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PurchasingpolicyOverview
Allfaculty and staffnust remainresponsible stewards of state and university assets by complyinghétbstablished
policies and proceduresutlines in University Policy 21@8Purchasing Goods and ServicBEsis includes to:

A Obtain high quality goods and services at a reasonable cost
Seek competition to the maximum extent possible
Provide all qualified vendors access to public business

Condet procurement procedures in a fair and impartial manner

o o To o

Encourage participation of small, women, and minority owned businesses
A Utilize existing institutioswide contracts, where available

Purchases 085,000 or lesare delegated to employees at the Uéve. The Mason Contract Addendum should be
attached to contracts to override unallowable vendor teraml mandatory sources must be used. Employees should
useaP-Card whenever possihle

Purchases over $5,000 up to $200,000stbe entered into eVA ke Unit and approved by a Purchasing Office Buyer
Purchasing authority at this level rgiges a letter of Delegation of Signature Authotigfore making any contractual
commitments Purchase requests must include at lethasee vendor quotes, two of whh must be Micro/SWaM (when
available), unlessraexistingcontract isused. The process require$g10 day lead timeThe $5,000 threshold applies

to the total cost of the purchase, regardless of the number of payments made to the vendor or servidemprov

No Split Orders
Any purchasethat is expected t@xceed $5,000nust be processed throughVA andhe Purchasing Office. The $5,000

GKNBaK2fR aLISOAFTFASR AY ! yAOGSNEAGE t2fA08 Hmnc Ydzal y:
breaking down of a single purchase into two or more separate transactions that appeeadethe singe transaction

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

that is placed in twdransaction backo-back on the same-Pard or multiple Reards in the same unit resulting én

$2,50 order for the conference table that is followed by a $2,700 order for the matching chairs.

What is eVA?

TheDepartment of General Services (DGS) and the Division of Purchases and Supply (DPS) has established eVA to e
Virginia's leaders, suppliersnd citizens achieve maximum visibility and access to every Commonwealth procurement
opportunity. All ordersover $5,000 must be initiated in eVBontracsand payments to individuals at any dollar amount
must be initiated in eVA.

Purchasers at Mason usige eVA eMall applicatiorwhich allowstems to be purchased through an integrated web

0l &SR -adzdz/ O@I Ff 23 2 NJi2NRINBR IyaburcehaRyS a6 dRSFYARSZRND 4 A Y RS L
catalog proposalor quote Purchase Ordanformation integrateswith Banner Financeaking iteasyfor reconciliation
and payment processing

eVAAccessnd Required Training
New users must complete the and then submit an
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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

The eVA Login Request Foaisolocated at yaust be completed and include signatures of the
FLILJX AOFyiQa &adzZLISNDAA2NE a ¢Sttt a GKSANI . FYYSNI € ALFA:
Usersshouldlogin toeVA using their Mason Net ID and password (used for PatriotWeb).

This stateissued form has been modified for Mason users purchasing items of $5,000 or less. The applicant should list
OdzNN$igiii2 ¢& | RRNBaa GKF G AyOf dzR S zandimkilStomndmiberROnly those/Tields Ssked NP
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 Hllawarthase meets
one of theexemption criteria established by the state (listed below) then the purcdass 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 ove-the-counter purchases made with the®ard. Purchases must be made at the site of the sale and
LA Ol SR dzLJ 6& GKS OF NRK2f RSNX®» ¢KAa 5h9{ bh¢ AyOf dzR

4. Reimbursements (limited, see P

5. Honorarium paymentgsee, )

6. Payments to the Department of Homela Security.

7. Postage (this includes mailing services such as FedEx and UPS).

8. Business Cardsnaybe purchasd on-campus through Canon Solutions or onliheoughWorth Higginsising
the Mason PCard.(See) )

9. Sodexo Cateringshould be ordered through the onlirne FLILX AOFGA2y® { 2RSE2 LIN
campus dining and is the preferred caterer.

10. Interdepartmental charges (Se X

There are additional categories of purchases that are gtdrom 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 finamsanhesources 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 usingar®), for which Accounts Yable 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 perfor@‘al if the order will be directly billed to
Accounts Payable to ensure the vendor has a Mason G#.

Purchases made in eVA with a registereddd will be recorded in Banner Finance when the transaction is approved by
the supervisor in the Bank of Ameridéorks system. Approval by the fund/org approver is not required in eVA for
transactions paid for with a-Bard.

