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New eVA Overview

In 2019, the Commonwealth of Virginia began the process of soliciting for a new eProcurement system. Through
that process, a contract was awarded to CGlwho proposed moving to a new platform called Ivalua. This new
platform, launching November 15t 2022, will bring modernization to eVA. As with any system change, there are
significant changes specifically around the look and feel of eVA along with some business processes.
ProcurementS e r v icommitment to helping our end users remains steadfast. This guide is designedto assist
those who used the previous eVA platform transition to using the new Ivalua platform.

Changes as a Result of the New Platform

Some changeswithin the system are purely cosmetic. Other changeswill impact the businessprocessesyou are
familiar with. Below is information about the changes you should be aware of.

SPCCconverted from previous eVA

If your SPCCQwas loaded into eVA prior to November 15t 2022, then it converted and is ready for use in New eVA.

SPCCno longer defaulted to A UsRcar d o

When creating a requisition, you will now need to manually select when you want to use your SPCCasit is no
longer defaulted to be used. See How to add or remove a SPCConto a requisition for details on this process.

SPCCno longer can be edited

Youcanno longer edit a S P C Ghéosnation, such as expiration date, after it has been added to your eVA profile.
If you need to modify the card you must delete it and then re -add it. Any SPCC changes in youmprofile happen
immediately. See How to update and remove your SPCCfor details on this process.

fiCopwow called "Duplicateod

To copy an order, you will now select Duplicate from the Requisition
1. Fromthe Requisitionyou want to copy, click Other Actions
2. In the menu that displays, click Duplicate

‘ Suppliers  Contracts  Shop Procurement  Logi
K 9 % Requisition: REQ005013 - Example REQ for Demo (Ordered) Search
=
Duplicate
Header Generate a Quote
Name Organization

3. Apop-up messagewill ask Duplicate? , click OK

procure-evauat.cgieva.com says

Duplicate?

4. The duplicated requisition will display, and you will make any necessarychangesand submit as normal
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Prefixes on purchase orders and requisitions

Although purchase orders from the last two years will be converted into the new platform, those converted
purchase orders will be renumbered and some will have new prefixes. See table below for specifics.

Non-SPCC Ordersthat converted to the new platform (previous two
EP PO years) will be assigned a new prefix and number. For

PurchaseOrder example, EP9265381 will convert to PO0000132.

Orders that converted to the new platform (previous two

SPC(C];g;crhase PCO PCO years) will be assigned a new number. For example,
PC09265379 will convert to PCO0000146.
Requisitions that converted to the new platform (fully
Requisitions PR REQ approved within the previous two years) will be assigneda

new prefix and number. For example, PR782469 will
convert to REQO000764.

Options _to change or cancel a purchase order moved

Previouslyin eVAyou would go into the requisition to cancel or change a purchase order. In New eVA, both of
these options are located within the purchase order, at the top center. Look for Change Order or Cancel PO.

PO: PO3553398 - Req. 4/6/2022-Unregistered Supplier - Unregistered Supplier (Ord... Q

Options to withdraw a purchase order

If you have submitted an order for approval that has not yet made it through the approval flow and you need to
make changes to information in the order, the withdraw requisition button will allow you to edit the order
before it moves on to the necessary approver.

Requisition: REQ192051 - Jeremy Test 02 (In progress)

e | e

Header

Name E Organization
Jeremy Test 02 A216-JMU Purchasing
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Change order numbering

Conv

erted Orders

In new eVA, a converted order from the old eVA system will be able to be edited through a change order. When
creating a change order on a converted order from the old eVA system, it is im portant that you include the original
order number in the title or in the Reference Number section. Every time a n amendment is made to an order,
including converted orders, a new REQ number will be created.

Header

Name*

PO111111 Change Order - (Original Title)

Type*®

Purchase

Requester”

Good Jeremy

Organization”
A216-)JMU Purchasing [ I

PO Category”
[ R01 .- Routine o-

eference Number

o~ PO[111111

Requisition
When creating a change order, the new requisition will not retain the existing number and add a version number
at the end, i.e. REQ12345V3. Rather, a new REQ numberwill be created and the previous purchase order
version will be listed on the requisition header under Order's amendment.

)

Change

Amend#

Add Ne

Header

Name

Amend

Type

Requisition: REQ005019 - Amendment request 3/11/2022 PO002984 (Ordered)

Order

Significant Change Request? ®

Change Types(s) Description of Changes ®

w Item(s)

ment request 3/11/2022 PO002984

Organization

PO Category

b e

;
g

Order’'s amendment

Purchase Order (PO or PCO)
When creating a change order, the new POor PCOwill retain the previous purchase order number and a -# will
be appendedto the purchase order. For example, the original purchase order might be, PO002984,and the first
change order would be numbered PO002984 1. The previous purchase order version will be listed on the

requisition header under Order's amendment.

PO: PO002984 - Copy of Example REQ for Demo- Dove Medical Supply, LLC - Dove Medical Supply, LLC (Amended)

i
2 Header
® Name

Copy of Example REQ for Demo- Dove Medical Supply

Buyer Contact
Piker Doug

Initial P.R.

