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Change in Banner PO Import 

On January 18, 2013 changes were made to the process which imports 
PO’s from Banner to HokieMart.  These changes enable more detailed in-
formation such as payment terms, notes to vendor, and Purchasing Depart-
ment buyer contact information to be included on the PO.  These changes 
also modified the appearance of the faxed PO’s created by departments to 
vendors.  See page 7 for more information on the changes. 

As a result of these changes, we have revised the Banner import informa-
tion.  This  information will also be posted on the Purchasing Departments 
web-site under the Training Material link and can be found in the Quick 
Guide Section.  You can always contact the HokieMart Help Desk at     
hokiemart@vt.edu for additional assistance. 

Banner Purchase Order Import into HokieMart 
Updated Procedures: 01-18-13 

When a Requestor creates a Purchase Requisition (PR) in HokieMart that 
exceeds the delegated departmental authority, the Purchasing Depart-
ment creates the Purchase Order (PO) in Banner.  Once the PO is com-

pleted, it is imported into HokieMart and an email notification is sent to the Requestor, provided the email 
preference option is selected for this feature. Instructions for enabling this notification are described below. 

 

In HokieMart starting from the Home/Shop page: 

 click on the Profile tab located at the top right side of the screen. Under the Profile tab the Requestor 
will find a new set of tabs. 

 select the Email Preferences tab. This is the screen page where Requestors can personalize the email 
notifications that can be received from the system. When actions are performed in HokieMart, emails 
can automatically be generated to notify users of these actions. 

 click in the “PO Workflow complete” Override Role check box to enable, as shown below. Remember 

to click      on the bottom of your screen before exiting.    

Step 1: Update and add additional HokieMart Email preference 
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 This feature should be added to any other automated messages you already receive. 

 

When the “PO Workflow Complete” email preference is set, an email will be sent when the PO 
is imported into HokieMart.  The email will contain a link to the imported PO. See sample 
email below. 

 
 

Continue next page  

 

The Cart Vol. 13-01 

pg. 2 



 

NOTE: We recommend that this email notification is set to assure prompt notification of 
purchase order completion by the Purchasing Department.  However, if the preference is not 
set, the PO can be found by using the “Search For” feature as outlined below. 

 
 
 

 

The “Search For” feature allows the Requestor to locate a PO with either the HokieMart requi-

sition number (contains no alpha characters) or the Banner requisition (RXXXXXXX) number.  

With either requisition number, the Requestor is now able to locate all of the associated re-

lated documents. 

 

1. Type in either the HokieMart PR number or the Banner PR number. 

 

 

 

Continue next page  

 

Step 2: How to locate a PO through the “Search For” feature 
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2. The system will return one or multiple related search result items. Click on Return to Search Results to 

bring up the list. 

 

3. Under the Document Number column click on the purchase order, identified by the starting “P”     

number. 

Continue next page  
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4. Once the document is open click on the Purchase Order tab where you will be able 

locate the Banner requisition number or HokieMart PR number in their usual loca-

tions on the screen. 

End 

Zero Dollar PRs 

Purchase Requisitions (PRs) should 

not be created with zero dollars on 

the line item/s which would in turn re-

sult in a zero dollar purchase order.  

These PRs will be returned in Hokie-

Mart to your Draft Cart with the mes-

sage: 

“The purchase requisition was re-

turned because the document was 

submitted for Zero Dollars”.   

 

The User should add a dollar amount 

and then resubmit the PR. 

 

Important Note: 

The only exception to this are PRs 

created to “Best Vendor” and they 

may remain at zero dollars. 



Header Level Split Funding 

Split fund by dollars has been available for users 
since 2008.   A quick guide for this procedure may 
be found on the Purchasing Department web-site: 

http://www.purch.vt.edu/HokieMart/QuickGuides/
Requestor/Split_Funding_by_Dollars.pdf. 

We encourage you to split funds by dollars on the 
header accounting block rather than the line item. 

 

Perform Receiving Function Timely 

to Ensure Invoice Discounts are 

Honored 

Recent enhancements in the Banner Finance system 

allows the University to record and track purchase or-

der and invoice discounts more efficiently.  To obtain 

the vendor discount, the receiving function must be 

done timely by the department so that the invoice can 

be paid in time to qualify for the discount.  The invoice 

cannot be paid until the department does the receiv-

ing in HokieMart. 

If departments receive the invoice directly from the 

vendor and a discount is applicable on the purchase 

order, the invoice should be sent to the Controller’s 

Office with the words “EXPEDITE-Discount” written on 

the front of the invoice.  This will alert the Accounts 

Payable staff to process the invoice as soon as possible 

to obtain the discount. 

If a purchase order has terms that are not net 30 days 

(i.e.net 20 days), the invoice must be paid within the 

special net payment terms.  If not, the invoice will ap-

pear as an exception on the department’s prompt pay-

ment report.  A small percentage of purchase orders 

have net terms other than 30 days.  Occasionally a 

vendor will require special terms before they will ac-

cept an order. 
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The Contract Corner is used to provide 
new/additional information on Contract Issues. 

****** 

The Cart is distributed on an “as needed” basis and we 
appreciate your input.  Please send an email to hokie-
mart@vt.edu with the subject line: The Cart Suggestions. 

CDW-G New Contact 

Mitch Huffington  and Jason Guenther are now the ac-

count representatives serving VT.  They each  bring with 

them 9 years of customer service experience with CDW-

G. Their contact information is: 

Mitch:  866-723-1550 fax: 847-968-1362 

Jason: 866-723-3395; fax 847-968-1378 

Team Email: jmc@cdwg.com 

 

New England Biolabs (NEB) 

Have announced a 2.3% price increase effective Jan 1, 

2013. Orders totaling $300 or more receive free shipping. 

Orders under $300 will be charged a flat rate of $23.00 

for shipping. 

MedSupply Partners Added as a  Vendor 

for Life Sciences Laboratories 

MedSupply Partners product lines consist of over 85,000 
products with a focus on molecular biology, tissue cul-
ture, histology, chemistry, HPLC, lab safety, and general 
laboratory supplies.  This includes lab consumables, re-
agents, chemicals, and equipment. The company origi-
nated in 2003 and has over 40 years of industry experi-
ence. 

Your VT contact is Lee Haltiner;  

Email: lhaltiner@medsupplypartners.com;  

Voicemail: 877-633-7779  ext.  121; 

Website:  www.medsupplypartners.com.  

Lee can provide technical assistance, as well as spe-
cial customized quotes.  

http://www.purch.vt.edu/HokieMart/QuickGuides/Requestor/Split_Funding_by_Dollars.pdf
http://www.purch.vt.edu/HokieMart/QuickGuides/Requestor/Split_Funding_by_Dollars.pdf
mailto:lhaltiner@medsupplypartners.com
http://www.medsupplypartners.com
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① 

② 

Continued from page 1 

 

Change in Banner PO Import 

The Requestor information previously contained 

in the area labeled section  ①, can now be found 

under Delivery Information in the section labeled 

②.  The message information  “no value” in area 

① will appear as shown below and populates 

automatically as the default message when the 

PO created is within the departmental authority 

(dollar amount).  

 

When a PO is over the departmental authority 

and/or is processed through the Purchasing      

Department, such as the case of “Best Vendor”, 

area  ①  will now populate with the contact in-

formation of the Buyer.  This will make it easier 

for the Requestor to follow up with the Buyer if 

there are any questions on the PO. 