Processindrequisitionsin 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 processricked

G/ NBFGS | elo®Tzindokcd] With i@Ondmber (purchase order) noted, must be sent to Accounts

Payable at in order to be processed and paithe Prompt Payment Act requires agencies to pay a
vendor within 30days of receiving the goods/services or an invoice (whichever is later).
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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

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 thes
items should be entered asandividual line item and not simply combined with the price of the ordered item.
Additionally, shipping/freight and delivery fees have unique commodity cddes/A he NIGPcommodity code for

shipping or freight charges is 96286d delivery fee is 9650. 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

Anumeric code from the numbering system used by the Commonwealth of Vir
to categorize the products and services purchaged is a required element.
lye AU0SYKk2NRSNJ GKFG Aa y2G adzoYAOGaS

Commaodity Code

Non-Catalog Items considered a NoiCatalog 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 edAlerand is a required element.

Thisdefines the type of procurement that a requisition is addressing is a
required element.

A Punclout catalog is a vendor catalog embedded in eVA. It allows purchéser
Punchout Catalog Gt dgoghike A G SYa T NEnwcatalogd ifeR andXeadodnformatior
is returned in eVA format
A requisition is the starting point of an order. It is an internal document and shd
not be sent to the vendormAccounts Payable. It is identified by the pr&iQ.
Apurchaseorder is issued when the purchaser does not haveGaRI or does not
use his/her RCard for the purchase. A direct order is also issued when the venc
does not acceptardsand an invoice will be submitted to Accounts Payable fo
payment.

I LJzNOKFasS OFNR 2NRSNI A& AYyRAOIGSR
Purchase Gd Order (PCO) placedineVAwitha-P NR® / K NHS& | NB oAt R
card account.

Procurement Transaction Typ¢

Purchase Requisition (REQ)

Purchase Order (PO)

Doing Business with Mason

Vendor G Number

A Vendor G Number (G5 required in order to process a payment for a direct ordee the Vendor G Number lookup
available on the Fiscal Services websiteS I NOK F2NJ 6 KS LINRLI2ASR @SYR2NJ 60
0 dza A y S & alf the ¥ehdor ishotifed in the G# databaseSubstitute W9 form, W-8BEN or W-8BENEform must
be submittedthrough the Vendor registration portal located, hefetps://fiscal.gmu.edu/purchasing/ddusinesswith-
mason/.

(s}

eVA Vendor Accounts

Vendorsinterested in conducting business with George Mason University and otheraglateiesnusthave an active
eVA accounbeforeapurchase requests can be made, and an invoice can be procdkaeandor chooses to jogVA
4 GKS LldzND kheyindyNisitihe BNV InaimSpiage adlect! Sell to Virginibutton for registration
information. TheeVA Customer Care Team is availablevatcustomercare@dgs.virginia.gor1-866-289-7367 to assist
vendors with the selfegistration process.

Benefits forVendors
Aseltregistered eVA accoumpirovides vendors witli KS 0 Sy STA G 2F 0 SA ¢gdd & 600 1$ichiif22 3.3
provides eVAuselsy 2 LJLJ2 NJi dzy A (i & advailabld §obds andl sef/ice® BhifeR@idikirg in the eVA system
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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

Selfregistration also provides vendors a number of othals and resources such eeceiving electronic orders,
accepting FCardpayments, in addition tautomated placement on bidders ljsindnotifications for business
opportunities with Virginia State Agencies, Colleges and Universittes. vendor is unwilling to selegister they can
be state entered by submitting @aubstitute W9 form, W-8BEN or W-8BENE form through the Vendor rgistration

portal located, herehtips://fiscal.omu.edu/purchasing/ddusinesswith-mason/.

Vendor Search

Users should access te&A \éndorList prior to initiating a
purchase equisition in eVAIn addition to verifying that the

)
Ry

Business Opportunities

Virginia's Marketplace

Transparency Statewide Contracts

vendor is registered with eVA (setfgistered) or has been paid by
the state in the past (statentered), the user may determine if a
vendor isMicro/SWAM certified, accepts®ardpayments and/or
accepts orders electronicallyThe user may search the listing by

O, search eVA

Refreshed E
S Training is |

Search Orders, Suppliers & Contracts
Public Spend Reports
eVA Vendor List
Marketplace Metrics
Vendor Catalog Lookup
Construction Awards

