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Purchasing Policy Overview 
All faculty and staff must remain responsible stewards of state and university assets by complying with the established 

policies and procedures outlines in University Policy 2106 ς Purchasing Goods and Services. This includes to: 

Å Obtain high quality goods and services at a reasonable cost 

Å Seek competition to the maximum extent possible 

Å Provide all qualified vendors access to public business 

Å Conduct procurement procedures in a fair and impartial manner 

Å Encourage participation of small, women, and minority owned businesses 

Å Utilize existing institution-wide contracts, where available 

Purchases of $5,000 or less are delegated to employees at the Unit level. The Mason Contract Addendum should be 

attached to contracts to override unallowable vendor terms and mandatory sources must be used. Employees should 

use a P-Card whenever possible.  

Purchases over $5,000 up to $200,000 must be entered into eVA by the Unit and approved by a Purchasing Office Buyer. 

Purchasing authority at this level requires a letter of Delegation of Signature Authority before making any contractual 

commitments. Purchase requests must include at least three vendor quotes, two of which must be Micro/SWaM (when 

available), unless an existing contract is used. The process requires a 5 ς10 day lead time. The $5,000 threshold applies 

to the total cost of the purchase, regardless of the number of payments made to the vendor or service provider.  

No Split Orders 
Any purchase that is expected to exceed $5,000 must be processed through eVA and the Purchasing Office. The $5,000 

ǘƘǊŜǎƘƻƭŘ ǎǇŜŎƛŦƛŜŘ ƛƴ ¦ƴƛǾŜǊǎƛǘȅ tƻƭƛŎȅ нмлс Ƴǳǎǘ ƴƻǘ ōŜ ŎƛǊŎǳƳǾŜƴǘŜŘ ōȅ άǎǇƭƛǘǘƛƴƎ ƻǊŘŜǊǎέΦ ! ǎǇƭƛǘ ǇǳǊŎƘŀǎŜ ƛǎ ǘƘŜ 

breaking down of a single purchase into two or more separate transactions that appear to evade the single transaction 

limit. An example of a split order would be a purchase of a conference table and matching chairs for a total of $5,200 

that is placed in two transaction back-to-back on the same P-card or multiple P-cards in the same unit resulting in a 

$2,500 order for the conference table that is followed by a $2,700 order for the matching chairs.  

What is eVA? 
The Department of General Services (DGS) and the Division of Purchases and Supply (DPS) has established eVA to ensure 

Virginia's leaders, suppliers, and citizens achieve maximum visibility and access to every Commonwealth procurement 

opportunity. All orders over $5,000 must be initiated in eVA. Contracts and payments to individuals at any dollar amount 

must be initiated in eVA.  

Purchasers at Mason use the eVA e-Mall application which allows items to be purchased through an integrated web-

ōŀǎŜŘ άtǳƴŎƘ-hǳǘέ ŎŀǘŀƭƻƎ ƻǊ ƻǊŘŜǊŜŘ ŀǎ άbƻƴ-/ŀǘŀƭƻƎ ƛǘŜƳǎέ ƛŘŜƴǘƛŦƛŜŘ by sources such as the ǾŜƴŘƻǊΩǎ ƛƴŘŜǇŜƴŘŜƴǘ 

catalog, proposal or quote. Purchase Order information integrates with Banner Finance making it easy for reconciliation 

and payment processing. 

eVA Access and Required Training 

New users must complete the on-demand access based training in MasonLEAPS and then submit an eVA Access Form. 

https://shibboleth.gmu.edu/idp/profile/SAML2/Unsolicited/SSO?providerId=https%3A%2F%2Fgmu.csod.com&target=https://gmu.csod.com/ui/lms-learning-details/app/curriculum/81ec866f-25ce-42f2-a6c2-0bf0e47ae23e
https://fiscal.gmu.edu/wp-content/uploads/eVA-User-Access-Request.pdf
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The eVA Login Request Form, also located at Forms and Instructions, must be completed and include signatures of the 

ŀǇǇƭƛŎŀƴǘΩǎ ǎǳǇŜǊǾƛǎƻǊΣ ŀǎ ǿŜƭƭ ŀǎ ǘƘŜƛǊ .ŀƴƴŜǊ ƭƛŀƛǎƻƴΦ !ǇǇƭƛŎŀƴǘǎ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀ ƴƻǘƛŎŜ ǿƘŜƴ ŀŎŎŜǎǎ Ƙŀǎ ōŜŜƴ ƎǊŀƴǘŜŘΦ 

Users should login to eVA using their Mason Net ID and password (used for PatriotWeb). 

This state-issued form has been modified for Mason users purchasing items of $5,000 or less. The applicant should list a 

ŎǳǊǊŜƴǘ άShip ǘƻέ ŀŘŘǊŜǎǎ ǘƘŀǘ ƛƴŎƭǳŘŜǎ ǘƘŜ ōǳƛƭŘƛƴƎ ƴŀƳŜΣ ǊƻƻƳ ƴǳƳōŜǊ, and mail stop number. Only those fields listed 

as mandatory and in bold are required to be completed. 

Purchases Exempt from eVA 

Most goods and services must be purchased utilizing eVA, however, some exceptions are allowed. If a purchase meets 
one of the exemption criteria established by the state (listed below) then the purchase does not have to be completed 
through eVA procurement.  

