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eMall 2011 Upgrade Notes  

  a review of the system changes 
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eMall 2011 Upgrade Notes  

On the weekend of December 3rd the eMall (Shop Now) component of eVA will be upgraded to a new 

version.  While the basic functionality of Requisitioning, Approving, Integration, Ordering, Receiving 

and Profile Updates has not changed there are some significant look-and-feel changes (screens, 

navigation) and some new functionality as well.  This document provides an overview of these 

changes in a before-and-after approach to help users transition to the new version. 

 

Summary of Changes /New Features  

 óDashboardô look replaces the óSwooshô page 

 Windows and tabs give quick access toé 

    Requisitions by status, Quick Quote transactions, Approvals and Orders  

 ñRecently Viewedò gives quick access the last five items you worked on 

 Search improved to easily search for ANYTHINGé  requisitions, orders, receipts, etc. 

 New Catalog Search engineé 

o Smart logic:  stem search, fuzzy search, compound words 

o Word Filters:  easy reference words on left to narrow search 

 

 Shopping Cart view now optional 

 Attachments separated from Comments 

 Checkout screen button goes directly to Non-Catalog item screen  

 Approvers now have easy access to Accounting Codes 

 Label functionality replaces Foldersé  similar yet different 

 Labels are optional and can be applied while in the Requisition.  
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Dashboard View  
Currently the first screen of the eMall, commonly referred to as the óSwooshô screen, provides centralized access to all of the features of 

the eMall.  Similarly in the new version the initial screen will also provide access to all eMall functionality but it differs in the style and 

appearance.  Called a óDashboardô this new screen brings functionality right to the top. 

IŜǊŜ ƛǎ ŀ ǎŎǊŜŜƴ ŎƻƳǇŀǊƛǎƻƴ ƻŦ ǘƘŜ ŎǳǊǊŜƴǘ Ψ{ǿƻƻǎƘΩ ǘƻ ǘƘŜ ƴŜǿ Ψ5ŀǎƘōƻŀǊŘΩΤ  just follow the numbers below. 

/ǳǊǊŜƴǘ Ŝaŀƭƭ Ψ{ǿƻƻǎƘΩ {ŎǊŜŜƴ 

            New Dashboard Screen 
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Other ƴŜǿ ŦŜŀǘǳǊŜǎ ǘƘŀǘ ǘƘŜ Ψ5ŀǎƘōƻŀǊŘΩ ǇǊƻǾƛŘŜǎΥ 

Top of screen: 

ü Tabs to access Quick list pages 

 My Orders/My UPs ς  óOrders this quarterô, óOrders last quarterô, óOrders this calendar yearô & óUser Profile updatesô 

 My Approvals ς  óTo Doô for pending Approvals, óRequisitions I Approved this calendar yearô 

 aȅ vǳƛŎƪ vǳƻǘŜ wŜǉΩǎ ς   vǳƛŎƪ vǳƻǘŜΩǎ ƛƴ óComposingô, óSubmittedô and óOrdered this calendar yearô 

ü Menu Bar (under Tabs) 

 Create ς  Requisition , BSO Profile (not all users have BSO) 

 Search ς  access search screens specific to Catalogs, Orders, Requisitions, Receipts, etc. 

 Manage ς  quick access to Receiving and Operational Reports 

 Recent ς  shows last five transactions accessed 

 Preferences ς  same as current eMall to delegate authority, change your profile, email notification preferences, etc. 

ü Icons 

   Configure Tabs ς  allows you to change your dashboard contenté Not Recommended 

    Refresh ς  makes the system update the content of your óquick listô windows.  Note:  the system will also automatically update these lists 

every 15 minutes. 

Left side of screen: 

ü News:   this is where eVA notices and alerts will be posted 

ü Recently Viewed:  shows the last five transactions accessed  

Center of screen: 

ü My Documents:  lists all of your transactions, regardless of status.  This is the same list that is currently displayed when you click on the 

Ψ{ǘŀǘǳǎΩ ƭƛƴƪ ŦǊƻƳ ǘƘŜ Ψ{ǿƻƻǎƘΩ ǎŎǊŜŜƴΦ 

 

https://ariba-test.epro.cgipdc.com/Buyer/Main/aw?awh=r&awssk=5JRo&dard=1
https://ariba-test.epro.cgipdc.com/Buyer/Main/aw?awh=r&awssk=5JRo&dard=1
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Creating a Requisition  
The process for creating a Requisition remains the same.  There are changes in appearance, some minor functional differences and some new features.  The 

following screens will highlight the more significant changes.  