Government to Government

trapas

yt

—

SYyGiSNRAYy3a lye LRNIA2Yy 2F (KS SO =
vA)
\~—rF

eturn fo VA Home Page

NI) a

eVA Vendor List

View Full SBSD List
View Inactive Viendor List

endor Name, vendor location name, vender Customer Code or VLIN NIGP/Class Codes, separated by comma

izza

SWAM Type

All SWAM Values

O - Micre Business

S - Small Business

M - Minority Owned Business
VY - Women Owned Business

Registratien Type
ALL

Self-Registered
State-Entered

Enter 3-digit parent code to see vendors registered under that
class (e.g. 005)
NIGP Code Lookup

[7) Check to use 'Name starts with' search logic.

d tarti
endor names starting Zip Codes (US: First 5-Characters, Foreign: First 5-

Characters. Uppercase and no spaces)

ESO - Employment Service Organization

L) Return vendors with all selected criteria. Multiple zip codes can be entered with commas to separate

values

For exampleif a usertypes the wordé LIA T T | ¢ Ay thisvBlpopufate thdskarch resilts Rithll related
vendor nameslocations, etc

I —

eMall Supplier Name eMall Address 1 City St Zip Accept Yeceptf Accepts
(Vendor Loc. Std Name) Elect

Orders
hdive [ VS0000065441 sjring Piaza Pizza LLC Chanilly 4078 Airline Parkway Chantilly VA 20151 Y v ¥
Active JY V50000099136 Annas Pizza Subs & Moore Annas Pizza Subs & Moore 14911 George Washington Mem Hwy Glenns VA 23148 N M M

State

The farleft column, marked Status, will identify vendors as Self (forrsgitered vendors) or State (indicating state
SYGtSNBR OSYR2NEROU® ¢KS aSINDODK |faz2 @NSr@EcHdsadeiWN OISy R:
Selecting he Vendor 1Dwill give additional details on the vendor including a contact phone number and name for the
vendor.

-
e

Log in with your Agency account

eVAUserAccount Overview

To login to eVA procurement, go ftwips://eva.virginia.gov/and select
Buyer LoginThenLogin with you Agency accouaind selecGMU.This
will bring you to the Mason single sign on/2PAease note that first time
users will be prompted to electronically sign €A Acceptable Use
Acknowledgement.

O‘ Search eVA

o
(=]

<

o
=
=

Radford University

CKNOWLEDGEMENT
Talso acknowledge that I will report violations immediately 1o the COVA Entity eVt Security Officer, as well as the e¥4 Global Security
Officer at eVASecurity(@dgs.virginia.gov

=

< = o o
=]
= c c <

Please review the docuemt in
full and then complete the
acknowledgment to continue.

C

&

My signature acknowledges that I have read, understood and will adhere to the ¥4 Acceptable Use Policy. Return this form to your
Entity eVA Security Officer.

The e¥4 Entity’s Security Officer shall maintain a copy of this form (hardcopy or electronic).

| accept the terms and conditions
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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/

Homepage; Welcome to eVA

The Welcome to eVA homepage provides an overview of the curréRtao f A &

back to the homepage at any point during an eVA session, simply click on the eVA log in the upper lefflcetopy.
leveltab details and use cases are discussed below.

Browse Suppliers
Create
Credentials
Qualifications
Performance Center
Risk Center
Assessments
Cooperative Usage Reports
Cooperative Members

Manager Center

Subcontractor Reports

Search Products

To begin &atalog ordeyopen the
Filterpanel andthed LIA Y € A |
page. This wiknsure it appears on

the page each time.

Check the box foPunchout Only -
and enter a Supplier nam&hen
select the correct supplier punchout

by clicking on the ico ctatus

1
Procurement

The key element under th8uppliers
Lo A& a. NBgaS-{
Catalog orders users should ensure
the vendor is registered in eVA priol
to beginning the order. USERS
SHOULD NEVER ATTEMPT TO

‘ My Contracts |
Browse Contracts
Schedule
Browse Templates

Contract Expenditures

For users that are also Contract
Administrators, the Contracts tab
may be used to review their
contract statusy selectingvly
Contracts Please note: Users

a/ wol ¢9¢ I {1} tt]
to the Doing Business with Mason
section above for guidance.

Y P

Commodity
Contract

Supplier
The Supply Room Companies € ~

Favarite Suppliers

Approved Q-

Non-Approved ltems
« Punchout Only
Previously Purchased ltems

History Browse

shouldreferta | & 2 y Qa
Commonly Used Contracts
webpage to browse current
contracts for goods and services.

