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VIRGINIA
TECH

HokieMart Requestor User Guide

Introduction to HokieMart

The Procurement Department is the Virginia Tech department responsible for overall management of
the university’s e-procurement system for the provision of goods and services, information technology,
and construction.

HokieMart is Virginia Tech's e-procurement (purchasing) system designed to provide an effective and
efficient purchasing process for the university. HokieMart allows Virginia Tech to:

» secure better pricing for commonly used products

provide one-stop shopping

reduce time and effort in the purchasing process

select goods from online suppliers

produce cost savings through the use of HokieMart contract suppliers

improve business practices with the introduction of initial purchase approval
increase efficiency with the use of central invoicing and electronic receiving
produce accurate and more timely financial information in conjunction with Banner

YV VV VYV VYV

increase the flow of purchase orders to eVA
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Overview of HokieMart Process

HokieMart is used to make purchases and issue payments to vendors. This can be accomplished by
submitting a requisition or a payment request form. After a requisition or payment request form is
submitted, they flow through an approval process to generate a Purchase Order or e-invoice to initiate
payment to a vendor.

In order to maintain separation of duties, typically, a single user may serve as both a Requestor and
Receiver. Usually, an Approver has only that single role. Users cannot enter, approve, and receive their
own documents in the HokieMart system.

HokieMart provides a central receiving process for the entire university. Once goods or services are
delivered, a Receiver will go into the purchase order to complete a receiving action. Along with a copy of
the PO and invoice, this receiving action provides Accounts Payable with a 3-way match to issue
payment to a vendor.

More information regarding receiving can be found in the Receiver Guide.

HokieMart is open to the entire university; there should be virtually no paper processing. The
responsibility of each user is described in one of three guides:

e Requestor
e Approver
e Receiver
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https://www.procurement.vt.edu/content/dam/procurement_vt_edu/hokiemart/userguides/receiver.pdf
Griffin, Erin
Insert link to updated guide.


HokieMart Workflow

APPRoyy

e

Requisition

. i Approver
Cart Enter proper Account codes, once submitted it becomes .+ .
Choose correct HokieMart 3 RequpisitFon and is assigned a Requisition number, then F;\R els\fg?n\:aﬁg{‘(lellvg\?; :::'
Form, Punchout or Hosted sent to appropriate approver (if over department's riz)gesseci the PO il:s),pcreated
catalog delegation PR is automatically sent to Procurement for P PO number is assigned '
processing)

. Receiving Goods .
Invoicing/Payment Confirm that services were rendered or goods were received Supplier

PO invoiced to Accounts Payable Complete receiving action on PO in HokieMart. Receipt _Receives PO
Payment made to vendor electronically processed Fulfills goods/services

Reconciliation \ J(‘
After department is appropriately I
charged, designated reconciler will review
transactions on a monthly basis -
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Navigation

There are various icons along the top of HokieMart that help users work efficiently in the system.

The Quick Search bar is for The Heart icon is used to access
locating documents. My Bookmarks, useful for

The Bell icon will show any
Notifications you have.

bookmarking frequented pages.

Use the drop
down arrow All = Search (Alt+Q) Q
to narrow
search.

0.00USD W Q |w 4 2

The silhouette contains
basic user information.
Here you can view your

The Flag icon will include the
number of Action Items you

The Cart icon show the
associated dollar value of items
in your Carts and is a quick way

to jump in to an unprocessed
order.

have to complete. This is used
by Approvers to know how
many requisitions are
awaiting their approval.

profile or jump to a saved
search of your recently
submitted requisitions and
purchase orders.

7|Page



The Home icon brings
you back to the main
shopping page.

The Orders icon allows you to search
for documents including requisitions,
purchase orders and invoices.

The Accounts Payable icon
allows you to view invoice
information.

Contracts

Accounts
Payable

Suppliers

Reporting

The Shop icon provides you
access to the shopping options
and carts.

The Contract icon allows you
to view University Contracts.

The Suppliers icon allows you
to search for current suppliers.

ﬂ Administer
- Reporting, Administer,
& Setup only available

a Setup

to HokieMart
administrators.
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University Forms Payment Request
Shopping Home Page contain several forms contains four forms that
used to issue purchase can be used to pay
orders for specific invoices for transactions
transaction types. It that qualify as
also includes our VT procurement

The Simple Search
Tool can be used to
search for products,

suppliers, forms and
part numbers, etc.

Vendor Search tool exemptions.

M| ALS Search (Alt+0) Q ssotuso W @ @ D

VIRGINIA
NG e Hoxie Marr

Home

simple Goto: NonCatalog ltem | Fevorites | Shop | Quick Order  Browse: Suppliers | Chtegories | Contracts | Chemicals

Orders

Search for products, suppliers, forms, part number, etc. Q
Contracts

Accounts
Payable i i -
yable ANNOUNCEMENTS updted 03726725 . University Forms & SWaM Vendor Search ~

L suppliers Upcoming HokieMart Enhancements

The Controller's office and Procurement have continued to

explore the expanded use of HokieMart to increase Accounts

Sourcing Payable operating efficiency and streamline processes. Beginning
April 1, 2025, system enhancements will affect the following

processes:

+ PO/Invaice Matching

» Cost Receiving Indicator Payment Request v

= Vendors with Payment Discounts

« Prepayments

« Change orders

VT SWaM Vendor
Interdepartmen tal Travel Agency Search
Service Reque... | Authorization (Hok... | Diversified Vendor
Search

Subcontract Form

Reporting

Administer

N Non-PO Payment
Honorari

& s An overview of these changes can be found on read our latest onorariums Request

Setup Special Edition of the Cart or you can listen ta a recording of our

recent Town Hall.