Requisition Header Screen 

 
 

 

 

 

 

 

 

 

 

 

 

 Add Items Screen 

Most search options  & 

Favorites are Refinable 

Filters on left. 

PO Category will not default.  

¢ȅǇŜ ŀ ǾŀƭǳŜ ƻǊ ǳǎŜ Ψ{ŜƭŜŎǘΩ 

Optional: Apply Labels to 

organize your requisitions 

(Replaces Folders) 

NEW 

Created 

10/11/201

1 

Steps removed on all 

screens.  Use Next instead 

CURRENT 

¡ 
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Add Non-Catalog Item Screen 

 

 

 

 

 

 

 

 

Add Catalog Item 

Use checkbox & Compare 

button for side-by-side 

display of Catalog items 

New Filter Fields 

to refine Search 

Access 

Shopping 

Cart 

New button 

for 

Checkout 

Screen Detailed fields 

moved to right, 

Price, Qty  and 

Button moved 

to left 

No changes 

NEW 

Created 

10/11/201

1 

CURRENT 

¡ 
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 Punchout Item Return Screens 

Currently, Checkout/return 

from a Punchout takes you 

to the Shopping Cart screen 

In New version, 

Checkout/return takes you 

back to Add Items screen 

You can see item 

count & dollars here. 

 Click Icon to open 

Shopping Cart screen 

No changes on 

Punchout screens 

NEW 

Created 

10/11/201

1 

CURRENT 

¡ 
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Shopping Cart Screen 

{ƘƻǇǇƛƴƎ /ŀǊǘ ǊŜƳƻǾŜŘ ŀǎ ŀ Ψ{ǘŜǇΩΦ   Use the icon on Catalog & Non-Catalog screens to see Shopping Cart (see screens previous page) . 

 

 

 

 

 

 

 

 

 

Add Accounting Details Screen

No changes 

ά!ŘŘ LǘŜƳǎέ 

becomes 2 Buttons 

NEW 

Created 

10/11/201

1 

CURRENT 

¡ 
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 Checkout/Summary Screen 

hǊƎŀƴƛȊŜ ǊŜǉΩǎ ǿƛǘƘ [ŀōŜƭǎ 

NEW 

Created 

10/11/201

1 

CURRENT 

¡ 

ά!ŘŘ LǘŜƳǎέ 

becomes 2 Buttons 

Comments/Attachments separate now!   

Add attachments without Comments 

on Header and Line Items 
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Copy a Requisition  
The process for copying a Requisition is very similar in the new eMall, but the initial steps are different.   Begin by going to thŜ άaȅ 5ƻŎǳƳŜƴǘǎέ ǿƛƴŘƻǿ  ƻƴ 

your Home tab.  CƭƛŎƪ ƻƴ ǘƘŜ ά±ƛŜǿ aƻǊŜΧέ ƭƛƴƪ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǿƛƴŘƻǿ ŀƴŘ ǎŜƭŜŎǘ άwŜǉǳƛǎƛǘƛƻƴέ ǿƘƛŎƘ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ǘƘŜ wŜǉǳƛǎƛǘƛƻƴ {ŜŀǊŎƘ ǇŀƎŜΦ 

 

 

 

 

 

 

Find the requisition you want to copy (using Labels, a Search or scrolƭύ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ ŎƘŜŎƪōƻȄ ŀƴŘ ά/ƻǇȅέ ōǳǘǘƻƴΦ  

 

Your copied requisition will appear on the Home tab 

in the Requisitions- Composing window. 
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Approving a Requisition  
Lƴ ǘƘŜ ƴŜǿ Ŝaŀƭƭ !ǇǇǊƻǾŜǊǎ ǳǎŜ ǘƘŜ ά¢ƻ 5ƻέ ǿƛƴŘƻǿ ƻƴ ǘƘŜ ΨIƻƳŜΩ ƻǊ Ψaȅ !ǇǇǊƻǾŀƭǎΩ ǘŀōǎ to find requisitions that need their attention. 

 

 

 

 

Without  Accounting Codes:  Approvers not needing to see accounting code detail can click the requisition number (ID) to review details and 

approve/deny/edit/print.  

NEW 

Created 

10/11/201

1 

CURRENT 

¡ 
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With Accounting Codes:  For Approvers needing to see the accounting codes, click on the Approve link to quickly review the line items & all accounting.  