Purchases that are exempt from eVA procurement: 

1. Individual travel and lodging. 
2. Registration fees for conferences. 
3. Small over-the-counter purchases made with the P-Card. Purchases must be made at the site of the sale and 
ǇƛŎƪŜŘ ǳǇ ōȅ ǘƘŜ ŎŀǊŘƘƻƭŘŜǊΦ ¢Ƙƛǎ 5h9{ bh¢ ƛƴŎƭǳŘŜ ƻǊŘŜǊǎ ǇƭŀŎŜǎ ƻƴ ǘƘŜ ǾŜƴŘƻǊΩǎ ǿŜōǎƛǘŜ ƻǊ ōȅ ǘŜƭŜǇƘƻƴŜΦ 

4. Reimbursements (limited, see Reimbursement Guidelines). 
5. Honorarium payments (see, Honorarium Payment Guidelines). 
6. Payments to the Department of Homeland Security. 
7. Postage (this includes mailing services such as FedEx and UPS). 
8. Business Cards - may be purchased on-campus through Canon Solutions or online through Worth Higgins using 

the Mason P-Card. (See, Business Card Guidelines). 
9. Sodexo Catering ς should be ordered through the online Catertrax ŀǇǇƭƛŎŀǘƛƻƴΦ {ƻŘŜȄƻ ǇǊƻǾƛŘŜǎ aŀǎƻƴΩǎ ƻƴ-

campus dining and is the preferred caterer.  
10. Interdepartmental charges (See, Recharge process). 

There are additional categories of purchases that are exempt from the eVA assessed fees, but still require purchase 

through eVA. Please review the eVA Exemption Guide available in the Appendix of this manual.  

Banner Finance Integration 

Banner Finance is a comprehensive information system comprised of finance, human resources and student modules. 

The finance module of this administrative software is used to record financial transactions resulting from activity at the 

university. All direct bill purchases made through eVA (not using a P-Card), for which Accounts Payable will issue 

payment, will integrate with Banner Finance and appear as an encumbrance on the fund/org being charged once 

approved by the fund/org approver for the unit. User should perform a G# lookup if the order will be directly billed to 

Accounts Payable to ensure the vendor has a Mason G#.   

Purchases made in eVA with a registered P-Card will be recorded in Banner Finance when the transaction is approved by 

the supervisor in the Bank of America Works system. Approval by the fund/org approver is not required in eVA for 

transactions paid for with a P-Card.  

Processing Requisitions in eVA 
Routine purchases of goods and services, payments for dues, subscriptions and services previously provided are 

processed in eVA. In these situations, the department may have received an invoice directly from the vendor that is to 

be processed for payment. When required, enter the payment in eVA following the appropriate process listed under 

ά/ǊŜŀǘŜ ŀ wŜǉǳƛǎƛǘƛƻƴέ ōelow. The invoice, with the PO number (purchase order) noted, must be sent to Accounts 

Payable at acctpay@gmu.edu in order to be processed and paid. The Prompt Payment Act requires agencies to pay a 

vendor within 30-days of receiving the goods/services or an invoice (whichever is later). 

http://fiscal.gmu.edu/forms-and-instructions/
https://fiscal.gmu.edu/accountspayable/reimburse-employees/
https://fiscal.gmu.edu/accountspayable/process-honorarium-payment/
https://fiscal.gmu.edu/business-cards-and-printing-contracts/
https://masoncatering.catertrax.com/
https://fiscal.gmu.edu/controllers/recharge/
https://famap.gmu.edu:8280/ords/f?p=105
mailto:acctpay@gmu.edu
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Shipping and Delivery Charges 
If an eVA order includes a charge for shipping/freight or if there is a delivery fee associated with the order, each of these 

items should be entered as an individual line item and not simply combined with the price of the ordered item. 

Additionally, shipping/freight and delivery fees have unique commodity codes. In eVA the NIGP commodity code for 

shipping or freight charges is 96286 and delivery fee is 96750. Shipping and freight charges are not subject to eVA fees 

and must be on an individual line item with NIGP commodity code 96286 so these fees are not assessed. 

Commonly Referenced eVA Terms 

Commodity Code 
A numeric code from the numbering system used by the Commonwealth of Virginia 
to categorize the products and services purchased and is a required element. 

Non-Catalog Items 
!ƴȅ ƛǘŜƳκƻǊŘŜǊ ǘƘŀǘ ƛǎ ƴƻǘ ǎǳōƳƛǘǘŜŘ ǘƘǊƻǳƎƘ ŀ ǾŜƴŘƻǊΩǎ tǳƴŎƘƻǳǘ /ŀǘŀƭƻƎ ƛǎ 
considered a Non-Catalog order. The user must enter all item details including 
description, price, commodity code, and quantity. 

PO Category This is a reference to the type of eVA order and is a required element.   

Procurement Transaction Type 
This defines the type of procurement that a requisition is addressing and is a 
required element. 

Punchout Catalog 
A Punchout catalog is a vendor catalog embedded in eVA. It allows purchasers to 
άtǳƴŎƘoǳǘέ ƛǘŜƳǎ ŦǊƻƳ ŀ ǾŜƴŘƻǊΩǎ ƻƴ-line catalog. All item and vendor information 
is returned in eVA format. 

Purchase Requisition (REQ) 
A requisition is the starting point of an order. It is an internal document and should 
not be sent to the vendor or Accounts Payable. It is identified by the prefix REQ. 

Purchase Order (PO) 

A purchase order is issued when the purchaser does not have a P-Card or does not 
use his/her P-Card for the purchase. A direct order is also issued when the vendor 
does not accept P-Cards and an invoice will be submitted to Accounts Payable for 
payment. 