Refund Request Form  Utilities Payment

The Newest Version of The Cart Vol. 25-01 is Now Available Online
Click on this link to read the latest edition of The Cart.

Facilities e >

Important Procurement Related Topics covered in this lssue:

< Reminder of SCHE/ETE Procurement Related Forms
+ Did You Know? America To Go Payment Reminders

« Reminder: P-card Statements and Reconciliation Deadline

= Compliance Corner: Sales Tax with P-cards Contract Mod s""”'“ﬂg:nm“m Ship To Address

€ Request Form Request Form

= Punchouts with Quate Features Contract Mod Solicitation Request | | Ship To Address

« Training Dates for 2025 HokieMart Requestors Request Form Form Request Form

= Upcoming Events: ABC's of Procurement 1 & 11

« Supplier Spotlight: Blue Ridge Graphics

Past editions of The Cart are also accessible from the Procurement Scientific Punchout Catalogs v

Department home page. Just click the link labeled The Cart, located on

the lower right side on the home page. Allissues are searchable; just

use the Control F function. Have a question related to Procurement or .

HokieMart? Email the Help Desk at hokiemart@vt.edu. i f en E
hirgas et | oz

Q enu seareh Meuw Fisher Scientific Sales Ren!

The Procurement Related Forms

The Organization provide a way for campus to

Message displays
announcements from
Procurement.

request informational changes to
contracts, request a formal
solicitation, and add shipping
addresses.

The Featured
Suppliers Shows

tiles of contracted
vendors with
Punchout and

Hosted catalogs.
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Searching for Carts, Orders and Documents

There are several ways to search for Carts (Items that have not been submitted for a requisition) and
Pending Orders/Requests (Items that have been submitted as a requisition).

(1) Go to the left bar and

select Shop, then My (2) Open My Active Shopping

Carts and Orders. Cart which will show any cart (3) Open View
Carts to see both

Active Carts and
Carts Assigned.

that is in progress and not
assigned.

VT VRSN | Hoce Ma
Thnan & MvMarte and Nrdare & Viaw My Nrdare
Shop (Alt+P) Open My Active Shopping Cart
Spr View Carts
View My Orders (Last 90 Days)

My Carts and Orders
(4) Open View My

Orders to view
Shopping Settings orders you have

Accounts

Payable created in the past

90 days.

Contracts Admin

(1) Go to the left bar and
select Accounts Payable,
then Invoices.

N7 VIRGINIA  pioye Mugr (2) Select Search For
Invoices to see all electronic

Simple Advanced invoices submitted from
vendors against purchase
p jsearch for products, suppliers, forms, part number, etc. orders or Payment Request

Form invoices.

ﬂ Home

Orders

Contracts
ANMAIMCEFRMEMTE . vaeen &07a07a
Accounts Payable Quick search
(3) Select Search AP
Requests to see your
Search For Invoices

Receipts Payment Request Forms.
Search AP Requests

Invoices » AP Home
e Suppliers

Sourcing Approvals
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Orders Search (2) Go to the Search which

allows you to search for
Requisitions, and Purchase
Orders.

(1) Go to the left bar
and select Orders.

» All Orders

° Contracts

1 . -
My Orders Requisitions

- Accounts Purchase Orders
Payable Approvals

Procurement Requests

(1) Filters are in the left column to narrow your search.
(2) Another option is available to Add Filter(s).

Quick Filters My Searches Created Date: Last 90 days ¥ | Quick search Q @ AddFilter v Clear All Filters ?

Manage Searches, PO Owner: Harlow, Danielle ~ %

My Purchase Order 1-14 of 14 Results £+ 100 Per Page v
My Recent Approval:
PO Created Requisition PO Shipment Matching Redeipt Invoice
Favorite Searches ««  Number ¥ Supplier Date/Time ° PO Status Number Owner Status Status Total Amount ¥ Number Status
You dﬁ not f;ave any favoyite «+ P3991629 Amazon.com @ 10/22/2021 150214502 Danielle SentTo - 4122 UD - No
EEIEIEDIE 2:17:20 AM Harlow Supplier Invoices
- P3990604 The Supply Room 10/20/2021 150178850  Danielle  SentTo - 12020 USD 31031784  Fully
Companies Inc & 2:45:12 PM Harlow Supplier Invoiced
- P3987971 America To Go @ 10/15/2021 149977270 Danielle  SentTo 648,56 USD 30949118  Partially

Find previously saved Use the Gear on the right

searches on the left side

side to create a custom
filter and reorder
columns.

under Manage Searches by
clicking on My Searches.
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Saving a Search
Follow the steps below to save a search once you have applied unique filters.

