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Note: This is how to add a reseller to a contract that has been created in the eVA system. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

1. Login as a Buyer. Select Contracts and click on Browse Contracts from the drop-down. You 
can also complete this as a new contract as well. 

2. Once you have the contract, navigate to the top of the screen to “Create Child Contract” button. 
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3. Click OK when prompted to begin the Child/Reseller Process. 

4. From the dropdown menu, select Reseller. 
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5. Click on the checkboxes you see, to include the information needed for your reseller 
contract. 

 

6. Click on the “Create Child Contract” to create the draft reseller record. 
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7. Click on the “Save & Close,” or “Save,” button to save any work, before submitting for 
review. 

8. Once required fields are populated and catalog items have been loaded, you can then 
submit for review. 
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9. Click on the menu on the left-hand side of the screen to view the Hierarchy of the contracts 
in the system. 


