
eMall
Requisition (PR) Title Field

• Standardize the Title Field to create a searchable database   

• Streamline hard copy paper flow, reduce administrative efforts 
and eliminate the need to access eVA for certain information. 

• Create and run a buyer defined Title Search “Template”

• Can provide additional features, be used in conjunction with or 
in place of the Header Cross Reference Field



Requisition & Order Title
• Accepts approx. 128 characters electronic,  only 74 printed –

including spaces

• Free Form - Searchable only as typed by the user.  

• Prints on the top of all Requisitions , Purchase Orders and Receiving Reports.



Standardize “Searchable” internal information such as;
PCO orders Buyer Internal requisition numbers Agency stock numbers

End users Divisions Departments VITA In & Out-of-Scope orders

Identifies PCO order, the 
Buyer and the stock number.

Identifies a VITA out 
Out-of-Scope EP 
order and internal 
control number.

Identifies PCO order, buyer,  internal 
Requisition number and the end 

user/Dept.



Use Title Field to: 
• Identify PCO orders & Buyer by 

standardizing them with the 
buyers initials in the Title. 

• Hard copy eVA documents can 
be distributed back to the buyer 
without looking further.

• Non-eVA users can obtain 
information to perform required 
functions. 

Printed Receiving Report

Receiving Reports printed at time of receipt in eVA, doesn’t list the Buyer Name or Comments.

Printed Receiving Report



Creating a new Title Search Template

Click on Searches



Click Create a New Title Search “Template”

Click Create a New 
Search



1) Create a Search Name (include “Template”)
2) Category = Requisition  
3) Click on Add/Remove Search Filters. (This will bring you to a new screen.)
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1. Place a √ in all boxes.  This will permit you to use this template to search on most anything 
without having to use System Searches. 

2. Be sure to √ Requisition Title. 
3. Click OK
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Scroll down until you see Requisition Title.  Enter a value you’ve entered in your Requisition Title.  Be as 
general as possible as it will only pull in how you’ve typed it.  
I’ve inserted our Stock # 14219 for example.  You can add values to the search, such as date range, but it is not needed to 
set up a template.  Click the Search button when values are entered.

Scroll 
up & 
down 

to view 
and 

modify 
criteria



When Search is complete. Click on Save Search to save this “Template” ****

Click on 
Save 

Search



Click OK to save the Search Template. 

Your Template will remain under Searches unless modified or deleted. 

Click OK



1. Click on Explore – Searches

2. Click on the desired template Name under Search Name

3. Enter search criteria/values  

4. Click Search to Review Search Results

Using the Template



Review Search Results options:
• Click on ID number (PR #) for the full electronic procurement file. 
• Copy to initiate a new requisition- (the new PR will be under Composing in Status)
• Sort by column
• Export to Excel  

When finished, do not click save search again 
unless you want to change your original template 
to the search value changes made during this 
search.  

Click Home, Searches, Catalogs, Folders, or 
Logout to escape without template changes. 
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