
New eVA Buyer Portal 
On Monday, May 21st, the eVA Buyer Portal will have a brand new look and feel.   

 

Today, the eVA Buyer Portal looks like this: 

 
 

Beginning May 21st, the eVA Buyer Portal will look like this: 

 



Important Note! - Changes to the portal are only navigational and affect how you access the following 

eVA items: 

1. eMall/eForms – used to enter a requisition 

2. Preferences – used to update password or credit card information 

You will also see new information and graphs on the eVA Portal page.  

These changes will not affect how you enter purchase orders into eVA.   

 

The following information outlines the new portal changes and how to: 

1. access the eMall/eForms to enter a new or access your Requisitions  

2. update your pCard or password from Preferences 

3. navigate the new eVA Buyer Portal homepage. 

Enter a Requisition 
After May 21st, to access the eVA eMall / eForms to enter a Requisition:  

 

1. Select the Go To dropdown located in the top menu 

 
2. Select eMall / eForms 

 
 

You will then be directed to the eMall / eForms homepage, which looks like this (this page is unchanged 

from the current version of eVA): 

From this screen you may create or search for requisitions as normal.  



Preferences (Add/Edit PCard, Change Password) 
From the new Buyer Portal, select “Preferences” on the top right-hand section of the screen. 

 

“Preferences” links to the same “Change Your User Preferences” screen that you are used to.  From this 

screen you can change your password and manage your PCard information.  

 

 

Buyer Portal Navigation 
The new buyer portal offers some features that the previous portal did not. 

 

Recent Documents 

The Recent Docs tab displays a list of requisitions created by you in the last 30 days.  It shows the PR 

number for the order, a description, the status of the requisition (composing, submitted, approved or 

denied), and the date the order was created. 

 

Select the Requisition ID (PR) number to navigate to the Requisition. 



 

Pending My Approval 

The Pending My Approval tab displays a list of all requisitions that are currently waiting for your 

approval.    

 

Search for a Requisition 

The Search function on the “Recent Docs/Pending My Approval” widget is available for both the Recent 

Docs and Pending My Approval tabs.  This feature will search all columns (ID, Description, Total Amount 

and Create Date) for orders created by you in the last 30 days. 

 

Entity Spend Summary 

The “Entity Spend Summary” widget displays overall UMW spending for the last four quarters, including 

the current quarter.  This data is based on spend for the entirety of UMW buyers, not just orders you 

have placed.   

 

The image below is an example.  It does not display current spending data at UMW. 



 

Document Summary 

The “Document Summary” widget shows the number of PR’s created by you in the last 30 days.  The 

PR’s are sorted by current status (in composing, submitted, ordered).   

 

If you have any questions about the new eVA Portal Page, please contact procure@umw.edu or  

tess@umw.edu.  
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