Usersmaybegin an order by going t8earch Products

To begin a&Non-Catalogorder, Of A OAdd i K
NonCatalogtemé 0 dzihéreeyitap the
details of each item based on the vendors quot
or other details. Users will add the Supplier
information before completing the order.

Search Products

X

Browse Requisitions

Create Requisition
Create Confirming Order
Create DPS Administrative Request
Group

Browse Orders

Pending Receipts

Browse Receipts
Create

Browse Allocation Templates
Create

Queue Management
PRs to be Assigned
PRs Assignments in Progress

PRs Assigned by me

PRs Assigned to me

From the Procurement tab users
may Create Requisitions, Browse
Orders, Create Receipasd View
Pending Receipts.

r{9w{ {1 h}][5 b9zt
/ hbCLwaLbD hw59w
communicates these orders to eVA
directly and no user entry is
required.

May 2023

Filter By Commodity ~ Search Products
m Reset
~ 0 Selected
Report Center
< O % Report Center
ACCESS REPORT CENTER

Users with a Reporting role may login to eVA
to Access Report Center use the Reporting
tool available on the eVA webpage.

FYR 2NRSNJ aidl dz


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/

eVA Dashboard

ew Suppllrs  Conracs Shop  Procurement  ReportCantr R ) Search for Productsp
< 7 Welcome to eVA ] initiate a new Purchase
8 Expected dte format: My 5 Requisition (REQ)
Search For Products My to-do list: contains
& items that require
action from you
My to-do list 4 Results What's my order status? 1 Results B
. Req. Keywords Reference Number 2 K | u Q é Y é E
e Preme 2R e BN e sooncosonn status?:contains
gy OB R [ —— 2NRSNEH adl
o 8, SO wicll] # & w R, smous assigned PO(c.

Add a Mason Purchase Card0@d)

Users who have a Small Purchase Charge Cazdn® issued by Mason may add the card to their eVA profile. Once
added, the RCard may be used as the payment method on orders of $5,000 or less when the chosen vendor accepts tf
P-Card. Typically, vendorstiv Punchout Catalogs also accept th€&d and this provides a convenient way to quickly
place orders. Please note the users must choose to add-tbarf to each order AND a complete allocation is still

required. The FCard will not become the defaulagment method.

To add a FCard, go to your profile by clicking on your name in the upiggnt-handcorner and then selectiniyly
Profile. On the Profile Management pageavigate tothe Pcard Info section arttien selectAdd Pcard

9 Heather S. - @ { 9 % Profile Management : Heather STRANGE
L My Profile m
= My to-do list

Pcard Info
D My Scheduled Tasks

Add Peard
[=5 My addresses
@ Logout O Result(s) €z
PCard Manage 8 OB X
=3
@ Fields marked by an asterisk * are mandatory X

®

User Login
STRANGE Heather
Pcard Label
Heather's P-Card
Card Provider™
Visa
Name (as it appears on your card)*

Heather Strange

Card Number ®*
1234568957741212
Expiration Month*®

February

Expiration Year*
2026

May 2023

PcardLabel:should be
labeled so you can
identify as your FCard
For exampleg

a1l S0 K9 NRxE

Required Information
complete all required
card information and
then chooseSave &
Closeto complete

Please note it may take
24 hours for your P
Card to be redy to use
in eVA. Please plan
purchases accordingly

8



Add Deliver to Name

Usersmustenterad 5 St A @S Nundegtheip Profil€ ié 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 theluser wil

have to recreate the order and add the DelivelName.

To add a Deliver to name, go to your profile by clicking on your name in the uppehaigthitcorner and then seleiy
Profile. On the Profile Management page, navigate to the Deliver To (text field) and enter your themelickSave

S My Profile

en Ha
Fairfax Virginia 22030
UNITED STATES
703-993-2580
acctpay@gmu.edu

My to-do list
My Scheduled Tasks
=) My addresses Deliver To

Logout Deliver To*

Heather Strange

Favorite a Supplier

'aSNER OFly aFlF@2NRGSE
in eVA. After logging into eVA, go to tBapplierstab and
selectBrowse SuppliersEnter terms into the Keywords
search box.

