
Staples / RGH 
User Guide
Issuing an eVA Purchase Order to Staples / RGH



Issuing an eVA Purchase Order to Staples / RGH

• Click Shop then Search Products 

• Select the Filter icon to open the Search Window



Issuing an eVA Purchase Order to Staples / RGH

Search by Suppliers and select RGH Enterprise, Inc / 
Promo to access the RGH catalog

• Type in Suppliers### field SUP319002 and select RGH 
Enterprise, Inc / Promo to access the RGH catalog



Issuing an eVA Purchase Order to Staples / RGH

• Click on the Shopping Cart to punchout to the RGH/Staples Promo catalog 



Issuing an eVA Purchase Order to Staples / RGH

• If you have an RGH quote, select Create Cart 



Issuing an eVA Purchase Order to Staples / RGH

• Enter your Quote Number in the field & select Find, then Continue to 
Requisition



 Procurement Services Website 
www.odu.edu/procurement

 Procurement Services Department Email 
Address procurement@odu.edu

Resources

Resources

http://www.odu.edu/procurement
mailto:procurement@odu.edu
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