Instructions for Ordering a Car in eVA

1. Visit the DPS Website for vehicles.

2. Review the contracts to determine which vehicle you want to buy.

3. Click on the link for the ordering spreadsheet.  This is right below the link for the contract file.

4. Once the file is displayed in your browser window, save it your hard drive using whatever name you choose.  If your computer doesn’t allow you to do this, go back one page to the contracts page which lists all of the contracts and spreadsheets.  Right click on the spreadsheet link.  This will display a series of options.  Select the “Save Target As” option and save the file to your hard drive.
5. Use Excel to open the spreadsheet that you just downloaded.  You will only need to complete the quantity columns for new cars and the special instructions block.  They are highlighted in yellow.  For used cars you will need to complete the description block (it will expand to give you all the room you need) and the Blue Book price column and the special instructions block.  Again the areas you need to complete are highlighted in yellow.  Both spreadsheets will automatically calculate your total order price.

6. Save the spreadsheet with your entries.

7. Log into eVA as normal.

8. When you get to the add items screen, select the non-catalog tab.  

9. The non catalog screen will require you to complete the following items.

A. Description:  It is recommended that to use the following wording.  Ford Police Cars, per contract 3000-30, see attached Excel spreadsheet.

B. Commodity:  The eVA commodity name is provided at the upper left of the spreadsheet.  You will use the chooser box to insert this.

C. Vendor:  Will be selected just like the commodity.  The vendor name is also at the upper left of the spreadsheet.

D. Contract Number

E. Quantity:  Enter 1

F. Unit of Measure Enter Lot

G. Price:  Enter total price from the spreadsheet

H. Click add to add the cars to your requistion.

10.   Continue through the rest of the eVA screens as you would for any other order.

11.   When you get to the Comments screen.

A. Type in the Comments Box See attached spreadsheet.

B. Check the box to include comments on purchase order

C. Click on the button to attach at file.  This will open up a directory of your hard drive just as when you attach a file to an email.  Select the spreadsheet with your data.  When you click on OK eVA will verify that it attached the spreadsheet.

12. Continue completing your requisition as usual.  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.

13. Keep a copy of your spreadsheet with your other contract files.  This is your proof of what you ordered

14. Below are screen shots of placing a vehicle order in eVA using this method.
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Step 7
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Step 9
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Step 10
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Step 10
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