Once the correct supplier is located, clickk S

vendor search or purchase requisition.

eVARequisitiorRequirements

a dzLJLJt

Gadl NJ
favorite the supplierThe supplier will now be listed under
Favorite Supplierand can be selected when completing a

<

Keywords Alerts
The supply room v . My Commodities

Filters

Keywords : The supply room

¢ fy) Suppliers  Contracts  Shop  Procurement  Manage  Report Center
O B 4 Browse Suppliers B t
- : £ z

Commodity ®

Tier 1 Supplier Only: v Level: Supplier Group

The purchasing process at Mason depends upancriteria: method of payment (is the purchaser using-@&d or is

Accounts Payable going tsige adirect paymenti 2

0KS @Sy R2ND Acfdent TyfEs theenter 3eNX &
registered in eVAr state-entered).Users should only select vendors witfia ¢ ! O A @S
typesof shopping experience$l)the purchaser can select items fromRdzy O K 2 dzii &

{ eDbffers thNE &
Ot G I-rhathfained y |

site that integrates with eVA, @R) by entering items as a Ne@atalog order based on a vendajuote 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:

1 Is the vendoselfregistered with eVA? If so, does the vendor:

0 Accept the PCar®

0 Accept electronic orderd

0 Have a Punabut catalog in eVA?
T +SYyR2NA

gKEY il SBER&GFKNS dzyl ot S (2

LINE OA RS (i frBered S NI

vendors will be NoiCatalog Orders and require a vendor quote or other details.
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POCategory

eVA fees are assessed based on the PO
Category. All routine purchases and all
PunchQOut catalog orders should be

C]

Requisition: REQ628211 - Req. 11/1/2022 (Draft)

=3

assigned PO CategdrRp1- These Header
purchases will incur eVA fee&Examples e — i
include:Office, lab, and other supplies, Type: PO Category-
. . . urchase [x 28 - Routine Q-
goods such ad-shirts, promotional items, e —
equester Reference Number
software, subscriptions (up to 1 yegrand kil 8-
. . Procurement Transaction Type*
other tangible items Sl Ko ihroior o-
Header Field 1 Header Field 2
Specifipurchase$ave been determined Status

by the Commonwealtho be exempt from
eVA fees and should be assigned PO
CategoryX02¢ These purchases witiot
incur eVA feesExamples include:
Professional membership dues
entertainment (speakers, lecturers, musicians, performesdyertising and other categorie3he complete list is
available in the eVA Exemption Guide (Appendix).

&izate Blanket Purchase Qagl

RaggliSS Integration?

DO NOT checkthebox¥d &/ NBFGS . fFy1Sd t dNOKF&AS hNRSNE 2N &. &L

Procurement Transaction Type

For NonCatalog ordes, the user will select the Procurement Transactions type for the ofdes.categories most
frequently selected wilbe SuppliesNon-Technologymost 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) a&hah-Professional ServicesNonTechnologyconsultants, 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 shtmdtitke type

that represents the largest dollar amount of the order.

Procurement Transaction Types to Use
Equipment NoRTechnology

Equipment Technology
SuppliesNon-Technology

Supplies Technology

Non-professional Services Nefiechnology

Non-professional Services Technology
Printing
ALL OTHER TYPES LISTED

May 2023

Examples

Furniture, telescopes, athletic and aquatic equipment
Computers, servers, monitors

Books, office/lab supplies, student event supplies
Computers, computer components, software

Consultants, guest speakers, entertainers, security guards,
subscriptions, duesibrary, banking, hotels, bus transportation,
catering, advertising

Cable/satellite TV services, cell service
Printing of brochures, posters, newsletters

Please do not use without peigsion from the Purchasing Office

directly atpurchl@gmu.edu
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Commaodity Code

For NonCatalog orders, the user will addCommodity Code to ‘cor:ﬁmdw 0.
each line itemThe Commodity Code is a numeric code from the| sis00- orrice suppLies, ceneraL

numbering sys¢m used by the Commonwealth of Virginia to 61573 - Recycled Office Supplies

categorize the products and services purchasagtchasers can :;;::Emtuo;ﬂ[intklwd

type a product term into the search field and choose the one thg oo vacuine repsir tooks, omee

most closely matches the purchase.

See All

Allocations

Accounting details, includingifrd 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, organial 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 calitgitis a 5
code used to classify the purchase by expenditure type. For example, thenacoole for office supplies is 74120. A list

of commonly used expenditure account codes is available on the Fiscal Services website at Expenditure Account Code
The activity code is an optional element used by -@bstring units. Each section is alpha ruim and searchable. To add
more than one accounting line click theAllocatiorbutton.