This process is particularly helpful if you place orders on behalf of another user or Shared Department.
This will allow you to have a quick way to bring up all requisitions you prepared, regardless of who they
were entered on behalf of.

e Select the “Save As” icon

K savess - A PinFiltters
Created Date: Last 90 days » | Quick search Q @ AddFilier »  Clear All Filters
PO Status: Completed ~ %  Prepared By: Harlow, Danielle ~ % Invoice Status: Fully Invoiced ~ =
1-4 of 4 Results
PO Number Supplier Created Date/Time ° PO Status Requisition Number PO Owner Shipment Status  Matching Status ~ Total Amount ¥  Receipt Nun

e Enter a nickname that will help you remember the purpose of this search for future reference.

Save Search

Step 1: Details /
Micknarme # Kby i

» Add Description

ADD New «
Step 2: Select Folder Destination

4 Personal
p Procurement
Shared department orders
4 Shared
Contract Search
ITPALS Requisitions
PO Extract
Procurement Approval Requisitions
Solicitation (Sourcing) Request Form
Sourcing Events
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e If you do not have any folders created yet, you’ll want to create a new one by clicking Add New.
A personal folder will only be viewable by you. A Shared folder will be viewable by other users.

Save Search

Step 1: Details

Mickname e

¥ Add Description
Step 2: Select Folder Destination

4 Personal
p Procurernent
Shared department orders
4 Shared
Contract Search
ITPALS Requisitions
PO Exiract

Precurement Approval Requisitions
Solicitation (Sourcing) Request Form

Sourcing Events

Top level personal folder
Top level shared folder

Subfolder of selected folder

AddNew

e  You will then need to name your folder and save the changes. Name the folder something that

makes sense to you.

Create Personal Folder
Biology Department

Description

254 characters remaining
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o Your folder will now be listed and highlighted under Personal (if that’s what you chose). Click
save to save the search there.

Step 1; Details

W My c

¥ Asd Description

bl Hew w

Step 2: Select Folder Destination

» Procusement

EShared department orders
4 Shared

Canrast Search
ITPALS Requisitions
P Extract
Procuremen Approval Regul sliors
SalicEation (Sowrcing) Aequest Fom
Saurcing Evoms

e Now every time you go to Orders = Search Requisitions, you can click My Searches on the left-
hand side and then select the saved search you just created.

VIRGINIA | - b
Q;Z TECH HOKIE MAR All Search |AR+T)

Orders # Search & Recuisitions

= My orders B save
Quick Filters My Searches Submitted Date: Last 50 days ~
Manage Searches Prepared By: Boluarte, Tatiana =

My Recent Approvals 1-8 of 8 Results

My Requisitions

Fequisition Requisition
Favorite Searches O MNumber - Supplier Requisition Mame Status  ~ Prepar
My orders W, ™
J [0 188043431 Amazencom 2024-06-13 tholuart Krister
Oldest search W o3
Procurement Regs .
[0 1espszass VWR International LLC @ 20240613 tholuart Krister
Iily Reporting a2
8% ncenini O 1ss041019 VWR International LLC €@ 20240613 tholvart  (EEILGE Krister
fe Administes -
* Setup O 87982376 Amazon.com 8 20240612 tholuart [T Krister
Lyl
0O 1asi02s16 Linde Gas & Equipment Inc @ 2024-04-05 tboluart (TGl Tatiani
(3] Boluar
O 1s4ezesez Amazon.com @ 20240401 tholuart Tatian:
(3] Boluar
O 184712341 Fisher Scientific Company LLC ~ 2024.03-27 tholuart Tatiani
o a1 Boluar
M 1s3sesEs] Inteorated DNA Technologies  2024-03-08 tholuart el Tatian:
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User Roles

Roles in HokieMart are assigned to a particular user based on information received from departments
and levels of responsibilities within individual departments and are controlled within the HokieMart
application.

Requestor

The Requestor is the individual (user) who initiates the electronic purchase of goods and services by
shopping and creating a cart. The Requestor utilizes either a Punchout catalog, Hosted Catalog, or a
qguote from a vendor to generate a shopping cart. After placing these items in the shopping cart, the
Requestor will proceed through the checkout process to create a draft requisition. Once all required
fields are complete on the draft requisition, it is submitted in to the workflow of approvals prior to
becoming a purchase order.

On Behalf-of-Requestor
An On Behalf-of-Requestor is an individual who initiates the electronic purchase of goods and services
“on behalf of” the Requestor who is authorized to use HokieMart.

Approver

An Approver is an individual designated to electronically review/edit and approve purchase requisitions
and invoice documents within the delegated purchasing authority. After verification, the Approver may
either reject part/all of the document or approve the document. This role approves two types of
documents: Requisitions and Invoices. Approval of the requisition creates a Purchase Order (PO) that is
electronically delivered to the supplier. Approval of an Invoice provides Accounts Payable with approval
to generate payment once the document completes workflow and integrates into Banner.

Receiver
The Receiver verifies receipt of goods/services. All or part of the order may be received depending on

delivery (backorders, damaged goods, etc.). The Receiver enters HokieMart and electronically “receives’
the goods/services.