Purchase Card Order (PCO) 
! ǇǳǊŎƘŀǎŜ ŎŀǊŘ ƻǊŘŜǊ ƛǎ ƛƴŘƛŎŀǘŜŘ ōȅ ǘƘŜ ǇǊŜŦƛȄ άt/hέ ƛƴ Ŝ±!Φ ¢ƘŜǎŜ ŀǊŜ ƻǊŘŜǊǎ 
placed in eVA with a P-/ŀǊŘΦ /ƘŀǊƎŜǎ ŀǊŜ ōƛƭƭŜŘ ƛƳƳŜŘƛŀǘŜƭȅ ǘƻ ǘƘŜ ǇǳǊŎƘŀǎŜǊΩǎ t-
card account.   

Doing Business with Mason 

Vendor G Number 

A Vendor G Number (G#) is required in order to process a payment for a direct order. Use the Vendor G Number lookup 

available on the Fiscal Services website to sŜŀǊŎƘ ŦƻǊ ǘƘŜ ǇǊƻǇƻǎŜŘ ǾŜƴŘƻǊ όōŜ ŀǿŀǊŜ ƻŦ ǎǇŀŎŜǎΣ ǇǳƴŎǘǳŀǘƛƻƴ ŀƴŘ άŘƻƛƴƎ 

ōǳǎƛƴŜǎǎ ŀǎέΣ ŜǘŎΦύ If the Vendor is not listed in the G# database a Substitute W-9 form, W-8BEN, or W-8BEN-E form must 

be submitted through the Vendor registration portal located, here: https://fiscal.gmu.edu/purchasing/do-business-with-

mason/.  

eVA Vendor Accounts 

Vendors interested in conducting business with George Mason University and other state agencies must have an active 

eVA account before a purchase requests can be made, and an invoice can be processed. If a vendor chooses to join eVA 

ŀǘ ǘƘŜ ǇǳǊŎƘŀǎŜǊΩǎ ǊŜǉǳŜǎǘΣ they may visit the eVA homepage and select I Sell to Virginia button for registration 

information. The eVA Customer Care Team is available at evacustomercare@dgs.virginia.gov or 1-866-289-7367 to assist 

vendors with the self-registration process.  

Benefits for Vendors 

A self-registered eVA account provides vendors with ǘƘŜ ōŜƴŜŦƛǘ ƻŦ ōŜƛƴƎ ŀōƭŜ ǘƻ ǇǳōƭƛǎƘ ŀ άtǳƴŎƘoǳǘέ ŎŀǘŀƭƻƎΣ ǿhich 

provides eVA users ŀƴ ƻǇǇƻǊǘǳƴƛǘȅ ǘƻ ǾƛŜǿ ǘƘŜ ǾŜƴŘƻǊΩǎ available goods and services while remaining in the eVA system. 

https://www.doa.virginia.gov/forms/CVG/W9_COVSubstitute.pdf
https://www.irs.gov/pub/irs-pdf/fw8ben.pdf
https://www.irs.gov/pub/irs-pdf/fw8bene.pdf
https://fiscal.gmu.edu/purchasing/do-business-with-mason/
https://fiscal.gmu.edu/purchasing/do-business-with-mason/
http://www.eva.virginia.gov/pages/eva-i-sell-to-virginia.htm
mailto:evacustomercare@dgs.virginia.gov
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Self-registration also provides vendors a number of other tools and resources such as receiving electronic orders, 

accepting P-Card payments, in addition to automated placement on bidders list, and notifications for business 

opportunities with Virginia State Agencies, Colleges and Universities. If the vendor is unwilling to self-register they can 

be state entered by submitting a Substitute W-9 form, W-8BEN, or W-8BEN-E form through the Vendor registration 

portal located, here: https://fiscal.gmu.edu/purchasing/do-business-with-mason/.  

Vendor Search  

Users should access the eVA Vendor List prior to initiating a 

purchase requisition in eVA. In addition to verifying that the 

vendor is registered with eVA (self-registered) or has been paid by 

the state in the past (state-entered), the user may determine if a 

vendor is Micro/SWAM certified, accepts P-Card payments, and/or 

accepts orders electronically. The user may search the listing by 

ŜƴǘŜǊƛƴƎ ŀƴȅ ǇƻǊǘƛƻƴ ƻŦ ǘƘŜ ǾŜƴŘƻǊΩǎ ƴŀƳŜΦ  

For example, if a user types the word άǇƛȊȊŀέ ƛƴ ǘƘŜ ǎŜŀǊŎƘ ŦƛŜƭŘ this will populate the search results with all related 

vendor names, locations, etc.  

The far-left column, marked Status, will identify vendors as Self (for self-registered vendors) or State (indicating state-

ŜƴǘŜǊŜŘ ǾŜƴŘƻǊǎύΦ ¢ƘŜ ǎŜŀǊŎƘ ŀƭǎƻ ǎǇŜŎƛŦƛŜǎ ǘƘŜ ǾŜƴŘƻǊΩǎ ŀŎŎŜǇǘŀƴŎŜ ƻŦ ŎǊŜŘƛǘ ŎŀǊŘǎ (Y/N) or electronic orders (Y/N). 

Selecting the Vendor ID will give additional details on the vendor including a contact phone number and name for the 

vendor.  

eVA User Account Overview 
To login to eVA procurement, go to https://eva.virginia.gov/ and select 

Buyer Login. Then Login with you Agency account and select GMU. This 

will bring you to the Mason single sign on/2FA. Please note that first time 

users will be prompted to electronically sign the eVA Acceptable Use 

Acknowledgement.  

