section of
the purchase order to the supplier to assist the agency in cross referencing the
VITA purchase order number to the agency’s original purchase order number.

e |fyou are not able to cross reference the purchase order number on the
packing slip documents from the vendor to the original agency purchase order
number, email evaorders@vita.virginia.gov.

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, email 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 placed by Norththrop Grumman, please anticipate two weeks after
requisition is approved in eVA for receipt of goods or service. If not received
in this timeframe, please e-mail vitapo@ngc.com for a status.

5. Purchase requests status requests: In-scope orders that are submitted with Virginia
Information Technologies 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 If the contact is VITA, VITA will process the order. To request status send an
email to evaorders@vita.virginia.gov.

o If the contact is VITA(NG) will process the order. To request status send an
email to vitapo@ngc.com.



mailto:evaorders@vita.virginia.gov
mailto:vitapo@ngc.com

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

( e¥A Home Page - Windows Internet Explorer provided by Yirginia IT Partnership
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e Enter your assigned user name and password.

o Note the link below the login that is used to request your password be reset. Click on
the button and follow the instructions for submission. You will be sent an email with
a computer generated password. Copy and paste this into the login screen and

proceed.


http://www.eva.virginia.gov/
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Vision Business Products, IT products, computers and accessories and supplies, etc., has implemented a new punchout
catalog. To access, on the Add ltems screen of your requisition select the PunchOut Catalogs category. Perform a Keywords
search for vision punchout
BARNES & NOBLE Punchout Catalog Unavailable
The Barnes & Noble Punchout Catalog is currently unavailable. We will announce when the issues are
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The upgrade to the eVA NIGP and UNSPSC codes is still on track for the end of February!
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There are two (2) exempt options for Shipping & Freight when used as a separate
line item in an e-Mall order =
= |
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e Click on Shop Now

e Select No when box comes up during eVA processing.
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|Euyer, Sandra last visit 6/5/2006 2:13 FM. eV

Return to Portal

System News

WELCOME eVa Buyer!

Purchase Orde

= Reconcile Se'ect Requisition or e eMall after
Create to initiate creation [

process.

GillBuyer, Sandra last visit 6/5/2006 2:13 PM, e¥A Nodeé 1896 - 2003 Ariba Inc.

¢ 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.



By - 5 x
-

Toggle Curren

Toggle Tips cy

PR1429310: A731STCC Infrastructure Order Test

2
s
d
Y
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Items: 0 Total: $0.00000USD Exit
Add Title "

El Add Title
Add Items

Enter the requisition title and change one or more 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 infarmation apply.

How To Zecreen Detsils
Checlout
4 Title:

On Behalf of: Gilleuyer, Sandra =

Ageney Code: [F3r [selext]
E—S Do not check
PO categary P o the send to

DOC Reference Humber: [ eprocurement

Contact Hame: [
«— | block

Send ALL itemns to eProcurement: [

Pre-Encumbrance Humber:

GillBuyer, Sandra last visit 6/5/2006 2:13 PM, eV Nodeé 1996 - 2003 Ariba Inc,

e At the 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.

e Select “VR1” PO Category. This will insert VITA approvals into the requisition
workflow. In addition, the VR1 code will insert an approval for the agency AITR to
approve in eVA.

¢ Do not check the Send to eProcurement block on the Add Title Screen above.
Click Next.



Orders for In-scope Goods and Services:

Q-©-M2

Shopping Cart

Add Title
Add Iterns
Add Accounting Details

Checkout

Pl

Preferences Toggle Tips

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

E Additems

Toggle Currency

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

Keywords:
Favorites: |- Recent Choices - =

845,644 iterns found

Qptions ™

Contracts (7)

Mandatory (2) Gptional (5)

Apparel and Luggage and Personal Care Products {260}

Create Non-Catalog Item

PunchOut Catalogs (5}
Punchout (3)

Building and Construction and Maintenance Services (13}

Clothing (7) Footwear (1) Luggage and handbags and packs and cases (204) Building support and and repair services (13)

Chemicals including Bio Chemicals and Gas Materials (10} cl nd 606)

Additives (1) Colorants (3) Cleaning and janitorial suuuhes (1150) Industrial laundry and dry cleaning
(1) Janitorial equipment (550)

Commercial and Military and Private ¥ehicles and their Accessories and c ations and C and Peripl and €

Components (1)
Motor vehicles (1)

Defense and Law Enforcement and Security and Safety Equipment and Supplies
(148

B
Fire protection (14) Law enforcement (915) Light weapons and (58)

Domestic Appliances and Supplies and Consumer Electronic Products (662)
Bedolothes and table snd kitchen [nen snd fowels (10) Cansumer slectronics (454)
Comestic appliances (21 ...