Delegated Purchasing Authority

University Policy 3015, Contract Signature Policy and Procedures, delegates to department heads the
authority to enact purchases of goods and services valued up to $10,000 per transaction. Department
heads may select faculty and staff within their department to exercise this authority. However, the
department head remains responsible for the correct exercise of delegated purchasing authority and
must ensure that personnel are properly trained and supervised; that all rules and procedures are
followed; and that prices being paid are fair and reasonable.

At dollar amounts up to $10,000, price competition among vendors is not required, but is certainly
encouraged. Once the vendor is selected, a firm fixed price, inclusive of all charges for handling,
shipping, tax (if any), etc., should be determined and a HokieMart requisition prepared.
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Purchase Requisitions Exceeding $10,000

When a Purchase Requisition (PR) exceeds the ten-thousand-dollar ($10,000) limit and the supplier is
not a contract supplier, the PR will automatically be routed in the workflow to the Procurement

Department after approval(s) by the organization.

The buyers in the Procurement Department will process the PR in accordance with appropriate state

rules and regulations.

Submitted
v | 3320221104 A1
Erin Griffin
Budget Auth
v Completed
Org Approval 1
v Approved
Erin Griffin
Account Review
Erin Griffin
Procurement Approval
Bryan Holloway
Budget Auth_2
Future
Create PO
Future
Finish

Future

You will see the step “Procurement
Approval” in the workflow for
requisitions that are above
departmental delegation. Once a
requisition has been assigned to a
buyer, you will see that buyer’s name
listed at this step.

For orders that require processing by
an IT Procurement buyer, you will see
the workflow step “ITPALS Approval.”
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System Requirements

Web Browsers

HokieMart is a web-based product and is used in conjunction with the Internet. Users may access
HokieMart from either a PC or Mac.

The following browsers are currently supported by Jaggaer for use of HokieMart:

e Microsoft Edge
e Google Chrome
e Mozilla Firefox
o Apple Safari*

Ce e 9

Microsoft Edge Google Chrome Mozilla Firefox Apple Safari
T e Lt et Lt e R

*Please Note: iPad is supported by Jaggaer, however, not all Supplier punchout sites will support the use
of this device. Additionally, although Safari is supported by Jaggaer, not all Supplier punchout sites will
support this browser.
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Popup Blockers

Popup blockers should be disabled when using HokieMart. Some of the punchout sites open in a new
window and will not open if you have popup blockers enabled.

Ca
If you are unable to open a punchout and see this icon in your URL address bar, your browser is

blocking popups from HokieMart.

Ca
Click on the icon and select “Always allow popups and redirects from

https://solutions.sciquest.com” to enable pop-ups from Hokiemart. Doing this will save your settings
when accessing Hokiemart in future sessions.

outer%2FHome8&isuppl... | ER Pop-up blocked 1

X
Pop-ups blocked:

\ « hittps://

4 @® Always allow pop-ups and redirects from https:// =

vw.amazon....ut/145-9931008-3059437

sclutions.sciquest.com

| O Continue blocking
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Troubleshooting

If you’re experiencing difficulty with pages loading in HokieMart, try clearing your browser history.

Click on the Tools menu for your browser.

O x
& Google x + (]
[ C @& google.com r » e :
15 Apps H HokieMart and Trai... H Leave Repaorting | D... E eVA - Virginia's ePr.. @ JAGGAER University » Reading list
About  Store Gmail Images  $i o
H " H i
Click on “History”.
m] x
-]
o » 0 :
VA - Virginia's ePr.. @Y JAGGAER University [ P-Cardlogin  EJs Procurement New tab Ctrl+T
New windaw Ctrl+N
\ New Incognita window  Ctrl+Shift=N
History Ctrl+H History »
Dovnload Ctrl+)
[ Recently closed onmeacs )
Bookmarks »
0 Settings Ctrl+Shift+T
J PunchOut Zoom - 0%+ r
J Cloud Report - November 2021 Print... Ctrl+P
B asknis | serviceNow Cast...
B My Leave Report Fing... Ctrl+F
[ 4tabs 4 Mare taols »
@ Lead Financial Systems Analyst - PageUp People . ot Copy | Paste
ﬁ Harlow, Danielle | Microsoft Teams
- Settings
No tabs from other devices Help »
U Exit
H o H 4
Click “Clear browsing data”.
History
Chrome history
Tabs from other devices
P Clearbrowsing data A

Open a new session of the browser and try accessing HokieMart again.

If users are experiencing outages or additional issues with HokieMart, they should report them to

hokiemart@vt.edu.
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Time-Out Sessions

HokieMart will time-out after one hour of inactivity. If a user has not been active in the application
during that time period, the application will become inactive and the user must log in again.

Session Timeout

Your session has expired. Press OK to return to the login screen.

It is important to note that individual punchouts have time-out periods. These, however, are determined
by the vendor. It is suggested that if users will not be active in HokieMart for an extended period of
time, they should save the cart.
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User Information and Settings
My Profile

To access your profile settings, select the silhouette icon in the upper right-hand corner.
ocousp w o @ 4 1‘/

Select View my Profile

hase Orders ~ Search (Alt+Q)

Danielle Harlow

Notifications Wi yjjaw My Profile
Dashboards
Manage Searches
Manage Search Exports

Set My Home Page

My Pending Requisitions ﬂ

User’s name, phone number, email, etc. is set up at the time your access to HokieMart is granted. Users
cannot edit this information themselves. If changes are needed, send an email to General Accounting in
the Controller’s office genactg@vt.edu.