Please review the document in 

full and then complete the 

acknowledgment to continue. 

https://www.doa.virginia.gov/forms/CVG/W9_COVSubstitute.pdf
https://www.irs.gov/pub/irs-pdf/fw8ben.pdf
https://www.irs.gov/pub/irs-pdf/fw8bene.pdf
https://fiscal.gmu.edu/purchasing/do-business-with-mason/
https://eva.virginia.gov/
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Homepage ς Welcome to eVA 

The Welcome to eVA homepage provides an overview of the current to-Řƻ ƭƛǎǘ ŀƴŘ ƻǊŘŜǊ ǎǘŀǘǳǎΩ ŦƻǊ ǘƘŜ ǳǎŜǊΦ ¢ƻ ƴŀǾƛƎŀǘŜ 

back to the homepage at any point during an eVA session, simply click on the eVA log in the upper left corner. The top-

level tab details and use cases are discussed below.

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The key element under the Suppliers 

ǘŀō ƛǎ ά.ǊƻǿǎŜ {ǳǇǇƭƛŜǊǎΦέ CƻǊ bƻƴ-

Catalog orders users should ensure 

the vendor is registered in eVA prior 

to beginning the order. USERS 

SHOULD NEVER ATTEMPT TO 

ά/w9!¢9έ ! {¦tt[L9wΦ tƭŜŀǎŜ ǊŜŦŜǊ 

to the Doing Business with Mason 

section above for guidance.  

For users that are also Contract 

Administrators, the Contracts tab 

may be used to review their 

contract status by selecting My 

Contracts. Please note: Users 

should refer to aŀǎƻƴΩǎ 

Commonly Used Contracts 

webpage to browse current 

contracts for goods and services. 

To begin a Catalog order, open the 

Filter panel and then άǇƛƴέ ƛǘ ǘƻ ǘƘŜ 

page. This will ensure it appears on 

the page each time.  

Check the box for Punchout Only 

and enter a Supplier name. Then 

select the correct supplier punchout 

by clicking on the icon 

To begin a Non-Catalog order, ŎƭƛŎƪ ǘƘŜ άAdd 

Non-Catalog Itemέ ōǳǘǘƻƴΦ Then enter the 

details of each item based on the vendors quote 

or other details. Users will add the Supplier 

information before completing the order.  

Users may begin an order by going to Search Products. 

From the Procurement tab users 

may Create Requisitions, Browse 

Orders, Create Receipts and View 

Pending Receipts.  

¦{9w{ {Ih¦[5 b9±9w ά/w9!¢9 

/hbCLwaLbD hw59w{Φέ aŀǎƻƴ 

communicates these orders to eVA 

directly and no user entry is 

required.  

Users with a Reporting role may login to eVA 

to Access Report Center or use the Reporting 

tool available on the eVA webpage.  

https://fiscal.gmu.edu/purchasing/purchase-goods-or-services/search-for-an-existing-contract/
https://fiscal.gmu.edu/purchasing/purchase-goods-or-services/search-for-an-existing-contract/
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eVA Dashboard 

  

 

 

 

 

 

 

 

Add a Mason Purchase Card (P-Card)  

Users who have a Small Purchase Charge Card (P-Card) issued by Mason may add the card to their eVA profile. Once 

added, the P-Card may be used as the payment method on orders of $5,000 or less when the chosen vendor accepts the 

P-Card. Typically, vendors with Punchout Catalogs also accept the P-Card and this provides a convenient way to quickly 

place orders. Please note the users must choose to add the P-Card to each order AND a complete allocation is still 

required. The P-Card will not become the default payment method.  

 

To add a P-Card, go to your profile by clicking on your name in the upper right-hand corner and then selecting My 

Profile. On the Profile Management page, navigate to the Pcard Info section and then select Add Pcard.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Search for Products: to 

initiate a new Purchase 

Requisition (REQ) 

My to-do list: contains 

items that require 

action from you 

²ƘŀǘΩǎ Ƴȅ ƻǊŘŜǊ 

status?: contains 

ƻǊŘŜǊǎ ǎǘŀǘǳǎΩ, 

assigned PO#, etc. 

 

Pcard Label: should be 

labeled so you can 

identify as your P-Card. 

For example ς 

άIŜŀǘƘŜǊΩǎ t-/ŀǊŘέ 

Required Information: 

complete all required 

card information and 

then choose Save & 

Close to complete  

Please note it may take 

24 hours for your P-

Card to be ready to use 

in eVA. Please plan 

purchases accordingly 
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Add Deliver to Name 

Users must enter a ά5ŜƭƛǾŜǊ ǘƻ bŀƳŜέ under their Profile in order for this required field to populate on submitted 

requisitions. If the Deliver to Name is left blank the Requisition will fail integration with Banner Finance and the user will 

have to recreate the order and add the Deliver to Name. 

To add a Deliver to name, go to your profile by clicking on your name in the upper right-hand corner and then select My 

Profile. On the Profile Management page, navigate to the Deliver To (text field) and enter your name, then click Save.  

  

 

 

 

 

Favorite a Supplier 

¦ǎŜǊǎ Ŏŀƴ άŦŀǾƻǊƛǘŜέ ǎǳǇǇƭƛŜǊǎ ƛƴ ƻǊŘŜǊ ǘƻ ǉǳƛŎƪƭȅ ƭƻŎŀǘŜ ǘƘŜƳ 

in eVA. After logging into eVA, go to the Suppliers tab and 

select Browse Suppliers. Enter terms into the Keywords 

search box.  

Once the correct supplier is located, click ǘƘŜ άǎǘŀǊέ ǘƻ 

favorite the supplier. The supplier will now be listed under 

Favorite Suppliers and can be selected when completing a 

vendor search or purchase requisition.  