Allocations

Orders Over $5,000

Purchases exceeding th&,800 departmental limitation are processed through the Purchasing Office. The purchaser
will enter the order in eVAs acatalog or norcatalog orderOncethe order has been approveay the unit approverit

is transmitted electronically to the Purchasing Office where it will be assigneBucchasingOffice Buyer. The
PurchasingOffice Buyer will then place the order. @a thePurchasingOffice Buyer becomes involved, the

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

When placing orders over $5,00@ is
important to add comments in the
Internal Commentfield that mayassist the i I EEIE]
PurchasingOffice Buyer tocomplete the — Select a document type

purchase Quotes, drawings or pictures of | o B
the desired items should be attached to
the requisition byclickingon Attachments
selectingNew Documenand then
determining if the new attachment will be |

anInternal Attachmenbr aSupplier
Docunent (visible to the supplier)All
information for the Purchasing Office

Buyer should be marked as &riernal Attachment

Content editor e O x

Allocations

Attachments
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Receiving an Order over $5,00When 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 e€eipt 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 3Edcoray@gmu.ediuThe department must note the

Purchase Order number on the invoice.

Purchase Amount Purchasing OfficRequirementsand Lead Times

Over$5,000-up to- | For purchases where the one time or cumulatestimated cost of the materials, supplies «

$200,000 services is greater than $5,000, at least three written quotations should be obtained. At
two quotes must be from Micro/SWaM vendors. In cases where two certified Micro/SW
vendors are solicited and tharice is determined to be fair and reasonable the third
competitive quote is not required. Administrative letiche is approximately 5 to 10 days.

Over$200,000- For purchases where the one time or cumulative estimated castpscted to banore than
Invitation for Bids $200,000, competitive sealed bidding is required. Bids should be solicited from at least
(IFB) a2dz2NOSad {2t A0AGlFIGA2y A NB (2 AyOfdzRS |

advertised in eVA and on the Purchasing Web Pagde®bids are opened and read alouc
at a public bid opening. When appropriate, a Notice of Award or Notice of Intent to Awa
publicly posted for 10 days after the applicable decision has been made. Administrative
time is approximately 21 days, botay be as long as 60 days

Over$200,000¢ For purchases expected to exceed $200,000, competitive sealed proposals, resulting ir
Request for Proposal competitive negotiations is required. Proposals should be solicited from at least six sou
(RFP) SEAOAGIGAR2Yy A INB G2 AyOfdzZRS | YAYAYdzy

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 posteddfatays
after the applicable decision has been made. Administrative-timad is typically 6680
days depending on complexity. There is no mechanism for an expedited RFP

Approval Process

All nonP-Card orders are approved electronicadly® G KS bsXzpelyikor ar debigdated approvmefore they are
submittedto the vendor orreturnedto the purchaser to approve, prifiax. The Approver should review the order for

policy compliance, budget availabilisgmpleteness and accuracy. All orders must halegitimate business purpose

FYR FRKSNB (2 alazyQa LIz2NOKFaAy3d LRt A OajedtdadandvetlnBed oA 2 y I
the submitter for review and/or additional comment.

eVA approvers who will be away from the office for areexted period should delegate their approval authority to
another eVA user in their absenckhe stepby-step process for Approvers is outlined in #¢A Approverscuide
(Appendix).

Changeor CancelReceiver ReturnProcess

If a departmental purchasahanges 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 $199t®e purchaser is NOT required to enter the changed
information in eVA.

Apurchaser may change cancelany 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 shatite the Change or Cancetocessn eVA and call the
vendor immediately to verify the chanfgancellation referencing the order numbePRlease refer to theVA Search,

Copy andChange Order GuidgAppendix)
May 2023 12
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Receive or Return an Order

Non-P-Card aders should be received in eVA. The purchaser will Create a Receipt for the order and verify that the item:
have been receivedf a purchaser wishes to return items after an order is receitlezl; should contact the vendor to
determine the process foht 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 rehed, the purchaser should follow up to ensure that a credit has been issued by the
vendor to the appropriate f£ard account, a correct invoice received or a refund check proces&atushould be
processed in eVA following the guidelineshe eVA Oder Receiveor Return GuidgAppendix).

RejectedOrders& Banner Integration Errors
A purchaser will occasionally receive a message from indicating that his/her order hasjestedor denied.
1 ¢KS LJzNDKLI a S N&Eektthe pulichad af $hidoceursgthe approver should write a comment in the
appropriate field to inform the initiator of their reason(s) fi@jection
1 The Office of Sponsored Programs (OSP)nejagtthe purchase. A representative from OSP should write a
comment in the appropriate field to inform the initiator of their reason(s) fiejection
1 The International Tax Office may delay approval for foreign vendors if required information is missing.