User's Name, Phone Number, Email, etc.

First Name Erin
Last Name Griffin
Phone Mumber +1 540-231-9028 ext.

Intemational phone numbers must begin with +
Mobile Phone Number

International phone numbers must begin with +

E-mail Address ™ erinc93@vi.edu =

Depariment Procurement (Purchasing)
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User Default Settings

There are defaults available for each user that will auto-populate within the current forms.

Once you have selected your profile, select “Default User Settings”.

Danielle Harlow User's Name, Phone Number, Email, etc.
User Name danielleh First Name Danielle
Last Name Harlow

User Profile and Preferences
Phone Number | ext.

User's Name, Phone Number, Email, etc.

International phone numbers must begin with +
Language, Time Zone and Display Seftings

Early Access Participation Mobile Phone Number

Guided Tour Instructions International phone numbers must begin with +

Default User Settings E-mail Address * danielleh@vt.edu =
Custom Field and Accounting Code Defaults
Default Addresses Department Procurement (Purchasing)
User Roles and Access Authentication Method SAML
Ordering and Approval Settings
User Name * danielleh

Permission Settings

Notification Preferences

User History * Required

Administrative Tasks

22| Page



To add a department’s fund codes as a default, select each tab and “Edit”.

Cep 4 e e s e eees s e e ing e e e

Danielle Harlow Custom Field and Accounting Code Defaults

User Name danielleh Header (int.) Header (ext) Codes Code Favorites Internal Information

Custom Field Name Default Value Description Edit Values
User Profile and Preferences
Fund No Default Value m
Default User Settings
. - L OrgWF1 No Default Value Ea
Custom Field and Accounting Code Defaults
L UGType No Default Value
Default Addresses yp m
User Roles and Access Account No Default Value m
Ordering and Approval Settings Activity No Default Value m
Permission Settings Chart u University Chart [ Edit |
Notification Preferences Location No Default Value m

User History

Administrative Tasks

Under the Codes tab, each field has “Edit” as an option. The only fields required when creating and
processing a Purchase Requisition are Fund and Account. All HokieMart users must enter at least one
Fund and Account combination on the requisition document. The department information, known as
Organization (Org) information, will populate automatically when the fund number is entered in the
field. The system will only let the user enter fund information authorized by the Controller’s office.
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Account Code Favorites

Custom Field and Accounting Code Defaults

Header (int.) Header (ext) Codes Code Favorites | Internal Information

lIse Code Favarites for quick access to accounting code combinations saved to your profile during
checkout. You may create a new Code Favorite by clicking the "Add” button and entering a commonly
used combination of accounting codes with or without splits. Code Favorites are accessed during
checkout by editing the codes section or by selecting it as your default accounting codes in your

profile.
Accounting Codes 7
Chart Fund OrgWF1 Account UGType Location Activity
no value novalue  novalue  novalue  novalue  novalue  novalue

Use Code Favorites for quick access to accounting code combinations saved to your profile during
checkout. You may create a new Code Favorite by clicking the “Add” button and entering a commonly
used combination of accounting codes with or without splits. Code Favorites are accessed during
checkout by editing the codes section or by selecting it as your default accounting codes in your profile.

As accounts are selected by the user, they will appear in a list on the screen. Users should verify the
account code when the requisition is being prepared.

Accounting Code Favorites allows a user to create a name for a saved combination of fund and account
codes (and activity code(s) if applicable).

e Enter the nickname for the new favorite being created.
e Enter the codes for the favorite such as fund code, account code, and activity code if

applicable.
e C(Click the save button when complete.

When entering funding in a cart, the favorite can be used. Select the favorite code from the list as stated
below which will default the saved values such as fund code, account code, and activity code.

This process should be helpful when splitting the same funds and account codes regularly.
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Default Addresses

Users can choose to save a default ship to address in to their user profile. This address will automatically
populate on their requisitions, but can be changed on individual requisitions before submission if
needed. Ship to addresses in the system can only be official Virginia Tech campus addresses. If users
need to ship to a non-VT campus address location, they can email hokiemart@vt.edu.

Danielle Harlow Default Addresses
User Name danielleh Ship To  Bill To
?
Select an address to edit
User Profile and Preferences
Default User Settings Shipping Addresses
default

Custom Field and Accounting Code Defaults
User Roles and Access
Ordering and Approval Settings
Permission Settings
Notification Preferences
User History

Administrative Tasks
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Ship To

The “Ship To” address will be the address users would like the item(s) delivered. Some departments

have just one ship to address that is used daily. For other departments, addresses can vary. For this

reason, users will have the ability to select multiple default Ship To addresses.

To save a Ship To address to your profile in HokieMart, users are able to search all available addresses.

Click “Select Addresses for Profile.” Type in a key word(s) from the address you are searching. Users

can search on the department name, building, or street to locate their desired ship to address.