 

eVA Requisition Requirements 
The purchasing process at Mason depends upon two criteria: method of payment (is the purchaser using a P-Card or is 

Accounts Payable going to issue a direct payment ǘƻ ǘƘŜ ǾŜƴŘƻǊύ ŀƴŘ ǘƘŜ ǾŜƴŘƻǊΩǎ Ŝ±! Account Type (is the vendor self-

registered in eVA or state-entered). Users should only select vendors with aƴ ά!ŎǘƛǾŜ {ǳǇǇƭƛŜǊέ ǎǘŀǘǳǎΦ eVA offers two 

types of shopping experiences; (1) the purchaser can select items from a "PǳƴŎƘƻǳǘά ŎŀǘŀƭƻƎ ƻƴ ŀ ǎǳǇǇƭƛŜǊ-maintained 

site that integrates with eVA, or (2) by entering items as a Non-Catalog order based on a vendors quote or other 

documentation.  

Before beginning an eVA order, the purchaser determines what vendor is to be used and obtains the following 

information about that vendor: 

¶ Is the vendor self-registered with eVA? If so, does the vendor:  

o Accept the P-Card? 

o Accept electronic orders?  

o Have a Punchout catalog in eVA? 

¶ ±ŜƴŘƻǊǎ ǿƘƻ ŀǊŜ άǎǘŀǘŜ-ŜƴǘŜǊŜŘέ ŀǊŜ ǳƴŀōƭŜ ǘƻ ǇǊƻǾƛŘŜ ǘƘŜ ǎŜǊǾƛŎŜǎ ƭƛǎǘŜŘ ŀōƻǾŜ ŀƴŘ ŀƭƭ ƻǊŘŜǊǎ ǘƻ ǎǘŀǘŜ-entered 

vendors will be Non-Catalog Orders and require a vendor quote or other details. 
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PO Category 

eVA fees are assessed based on the PO 

Category. All routine purchases and all 

Punch-Out catalog orders should be 

assigned PO Category R01 - These 

purchases will incur eVA fees. Examples 

include: Office, lab, and other supplies, 

goods such as T-shirts, promotional items, 

software, subscriptions (up to 1 year), and 

other tangible items.  

 

Specific purchases have been determined 

by the Commonwealth to be exempt from 

eVA fees and should be assigned PO 

Category X02 ς These purchases will not 

incur eVA fees. Examples include: 

Professional membership dues, 

entertainment (speakers, lecturers, musicians, performers), advertising and other categories. The complete list is 

available in the eVA Exemption Guide (Appendix). 

DO NOT check the box foǊ ά/ǊŜŀǘŜ .ƭŀƴƪŜǘ tǳǊŎƘŀǎŜ hǊŘŜǊέ ƻǊ ά.ȅǇŀǎǎ LƴǘŜƎǊŀǘƛƻƴέ  

Procurement Transaction Type  

For Non-Catalog orders, the user will select the Procurement Transactions type for the order. The categories most 

frequently selected will be Supplies-Non-Technology (most book, office, lab and student event supply purchases such as 

pizza for student events and similar items, as well as all purchases from The Supply Room Companies, including 

purchases of printer cartridges and batteries) and Non-Professional Services ς Non-Technology (consultants, guest 

speakers, entertainers, membership dues, subscriptions, hotels, bus transportation, catering, advertising and similar 

type transactions). When an eVA order consists of more than one procurement type, purchasers should select the type 

that represents the largest dollar amount of the order. 

Procurement Transaction Types to Use Examples 

Equipment Non-Technology Furniture, telescopes, athletic and aquatic equipment 

Equipment Technology Computers, servers, monitors 

Supplies Non-Technology Books, office/lab supplies, student event supplies 

Supplies Technology Computers, computer components, software 

Non-professional Services Non-Technology Consultants, guest speakers, entertainers, security guards, 
subscriptions, dues, library, banking, hotels, bus transportation, 
catering, advertising 

Non-professional Services Technology Cable/satellite TV services, cell service 

Printing Printing of brochures, posters, newsletters 

ALL OTHER TYPES LISTED Please do not use without permission from the Purchasing Office 
directly at purch1@gmu.edu.  

 

50505050 

mailto:purch1@gmu.edu
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Commodity Code 

For Non-Catalog orders, the user will add a Commodity Code to 

each line item. The Commodity Code is a numeric code from the 

numbering system used by the Commonwealth of Virginia to 

categorize the products and services purchased. Purchasers can 

type a product term into the search field and choose the one that 

most closely matches the purchase.  

Allocations 

Accounting details, including Fund OR Org number AND Account code, are required elements in the eVA order process. 

The eVA system will not finalize the purchase requisition without the appropriate accounting information. The 

organization or fund code indicates the department, organizational unit or project that will be charged for the purchase. 

The purchaser should enter only an Org or Fund code that they are authorized to charge. The account code is a 5-digit 

code used to classify the purchase by expenditure type. For example, the account code for office supplies is 74120. A list 

of commonly used expenditure account codes is available on the Fiscal Services website at Expenditure Account Codes. 

The activity code is an optional element used by cost-sharing units. Each section is alpha numeric and searchable. To add 

more than one accounting line click the + Allocation button. 

Orders Over $5,000  

Purchases exceeding the $5,000 departmental limitation are processed through the Purchasing Office. The purchaser 

will enter the order in eVA as a catalog or non-catalog order. Once the order has been approved by the unit approver, it 

is transmitted electronically to the Purchasing Office where it will be assigned to a Purchasing Office Buyer. The 

Purchasing Office Buyer will then place the order. Once the Purchasing Office Buyer becomes involved, the 

departmental purchaser may view, but not change, the order. 

