Login, Basic Task Management, and Basic System @!@
J
Preferences

This Quick Reference Guide includes explains how to log into eVA, browse through the menu tabs that
are used to perform basic management tasks, turn off optional notifications, and delegate your tasks.

A. Login and Basic Task Management

Navigate to the eVA homepage (eva.virginia.gov) then click on Buyer Login.
1. Enteryourlogin credentials.

2. Select Log In to log in to eVA.

)
Ol

Welcome

n_\ Login to eVA UAT

Forgot Your Password?

OR

Log in with your Agency account

3. Click the eVA logo to return to the Home Page anytime.

4. Click the different menus on the menu bar to view the respective menu options.
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5. Select the Suppliers menu to browse and look for suppliers” information.

Suppliers Sourcing Contracts___Shop  Procurement  Analytics Admin  Config  Integration Logi

a Browse Suppliers

Credentials
Qualifications
Registrations Search For Products Useful links
Searchl| Gather Information ﬂ

Answers

Performance Center

Campaigns
My to-do list Evaluations 124 Results What's my order status? 45 Results
Risk Center
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Process s Task =+ Object Performer = Status 5 Hanes Advanced Seareh
Quick Quete — TR ¥
Workflow Created Test Project ALl Samsul
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- AZ36-Animal
» oo, /187907 .
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7. Select the Contract menu to browse contract

My to-do list

Process

Quick Quate
Workflow

Contract

VA Purchase
Requisition
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Draft
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Draft
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Care Facility
A236-Animal . y
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. Select the Shop menu to search catalog items.

My to-do list
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Quick Quate
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eVA Purchase
Requisition
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Draft
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9. Select the Procurement menu to create requisitions as well browse existing orders
and requisitions.

Suppliers  Sourcing  Contracts S Analytics  Admin @ Config  Integration  Logi
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i Welcome to eVA
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10. Select the notification indicator to keep yourself updated with important notifications.
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Process = Object Performer ¢  Forwardedon = Action's date (UTC-5) Status Duedate = I
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Analysis

An emor occurred while loading the Webpart. |F the problem persists, please contact an administrator.




11. Select the User menu to manage basic tasks.

Suppliers  Sourcing Contracts Shop  Procurement  Analytics

Aed Home

Document Display Basic Part Open Workflow Tasks

The content is not set
Process Object
VA

s+ Administrative
4 A
Request - by
Type

s COVAPurchase
Requisition

o €VA Purchase

Analysis

An error occurred while loading the Webpart. If the problem persists. please contact an administrator.
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Performer =
ALl Samsul
ALl Samsul

Forwarded on =

2/10/2022

Action's date [UTC-5) =

11

Status

My Profile
= My to-do list

My Scheduled Tasks
=7 My addresses

= Logout

Select the My Profile option to adj
delegate workflow tasks.
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13. Select My to-do list to view your pending validations.
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An eror occurred while loading the Webpart. If the prablem persists, please contact an administrator.
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14. Select the My Scheduled Tasks option to list all assigned calendar tas
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Requisition
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An eror occurred while loading the Webpart. If the prablem persists, please contact an administrator.
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B. Turn Off Optional Notifications

1. Select the My Profile option from the User drop-down menu.
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2. Under the Subscriptions section, check or uncheck the desired notifications to subscribe
or unsubscribe.

Note: You will not be able to unsubscribe from certain mandatory notifications.

e Suppliers  Sourci Contracts. Procurement  Analyfics  Admin  Confy Integration i
== ppl ing Shop Iytics /3 egra Logl
< 9 % Profile Management : Samsul ALI L Search =
Mame format
First Name Last name -
Currency
usD -
Format lang
English (United States) Q-
Date format
2/10/2022 3:46:28 AM Q-

Customized date format
Number format
-1.234 567,89 -

Customized number format

Subscriptions

CTR - Notice date achieved fﬂ
CTR - Renegotiation option in an Evergreen contract

CTR - Renewal study period
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Peard has expired

Subcontract Payment Report

LA VR R UL TR UL

Subcontract Payment Report Open

C. Delegation

1. To delegate your approvals or your account access for a specific period of time,
select My Profile from the User menu.
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Analysis

An erar occurred while loading the Webpart. If the prablem persists. please contact an administrator.