Editorial and Design and Graphic and Fine Art Services (26)
Advertising (1) Graphic desian (9) Professionsl artists and performers (1)

Electronic Components and Supplies (1}
Diodes and transistors an ctor devices (1)

Farming and Fishing and Forestry and Wildlife Contracting Services {4)
Horticulture {1} Land and soil preparation and management and protection (2} Wiater
resources developrnent and oversight (1)

Financial and Insurance Services ([3)
Accounting and auditing (2) Development finance (1)

FEuels and Fuel Additives and Lubricants and Anti corrosive Materials (22)
Fuels (3) Lubricants and oils and areases and anti corrosives (13)

Healthcare Services (3)
Comprehensive health services {1}

Medical practice (2)

Industrial Manufacturing and Processing Machinery and Accessories (641)
Industrial food and beverane equipment (2) Lapidary machinery an (8)

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

Distribution and Conditioning Systems and Equipment and Components {108}
Fluid 2nd gas distribution {15} Hesting and ventiation snd sir circulstion {S8)
Industrial filtering and purification_ (34)

Drugs and Pharmaceutical Products (34)
Central nervous svstem drugs (6) Miscellsneous drug categeries {28}

Education and Training Services (115)
tional facilities (78)
(40)

| services (1) Vocational training

Environmental Services

Environmental management (18) Environmentsl protection {2 Pollutants tracking and
monitoring and rehabilitation services (9)

Farming and Fishing and Forestry and wildlife Machinery and Accessories {(6)
Agricultural and forestry and landseape machinery and equipmertt_ (5}

Food Beverage and Tobacco Products (157)
Bakery products (15) Beverages (73) Dairy oroducts and engs (7)

Furniture and Furnishings_ (5620)
on furniture (3063) Commercial and industrial furniture (2557)

Industrial Cleaning Services (6)
Cleaning and janitorial services (4)
hazardous waste cleanup (1)

Refuss disposal and treatment (1) Toxic and

Industrial Production and Manufacturing Services (8)
processing services (4) Manufacture of electrical goods and precision

Metalworking machinery and equipment and supplies (631)

and Testing
Measuring and observing and testing instruments (137)

(137}

instruments (2) Metal and mineral industries (1)

Lighting and Electrical Accessories and Su ||e§ (31
Lamps and lightbulbs and lamp components (236) Lightin
Taan

and fixtures and accessories

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

Add Accounting Details

Checkout

Toggle Tips Toggle Currenc

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

E] Add Non-Catalog Item

Add Iterns

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

How To gcreen Details

4 Full Description: [Ten standard Notebook Computers to support Al
additional staff. This is an incremental add to agency
to

s m
MOU. Curren tly have Dell equipment and desire =

*Commadity Code: [Camputers, Notebook computers (NIGP 20454) =]  Supplier Auxiliary Part ID:

*Supplier: [Wirginia Information Technologies Agency | Quantity: 10
" Contact: MG [ select] Unit of Measure: each
Supplier Part Number: Price: m TR

Contract #:

Arnount: $0.00000USD

* indicates required field
Cance
GiHBuyEr’, Sandra last visit 6/5/2006 2:13 PM, WA Nodes Avoid use Of © 1996 - 2003 Ariba Inc.
Lot as Unit
of Measure

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

Enter a full description. This field is 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 and select the appropriate commodity code.

Click the down arrow for Supplier and select Other. In Search, type in “Virginia
Information%? and click Search. Select Virginia Information Technologies Agency.
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 or NG 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-HREAMLke

a8

Preferences

Toggle Tips

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

Shopping Cart

Add Title

Add Iterns

Add Accounting Details

Checkout These are the itemns you have added to your requisition. You can edit, copy, or delets selected line iterns, and add new line items, If you change any values, update the total,

To hide this sarsen in the futurs, olick the check box; to show the scresn again, resst the default preferance.
How To Screen Details

B
h Add iterns| | Hide Details
[T MNo. Type Description Oty Unit Price Amount
Ten standard Notebook Computers to support additional staff, This is an incremental add to agency MOU,

e H N oy oo (B gt e i (® S e S, cadh GRONIINLED (D OIIHILED
Supplier: Virginia Infarmation Technologies Agenc Ten standard Noteboak Computers to 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 Humber:
Bill To: Staunton Correctional Center
Small Business:
Minority Owned Business: |
Warnan Owned Business: |
Total Cost: $0.00000USD
Update Total
[ Don't shaw this page again after adding item(s)(reset in preferences).

GillBuyer, Sandra last visit 6/5/2006 2:13 PM, e¥A Nodeé 1996 - 2003 Ariba Inc.

¢ Once the non-catalog screen has been completed and saved, the above item is added
to the requisition. Do not enter in-scope and not in-scope items on the same
requisition.

e After adding all items, click Next.

12



Toggle Tips Toggle Currenc

PR1429310: A731STCC Infrastructure Order Test

Sho Cart o
Ttems: 1 Total: $0.00000USD:
£dd Title : .
E] Add Accounting Details
Add Items
These are the accounting details for each line item. You can edit line item accounting details and split accounting for a line itsm (to create different accounting splits),
Add Accounting Details How To Screen Details
st [Accounting - by Line Item
B
K Ttems in this request: 1
No. Type SR Solicit Descri ption Oty Unit Price Amount
1 I= r Ten standard Notebook Corputers to support additio 10 each $0.00000USD $0.00000USD
Fund: tno value)
Program/Sub-Frogram: tno value)
Object: tno value)
Cast Code: tno valus)
Project: tno valus)
FIPS: 0730
VITA Agency Use: 731
Split Accaunting
< Prev Exit
GillBuyer, Sandra last visit 6/5/2006 2:54 PM. eWd 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 and have been
hidden from view except for the VITA Agency Use field.

