eVA Tip #0001 – Applying a Label To Organize Your Work
In eVA you can apply labels to organize your orders just like you can create folders to organize paperwork in your desk drawer.  A label can be applied to a requisition (PR) and/or to an order (DO or PCO).  Multiple labels can be applied to the same document.  Labels can be applied to a document from a variety of locations; there is no right or wrong method – just personal preference.
Applying a Label from the Title Page
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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 another user, that user's accounting, shipping, and delivery information apply.
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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 another user, that user's accounting, shipping, and delivery information apply.
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Applying a Label from the Checkout Page
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Approval Flow

Review your requisition, make changes as necessary, and submit the request for approval.
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Apply a Label to a Completed Requisition
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Apply a Label to a DO or PCO instead of the PR (requisition).
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A box will appear that allows you to select an existing label or to create a “New Label”





Then click on the DO or PCO #.





Click on Apply Label and a box will appear that allows you to select an existing label or to create a “New Label”








To apply a label to a DO or PCO, find the requisition and click on the PR # link.





From the Title page of a requisition a folder can be created by clicking on Apply Label.





Click on Apply Label and a box will appear that allows you to select an existing label or to create a “New Label”





To apply a label to a completed or existing requisition, find the requisition and click on the PR # link.





Click on Apply Label and a box will appear that allows you to select an existing label or to create a “New Label”
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