When placing orders over $5,000, it is 

important to add comments in the 

Internal Comment field that may assist the 

Purchasing Office Buyer to complete the 

purchase. Quotes, drawings or pictures of 

the desired items should be attached to 

the requisition by clicking on Attachments, 

selecting New Document and then 

determining if the new attachment will be 

an Internal Attachment or a Supplier 

Document (visible to the supplier). All 

information for the Purchasing Office 

Buyer should be marked as an Internal Attachment. 
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Receiving an Order over $5,000:  When an invoice is received* in Accounts Payable for a Purchase Order that is more 

than $5,000, Accounts Payable staff will email the eVA order initiator to confirm that the goods or services have been 

received or provided. This email certification of receipt is required before payment is made. The unit purchaser will not 

be able to Create a Receipt for orders over $5,000. *If the department receives an invoice from the vendor, the invoice 

should immediately be sent to Accounts Payable, MSN 3C1 or acctpay@gmu.edu. The department must note the 

Purchase Order number on the invoice. 

Purchase Amount Purchasing Office Requirements and Lead Times 

Over $5,000 - up to - 
$200,000 

For purchases where the one time or cumulative estimated cost of the materials, supplies or 
services is greater than $5,000, at least three written quotations should be obtained. At least 
two quotes must be from Micro/SWaM vendors. In cases where two certified Micro/SWaM 
vendors are solicited and the price is determined to be fair and reasonable the third 
competitive quote is not required. Administrative lead-time is approximately 5 to 10 days. 

Over $200,000 - 
Invitation for Bids 
(IFB) 

For purchases where the one time or cumulative estimated cost is expected to be more than 
$200,000, competitive sealed bidding is required. Bids should be solicited from at least six 
ǎƻǳǊŎŜǎΦ {ƻƭƛŎƛǘŀǘƛƻƴǎ ŀǊŜ ǘƻ ƛƴŎƭǳŘŜ ŀ ƳƛƴƛƳǳƳ ƻŦ ŦƻǳǊ aƛŎǊƻκ{²ŀa ǾŜƴŘƻǊǎΦ LC.Ωǎ ŀǊŜ 
advertised in eVA and on the Purchasing Web Page. Sealed bids are opened and read aloud 
at a public bid opening. When appropriate, a Notice of Award or Notice of Intent to Award is 
publicly posted for 10 days after the applicable decision has been made. Administrative lead-
time is approximately 21 days, but may be as long as 60 days. . 

Over $200,000 ς 
Request for Proposal 
(RFP) 

For purchases expected to exceed $200,000, competitive sealed proposals, resulting in 
competitive negotiations is required. Proposals should be solicited from at least six sources. 
SƻƭƛŎƛǘŀǘƛƻƴǎ ŀǊŜ ǘƻ ƛƴŎƭǳŘŜ ŀ ƳƛƴƛƳǳƳ ƻŦ ŦƻǳǊ aƛŎǊƻκ{²ŀa ǾŜƴŘƻǊǎΦ wCtΩǎ ŀǊŜ ŀŘǾŜǊǘƛǎŜŘ ƛƴΣ 
eVA and the Purchasing Web Page. Sealed proposals are not opened in public. When 
appropriate, a Notice of Award or Notice of Intent to Award is publicly posted for 10 days 
after the applicable decision has been made. Administrative lead-time is typically 60-180 
days depending on complexity. There is no mechanism for an expedited RFP 

 

Approval Process 

All non-P-Card orders are approved electronically ōȅ ǘƘŜ ǇǳǊŎƘŀǎŜǊΩs supervisor or designated approver before they are 

submitted to the vendor or returned to the purchaser to approve, print/fax. The Approver should review the order for 

policy compliance, budget availability, completeness and accuracy. All orders must have a legitimate business purpose 

ŀƴŘ ŀŘƘŜǊŜ ǘƻ aŀǎƻƴΩǎ ǇǳǊŎƘŀǎƛƴƎ ǇƻƭƛŎƛŜǎΦ vǳŜǎǘƛƻƴŀōƭŜ ƻǊ ǳƴŀƭƭƻǿŀōƭŜ ǊŜǉǳŜǎǘǎ ǎƘƻǳƭŘ ōŜ rejected and returned to 

the submitter for review and/or additional comment.  

eVA approvers who will be away from the office for an extended period should delegate their approval authority to 

another eVA user in their absence. The step-by-step process for Approvers is outlined in the eVA Approvers Guide 

(Appendix). 

Change or Cancel, Receive or Return Process 

If a departmental purchaser changes or cancels an order, or returns some or all of the ordered items, in most cases, 

those changes should also be recorded in eVA to ensure accurate reporting and fee assessment. When the change 

represents less than 10% of the order amount up to $199.99, the purchaser is NOT required to enter the changed 

information in eVA. 

A purchaser may change or cancel any part of an order by adding or deleting items, or changing the quantity or price of 

items after submitting the order in eVA. The purchaser should initiate the Change or Cancel process in eVA and call the 

vendor immediately to verify the change/cancellation, referencing the order number. Please refer to the eVA Search, 

Copy, and Change Order Guide (Appendix). 

mailto:acctpay@gmu.edu
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Receive or Return an Order  

Non-P-Card orders should be received in eVA. The purchaser will Create a Receipt for the order and verify that the items 

have been received. If a purchaser wishes to return items after an order is received, they should contact the vendor to 

determine the process for the return. The vendor will provide instructions on the proper procedure for returning the 

items. If a purchaser is unsuccessful in negotiating a return with a vendor, he/she may contact the Purchasing Office at 

3-2580.   

After the merchandise has been returned, the purchaser should follow up to ensure that a credit has been issued by the 

vendor to the appropriate P-Card account, a correct invoice received or a refund check processed. A Return should be 

processed in eVA following the guidelines in the eVA Order Receive or Return Guide (Appendix). 

Rejected Orders & Banner Integration Errors 

A purchaser will occasionally receive a message from indicating that his/her order has been rejected or denied. 