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:

8 G| 550 0 | | | il (e >
|

=1 ePn ||unke >
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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 transaction, not just in-scope “VR1” coded
transactions.

14



By - 5 x
-

Toggle Currency

Preferences Toggle Tips

ey — L PR1429310: A731STCC Infrastructure Order Test

Items: 1 Total: $0.00000USD
Add Title

El Checkout
fdd Iterns

Review your reguisition, make changes as necessary, and submit the request for appraval,
Add Accounting Details How To Sereen Details
Checkout

[ | Summary  Approval Flow

Title: IA?SISTCC Infrastructure Order Test

On Behalf Of: GillBuyer, Sandra =

Agency Code: [F3r [select]
Fiscal Year: [ome [ selext]
FO Category: [vrr [select]
DOC Reference Humber:

Contact Mame:

Send ALL items to eProcurement: [

Pre-Encumbrance Humber:

Line Items Add ikemns | | Hide Details

[N Mo. Type SR Selicit Description gty Unit Price Amount
Il Ten standard Hotebook Computers to support additional staff. This s an incremental add to agency  [5
1 [ r MOU. Currently have Dell equipment and desire to continus with Dell, 10 o GRITIIOUED JBII000UED
Supplier: Yirginia Information Technolonies Agenc Ten standard Notebook Computers to suppart additional staff, This is an incremental add
Contact: 110 South Seventh Street to ageney MOU. Currently have Dell equipment and desire to cantinue with Dell

Commodity Code: Computers, Notebook computers (HIGP 20454)
Contract Nurnber:

Bill To: Staunton Correctional Center

Small Business:

Minority Owned Business: |

Woman Owned Business: [

Total Cost: $0.00000USD

shipping - Entire Requisition

ship To: Staunton Correctional Center x
Deliver To: Sandra GillBuyer
Need-by Date: 7 [Mon, 31 Jul, zoos  [FE

Comments - Entire Requisition v

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

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

e Itis 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:

gency AITR added to workflow.
tandard Agency workflow.

VITA view workflow added to the workflow by VRl

shopping cart S PR1429910; A731STC Infrastructure Orde\Test
1tems: 1 Total: $0.0pooouso

%m—m“ El checkott

e This is a picture of the workflow created for this requisition and 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

“VR1” PO Category.

e The approver 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 electronically to the vendor.

16



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

e 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.

e 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.

In-Scope orders to VITA will NOT have the PO Print in the approval flow.
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Approval Process:

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

¥a, Home Page

lows Internet Explorer pro

IT Partnership

6; = [&] hitpiifeve virgina.govl

= |E\ \z| [ Live seareh

| Ble Edit View Favorkes Tools Help

J 7 Favaries ] 55 £ Help £ Customize Links # | Get More Add-ans

(& eva Home Page

JE}]- - [ @ o+ Page - Safety - Tools - @~

BUYER

SWAM

Home | SWaM  Buyer

Vendor Billing Portal Sign-Up
Local Go: Training eVA Customer Care

VENDOR
BILLING
SIGN-UP
eVA TRAINING
VIP TRAINING

ARIBA SUPPLIER

Thank you  _
for attending! 2
13

NIGP Code Look Up
UNSPSC Code Look Up
Recommended Browsers

DPS WEBSITE

. Virginia Institute
of Procurement
2011 Class
Schedule

FWel

Vendor Benefits
SWaM Benefits o
Yestimonals &

Buyer Login
vserame |
B —

Password Problems? Click here

rOme to eVA!

Renowned Procurement Expert,
Jon Hansen, Touts Value of eVA

...the Commonwealth of Virginia‘s

eVA program is still a coruscating

example of what can happen when
you get it right! Read More...

READ MORE ARTICLES ON eVA

EJ Quick Links Login

® What is eVA? Chief of Staff 10/08/08 Memo
Regarding Required Use Of eVA...

® eVA News More Info

#® State Contracts

. Transition Plan template...

® Solicitations & Awards (VBO) | click here

#® Future Business Opportunities

® Billing & Payment Portal

® eVA & VAPP Dashboard

® Public Reports & PPEA Opportunities

# Local Government & Public Schools

#® Vendor Resource Center

#® Procurement Office Lookup

#® cVA Vendor Data Standards Support Page

® VA Documents Supporting EA Project

® Standards for Speed Radar Devices

® Debarment List and Prohibited List LEE

Vendor Login
B —

] B
Login

Password Problems? Click here

eVA Newsletter

Sneak Peak at
NEW Report
& Resource
Center

eVA Spotlite

eVA

broadens the playing field
Sl ware vergors waawaL

e side benefits that keeps
Tony smiling these days: § saved
and efficiency.

U.S. & State Fla
Buy A State Flag

Order a variety of US and
Virginia state flags in our
public online store.

&) More...

