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Entering Foreign Vendors in the eVA eMall 
 

Since address nomenclature is different for foreign addresses, these 
instructions are to be followed for entering foreign vendor information. 
 
Non-catalog item - NEW supplier entry  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1. Enter the full company name in the Supplier Name field and click the SAVE button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note:  The only currency that 
is accepted in eVA is US 
Dollars 
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2. When the below screen appears, choose the SELECT button. 
 
 
 
 
 
 
 
 
 
 
3. When the following screen appears, click the SELECT link next to the Contact field: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. When the new contact screen displays, enter all company information, as shown:  

– Enter the City as instructed below. 
– Enter ** in the STATE field 

  –   Click the down arrow in the COUNRY field and select OTHER. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To indicate a locale other than state 
(e.g. province), enter a comma and a 
space after the city in the CITY 
field and type the appropriate name, 
as shown here
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5.  Enter the appropriate country name and click SEARCH button.  When it displays, 
click the applicable SELECT button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6. When the country name appears, click the SELECT button. 
 
 
 
 
 
 
 
 
 
7. Complete remaining fields and click the SAVE button: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

No spaces, hyphens, etc in 
Phone field 
 
All 9’s for TAX ID unless 
a valid TIN can be found 
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8.  When the new contact info appears, click the SELECT button. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Once submitted, you will be able to view your requisition to ensure the address is 
formatted properly: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