In other cases, therder mayfail to integrate with Banner Rance, the repository for financial transactions at the
University2 KSy GKA& 200dz2NAX (GKS 2NRSNI gAff akKz2g Fa awSldzsSa
Please refer to theVA to Banner Integration Error Resolution Guifte instructions on how to resolve these errors
(Appendix).
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= Join the Fiscal Support and Connections
mEsoa‘ﬁ FiscalLearning & Engagement PP
https://fiscal.gmu.edu/training/obtain -training-materials/

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

UNIVERSITY

eVA Exemption Guide

azal 3JI22Ra YR aSNIAOSa Ydza (eledtrbnicpideNdEnieht yStéin, hirireher, Soma y 3
exceptions are allowedf a purchase meets one of the exemption criteria established by the state (listed below) then
the purchasedoes not have to be completed through eVA procurement

Purchases that are exept from eVA procurement:

1. Individual travel and lodging.

Registration fees for conferences.

Small oveithe-counter purchases made with the@®ard. Purchases must be made at the site of the sale and

picked up by the cardholder. This DOES NOT include orfldrs@S a 2y (G KS @Sy R2NDRA S«

Reimbursements (limited, séecimbursement Guidelinks

Honorarium payment¢see,Honorarium Payment Guidelings

Payments to the Department of Homeland Security.

Postage (this includes mailing services such as FedEx and UPS).

Business Cardsnaybe purchasd oncampus through Canon Solutions or onliheoughWorth Higginaising

the Mason PCard.(SeeBusiness Card Guidelines

9. Sodexo Cateringshould be ordered throgh the onlineCatertraxt LILX A OF GA2y ® { 2 RSE2 LI\
campus dining and is the preferred caterer.

10. Interdepartmental charges (Seézcharge proceds

wn

© N gk

Routine Purchases (R01)

The items listed below are examples of items that are subject to eVA fees (charged to M&sse) are items that may

be purchasedri eVA or directly with a vendor usingd * NR | YR YdzA G 0 S in@VA addioAdErh$tie | &
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-$hirts, promotional itemssoftware, lab supplies

4. Tangible items not otherwise classified.

5. Subscriptions (periodicals, services, software, etc. for bona fide business purposes, NOT TO EXCEED ONE YE

Purchases exempt from eVA fees (X02)

The items listed below are exempt from efé&s (charged to MasonJhese are items that may be purchasea&VA or
directly with a vendor using a®ard, howeveri KS t h /| 1 S32NE T A St Rinstke&dddRDIRiIn 6 S O
eVA and/or during the Bank of America allocation process. ThieWA 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 conttad workshop instructors.

Accreditation fees and academic testing services.

Advertisements in newspapers, magazines, journals, radio or television.

Real estate leases.

Exhibition rental fees for exhibitions of historical artifacts or works of art.

Publicutility payments (electric, natural gas, water sewer).

Purchases from public auction (nefectronic).

State Agency to State Agency payments.

©COoNOO AW
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Join he Fiscal Support and Connections

FiscalLearning & Engagement

. 2 . . ) Network at https://fiscal.gmu.edu/fscn/
https://fiscal.gmu.edu/training/obtain -training-materials/

Create a Catalog OrdereVA

AlGSYa

isused

Verify the Vendor

F N2 Y -lihe caefogfhatanieilates @itfi the eVA platfornSelectedtems andthe vendor information
to create a purchase requisition automaticailthe eVA format.