Watch eVA Grow

5 Million Itams
2,964,445 Orders
$25 Billion  Spent
983 Catalogs [y
171 Agencies  [5,

=l

[pone

[
[ [N Lacalintranst

Y2 - [R100% - 4

distart| @ o (B ® - Sentttem... | [ MasDipr.. | (@ arbabuy... | @ arbabuy... | @ arbaBuy... | ] Business k... | ] Epsserst ... | G mmstruction...|[ @ evarom., |- RS TELIT B EE zesm

e Enter your assigned user name and password.
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(- ADYANTAGE Procurement Portal - Windows Internet Explorer provided by ¥irginia IT Partnership
(2]

G@ o [&] hetos ifbayer.zpre capdc.comndss isp =1 84| ¢ | [ Live searen

| Fle Edt Wiew Favortes Tooks Help

J 7 Favarites I e | Help &) Customize Links & Get Mare Add-ans ~

(€ ADVANTAGE Pracurement Portal

February 2, 2011 - 2:45 PM

eProcurement
Quick Quote
Reports & Documents

Clear Results eVA User Group | Alerts | eVA Hews | Other Articles

ALERTS

Portal Home Page
A1 PREMIERE PUNCHOUT - NOT AVAILABLE

Accessibility On 1]311’201 1 an updat Select ave been deactivated for nonpayment of eVA fees A1 Premiere Punchout Catalag is currently not
Customer Support & was published. This list can be ac ::::::l;:z ‘We will announce when catalog is

Fag @ S & K OFFICE PRODUCTS-PUNCH|

Shop Now
The S & K Office Products Punchout

Catalog Ordering Method. We will announce when the issues are resolved

NEW PunchQut Catalog! VISION BUSINESS PRODUCTS
Vision Business Products, IT products, computers and accessories and supplies, etc., has implemented a new punchout
catalog. To access, on the Add ltems screen of your requisition select the PunchOut Catalogs category. Perform a Keywords
search for vision punchout

BARNES & NOBLE Punchout Catalog Unavailable
The Barnes & Noble Punchout Catalog is currently unavailable. We will announce when the issues are b
resolved.

NIGP C dity C ired/Deleted & R
The upgrade to the eVA NIGP and UNSPSC codes is still on track for the end of February!

Ifyou are unable to access, please use the Non

To help everyone with the changes. please find below a link to the list of NIGP v11 codes that are being retired/deleted &
their v20 NIGP replacement codes. More Alerts

Page 102 [<<] [>>] 2|

eVA News

eVA Billing ion - Freight/Shipping Commodi

Shipping / Freight

Exempt from eVA Transaction Fees

There are two (2) exempt options for Shipping & Freight when used as a separate
line item in an e-Mall crder
= |

[ @] | [V onknownzons (Mixed)  [75 = [#100% - ;2
uction... || @ apvana.. | R ERMF RN =@ L E) 245w

\
distart| @ (o (B > (- sentltem.., | QM:\ASD\FV‘.‘l (& nribaBuy. ., | & arbaBuy... | @& nriba Buy... | i) Business Ru.l i3 EPS95751 | 1] Instr

Select Shop Now
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<} Ariba Buyer - Microsoft Internet Explorer

Eil=  Edit Wiew Favorikes Tools  Help

o=k - () - \ﬂ |EL] jj | /__) Search ‘?i\L(Favorltes €‘3| =]~ :f - )i

Address [&] hi Uysense  comiBuy er fMain aw?avwsn=_3&avr=jiawst=0fawsi=0

Preferences Toggle Tips Toggle Currency

Approve Requests 1

Watch Reguests o

Submitted 1
Appraved 548
Denied o

Status O

O Explore

~ Create
Requisition '
Create 10
< Explore
Searches Henderson, Renita last wisit 2/25/2005 2:51 PM. eva
Catalogs
Eolders Return to
< Report
Reports

al

System News

WELCOME eva Buyer!
< Receive
Burchase Orders Mew eMALL made SIMPLE!

< Reconcile Changes have been made to the emall to strearmline your
evé ordering process! Click here to learn what's different
and new and how it will help YoU!

http; Afwww . eva.state . va.usflearn-about-eva/8-1-emall-
notes.htm

=
[&] pone [ [ |5 & mtermet
;ﬁstartl J & (O] v =] J @[nhnx—MmmsnFto...l 17 eva Supplemental ... | ] eva Supplemental ... | 4 Ariba Buyer - Mic... J & @| ) JDesktop > o@D @ 400 P

¢ Inthis 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.

> £/ —
address [E] htps: /buys-ram-14.buysens: 7| Go |un|6 i & =

El=  Edit

Wiew  Favarites

DO =

< RS> RACNF
\/ N

Preferences Toggle Tips Toggle Currency

~ Approve Approve Requests
Approve Regquests 1
“fou are included in the appraval flow far these requests, and you are required to approve or deny them. Ta review a summary of a
watch Requests o request befare taking action, click the request's 10 or title.
How To Screen Details
Tou hawe = awaiting your approval.
- p DaferSubmitted Requester Status Title Total
— ;‘::ﬁ:"“”' Submitted Larry's Training Moterial Test $6,885.00000USD

Talal
—

Moke to Falder: [Archive Iterms =

Henderson, Renita last visit 2/25/2005 2:51 PM. eWA Modes 1996 - 2003 Ariba Ine.