2. Inthe Delegation section, you will see two choices: Give my private access to and Give
my approval workflow tasks to.

Suppliers Sourcing

Analyfics

Admin

Profile Management : Samsul ALI

Accessibility Settings

Accessibility mode
Display passive notifications on pages

+ Display the contrast settings button in header

Identity
Tite First Name* Last Mame*
o Samsul Ali
Email Internal Identifier
samsul.ali@infoproleaming.com
Position @ Status
Active O

Phone Last Connection
Phone Last Connection

2/11/2022 at 2:02 AM with IP address: 10.212.29.79
Cell Phone

Tracking
Fax

Created on 11/2/2021 10:29:38 AM (UTC-3) by susankennedyia

Madified on 2/10/20.

Include this user for Bid Notifications

4:55 PM {UTC-3) by samsulali@infoproleaming.com

Config  Integration  Logi

Search
Delegation rﬂ
Give my private access o From To
- +
Give my approval workflow tasks to From To
- +
Organisations/Commodities
Organization Perimeter Commodity Perimeter
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B [ eVA-Wide
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[ eVA-Wide

chy

@

@ Legal hierarchy

7 eVA-Wide

Approval Escalation @

Organization (@

2valuels) selected

3. From the Give my private access to drop-down, select the name of the individual to whom you are

delegating access, and select the From and To dates.

This will give the selected individual access to your entire eVA account.

Contracts  Shop

Procurement

Analytics  Admin

Config  Ini

Profile Management : Samsul ALI

Accessibility Settings

Accessibility mode
Display passive notifications on pages

v Display the contrast settings button in header

Identity
Title First Name* Last Name*®
o Samsul Ali
Email Internal Identifier
samsul oproleaming.com

Pasition @ Status

Active O

Phone Last Connection
Phone Last Connection
2/11/2022 at 202 AM with IP address: 10.212.29.79
Cell Phone
Tracking
Fax

Created on 11/2/2021 10:29.38 AM (UTC-5) by susan kennedyia

Madified on 2/10/2

Include this user for Bid Notifications

12:44:55 PM [UTC-3) by samsulali@infoprolearming.com

=3

Delegation
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= 'H
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=
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To
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4. From the Give my approval workflow tasks to drop-down, select the name of the individual to
whom you are delegating access, and select the From and To dates. Here you are granting
access your approval workflow tasks only.

eV Suppliers Sourci Contracts. Procurement  Anal Admin  Confiy Integration ]
— P! ing Shop ytics g begra Log
< 9 Profile Management : Samsul ALI Search b
1
Accessibility Settings Delegation
Accessibility moee Give my private access 1o From To
- -
Display passive notifications on pages
. : Give my approval workflow tasks to From To rn
+ Display the contrast settings button in header
- S +

Identity
Organisations/Commodities
Title First Name * Last Name ™
o Samsul Al O PEry . " .
rganization Perimeter Commodity Perimeter
Email Internal Identifier
SR & waluels) selected 2 walues) selected
Position & Status B Organizational hierarchy B
Active O Include this user for Bid Motifications B [ eVA-Wide B
B Geagraphical hicrarchy

B [ eVA-Wide
Phone Last Connection B Legal hierarchy

o) (o VA
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2/11/2022 at 2:02 AM with IP address: 10212 2979

Cell Phone

= Approval Escalation @
Tracking

Fax Organization @
Created on 11/2/2021 10:29:38 AM (UTC-5) by susan kennedy@cgl.c

Maodified on 2/10/202]

:44:55 PM (UTC-5) by samsulali@infoproleaming.com

5. Click the Save button. The names will be reflected in the Delegation section with their
respective Begin date and End date.
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< 9D 1 Profile Management : Samsul ALI L Search =
45
Accessibility Settings Delegation
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- -
Display passive notifications on pages
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|
1 Resultis) ]
Identity
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+ || samsul Al N -
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samsul. ali@infoproleaming com
Position @ Status [ 1] Amani Robinsorn 2/10/2022 4/30/2022
Active O Include this user for Bid Motifications 1 Results) o
Phone Last Connection
Organisations/Commodities
Phone Last Connection
2/10/2022 at 4:11 h IP address: 10212 29.7%
Organization Perimeter Commodity Perimeter
Cell Phone
Trackipg & valuels) sclected 2 value(s) selected
Fax B Organizational hierarchy B MGDS - Goods

Created on 11/2/2021 10:29:38 AM (UTC-5) by susan kennedy@cgi.com - o =
B & VA-Wide B [SVC - Services

R TAT
Modified on 2/10/2022 5:46:20 AM (UTC-5) by samsulaliginfoprolearning.com R enambiat vty




6. To permanently delegate specific tasks on specific orders, select My to-do list from the User menu.

Procurement  Anal

fytics  Admin

Document Display Basic Part Open Workflow Tasks
The content is not set
Process Object
VA Purchase
# ¢ A Purchase

" Requisition

Request -
Type

VA

Analysis

An eror occurred while loading the Webpart. IF the problem persists, please contact an administrator.

