Pcards and eVA
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Is the purchase being made over-the-counter in a retail store? 





Is the purchase eVA-exempt? http://www.vcu.edu/procurement/evaexemp.htm 





Does the vendor accept Pcard orders?





Note: Don’t worry about any instructions for liquidating Banner encumbrances – this will be handled by Admin Services.





Place the order over the phone or internet and note exempt status on Pcard log.


Process complete.





Is the vendor eVA-registered? 





Regardless of how the Pcard purchase is completed, you must continue to retain and submit proper documentation. Use updated Pcard log effective Feb. 1, 2008





Submit a purchase requisition form to SOMPurch for normal eVA requisition. You must receive the req in Banner upon delivery.


Process complete.





The order must be entered in eVA as a requisition by submitting a purchasing req to SOMPurch. This request must be clearly marked as a Pcard order. You will then contact the vendor to place the order and provide your Pcard info. You will not receive this order in Banner, and it will not be invoiced to AP for payment.


Process complete





The order must be entered by you in eVA as a PCO order. If vendor accepts electronic orders through eVA, process is complete. If they don’t accept electronic eVA orders, contact them to place the order & provide Pcard information.


Process complete.





If you have more than 1 Pcard saved in eVA, be careful to choose the correct person’s Pcard and the correct index.





Make the purchase & note that it’s over-the-counter on Pcard log. 


Process complete.
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Find out if a vendor is registered, accepts Pcards  & accepts electronic ordering: http://learnabouteva.dgs.virginia.gov/Vendors.aspx