=] e B = =

e The requisition could be approved from here. However, all requisitions should be
opened and reviewed prior to approval.
e Click on the PR number to open the requisition for review.
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Address [E5] hteps: f/boys w14

=t detailz, click the request ID. Ta review ather pending requests,
PR Come © o disnlay the Drevious or Next requsst " @ e
oty unic
3 sach $2,295.00000US0D $6,855.00000US0
Dall Notebook for Director
eeeeee o [ watcher |
[E] Adzs-arrr | 0] Arz6-scm appraver
[ 1
Add Approye
&1 S (e inkernet

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

- D | R e B B S - (=

~ Approve PRr44273 - Larry™s Training Material Test
Meeds Approval 1 -
Revisw the request details and then take the sppropriate s
adit, subrnit, receive, Invoice, open, or close the requs

i for mxampls, depending on the request status, you can spprove,

How To Screen Oetails

Back
[ summar ¥ S _Approval Flow  Orders  Receipts
Title Larry's Trainin a Material Test
use Poard: =
PCard number: rhenders1004
Entity Code: az3
Fiscal vear: zo0s
PO Category: MRL
Send ALL iterns to eProcurement: |
Oty Unit Price
El sach $2,205.00000US0 §6,885.000000E0
Dell Natebook for Direct
Total Cost: $6,585.00000USD
Shippin a - Entire Requisi tion -

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 user profile.

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

e Verify that a “VR1” PO Category has been selected. Edit and change if the “VR1”
code has not been selected.

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

o Verify the technical details of the order and edit as appropriate.
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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== -

2

o DI B-SE-E

Preferences

Requisition Details:

Toggle Tips

View Line Item

PR744273: Larry's Training Material Test

Items: 1 Total

Review line itern details, such as accounting and shipping informmation,

%6,565.00000US0

Toggle Currency

How To Screen Details

Line Item Details
Mo.:
Description:
Supplier Part Mumber:
Supplier auxiliary Part ID:
Quantity
Unit of Measure:
Price:
Cormrodity Cade:
Supplier:
Contact:

Contract #:

Small Business:

Minarity Business:
woran Owned Business:
MIGP CommaodityCode:

Bill Ta:

1
Dell Motebook for Director
Dell-12345

3
each
$2,295.00000USD

Computers computers

Dell Mon-Catalog

Dell Marketing -Mon-Catalog
WA-040330-DELL

o

-

—

Grant;

Mirginia Inforrnation Technologies Agency - E136
Additional Data:
Accounting - by Line Item
Fund Detail: 0100
Program/Sub-Program s0z04 =
woman Owned Business: [ o
NIGP CommodityCode:
8ill To: wirginis Information Technolonies Agency - E156
Additional Data:
Accounting - by Line Item
Fund Detail: o100
Program/Sub-Program: sozoa
Sub Object: zz1z
Cast Center: z8s
Project: £5015
VITA Agency Use: 423

Shipping - by Line Item

Ship To: Dept of Historic Resources-aAdmin Services

Deliver To:

Renita Henderson

Meed-by Date: 7 Fri, 11 Mar, 2005

| Comments - by Line Item

Aadd Comment

Henderson, Renita last visit 2/28/2005 6117 alM, eWa Nodes

e Review and edit as appropriate.

1996 - 2003 Ariba Inc.
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- D [P | B Ga OB - S -

: d
E i
. El warning

This request has generated warnings; review the warnings.

= HThe changes you've made to this request require it to be resubmitted pos

¢ When an edited requisition is saved, the above message will appear indicating that the
workflow will start over because of the edit of the requisition. Since the requisition
has changed it is appropriate that previous approvers review and approve again.

o Click the Save button again and the requisition will go back to the beginning of the
approval workflow.

- - oRaaEFEBEosE-3

Toggle Tips Toggle Currency
Approve Confirmation
Confirm you are approving the request, To move approved items out of your To Do list, archive the document to the default Archive
Iterns folder or select another folder. Sees the online help for information about the partition to which the docurment can be archived.

How To Screen Details

¥ou chose to approve PR744273

B ¥ archive item(s) to folder: | Archive Ttems =]

1

Hendersan, Renita last visit 2/28/2005 10:40 AM. WA Mades © 1996 - 2003 Ariba Inc.

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.