REQ005015-Copy of Example REQ for Demo

Order Date

= Other Actions ~

Organization
A216-VP Academic Affairs

v Order's amendment

3/11/2022

Internal Order

Original order : PO002984 - Copy of Example REQ for Demo- Dove Medical Supply, LLC
Amendment n°1 P0O002984-1 - Amendment request 3/11/2022 PO002984- Dove Medical Supply, LLC
Ship to

JMU - Procurement Services
752 Ott St
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Requisition _comments 1 supplier section vs internal _section

The New eVAplatform no longer allows you to select a checkbox for a comment to be visible to supplier or
internal only. Rather there is a dedicated area for supplier comments and a separate area for internal comments.
This is true for both the header comments and lin e item comments.

Requisition _attachments i supplier visible upload vs internal only upload

The New eVA platform no longer allows you to select a checkbox for an attachment to be visible to supplier or
internal only. Rather when adding the attachment(s) you will need to selectif it isan Internal Attachment or a
Supplier Document , after that selection hasbeen made you ¢ a rswitth the visibility. Youwould need to delete,
and then re-attach using the correct document visibility type. See Adding Attachments to a Requisition for details
on this process.

PO print_suppliers 1 reminder _approval _removed

If a supplier was state-entered, unregistered (ad h o ¢ Gdsglf;registered but not setup for electronic ordering
and would have been a POPrint Vendor in eVApreviously, you were added as an approver to your requisition at
the very end as a reminder. In New eVA, that is not the case. You will need to ensure the supplier is setup for
electronic ordering and that they have received your purchase order. When in doubt, verify with the supplier.

Blocking _error _messages

When creating a requisition, certain selections may result in a blocking error message. When this happens, the
requisition cannot be submitted for approval and you must correct the error. For example, if you selecta
Deactivated supplier record, you will not be able to submit. This blocking error messagewill display with a red
caution circle.

Items & Services

[nd 0 Selected + Add line

© The supplier is not available for purchasing based on their account status.

& 1 © 546082-1 Product test

1 Result(s)

Challenges & Known Issues of the New Platform

Vendors _may not get vour orders _electronically

The New eVA platform removed the Ariba network where suppliers previously viewed your purchase orders and
SPCdnformation, if supplied on the order. For now, if you do not get any form of confirmation from the vendor
directly within one businessday, we highly encourage you to confirm with the supplier that they did receive your
purchase order.

Non -catalog requisitions and purchase orders display a warning icon

When creating a non-catalog item, the requisition and purchase order will display a warning icon. eVA was
unwilling to fix this issue, so departments can ignore this particular warning message. This warning will display in
two different ways.

On the line item
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Items & Services

I 1 Selected + Add line Copy Selected Lir
A Non-catalog requisition Order Item Refer|
v & @ A 6701-1 Product
1 Result(s)

On the top right

Alerts / Messages

A\ Requisition lines have one or more
NON-blocking alerts
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Signing into eVA

This process will remain unchanged, users can plan on using their elD and Passwordto Duo into the system.

Usemame or email address

Enter your password

Forgot Your Password?

OR

Log in with your Agency account

Log In

Click ALog I ndo underneath ALog in with your Agency accou

eVA

Log in with your Agency account

Ccov

Clickhn J MUOG from the |isting of Universities

Version 2.0 i Dec 2022 - jmu.edu/procurement/eVA



ATTENTION:

MU eID

goodip

JAMES MADISON UNIVERSITY.

Protect Your

Privacy!

use your web browser to
login as you
Win

Login with your elD and Password, once you have you will receive a Duo push to finalize login.
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Creating a Punchout Catalog Order

This section covers the processto complete an order with a punchout catalog supplier. Please note that at this time, if
you create a punchout catalog order and need to edit the order, eVA will not let you re -visit the punchout catalog.
Instead you will need to delete/cancel the order and re -submit with the correct items.

1. ClickShop and then in the dropdown menu, click Search Products

\)
&y

Suppliers Contracts Shop

Welcome to eVA

Search Products

2. Clickthe Filter Icon on the left-hand side

< D

Filter By Commodity =

Filters

Search Products

Search Products
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3. The Filter menu will expand out, click the checkbox next to Punchout Only, and then click Search

Commodity

Contract

Supplier

Favorite Suppliers

Status

Display Options
Non-Approved ltems

Generic Only

I « Punchout Onlyl

Previously Purchased Items

History Browse

4. The screenwill now display all the suppliers with punchout catalogs. You can either browse the listing,
which will be several pages long, or you can search for a supplier by their name in the Search Products
field.

o If utilizing the Search Products field, click Search after entering the s u p p Inamer 6 s

b ¢
Filter By Commodity ~ Search Products .
Q Search Reset
Filters PunchoutOnly: Vv
—r 0 Selected
Order Image Commodity Product Code ® Supplier
Abrasives,
s Sandblasting Colonial
s u (Other than Scientific Inc
Metal)
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5. Once you have found the punchout catalog for the supplier you need, click the Shopping Cart / Globe
Icon. Youwill then be taken to the s u p p | punehou catalog to shop as you normally would.
There are several punchout catalogs for bigger suppliers, please make sure you are
choosing the JMU specific punchouts.

6. Shopasnormalonthe s u p p Iwebsite,éusd once finished submit or checkout your cart backto eVA.

7. Complete the Header information for the requisition.
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