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eVA Access at James Madison University 

Before eVA access can be given to anyone at JMU they must complete the two forms within this pdf (eVA 
Access Request and eVA Acceptable Use Acknowledgment) and if you will be purchasing within eVA 
take the eVA Overview (IT502) class through IT Training. After the forms have been received and if 
purchasing within eVA you have successfully completed the eVA Overview class you will be emailed your 
eVA account information. 

Once you have filled out the paperwork (pages one - six) it should be submitted to askeva@jmu.edu or 
mailed to Ask eVA at MSC 5720. 

About the Form 

eVA Roles: 

Reports Only – You will not be approving orders, making any purchases, nor will you need access to view 
other orders (PRs, EPs, and PCOs) within eVA.  

Purchase Requisitioner / Buyer – You will be making purchases within eVA.  

Approver of Requisitions – You will be approving orders that others have placed in eVA. 

You can be both a purchase requisitioner / buyer and an approver of requisitions. 

Expenditure Limits: 

The dollar threshold at which an order needs to be approved by someone else within a department is up 
to that department if the user is listed on the org’s signature authority card for expenditures. If a user isn’t 
listed on the org’s signature authority card then you must select $0. 

The approver you list on the form must have signage authority for the org(s) you will be buying for and 
have an eVA account. If you buy for several orgs and one person doesn’t have signage authority for all of 
them select: “None. I don’t have expenditure authority…” and someone from Procurement Services will 
contact you after you submit your form to get more information and advise you further.  

Account Changes: 

If you need to make any changes to your account please resubmit the eVA Access Request (page one) 
and select “Change” at the top of the form.  

Questions 

If you have any questions about what to put on the access form, please contact the eVA Help Desk at 
askeva@jmu.edu or 540-568-4eVA.

mailto:askeva@jmu.edu
mailto:askeva@jmu.edu
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New       Change    Deactivate 

REQUESTOR 
Requestor’s Name Department Name 
Title / Position Department Org Code 

Email Supervisor 
Phone Date eVA Training 

was or will be 
completedEmployee ID # 

Delivery Address

ACCESS 
What is your role in eVA?       Reports Only   Purchase Requisitioner/Buyer    Approver of Requisitions 

Purchase Requisitioner/Buyer 
Expenditure limits are set to establish the dollar amount at which orders must be pre-approved. 
At what dollar amount will your requisitions need approval? 
Check one of the boxes below: Any requisitioner/buyer 

with an eVA expenditure 
authority (i.e., with full 

expenditure authority or 
an expenditure limit 

greater than $0.00) must 
be listed on the org’s 

Signature Authority Card 
for expenditures. 

$0 (all requisitions need approval) 

$ Requisitions greater than this $ amount need approval.  

None. I have full expenditure authority and no approvals are needed on any requisition I 
submit. 
None. I don’t have expenditure authority but I buy for several orgs with different 
approvers. 

Person approving requisition above the 
expenditure limit (must have an eVA account): 

Orgs in which you have expenditure authority: 

Approver of Requisitions 

Orgs for which you have expenditure authority: 

APPROVAL 

Requestor’s Signature: Supervisor’s Signature: 
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