( evA Home Page - Windows Internet Explorer provided by Yirginia IT Partnership

@3« [&] httpsifeva.virgnia.gov =1 %1 | [ Lve seareh 2

| File Edit Wiew Favortes Tooks Help

J ¢ Favorites I G | Help £ Customize Links | Get More Add-ans =

| | JED'E - [ @ v Page v Safety - Took~ @+

Home | SWaM = Buyer = Vendor | Biling Portal Sign-Up
Local Government Training eVA Customer Care
+Welcome to eVA!
VENDOR
== Renowned Procurement Expert,
SLE Jon Hansen, Touts Value of eVA
stan-up Vendor Benefits
e = ..the Commonwealth of Virginia's
eVA TRAINING * SWaM Benefits o eVA program is still a coruscating
— 0O - 3 example of what can happen when
VIP TRAINING Testimonals you get it right! Read More... fo
ARIBA SUPPLIER READ MORE ARTICLES ON VA $§n‘;‘mdﬁgmtsdm: Feaved
BY JON HANSEN and efficiency. =
EJ Quick Links B Login U.5. & State Flags
. Buy A State Fla
® what is eVA? Chief of Staff 10/08/08 Memo Order a \yar\ety of US gnd
Thank you Regarding Required Use Of eVA... Virginia state flags in our
for attending! = ® eva News More Info public online store.
S ® State Contracts .
Transition Plan template...
® Solicitations & Awards (VBO)  click here
NIGP Code Look Up ® Future Business Opportunities
——————— ® Billing & Payment Portal i
UNSPSC Code Look Up
_— #® VA & VAPP Dashboard
Recommended Browsers ® Public Reports & PPEA Opportunities
DPS WEBSITE # Local Government & Public Schools
#® Vendor Resource Center
#® Procurement Office Lookup
‘ Virginia Institute ® eVA Vendor Data Standards Support Page
of Procurement
2011 Class
Schedule
T \y Vendor Login Watch eVA Grow
Services Procurement 5 million [tems
Report FY2008 & 2009 ey ] 2,964,445 Orders
s ] $25 eillion  Spent
- Login eVA Tools
Lu=e) 983 Catalogs [y
2VA or Ariba
Password Problems? Click here 171 Agencies % =
[ [ [ [ | [S3iocalintranst - Mo - g

[pone
distart| @ (o (B > (- sentltem.., | bM:\ASD\Fr‘.‘l (& riba Buy. . | & arbaBuy... | & nriba Buy... | 5] Business Ru.l £5/) EPS96751 | ] nstruction... || @& eva Hom... |1 R ERMF CEC|H8 M@ L @) zearm

e To login go to www.eva.virginia.gov
e Enter your Userid and password and click login.
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(- ADYANTAGE Procurement Portal - Windows Internet Explorer provided by ¥irginia IT Partnership

58 [ | [ Live searen 2~

6‘\: o [&] hetos ifbayer.zpre capdc.comndss isp

| Fle Edt Wiew Favortes Tooks Help

J 7 Favarites I e | Help &) Customize Links & Get Mare Add-ans ~

Jﬁhv f) - [ @ v Page~ Zafety v Toos+ @+

(€ ADVANTAGE Pracurement Portal

Welcome Edwards, Tammy (E136VITA) February 2, 2011 - 2:45 PM PortalPROD2

More links and eVA tools here! I:\'> [<Quick

it
Links>

KNpWLEDEE CENTER

eProcurement
Quick Quote
Reports & Documents

Clear Results

eVA User Group | Alerts | eVA News | Other Arficles

Portal Home Page
A1 PREMIERE PUNCHOUT - NOT AVAILABLE

Accessibility i ns that have been deactivated for nonpayment of eVA fees A1 Premiere Punchout Catalog is currently not
available. We will announce when catalog is
Customer Support &
available.
EaQ @
The S & K Office Products Punchout catal NOW 0 problems. Ifyou are unable to access, please use the Non
Catalog Ordering Method. We will annou lesolved.
NEW PunchOut Catalog! VISION BUSI
Vision Business Products, IT products, computers and accessories and supplies, etc., has implemented a new punchout
catalog. To access, on the Add ltems screen of your requisition select the PunchOut Catalogs category. Perform a Keywords
search for vision punchout
BARNES & NOBLE Punchout Catalog Unavailable
The Barnes & Noble Punchout Catalog is currently unavailable. We will announce when the issues are b
resolved.
NIGP C dity C ired/Deleted & Repl
The upgrade to the eVA NIGP and UNSPSC codes is still on track for the end of February!
To help everyone with the changes. please find below a link to the list of NIGP v11 codes that are being retired/deleted &
their v20 NIGP replacement codes. More Alerts
Page 1 of 2 | [<<] [>2] 2|
eVA News
eVA Billing ion - Freight/Shipping Commeodi
There are two (2) exempt options for Shipping & Freight when used as a separate
line item in an e-Mall order
| el

| [ @] | [V onknownzons (Mixed)  [75 = [#100% - ;2
distart| @ (o (B > (- sentltem.., | DM:\ASD\FV‘.‘l (& riba Buy. . | & arbaBuy... | & nriba Buy... | 5] Business Ru.l £5/) EPS96751 | ] nstruction... || @& apvanTa... | R RMF EEC|H M@ L @) zesem

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

@ AEF 3 E-SE-3

i ==

Toggle Currency

Preferences Toggle Tips

~ To Do
Approve Reguests 56 Approve (O
Watch Requests :

Receive

= Status

Composin 50
Subrnitted z SEEE e
Approved 298
Denied 1

= create \ i
Requisition
Company eForm Create O

~ Explore testpS, uat last visit 2/28/2005 11:09 AM. e
Searches

Catalogs Return to P
Folders

System News |

~ Report
WELCOME =@ Buyer!
Reports

< Receive Mew eMALL made SIMPLE!

Burchase Orders Changes have been made to the emall ta streamline your

evé ardering process| Click here to learn what's different
and new and how it will help YOU!

http:Afwww . eva. state . va.usflearn-about-eva/g-1-emall-
notes.htm

< Reconcile

testoS. uat last visit 2/28/2005 11:09 aM. VA ModeS 1996 - 2003 Ariba Inc, =

e Click on the Receive button.
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-2 - DR AAETRB-SE-E _
= &I

Toggle Tips Toggle Currency

Preferences

Select Order

et Kl select Order - Search

Receive

enter search criteria if available, and search to find requests that match your criteria, To select a

vpe of request to recelve
gadest, click the 1D,

Additional Info
How To Screen Details

Summary.