Please note, shorter search criteria will yield more results. For example, if you are searching for

addresses available on “300 Turner Street”, try searching an abbreviated version “300 Turner St.” The

text field is not case sensitive.

Select Search to view addresses available.

Default Addresses

Ship To | Bill To

Select an address to edit

Shipping Addresses
default

Address Search

Nickname / Address [horth end center

Text

Results Per Page

Addresses Found: 17

Name

O 0176

O 0216

O 0312

Address

Contact Name .

Phone +1 540-231-8548
Email danielleh@vt.edu
Equity and Access

North End Center Ste 2300
300 Turner St NW
Blacksburg, VA 24061
United States

Contact Name .

Phone +1 540-231-8548
Email danielleh@vt.edu
Diversity and Inclusion
North End Center Ste 3500
300 Turner St NW
Blacksburg, VA 24061
United States

Contact Name .

Phone +1 540-231-8548
Email danielleh@vt.edu
Controller

North End Center Ste 3300
300 Turner St NW
Blacksburg, VA 24061

4 Page{ﬁv of 2| »
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To add the address to your profile

e Place the cursor in the radio button and click. The address will be displayed.
e The Contact Name field defaults to a period “.” Users should always type a name in to
this field. Leaving a period can cause system issues in order transmission. The Contact

Name can be changed on the draft requisition if needed.
e Phone and Email will default in with the user’s information. These can be changed on
individual requisitions in draft status as needed.

e (Click Save.

Default Addresses

Ship To | Bill To

Select an address to edit Select Addresses for Profile

Shipping Addresses Edit Selected Address

default Nickname
Default

Current Default
Address
ADDRESS
Contact Name *
Phone
Email *
Address Line 1
Address Line 2
Address Line 3
City
State
Zip Code
Country

If only one address is needed, it will appear as the default.

0333 |
O

default

+1 540-231-8548

danielleh@vt.edu
Procurement

North End Center Ste 2100
300 Turner St NW
Blacksburg

VA

24061

United States

Users have the ability to select multiple Ship To addresses based on their needs and the needs of their
department. If additional addresses are necessary, users have the ability to select a particular address as

their default by checking off the Default checkbox.

To select additional addresses, click on Select Addresses for Profile and follow the same steps as above.

Addresses can be deleted from the user profile by clicking Delete Address.
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Assigned Roles

Roles are assigned to a particular user based on information received from departments and levels of
responsibilities within individual departments and are controlled within the HokieMart application.

To view your assigned role(s), click on “Assigned Roles” under the “User Roles and Access” option.

Erin Griffin Assigned Roles
User Name erincas Assigned Roles
Receiving-D
Requestor-D
ser Profile and Preferenc
Default User Settings

User Roles and Access

Assigned Roles

Access

Price File Approvals
Ordering and Approval Settings
If roles need to be changed or updated, complete the appropriate HokieMart Access Request Form and
mail it to the Controller’s Office or email an electronic copy to General Accounting at genactg@vt.edu.

Access

The Access page displays the level of visibility the user has been granted when conducting a search for
documents, such as purchase orders and requisitions.

Erin Griffin Access ¥

User Mame  erinc@3 Document Search Access
This page grants search access to documents as defined below. Each selection adds to the visibility of your document search results

. . = This user has the View Organization Orders permission and has access to see all organization orders in
User Profile and Preferences Document Search. Document Access assignments below do not apply.
« This user has the View Organization Invoices permission and has access to see all organization invoices
in Document Search. Document Access assignments below do not apply.

Assigned Roles

omarmenAssgmens: :

Price File Approvals Department Name

Ordering and A

Pracurement (Purchasing)

Shared Department (Shared Department)

Administrative Tasks
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Notification Preferences

Users can choose to be notified when specific actions take place within the system. We recommend
users check these email notification boxes to increase the level of individual notification. To edit
notifications preferences, access your profile in HokieMart.

e Select View My Profile
e Navigate to the notification preferences section.

Danielle Harlow Notification Preferences: Purchase Orders

User Name  danielleh

Prepared By - PO Workflow complete Email & Notification
User Profile and Preferences Prepared By - PO sent to Supplier None
Default User Settings
Prepared By - PO line item(s) rejected Email & Notification
User Roles and Access
Ordering ar Prepared By - PO rejected Email & Notification
Permission Settings
S 2 PO submitted into Workflow None
Notification Preferences
Administration & Integration PO pending Workflow approval Notification
Shepping, Carts & Requisitions PO Workflow Netification available None

Purchase Orders
Email & Notification

PO Workflow complete
Catalog Management

Accounts Payable PO sent to supplier None

Receipts _
PO Confirmation/Acknowledgement Mone

Contracts

Form Requests PO Line Item Ship Notice MNone

User His PO line item(s) rejected Email & Notification
strative Tasks

PO rejected Email & Notification
PO line item Backorder notice None
PO line item Cancellation natice None

The notification preferences are categorized by type. Select the type (ex. Shopping, Carts & Requisitions)
and select edit section.

n Preferences: Purchase Orders # EditSection | 2
1 - PO Workflow complete Email & Notification

r- PO sent to Supplier MNone

t- PO line item(s) rejected Email & Notification

- PO rejected Email & Notification

In the edit section, select the type of notification you would like to modify from the drop down (none,
email, notification or email & notification).
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None (Default) — no notifications are delivered by the system.
Email - will send an email to your email address.