Config  Integration  Logi

Performer =

ALl Samsul

ALl Samsul 2/8/20Z

Action's date [UTC-5) =

Status

(2]

My Profile

My to-do list

Due oau

My Scheduled Tasks
My addresses

Logout
s Y

7. Select the checkbox for each item you wish to delegate.

eV

Suppliers
— e

{ D My pending validations
Workflow Activity © Leader

- Al Samul o-
Filters Leader: AliSamsul x Status: To bevalidated x

[ad 0 Selected
0Cess Requestor # Object
REQOOAT84 - Reg
s FISCAL - KirbyBuy:
VA
» DARSREQKIRBY REQO03724 -
: Lisa Buyers - DA
VA
p Administrative DARSREQKIRBY ...,  RECQO0G724-
# Request-by  Lisa Uz Bliyers - DARS
Type
VA Standard
#  Purchase AL Samsul
Order
A QKO 1148
# DAPurchase  KIRS
Requisition Lisa
VA
Administrative: 0 it REQOO28 R
KEAR Delores 69 q
¥ equest-py  KEARDelores 2690 o deialD-006 - Kear
Type
A QkQuole s 1121
Quick Quote o
B orkiow ALL Samsul 1122

Analytics

Admin

Delegated to

Task

VA
Approvals

Assign
Approvers

Cooperative
and
Exemgtion
Reques

Approval

Initialization
Order

Created

A
Approvals

Assign
Approvers

Created

Created

Config  Integration  Logi

Performer Forwarded on & Action's date (UTC-5) »
ALl Samsul 2/9/2022
2/8/2022

2/8/2022

AL Samsul

2/7/2022

ALl Samsul 2/6/2022

AL Samsul

AL Samsul

Status

Due date 5

Search

Delegated to

Initial performer &

ALl Samsul

>
{73

Samsul

ALl Samsul

ALl Samsul

ALl Samsul

ALl Samsul

AL Samsul

History




8. Select the Delegate button.

Contracts  Shop  Procurement

Analytics  Admin

< 9 ¥ My pending validations
Workflow Activity @ Leader Delegated to
- Al Sarmsul a-
Filters Leader: AliSamsul X Status: Tobevalidated x
[ad 2
Process Requestor # Object Task
A P KIREY A
¥ & Requsiton  Lia Approvals
VA
s Administrative Assign
[ o Request - by Approvers
Tyvpe
ovh Cooperative
5 Adwiistrative  DARSREQKIREY i
Regquest-by  Lisa Sl
Tpe Approval
eV staiin L for Feb Initialization
Shais ALI Sam atianary for Fe ializat
4 Dlte:s ALl Samsul “Penclope Lewis  Ovder
A 3,“3,:‘"3:‘“ ALl Samsul 1348 Grant and Commadity Code Test Created
p OAPurchase KIRBYBUYER ... REQO0GESI-C A
Reguisition  Lisa i Kb Approvals
A
Administrative £ Assign
KEA c I &0 E|
4 Request - by KEAR LN 2 Approvers
Type
A ekl o 1zt Created
A &fsl‘:&”“’ ALl Samsul 1123 Req. 12/17/2021 Created

Config
Search
Performer Forwarded on = Action's date (UTC-5) = Status Due date = Delegated to
ALl Samsul 2/9/2022
ALl Samsul 2/8/2022
ALl Samsul 2/B/2022
ALl Samsul 2/7/2022
ALl Samsul 2/6/2022
ALl Samsul 2/7/2022
ALl Samsul
ALl Samsul

ALl Samsul

Initial performer =

ALl Samsu
ALl Samsu
ALl Samsul
ALl Samsul
ALl Samsul
ALl Samsu
ALl Sanmsyl
ALl Samsul
ALl Sarmz

History

From the drop-down list, select the name of the individual to whom you are delegating the

task(s).