Advanced  Back to Select Order

=l [epzooerL

|Order (o]

arch Results

Enter search criteriz above

testpS, uat last visit 2/26/2005 11:09 AM, eVa NodeS 1996 - 2003 Ariba Inc,

Type in the Purchase Order # to be received and click search
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-0 - PF g aETE B sHE-=

Toggle Tips Toggle Currency

Select Order Receipt RC201335: EP200571 - Dell Test - 01-20-2005 v =
Select Receint El Receive Items

uantity you are accepting or reiscting, and include the receipt date. When entering rejsction details, explain your
jection in comments. When verifying a milestone, indicate whether or not the milestone is complete. If the mi will not
Additional Info be complets d =xplain the reason in comments.

How To Screen Details

No. Quantity Description Unit Prev. accepted Accepted Rejected Date Received
ude DE00;IntelREG PentiumREG
1 4 Processor 725 (1.60GHz) w/ 14, 1 in xGA sach O (] [o [reday [izzi]

Srder ID EP200671

order Title: Crell Test - 01-20-2005
Supplier: Dell

Contact: Dell - UAT Testing Do MOT modif

Close Order: 7  ves (5 Mo

Date: Today, 1:59 PM

Comments - Entire Receipt

Cemmen ts: -]

e The receiving document will open.

o If 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.

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.

R .~ 0 - I - W - e T o e |
L7

Receiving - Done

raU sUceassfully rasalvad the salactad tarms. Cantinus recalving ar Faturn to tha hors page

In the previous receipt, two of the four items were received.
. Click on return to Home.
Click on Receive again.
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-+ - AdQE@I BH-SE-3

Toggle Currency

preferences Toggle Tips

Select Order

Select Recaipt
Select Order - Search
Receive
Select the type of request to receive, enter search criteria if available, and search to find requests that match your criteria, To select a
Additional Infa request, click the 1D,
How To Screen Details
Summary
[order 1o =] [EPzODE7L Search Advanced  Back to Select Order
4
4

Search Results

Enter search criteris sbove

testps, uat last wisit 2/28/2005 11:09 aM. eva NodeS 1996 - 2003 Ariba Inc.

e Search for the same order again.
- - PR AEG B BD-SE-EH
 Home I vin

Preferences Toggle Tips Toggle Currency

Select Order Receipt RC201335: EP200671 - Dell Test - 01-20-2005 Exit
Select Receint E] Receive ltems
Receive

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 cornments, When verifying a milestane, indicate whether or not the rmilestone is cormplete. If the milestone will not
Additional Info be completed, explain the reason in comments.,

How To Screen Details
Summary.

Line Items - Quantity Receiving Needed

MNo. Duantity Description Unit Prev. Accepte ejected Date Received
Latitude D&00;IntelREG PertiumREG M
1 4 Processor 725 (1.60GHz) w/ 14.1in G4 each 0O ITDday [z2z1]
Display
order ID: EP200671
order Title: Dell Test - 01-20-2005
Supplier: Dell
Contact: Dell - UAT Testing Do MOT modif

Header Cross Reference:

Close Order: 7 " Yes (= Mo
Date: Today, 1:59 PM -
Processing Status: Receiving

Comments - Entire Receipt

Cormments:

e Note: You will see 2 under Prev Accepted for the two previously received.
e An additional quantity is received.
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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 N |

[N sciectorder
El Sclect Receipt

EN sSelect Order - Search
El Recoive

Selact the type—FFeauest to FEliug, enter search critsria If avallable, and search to find requests that match your criterla. To select a
PY Additional tofa raquest, cligh the 10,

How To Screen Detsils

L3 Summary

[Srder 10 W11 Soarch Advanced  Back to Select crder

Search Results

Enter search criterfa above

e In the previous steps we created two receipts for EP200671 to fully receive the order.

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 re-open, go to Shop Now, Click the Receive button, enter the order number and

click on Search.

D) | D G OB Gh- o ] -

ErrraE ERP Grder EPZDOS7L: Dell Test - 01-20-2005
Select Receipt El sSelect Recei
ppppppp
additional 1nfa
mmmmmm y

RSZ0133S EPzOOE7L Dell Test - 01-z0 -zoos Taday, 1159 PM Approved

pozoloans EpzooeFL Cell Test - 01-20-20085 Today, 2104 PM approved

+ - 01-zo-zoos

tino Do MOT modif

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

Select Order

Select Receipt

Receive

-+ - R A QT3 E-SH-

Receipt RC201911: EP200671 - Dell Test - 01-20-2005

E] Receive ltems

=
= I

Toggle Currency

Toggle Tips

Enter the amount or quantity you are acespting or rejecting, and include the recsipt date. When entering rejsction details, explain your

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

additional Info

Surnmary

be completed, explain the reasan in comments.