eVA)
. —
1. Access the eVA Vendor List and perform a Search. | v verketpiace  Business Opportunicies | Transparency | statewide Contracts
+SNATE G(GKFG GKS @Sy R2 N NEREEEA s R YR
their ability to accept electronic orders and/orGard e
. . . . Refreshed E
payments. (See th®oing Business with Mas@ection B Training is | DSl tishon
of the eVA Manual for additional guidance) o Government to Government
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 V@/W-8 through the Mason vendor portal. A G# is required before payment can be
issued. (See thBoing Business with Mas@ection of the eVA Manual for additional guidance)
Create the Requisition
<
o 4
1. GO to httDS//evaVII’QInlaQOV/aI"Id Se|eCt O, search evA Log in with your Agency account Log in with your Agency account
Buyer LoginThenLogin with you Agency N |
. . . K
accountand selectGMU. This will bring W
you to the Mason single sign on/2FA.
2. On the homepage sele&hopfrom the menu bar and then click @!—-@ R
on Search Products — C—
) ) W I t VA earc roducts
3. Open the Filter panel from the left side of the screen. We coomees
NEO2YYSYR @2dz &Ly é KXKP LIKSSo 2R YiKEAGEhaigipaaSthdayand 2 dzi
of the Supplier whose punchout Catalog you would liketoViesd G KS a{ S+ NOK t NP RdzOG &
4. Click on the Cart icon next to the correct supplier to view their Catalog and place an order.
< b0 I g Search Products
Q Search Reset x
Filter By Commodity ~ SLi:;vgIzﬂr}c:I::‘r:ubLornuarui&
Commaodity
. Filters Status: Approved Punchout Only: + Search Products : supply room companies
Contract
N . § Order Image Commodity Product Code @ Supplier PR/Order items Label Detailed Description
Favorite Suppliers
Status |- _ The Supply Room Companies GMU
Aoproved o- The | SUppiies Roen ™™ Companieioay | Punchowt
NorrAgoroved lems "o alé%ﬁ!.\f GENERAL -?ornu;uue»_\ Punchout l\‘gl\l‘UJ Office, Tech Supply & Furniture - S
« Punchout Only |_
Previously Purchased Items OFFICE The Supply Room The Supply Room Companies VSU
Th 5 ~ A Punchour
" History Browse 'H @ a[:)%ﬁ.lly SC,Lé:?;?I/E\SL I"SRC I::rllll-‘;!":f\ vsu lc'\.-"?g]gﬂtmg, Tech Supplies & Furniture
its =2 ¥
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5. The suppliers Punchout Catalog will open. You can browse products and add them to your cart within the
CatalogNote: The Supply Room Catalog has created GMU specific lists under Favorites for easy ordering.

Home  Quick Order  Ink And Toner + I Favorites « IMyAccounts A Live Chat Online ‘

Manage Favorites Lists

The Save money. Training Binder

I . i 3 g

fl';gﬁ,.‘f Save the day. ‘ Enter keywords or item # .i!f At 3T

GMU Paper
h View Cart Submit Cart
GMU Sit Stand Desk I
Options
Welcome back, George Mason University Acct: 5555555-GMU/EVA

6. After all products have been added to tBatalog cart, click thé { dzo YA G / | NI uttod Mdpendirg S O |
on the vendors terminologyto return toeVA and complete the Catalog Order.
7. IntheHeadersection, enter the required

Header
information as follows:
. Name * QOrganization™
a. Name Title for thepurchase Req. 11/3/2022 A247-402 Fiscal Services @
6SEI YL S a¢{ w/ |mwe PO Category”
. Purch O- -
aMmpcTyED D
i i i Requester* Reference Number
b. Organization Do not change. Will Strange Hezther o-
default as aSS|gned Procurement Transaction Type *
c. Type Will default toPurchase ’
Header Field 1 Header Field 2

d. POCategory { St SO0 aw . ;
NB dzi Ay S LIZNOKI & S| st

specific purchases exempt from o
fees. (See, eVA Exemptions Guide)

e. Requester Will default to user. reate Blanket Purchase Order

f. Reference NumberOptional field. Bypass Integration?

g. Procurement Transaction Type
Select as appropriate. (See, eManual)

h. Header Field 1, Header Field @ptional fields.

i. DO NOT check the box fGreate Blanket Purchase Order Bypass Integration

8. Intheltems & Servicesection, verify the products and quantities are correct.

9. To add an Allocation to the entire
purchase ordey select all items and
GKSy Ot AO01 a{Si ! f

1009y SN amnné Ay GKS
as the Fiscal Year, select the Fund or
Org, and Account code. Then cligiply
and Close The allocation will be
recorded for all lines. To spthe allocation, click the-Allocation buttonand repeat the steps.

+ Allocation

% Fiscal year* Organization Allocation Fund Activity Account® Acc. Cross Reference < Organization ®*

100] % 2023 - VA Wide © - M19367 - Employee © ~ . . 74120 - Office o- A247-402Fiscal @~
@ Legal Relations Supplies Services

11. To add an Allocation to each line iteralick the pencil ico next to the item to open thétem Details Scroll
R2gy (G2 GKS 1ft201dA2y aSOGA2yod {StSO0 aHnuoé | &
split the allocation, click theAllocation buttonand repeat the steps. Then clikveand Close

May 2023 16






