Notification — will add a notification to the Notifications Menu on the top of the HokieMart
page.

Email & Notification — will do both listed above (recommended).

Notification Preferences: Purchase Orders ?
Prepared By - PO Workflow complete () Default (@ Override Email & Notification
Prepared By - PO sent to Supplier @ Default () Override None
Prepared By - PO line item(s) rejected () Default (@ Override Email & Motification
Prepared By - PO rejected () Default (@ Override Email & Notification
PO submitted into Workflow @ Default () Override None
PO pending Workflow approval @ Default (7 Override Notification
PO Workflow MNotification available @ Default () Owverride None
PO Workflow complete () Default @ Override Email & Notification
PO sent to supplier @ Default (7 Override None
PO Confirmation/Acknowledgement @ Default () Override None
PO Line Item Ship Notice @ Default () Override None
PO line item(s) rejected () Default @ Override Email & Notification
PO rejected () Default @ Override Email & Notification
PO line item Backorder notice @ Default () Owverride None
PO line item Cancellation notice @ Default () Override None

Once you’ve made your edits click the save changes button.
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The Procurement Department recommends the Requester turn on the following notifications:

Shopping, Carts, & Requisitions

PR Workflow complete/PO created — Email notice that a requisition successfully
completed workflow and that the system will create its purchase order(s).

PR line items rejected — Email to a requisitioner that an approver rejected one or more
line items on a requisition.

Cart/PR rejected/returned — Email to a requisitioner that an approver has either rejected
or returned a requisition.

Purchase Orders

PO Workflow complete — Email notice that a purchase order successfully completed
workflow.

PO line item(s) rejected — Email to a requisitioner that an approver rejected one or more
line items on a purchase order.

PO Rejected — Email to a requisitioner that an approver rejected an entire purchase order.

Accounts Payable

Invoice rejected — Email to an invoice owner that an approver rejected an entire invoice
or credit memo.

Invoice returned — Email and/or notification indicating that an invoice has been returned
to the user.

Tip: If you would like an explanation of the notification, hover your mouse over the Eicon next to each

notification listed for a more detailed description
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HokieMart Purchases

There are several types of forms in HokieMart:

1. University Forms — these forms allow Requestors to enter purchase requisitions through
HokieMart for different types of transactions.

2. Payment Request forms — these forms are used to process payments to vendors that do not
require a purchase order.

3. Procurement Related forms — these forms are used not used to purchase goods or services, but
rather are used to make various requests to Procurement.

University Forms

There are five (5) basic forms that allow users to enter Purchase Requisitions in HokieMart. In this
section, the various forms will be reviewed. The section entitled, Processing Orders in HokieMart will
provide details on how to enter an order after selecting the correct form.

Punchout

Hosted Catalog

Interdepartmental Service Request (ISR)
Travel Agency Authorization
Non-Catalog

ik wn e

It is important to understand the use of each form type so that when you enter your order, you're
choosing the appropriate form. Choosing the wrong form can lead to cancellations and delays in
processing.

Types of Suppliers
There are four basic types of vendors/suppliers in HokieMart:

e Hosted Catalog Suppliers

e Punchout Suppliers

e Internal Vendors

e Non-Catalog Item Suppliers

The type of suppliers you select will dictate the manner in which you search for products and process
your order in HokieMart.

Some suppliers have negotiated contracts with Virginia Tech or other state agencies. The next section
will cover more detail on how to search for suppliers with contracts and how to add those contract
numbers into your requisitions.
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Contract Suppliers

University contract suppliers are distinguished by the symbol ﬂ' to the right of the vendor. Examples
of contract suppliers are Fisher Scientific, Sigma-Aldrich, and VWR International. University departments
have unlimited purchasing authority when using contract suppliers with the exception of a $100,000
limit on the purchase of computers from the suppliers Apple and Dell. The Contracts module within
HokieMart serves as the university’s repository for procurement contracts.

Using the contracts feature in HokieMart will allow users the ability to:

e view contracts available to their department
e review information about a contract (dates, description, etc.)
e search for a contract

Viewing Contracts
Contracts can be viewed in HokieMart, based on user access, or outside of the HokieMart system

through our Contracts Search Tool.

To view contracts through the Contracts Search Tool, navigate to the Procurement website
(procurement.vt.edu) and click on the menu on the right-hand side. Under “For Departments,” select
VT Contracts. Users can then search for vendor names, commodities, or keywords, and also have the
ability to add filters to their search results.

Contract information can also be found in HokieMart. Navigate to the contracts search option by going

to the Contracts menu and then selecting Contracts - Search Contracts.
[

Contracts Type to Search Contracts...

Contracts

Contracis Contracts Home
Accounts

Payable Search Contracts
Approvals

View Saved Searches
Suppliers Libraries
Search Contract Attachments

HEIa Create New Contract...
Reporting
Requests Create and Manage Export Templates

n o . . Contract Import/Export...
Administer Contract Administration

. . Search Contract Parties
Consortium Settings

a Setup Add Contract Party...
Contract Party Import/Export...

