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School Buses
eVA Ordering Instructions

This document is intended to provide simple instructions on how to place orders for new school buses through eVA. For further
questions related to the eVA system or to obtain account access to eVA, please contact eVA Customer Care at 1-866-289-7367 or
your DPS Account Executive. For questions related to the School Bus contract, please contact Sandra White @ 804-786-0078.

1. Review the Contracts: DPS School Bus Contracts are posted on the eVA “State Contracts” webpage. To access
this page directly go to: http://dps.dgs.virginia.gov/dps/contracts/covacontractsinfo.aspx , type “school bus” in the
Description field, then click the Search button. After the contracts are displayed, click on the contract number to
access the contract files. (see Fig. 1 below)

2. Obtain the written quote: Obtain the necessary quote from the vendor including all optional equipment and any
trade-ins allowances. Save an electronic copy of this quote to your hard drive so you can electronically attach it to
your eVA Purchase Order.

3. Process the Order through eVA:

a) Log into eVA with your user name and password. (Fig. 2)

b) Create a new requisition by clicking on the eMall (Shop Now) (Fig. 3)

c) Click on create a Requisition (Fig. 4)
d) Screen 1: Header Page. (Fig. 5)

o Title: Enter per your internal policies. An example could be “School Buses” and your internal
requisition or other internal tracking number.

« On Behalf Of. This is normally defaulted to the Buyer entering the order.

e Agency - Enter your entity

e FY - Defaults to the current fiscal year. Change if needed.

o PO Category - Enter RO1 for Routine.

e Procurement Transaction Type: Enter “10” for Equipment - Non-Technology.

o Header Cross Reference: Enter if your entity uses this field.

o Click Next when finished.

e) Screen 2: Add Items: (Fig. 6 and 7)

« School buses must be added as a Non-Catalog item. Select the “Create Non-Catalog Item” button
and enter the following information on the line item screen:

o Description: It is recommended that you use the following wording format: Vehicle Year, Type,
Option # and Description, followed by “per the attached quote” If you are trading in a bus, you
should enter “Trade-In allowance included in price.”

o Commodity Code: Enter the NIGP Commodity Code listed on the Contract.

o Supplier and Location: Choose the Contract Vendor shown on the Contract.

o Contract List: Choose the correct Contract Number from the drop down box. If it is not shown
then select “item on Contract but number not on list”

o Contract Number: If the contract number is not populated in the “Contract #” field, then type in
the DPS Contract Number exactly as it appears on the State Contract, to include all dashes with no
spaces. ** The “Contract #”field must be completed with the correct contract number** Do not
leave this blank nor use this field for any other purpose.

o Quantity: Enter the number of school buses you are ordering. If you are ordering multiple school
buses with different unit costs, then they must be entered as separate line items on the PO. For
reporting purposes, enter the actual number of vehicles being ordered. Do not enter your order as “1
Lot.”

e Unit of Measure: Enter “Each”. Do not enter your order as 1 “Lot”




i. Price: Enter the unit price per school bus as configured on your quote, including all optional
equipment and any trade-in allowance. Your price entered here must match your contract prices
shown on the quote.

ii. Review the accuracy of all information entered to include the calculations and then click “OK?”.

ii. Repeat these steps to add more line items as needed.
iv. When you are done adding lines, click the Checkout (summary) screen or if you use the Accounting
Screen, then click “next”. (Fig. 8)

f) Screen 4: Checkout:

i.  The checkout screen will show your entire requisition, including the Header Page and Line Items
you’ve previously entered. Review this information for accuracy.

i. Shipping — Entire Requisition: Enter your Ship To and Deliver To information. Enter the Need-
By Date according to the delivery date ARO stated in the Contract.

ii. Comments, Entire Requisition: (Fig. 9) Enter your standard order comments in the comments box.
Also put a comment that the ordering spreadsheet is attached. Check the box so it is Visible to
Supplier (to be included on Purchase Order).

iv. Attach the Quote: Electronically attach the vendors quote by clicking the “Add Attachments” button
(Fig. 9). Click “Browse”. In the “Choose File” box, find and highlight your quote on your computer.
Click the “open” button. Check the box so that it is visible to suppliers. (Fig. 10). Click OK when
done. Verify that it attached the file to the eVA requisition. You should see the file name listed on the
checkout screen, underneath the comments box.

g) Review and Submit: Review the entire requisition to verify all data is accurate including the Order Total,
then Submit. Once the eVA Requisition (PR) has processed through your approval flow, the eVA Purchase
Order, with all attachments, will be electronically sent to the vendor, only if they are registered to accept
electronic orders. If it is not sent electronically, you must print and fax it to the vendor. Keep a copy of
your quote with the purchase order, as this is your proof of what you ordered. Be sure that you’ve
received an order confirmation from the vendor that includes all details of your order.

Fig. 1 Access the School Bus contracts. Click on the contract number in the “Number” column to access the
contract files.
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Fig.2 Login to eVA (www.eva.virginia.gov)
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Buyer User Group Meeting Playback - 04/17/13
Thanks for joining us for the Buyer User Group meeting yesterday. Here is a link to playback the meeting in its entirety: hitp:ifwww.
041713/eVA-Meeting-041713.html
eVA Launches NEW eVA Mobile 4 Approvers!
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Click on the link to watch the lastest Buyer User Group Meeting! If you have any questions, please feel free to contact Shane Caudi
Madison at kimberly madison@dgs virginia.gov. Thanks again to those who were able to make the meeting! hitp:ffwww.evavirgini
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Fig.4 Click on “Requisition” to create a new Requisition.
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Fig. 5 Complete the information on this “Header” page, then click “Next”
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Fig. 7 Enter the Full Description, NIGP Commodity Code, Supplier, Supplier’s Location, Contract

List, Contract #, Quantity, Unit of Measure and Unit Price. Click OK when done.
I rtems:1 Total: $0.00000 USD

If you cannot locate the item you want 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

PR5618538: School Buses Req #
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Fig. 8 If you use the Accounting screen/function of eVA, then click “Next” and complete that screen.
If you do NOT use the Accounting Screen, then click “Checkout”.
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Fig. 9 Checkout Screen: Type “See the attached quote” in the PO Comments box and be sure to check
the box for “Visible to Suppliers”. Next, Click on “Add Attachments” button to add your quote.
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Fig. 10 Click “Browse” to locate the quote you saved to your hard drive and to add it to the eVA
requisition. IMPORTANT: Be sure to check the box so it is visible to suppliers. Click OK
when done. When you return to the eVA PR, you should see that your file has uploaded. Hit
Submit when done.
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