eVA Tip #0008 - Procedures for Submitting Blanket Direct Orders in eVA
Definition of eVA DO Blanket Orders:  Requisitions and subsequent direct orders created in the eVA Procurement System that represent a lump sum dollar amount that is a total of present and future purchases to one vendor during a fixed period of time.  

Rules/Guidelines for Processing Blanket Orders:  

· Blanket Orders must not be processed for more than $4999.99 in total.

· Blanket Orders must be created with a specific time frame specified in the description for purchase period (Example: 1/1/05 – 5/31/05).
· Item description must clearly state that purchase order is a blanket order and the dates by which purchases must be made by (see example below).
Processing Blanket Orders:

· Contact vendor prior to placing blanket orders to be sure this will be acceptable to the vendor.  Note:  Registered eVA vendors will be charged 1% of the total of the blanket order.  If Ad Hoc’ing in a non-registered eVA vendor the PO Category Code Must be changed to R02.
· For reconciliation purposes, blanket orders must not cross over fiscal years.  Dates specified should take into account fiscal year cut off deadlines (suggestion, cut off blanket orders on 5/31/12 for the 6/30/12 fiscal year end)
· Do not over estimate the amount on a blanket order; make every attempt to create blanket orders in amounts that will be used.

· An amount of $500.00 or more not used on a blanket order will require a change order be created to decrease the dollar amount available on the blanket order.  This will ensure the vendor gets credited for the 1% transaction fee previously paid on the overage amount.
Processing Payments/Invoices Against Blanket Orders:

· Department will submit a statement noting the date, current payment, and balance left on the Blanket Order to Accounts Payable for each invoice submitted.  This statement must be clear and legible.
Example Print screens of creation of Blanket eVA Direct Orders (DO’s)

[image: image1.png]Preferences

UO®3

PR719707: Untitled Requisition
Items: 0 Total: $0.00000USD

Toggle Tips

Toggle Currency

Kl Add Title

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
scoounting, shipping, and delivery information apply

Tite:
On Behalf oF:

Delay Purchase Until: 7
Entity Code;

Fiscal Year:

PO Categary

Header Cross Reference:

ERP Requisition Number:

Blanket Purchase Order, Roberts Oxygen 2/1-5/31/05

Helmick, Mary v

216 [select ]
2005 [select ]
RoL [select ]

How To Screen Details

Helmick, Mary last visit 2/10/2005 4:55 PH. eVA Nodes

596 - 2003 Ariba Inc.
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PR719707: Blanket Purchase Order, Roberts Oxygen 2/1-5/31/05
Items: 0 Total: $0.00000USD

E1 Add Non-Catalog Item

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

How To Screen Details

Full Deseription: [Blanket Order for future purchases of oxygen tanks &
to be delivered between 2/1/05 and 5/31/05 at

$10.00 per month ¥
“Commadity Code: | Educational technology, Language labarataries | Supplier Auxiliary Part ID:

*Supplier: Roberts Oxygen Company, Inc. v Quantity b

*Contact: [ select ] Unit of Measure: coch v
Supplier Part Number: rice 50 0000007
Contract # Amount: $50.00000USD

Update Total

* indicates required field

Helmick, Mary last visit 2/10/2005 4:55 PH. eVA Nodes 596 - 2003 Ariba Inc.
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PR719707: Blanket Purchase Order, Roberts Oxygen 2/1-5/31/05
Items: 1 Total: $50.00000USD

Shopping Cart

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

the total

To hide this screen in the future, click the check box; to show the screen again, reset the default preference.

How To Screen Details

Add ftems] | Hide Details
" No. Type SR Solicit Description oty unit Price Amount
1 = I™ Blanket Order for future purchases of oxygen cach $50.00000USD §50.00000USD
Supplier: Roberts Oxyaen Company, Inc. Blanket Order for future purchases of oxygen tanks to be delivered between
Contact: Richmond - ROBERTS HOME MEDICAL 2/1/05 and 5/31/05 at $10.00 per month
Commodity Code: Educational technoloay, Lanauage laboratories
Contract Number:
ill To: James Hadison University - Accounts Payable
Small Business: |
Minority Owned Business: [~
Woman Owned Business: |
Total Cost: $50.00000USD
Edit] [Copy] [Delete Update Total
[JDon't show this page again after adding item(s)(reset in preferences)

Helmick, Mary last visit 2/10/2005 4:55 PH. eVA Nodes

596 - 2003 Ariba Inc.





Title your requisition.





Complete Non-Catalog Order, noting blanket order in description and definite time frame that this order will be effective. (Do not cross fiscal years)





Example of description: Blanket Order for future purchases of oxygen tanks to be delivered between 2/1/05 and 5/31/05 at $10.00 per month.





Complete your order, as usual, through edit for accounting details and checkout screens.
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