How To Screen Detsils

Line Items - Quantity Fully Received

No. Quantity Description Unit Prev. Accepted Accepted Rejected Date Received
14 Froceasor 728 (LebGHe wf 19 AIn KOA cach 4 oo [jodsr =
Display
Grder ID: EPZ00671
Grder Title: Dell Test - 01-20-2005
Supplier: Dell
Contact: Dell - UAT Testing Do HOT modif

Header Cross Reference:
Close Order: 7
Date:

Processing Status:

* ves Mo
Today, 2:12 FM

Receiving

Comments - Entire Receipt

Cormments:

=] =

e The system opens a new receipt for additional receiving showing the ordered quantity
fully received.
¢ Click Exit.

- R AR B RSE-E

Preferences Togale Tips Toggle Currency

Confirm Exit

rou have asked to exit a request you are editing, Select an action to take with this request,

Ymedmng RC201911 - Receipt for EF200671. Choose what you would like to do next.

\ Save this request

How To Screen Details

*\lodo any changes

* Coof TFa on this request

aia

e Print & copy of this request

testps, uat last visit 2/28/2005 11:09 AM. eva Nodes 1996 - 2003 Ariba Ine.

e Click the Save button to save the receipt for subsequent receiving.
e Return to the Home page.
e Click on Status.
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@ AEE 3B S-S

Toggle Currency

Preferences Toagle Tips

7 Status Status
Composing il
Click a request's ID or title to view reguest details. Tou can click check boxes to select one or more requests and then take an
Submitted appropriate action; for example, move selected requests to a folder.
Approved 298 How To Screen Detsils
Denied 1
Show all 351 Reguests in progress: 351 4 Page |4 3
[T Type ID Date Created Status Title Total
" r PRZ0Z426 Tue, 25 Jan, 2005 Caomposing Gaolf Clubs $2,500.00000USD
a |J' PRZ0Z475 Mon, 24 Jan, 2005 Composing Copy of Copy to POB-Larry $32,500.00000US0
|J- PRZ02424 Mon, 24 Jan, 2005 Ordering Copy to POB-Larry $32,500.00000U5D
lJ- PRZ0OZ2414 Sun, 23 Jan, 2005 Received Copy of Equipment $35,750.00000USD
lJ- PRZ02413 Sun, 23 Jan, 2005  Ordering Equipment $35,750.00000U5D
ll PRZ20O2412 Sun, 23 Jan, 2005 Ordering Untitled Reguisition $10.00000USD
lJ- Q0000631 AWD123 Sat, 22 Jan, 2005 Submitted  test $41,480.00000USD
'J- Q0:QQOD0NEZL AWDIZZ Sat, 22 Jan, 2005 Ordered test $41,480.00000U5D
IJ- PRZ0O2393 Fri, 21 Jan, 2005 Cormnposing  Untitled Reguisition $375.00000USD
lJ- == Thu, 20 Jan, 2005  Ordered Dell Test #2 - 01-20-2005 000uUsD
344 Thu, 20 Jan, 2005 Receiving Dell Test - 01-20-2005 %D
IJ- Q000001351 AWDL20 Wed, 19 Jan, 2005 Composing ST 1467 $300,00000USD
lJ- PRZ0ZZ60 wed, 19 Jan, 2005 Ordering Untitled Requisition $999.00000U5D
ll PR20O2227 Tue, 18 Jan, 2005 Ordering swarntest - 1-19-05 $30.00000USD

—

Move to Folder: IArEhivE Items 'I

testp5, uat last wisit 2/28/2005 11:09 AM, eWa NodeS 1996 - 2003 Ariba Inec.

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

-2 - DR A AEE B RS

Tiome W vieie I togoue)

Toggle Tips Toggle Currency

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

Composing 50

Preferences

Review the request details and then taks the appropriats s TFar exampls, nding on the request status, you can approve, deny,

Submitted 4 edit, submit, receive, invoice, open, or close the request.

Approved 298 How To Screen Detsils
Denied 1 Back to Status

Show all 351

q J Summary % Approval Flow 4 Orders . Receipts\ “ History \

Title: Dell Test - 0N20-2005
Use PCard: r

PCard number: utestps0011

Entity Code: Piga

Fiscal Year: zoo4

FO Catsgory: ROL

Header Cross Reference:
ERP Requisition Mumber: test 2

Do not send any itemns to eProcurement: [

Send ALL iterns to eProcurerment: (
[Line 1tems Hide Details
Mo. Type So Order Description Oty Unit Price Amount Action
1 |G- Epzoneyy Lotitude DEOOINteIRES PentumRES M 4 cach $1,715.57000USD  $6,863.88000USD
Supplier: Dell Latitude D600; IntelREG PentiumREG M Pracessar 725 (1.60GHz) w/
Contact: Dell - UAT Testing Do NOT modif 14.lin ®XGA Display

Commodity Code: Cornputers, Wotebook computers
Contract Number;

Bill To: P194- DPS Mail Room

Srnall Business:

Minority Owned Business: [

woman Owned Business: [

Total Cost: $6,6863.66000USD -

Note that the order now has the Change Order button.

e Click Change to do a Change Order.
You may now add items and you can make some edits to the fully received item.
However, you cannot delete the fully received item nor can you delete the item.

31



