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Who We Are

eVA Business Unit

eVA Business Manager
Deputy eVA Business Manager
Billing and Collections Manager
eVA Billing Customer Care Team
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What We Do

• Oversee and Administer the eVA Contract
• Monitor Contractor Compliance
• Perform Market Research
• Recommend Enhancements to Increase User 

Efficiency
• Participate in Development of New Functionality
• Monitor eVA Dashboard Utilization
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What We Do

• Manage Business Plan and Finance Structure
• Perform Financial Reporting
• Accurate and Timely Invoicing of eVA Fees
• Respond to Billing Customer Questions
• Resolve Billing Disputes
• Process Refunds
• Collect Past Due eVA Fees
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Why use eVA?

• Administrative Efficiency: 
$15 - $20 vs. $125 per PO

• Historic Procurement Data
• Systems Duplication
• SWaM Access to Business        

Opportunities
• Competition
• Cost of Goods & Services
• Delivery times
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eVA Fees

• Why do we have fees? To support the eVA program

• What are the eVA Fees?
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Current eVA Transaction 
Fees – Vendor

*Refer to the Current eVA Fee Schedule (dated 07/01/2014)

*Current Vendor Transaction Fees:

eVA Self-Registered, DSBSD-Certified Small Business
• 1.0%, Capped at $500 Per Order

eVA Self-Registered Businesses that are NOT a 
DSBSD-Certified Small Business
• 1.0%, Capped at $1,500 Per Order

*Fees are subject to change
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Current eVA Transaction 
Fees – Agency

*Refer to the Current eVA Fee Schedule (dated 07/01/2014)

eVA Self-Registered, DSBSD-Certified Small Business
0.1%, Capped at $500 Per Order

eVA Self-Registered Businesses that are NOT a 
DSBSD-Certified Small Business

0.1%, Capped at $1,500 Per Order
Businesses That Are Not eVA Registered Vendors 
(State-Entered or Unregistered [Ad Hoc] Vendors)

1.1%, Capped at $3,000 Per Order
No fees charged to vendor

*Fees are subject to change
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Minimize
Transaction Fees

• Utilization of Self-
Registered Vendors

• Utilization of DSBSD-
Certified Small 
Businesses

• Create line Item for 
Shipping/Freight & use 
Correct NIGP code

• Choose the Right PO 
Category

• Process Change Orders 
when needed

• Place transactions in 
eVA (eVA Dashboard)

• You can control the 
impact to your agency 
when you make 
procurement 
decisions!
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Why does a vendor’s 
registration type matter?

Self-Registered 
(SR) Vendors 

State-Entered Vendors 
(SEV) or Unregistered 
Vendors 

Vendor creates eVA account YES NO
Accepted eVA Vendor 
Registration Agreement

YES NO

eVa fees per order Agency pays 0.1% 
capped at $500 and 
$1,500 based on 
the vendor’s 
DSBSD 
designation.

Agency pays 1.1% 
capped at $3,000, 
regardless of the 
vendor’s DSBSD 
designation.
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Placing Orders –
Shipping/Freight

• Agencies and vendors do not pay eVA 
transaction fees on shipping/freight if:

• Single shipping/freight line item only, not 
the entire purchase order 

• Correct NIGP code selected

• Shipping NIGP 96286 –or-

• Freight NIGP 96286
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Placing Orders –
Vendor Location

• Select Vendor by correct Vendor Location
• Do not select a vendor whose name contains:

• “Do Not Use” in the Supplier Contact field
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Placing Orders –
Vendor Location

• Choosing an incorrect vendor or vendor location 
results in:

• Incorrect vendor is actually billed
• Calls to eVA Billing and the buyer
• Change Orders
• Efficiency 
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Choose the Right PO 
Category

E =

Emergency

R = 

Routine

P = 

Proprietary

S = 

Sole Source

VR = 
Technology 

Routine

VS = 
Technology 
Sole Source

VP = 
Technology 
Proprietary

VE = 
Technology 
Emergency
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Choose the Right PO 
Category

Exclusive purpose of identifying:

Purchases exempt from eVA agency
and vendor transaction fees

• New PIM 34 - To enhance transaction transparency, 
analysis, and reporting

• Mandatory Use of eVA (APSPM 14.9.b.)
• Optional Use of eVA (APSPM 14.9.c.)

• eVA-excluded procurement transactions and non-
procurement (payment) transactions

X02 = 

Exempt
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Change Order Information

• Change Orders are self-correcting to eVA fees.

• Buyers should issue Change Orders to correct 
open balances on Purchase Orders.

*WHY?*
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Change Order Example

In May, a PO is issued to not exceed $40,000
• $400 eVA Fee – Vendor
• $40 eVA Fee – Agency

In September the work is complete and the vendor 
invoices the Agency for $15,000.  The actual fees:

• $150 eVA Fee – Vendor 
• $15 eVA Fee – Agency
 The eVA fees are calculated on Purchase Order totals.  If a 

Change Order is not issued, the Agency and the vendor are not 
accurately billed.  The Agency’s spend is also not reflected 
correctly in reports. 
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eVA Fees 
For Non-Compliance

The eVA Dashboard 
• Password protected electronic dashboard

• Monthly self-certification of compliance or non-compliance 
with APSPM - Chapter 14 Electronic Procurement

• If a transaction is not exempted by APSPM 14.9.b or 
14.9.c., the agency assesses an uncapped 2% eVA Fee of 
the total dollar value of the non-compliant eVA purchase 
transactions.

• An adjustment of 2% is made to the agency’s billing 
account.



12/12/201
7

19

Non-eVA Transactions Log
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eVA Dashboard



Lottery
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When Are 
Customers Billed?

• Invoices are issued bi-monthly.

• Payments are due in 30 days.
• Collection process starts when fees are 60 days past due.

All Agencies

Vendors whose Names begin 
with A thru J, Numbers, and 
Special Characters

• January
• March
• May

• July
• September
• November

Vendors whose Names begin 
with K thru Z

• February
• April
• June

• August
• October
• December
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eVA Billing and 
Payment Portal



Invoice & PO Search



Payment Portal
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Collections Steps

1. Issue Invoice

2. Non-Payment / Issue Dunnings Letter

• Vendors must keep new eVA fees current if a request 
for an alternative payment arrangement is to be 
approved.

3. Submit to TAX for Debt Set-Off Program

4. Non-Payment / Deactivate Vendor Account

5. Submit to OAG



Deactivated Vendors

• Why should you continue to make payment to deactivated 
vendors?

• Contractually obligated
• Possible match through the Debt Set-Off Program
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Vendor Reinstatement

• Vendors may request reinstatement by completing the 
“Request Reinstatement of Your eVA Account” form.

• Vendors must pay eVA account balance prior to being 
reinstated. 



Questions?

Thank You!
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