¶ ¢ƘŜ ǇǳǊŎƘŀǎŜǊΩǎ ŀǇǇǊƻǾŜǊ Ƴŀȅ reject the purchase. If this occurs, the approver should write a comment in the 

appropriate field to inform the initiator of their reason(s) for rejection. 

¶ The Office of Sponsored Programs (OSP) may reject the purchase. A representative from OSP should write a 

comment in the appropriate field to inform the initiator of their reason(s) for rejection. 

¶ The International Tax Office may delay approval for foreign vendors if required information is missing. 

In other cases, the order may fail to integrate with Banner Finance, the repository for financial transactions at the 

University. ²ƘŜƴ ǘƘƛǎ ƻŎŎǳǊǎΣ ǘƘŜ ƻǊŘŜǊ ǿƛƭƭ ǎƘƻǿ ŀǎ άwŜǉǳŜǎǘ wŜƧŜŎǘŜŘέ ǳƴŘŜǊ ǘƘŜ ά²ƘŀǘΩǎ Ƴȅ ƻǊŘŜǊ ǎǘŀǘǳǎέ ƳŜƴǳ ōƻȄΦ  

Please refer to the eVA to Banner Integration Error Resolution Guide for instructions on how to resolve these errors 

(Appendix).  
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eVA Exemption Guide 
aƻǎǘ ƎƻƻŘǎ ŀƴŘ ǎŜǊǾƛŎŜǎ Ƴǳǎǘ ōŜ ǇǳǊŎƘŀǎŜŘ ǳǘƛƭƛȊƛƴƎ Ŝ±!Σ ±ƛǊƎƛƴƛŀΩǎ electronic procurement system, however, some 
exceptions are allowed. If a purchase meets one of the exemption criteria established by the state (listed below) then 
the purchase does not have to be completed through eVA procurement.  

Purchases that are exempt from eVA procurement: 

1. Individual travel and lodging. 
2. Registration fees for conferences. 
3. Small over-the-counter purchases made with the P-Card. Purchases must be made at the site of the sale and 

picked up by the cardholder. This DOES NOT include orders pƭŀŎŜǎ ƻƴ ǘƘŜ ǾŜƴŘƻǊΩǎ ǿŜōǎƛǘŜ ƻǊ ōȅ ǘŜƭŜǇƘƻƴŜΦ 
4. Reimbursements (limited, see Reimbursement Guidelines). 
5. Honorarium payments (see, Honorarium Payment Guidelines). 
6. Payments to the Department of Homeland Security. 
7. Postage (this includes mailing services such as FedEx and UPS). 
8. Business Cards - may be purchased on-campus through Canon Solutions or online through Worth Higgins using 

the Mason P-Card. (See, Business Card Guidelines). 
9. Sodexo Catering ς should be ordered through the online Catertrax ŀǇǇƭƛŎŀǘƛƻƴΦ {ƻŘŜȄƻ ǇǊƻǾƛŘŜǎ aŀǎƻƴΩǎ ƻƴ-

campus dining and is the preferred caterer.  
10. Interdepartmental charges (See, Recharge process). 

Routine Purchases (R01) 

The items listed below are examples of items that are subject to eVA fees (charged to Mason). These are items that may 
be purchased in eVA or directly with a vendor using a P-/ŀǊŘ ŀƴŘ Ƴǳǎǘ ōŜ ŎƭŀǎǎƛŦƛŜŘ ŀǎ ŀƴ άwлмέ in eVA and/or during the 
Bank of America allocation process.  

1. Food purchases placed on the phone or online. 
2. Purchases made for supplies, etc. over the phone through an online portal (i.e. Purchases made on Amazon) 
3. Purchases for T-shirts, promotional items, software, lab supplies 
4. Tangible items not otherwise classified.  
5. Subscriptions (periodicals, services, software, etc. for bona fide business purposes, NOT TO EXCEED ONE YEAR) 

Purchases exempt from eVA fees (X02) 

The items listed below are exempt from eVA fees (charged to Mason). These are items that may be purchased in eVA or 
directly with a vendor using a P-Card, however, ǘƘŜ th /ŀǘŜƎƻǊȅ ŦƛŜƭŘ ǎƘƻǳƭŘ ōŜ ŎƘŀƴƎŜŘ ǘƻ ά·лнέ (instead of R01) in 
eVA and/or during the Bank of America allocation process. This way eVA will not charge Mason a transaction fee for the 
purchase.  

1. Professional organization membership dues. 
2. Entertainment payments to: speakers, lecturers, musicians and performing artists. This DOES NOT include 

consultants, seminar facilitators or contracted workshop instructors.  
3. Accreditation fees and academic testing services. 
4. Advertisements in newspapers, magazines, journals, radio or television. 
5. Real estate leases. 
6. Exhibition rental fees for exhibitions of historical artifacts or works of art. 
7. Public utility payments (electric, natural gas, water sewer). 
8. Purchases from public auction (non-electronic). 
9. State Agency to State Agency payments.  

Fiscal Learning & Engagement 
https://fiscal.gmu.edu/training/obtain -training-materials/  

Join the Fiscal Support and Connections 

Network at https://fiscal.gmu.edu/fscn/  

https://fiscal.gmu.edu/accountspayable/reimburse-employees/
https://fiscal.gmu.edu/accountspayable/process-honorarium-payment/
https://fiscal.gmu.edu/business-cards-and-printing-contracts/
https://masoncatering.catertrax.com/
https://fiscal.gmu.edu/controllers/recharge/
https://fiscal.gmu.edu/training/obtain-training-materials/
https://fiscal.gmu.edu/fscn/


May 2023   15 
 

                                  

Create a Catalog Order in eVA 
A Punchout Catalog is a vendorǎΩ ƎƻƻŘǎ ƻǊ ǎŜǊǾƛŎŜǎ catalog that is ŜƳōŜŘŘŜŘ ƛƴ Ŝ±!Φ Lǘ ŀƭƭƻǿǎ ǇǳǊŎƘŀǎŜǊǎ ǘƻ άpunchoǳǘέ 

ƛǘŜƳǎ ŦǊƻƳ ŀ ǾŜƴŘƻǊΩǎ ƻƴ-line catalog that integrates with the eVA platform. Selected items and the vendor information 

is used to create a purchase requisition automatically in the eVA format.  