Your accounting code 

 structure will display 

here 

Click the req# here to 

view full requisition 

including Header fields 
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Multiple Approvals:  To approve multiple Requistions at the same time, in the ά¢ƻ 5ƻέ ǿƛƴŘƻǿ ŎƭƛŎƪ ǘƘŜ ά±ƛŜǿ [ƛǎǘΧέ ƭƛƴƪ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ the window 

ŀƴŘ ǘƘŜƴ ǎŜƭŜŎǘ ά!ǇǇǊƻǾŜέΦ 

Click the checkbox for each 

item to be approved and 

ǘƘŜƴ ŎƭƛŎƪ ά!ǇǇǊƻǾŜέ ōǳǘǘƻƴΦ 
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Receiving for an Order  
!ŎŎŜǎǎ ǊŜŎŜƛǾƛƴƎ ƛƴ ǘƘŜ ƴŜǿ Ŝaŀƭƭ ǳǎƛƴƎ ǘƘŜ ΨwŜŎŜƛǾŜΩ ƭƛƴƪ ǳƴŘŜǊ άaŀƴŀƎŜέ  ƻƴ Home tab 

 ƻǊ ǳƴŘŜǊ ǘƘŜ ΨaŀƴŀƎŜΩ ƳŜƴǳΦ 

 

The new receiving screen has the same fields and functionality however the fields are organized differently on the screen.   The main new feature is that 

you can add Attachments without adding a Comment. 

Comments/Attachments separate now!   

Add attachments without Comments 

NEW 

Created 

10/11/201

1 

CURRENT 

¡ 
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Search 
Search is the main focus of the new eMall.  Begin by picking the type of item (Requisition, Order, etc.) you are ƭƻƻƪƛƴƎ ŦƻǊ ǳƴŘŜǊ ά{ŜŀǊŎƘέ 

menu.  On the Search screen you have many search fields available but you only have to use those that will help you find your item.  Not 

ǘƘŀǘ ȅƻǳǊ [ŀōŜƭǎ ŀǊŜ ŀǾŀƛƭŀōƭŜ ǘƻ Řƻ ΨǉǳƛŎƪΩ ǎŜŀǊŎƘƛƴƎ ǘƻ ǎŜŜ ŀƭƭ ƛǘŜƳǎ ǘƘŀǘ ƘŀǾŜ ōŜŜƴ ǘŀƎƎŜd with that Label. 

NEW 

Created 

10/11/201

1 

Labels for 

quick search 

 

Public Searches 
Save frequent 

searches  

CURRENT 

¡ 



16 
 

Organizing  Your Work  
Currently eMall items (requisitions, orders, receipts, approvals, etc.) can be organized in folders.  In the new eMall folders have been replaced with Labels.  

Just as opening a folder will list all items in that folder a Label acts ƭƛƪŜ ŀ ΨǉǳƛŎƪ ǎŜŀǊŎƘΩ ǘƻ find and display a list of all items that have the same tag or label.  

There are some other differences but the important thing to remember is that instead of moving items to a folder you ƴƻǿ ƘŀǾŜ ǘƘŜ ƻǇǘƛƻƴ ǘƻ ΨŀǇǇƭȅΩ ŀ 

Label to each item. 

NEW 

Created 

10/11/201

1 

CURRENT 

¡ 
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 Requisition Example:  You can apply a Label when you create the Requisition or when you review/edit the Requisition or when you are approving a 

requisition or when you find the requisition on a Search screen.  

Create Requisition          Approve Requisition   

Requisition Header 

Requisition Checkout 
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 Requisition Searches 
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Managing Labels:  Label creation is optional.  Many users find they can easily find   
their items using the Search functionality instead of creating Labels.   If you do decide 
to use Labels you will find that managing them is very different than Folders. 

New Labels:   add a label by selecting the New LabelΧ option on any of the 

screens that allow you to apply a label. 

 

 

 

 

 

 

 

Renaming a Label:  labels cannot be renamed.  Instead you must move items from 

 the existing label to a new label (see below) 

Move Items:  to move items from one label to another items must be ΨǊŜ-labeledΩ. 

1. from a Search screen use the existing Label to list all of the items; 

2. select all items to be moved; 

3. click Label button and either select an existing label or 

 bŜǿ [ŀōŜƭΧ from the menu; 

4. to remove the old label, use the new label to list the items 

 and then select them all.  Then Ŧƻƭƭƻǿ ΨǊŜƳƻǾŜ ƭŀōŜƭΩ ƛƴǎǘǊǳŎǘƛƻƴǎ ōŜƭƻǿ. 
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Delete/Remove a Label:   Important, move items from a label before you 

delete it.    From a Search screen, find all the items associated with the 

Label that you want to remove.  Next click the Label button and then select 

the label to be removed where it appears under the Remove Label section.  

The Label will be removed as a tag on the listed items and from your list of 

available Labels as well.  