Procurement

Shop

Analytics  Admin

Config

< O 0 My pending validations Search
Workflow Activity @ Leader Delegated to
Alf Sarme o- - Reset
Filters Leader: AliSamsul X Status: Tobevalidated x
(ad
Delegate to
£ fﬂnr ¢+ Forwardedon = Action's date (UTC-5) = Status Duedate = Delegated to
| -
L Admin Clarity ALl Samsul 2/9/2022
VA Admin LI
s Administrative Baker Candace ALl Samsul 2/B/2022
v Request - by LI Samsul 2/8/2022
Type Bansal Arjun
oA Brusadin Anne
, Administrative  DARSREGKIREY Chousdiy Swagstia s —
7 Request-by  Lisa g ALl Sameyl 2/B/2022
Type Doherty Christopher
VA Standard Gunther Jason
#  Purchase AL Samsul Hausladen Lo 2/7/2022
Order
Kanneler lon
A QekQuole o camul 1348 ook ALl Samsu /612022
A Purcha TONI0085T - Copy ol ADF 7
J# Crbmeins 3653 Hedl Gen it Testi i 2/7/2022
Requisition DME - KirbwBU Approvals
evA
Administrative o pyp o REQDO2690 - Req. 12/15, Assign g
4 Request - by KEAR Deiores e D-00¢ - Kear bR ALl Samsu
Type
Quick Quote o 5 R = T
B inow ALl Samsul 1121 Req. 12/20/2021 Created ALl Samsu
A QukQuole gy 122 Req. 12/17/2021 Created

‘Workflow

Initial performer =

ALl Samsul

ALl Samsul

ALl Samsul
ALl Samsu
ALl Samsu
ALl Samsul
ALl Samsul
ALl Samsu
ALl Samsu

History




10. Select the Delegate selected tasks button

11. You may also select the Delegate all tasks button to delegate the entire list.

eVA:! Admin  Config  Integration  Logl
—
< 9 1 My pending validations Search =
T Workflow Activity @ Leader Delegated to
- Al Samsul o- - Reset
Filters Leader: AliSamsul ¥ Status: Tobevalidated x
Delegate to " " :
Process Requestor # Performer Forwarded on = Action's date (UTC-5) Status Duedate = Delegated to Initial performer = History
Admin Clarity -
v & b - 2/9/2022 ALl Samsul
Requisition L Delegate selected tasks || Delegate all tasks |
VA
. Administrative REQO0372 buses (A262- Ass e . w2 ALl Sams
A 4 Request - by Biyers - DAR ok i ALl Samsul 2/8/2022 ALl Samsul
Tvpe
ovh Cooperative
drninist . I B RO and
Py ﬁ'u':,':'_'él_l“,“ E:_AJRSR’QK'M e Exemption ALl Samsul 2/8/2022 AL Samsul
* 2 - Request
e Approval
VA Standard
#  Purchase ALl Samsul 2/7/2022
Order.
|
& aﬂlt‘ﬂ’iﬁ’“ ALl Samsul 1348 Created ALl Samsul 2/6/2022 ALl Samsul
A Purchase  KIRBYBUYER A = e
s Requisition Lisa Approvals AL Sams 2
VA
& ﬁ:!'l","sl"*t\l"" KEAR Delos 2690 Anoors ALl Samsu ALl Samsul
uest - by ers
Type
ek Quote: a1 samaul 1121 Created ALl Samsu ALl Samsul
A &\ﬂ:rﬂg:mk ALl Samsul 112 Req. 12/17/2021 Created ALl Samsul 12/20/2021 ALl Samsul

12. The name of the selected individual will be reflected in the Delegated to column of the pending
validations table.

eV Contracks  Shop  Procurement  Amalytics
[
{ 9 % My pending validations Search =
Y @ Taskis) defegated to Admin Clarity X
Workflow Activity @ Leader Delegated to
- Ali Sameul 0- * @, Search Reset
Filters Leader: Al Samsul Status: To bevalidated x
Process = Requestor # Object Task Performer = Forwardedon 2 Action's date (UTC-5) = Status Due date = Delegated to /-lm - Histor*%:i
. eVAPurchase VA S 1 ADMIN Clarity PR 1
¥ Requisition Approvals 2/972022 ALl Samsul
evA
Administrative Assign - . . @ ADMIN Clarity R
? ALl Samsul /87202 LI Samsi
¥ s LI Samsul 20812022 AL Samsul
Type
Cooperative
WA bl
+  Administrative e T i
7 Rn(‘.‘l-itfu: Exemption 2/8/2022 ALl Samsul
Trpe Request
Approval
A Standard iR
#  Purchase ALl Samsu 2206 i 2/7/2022 ALl Samsul
= Order
Order
& ke 1348 Created ALl Samsul 2/6/2022
. ovAPurhase VA o R i :
# Requisition Approvals AL Samsul 2072022 ALl Samsul
evA
o Administrative — Assign Cameul e 5 -
& Request - by 2690 Ry | Samsul 1/21/2022 ALT Samsul
Type
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