Verify the Vendor  

1. Access the eVA Vendor List and perform a search. 

±ŜǊƛŦȅ ǘƘŀǘ ǘƘŜ ǾŜƴŘƻǊ ƛǎ ƭƛǎǘŜŘ ŀǎ άŀŎǘƛǾŜέ ŀƴŘ ǊŜǾƛŜǿ 

their ability to accept electronic orders and/or P-Card 

payments. (See the Doing Business with Mason section 

of the eVA Manual for additional guidance) 

2. Access the Mason Vendor G# Lookup and perform a 

search. Verify that the vendor is listed. If the vendor is not listed, direct them to the Doing Business with Mason 

webpage to submit their W-9/W-8 through the Mason vendor portal. A G# is required before payment can be 

issued. (See the Doing Business with Mason section of the eVA Manual for additional guidance) 

Create the Requisition 

1. Go to https://eva.virginia.gov/ and select 

Buyer Login. Then Login with you Agency 

account and select GMU. This will bring 

you to the Mason single sign on/2FA. 

2. On the homepage select Shop from the menu bar and then click 

on Search Products. 

3. Open the Filter panel from the left side of the screen. We 

ǊŜŎƻƳƳŜƴŘ ȅƻǳ άǇƛƴέ ǘƘŜ ǇŀƴŜƭ ǘƻ ǘƘƛǎ ǇŀƎŜΦ /ƘŜŎƪ ǘƘŜ ōƻȄ ƴŜȄǘ ǘƻ άtǳƴŎƘƻǳǘ hƴƭȅέ ŀƴŘ then type in the name 

of the Supplier whose punchout Catalog you would like to view ƛƴ ǘƘŜ ά{ŜŀǊŎƘ tǊƻŘǳŎǘǎέ ŦƛŜƭŘΦ  

4. Click on the Cart icon next to the correct supplier to view their Catalog and place an order.  

 

 

 

 

 

 

 

 

Fiscal Learning & Engagement 
https://fiscal.gmu.edu/training/obtain -training-materials/  

Join the Fiscal Support and Connections 

Network at https://fiscal.gmu.edu/fscn/  

https://eva.virginia.gov/
https://fiscal.gmu.edu/training/obtain-training-materials/
https://fiscal.gmu.edu/fscn/


May 2023   16 
 

5. The suppliers Punchout Catalog will open. You can browse products and add them to your cart within the 

Catalog. Note: The Supply Room Catalog has created GMU specific lists under Favorites for easy ordering.  

 

 

 

6. After all products have been added to the Catalog cart, click the ά{ǳōƳƛǘ /ŀǊǘέ ƻǊ ά/ƘŜŎƪƻǳǘέ button (depending 

on the vendors terminology) to return to eVA and complete the Catalog Order.  

7. In the Header section, enter the required 

information as follows: 

a. Name: Title for the purchase 

όŜȄŀƳǇƭŜΣ ά¢{w/ hǊŘŜǊ млκмр 

aмфстуέύΦ 

b. Organization: Do not change. Will 

default as assigned. 

c. Type: Will default to Purchase 

d. PO CategoryΥ {ŜƭŜŎǘ άwhмέ ŦƻǊ 

ǊƻǳǘƛƴŜ ǇǳǊŎƘŀǎŜǎ ƻǊ ά·hнέ ŦƻǊ 

specific purchases exempt from 

fees. (See, eVA Exemptions Guide) 

e. Requester: Will default to user. 

f. Reference Number: Optional field. 

g. Procurement Transaction Type: 

Select as appropriate. (See, eVA Manual) 

h. Header Field 1, Header Field 2: Optional fields. 

i. DO NOT check the box for Create Blanket Purchase Order or Bypass Integration. 

8. In the Items & Services section, verify the products and quantities are correct.  

9. To add an Allocation to the entire 

purchase order, select all items and 

ǘƘŜƴ ŎƭƛŎƪ ά{Ŝǘ !ƭƭƻŎŀǘƛƻƴΦέ 

10. 9ƴǘŜǊ άмллέ ƛƴ ǘƘŜ ҈ ŦƛŜƭŘΣ ǎŜƭŜŎǘ άнлноέ 

as the Fiscal Year, select the Fund or 

Org, and Account code. Then click Apply 

and Close. The allocation will be 

recorded for all lines. To split the allocation, click the +Allocation button and repeat the steps. 

11. To add an Allocation to each line item, click the pencil icon  next to the item to open the Item Details. Scroll 

Řƻǿƴ ǘƻ ǘƘŜ !ƭƭƻŎŀǘƛƻƴ ǎŜŎǘƛƻƴΦ {ŜƭŜŎǘ άнлноέ ŀǎ ǘƘŜ CƛǎŎŀƭ ¸ŜŀǊΣ ǎŜƭŜŎǘ ǘƘŜ CǳƴŘ ƻǊ hǊƎΣ ŀƴŘ !ŎŎƻǳƴǘ ŎƻŘŜΦ ¢ƻ 

split the allocation, click the +Allocation button and repeat the steps. Then click Save and Close. 

 




