View Import/Export Results

External Contacts
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In the Contract field, type in the vendor name, contract number, or commodity to display search results.

IR

W VIRGINIA | o
TECH HoKiE

Comracts » Comracts » Search Contracts

Contract

Contracts

Purchase Orders v

Search Contracts

Search by contract name, number, summary, stc

Active for Shopping Active v
Accounts
Payable By Start/End Date Al v
o Created Date All Dates ¥

Reporting

Administer

Search (Alt+Q) Q 000USD W

Advanced Search | 7

Search results will show contracts. Users can select filters along the left-hand side to narrow results.

AT

VIRGINIA M
Mzﬁ TECH HOKIE

Contracts b Contracts b Search Contracts

< Back to Search Start Qver

Search Details ?

Search Terms
Contract

office

Filtered by
By Start/End Date: Effective

Active for Shopping
Active

Save New Seal Export Search

[remave all]

Refine Search Results ?

Custom Fields Ta

Chart
Fund
OrgWF1

OrgWFr2 [more]

Show on Supplier Portal
No (37)

Contract Ended Early
No (37)

Contract Status
Executed: In Effect (37)

Contract Version Type

Original (28)
Amendment (8)

Show associated forms and non-catalog requests

Contract Search Results

Page 1 of2 1-20 of 37 Results

Contract Details

VLA-2484-2025
CrashPlan Cloud - Engineering Deans Office

Second Party:  GrashPlan Group LLG ~ Start Date: 10/7/2024
Contract Type: VLA End Date: 10/6/2025
Status: Executed: In Effect Active for Shopping: Yes

VHEPC-R190301

Version Type: Original
Renewal No.: i}
Amendment No.: Q

End Date Change Count: 0

Office Supplies
Second Party:  The Supply Room Companies Inc ~ Start Date: 1/1/2024  Version Type: Original
Contract Type: VTG End Date: 5/31/2029 Renewal No.: 0
Status: Executed: In Effect Active for Shopping:  Yes Amendment No. 0

End Date Change Count: 0
VCE
Office Furniture and apparels
Second Party:  virginia Correctional Enterprises ~ Start Date: 4/29/2015  Version Type: Renewal
Contract Type:  State Contract End Date: 4/28/2025 Renewal No.: 2
Status: Executed: In Effect Active for Shopping: Yes Amendment No. 0

End Date Change Count: 1

BP0272
Office Supplies
Second Party:  Guy Brown Products ~ Start Date: 11/1/2022  Version Type: Original
Contract Type:  GPO End Date: 10/31/2025  Renewal No.: o
Status: Executed: In Effect Active for Shopping:  Yes Amendment No.: 0

End Date Change Count: 0

Click on the desired contract number for detailed information about the contract.
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Selecting a Contract on a Requisition
When entering an order in HokieMart, the contract number will automatically populate on your

requisition when the contract is a university-wide contract (available for all users).

Item Catalog No Size/Packaging Unit Price Quantity Ext. Price
8242-BX Blue DoodleBug Cleaning Pad, 5/box PAD 8242-BX 5/BX 7.74 BX 7.74 ter D
v |TEM DETAILS &
Manufacturer 3M Contract: VTG-221-2021 nternal Note no value
Name
nternal Add

A

Attachments

Manufacturer 08242

“Select contract” will appear when a contract may be university-wide but not all good/services are
included in the contract. Certain users may also have access to contracts that are not university wide
and may need to select them on their individual requestions.

If you are in your shopping cart, you can select the contract directly on the line item by clicking on the

text that says “Select contract...”

Line Item Catalog Size/ Unit Price Quantity Ext. Price
No. Packaging

Contract(s) available for assignment 1o this line.

Box of paper EA 50.00 1 EA 50.00 ]

-~ ITEMDETAILS 3

Contract Select contract...
Internal Note
Vi
If you are working in your draft requisition, click on the pencil icon directly on that line item.
Line Item Catalog Size/ Unit Price Quantity Ext. Price
MNo. Packaging
Contract(s) available for assignment 1o this line.
Box of paper EA 50.00 1 EA o 50.00 D
~ ITEMDETAILS v F
Contract no value Internal Note no value
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Click on the text that says “Select contract...”

Edit Line 1: tem Details

Box of paper
EA 50.00 50.00

/ 1 EA

Contract: Select contract...
Contract(s) available for assignment to this line. Internal Note

4

1000 characters remaining expand | clear

Select the radio button next to the contract number and click save to apply the contract.

Change Price

Select a Price and Contract Here

Step 1: Select a Price Step 2: Select a Contract
(@) 50.00USD O No Contract
(Current price)

®) VTS-1531-2021 (Print and Document

Services)
Frint and Document Services

If you have additional line items on your requisition, you can copy the selected contract to other lines.

Line Item Catalog No. Size/ Unit Price Quantity Ext. Price
Packaging
1 Boxof paper EA 50.00 164 @ 5000 -
~ ITEMDETAILS 5 #
Contract: WT5-1531-2021 Internal Note no value
copy to other lines...
\ Internal Attachments ~ Add
Attachments for Add
supplier
Contract(g) available for assignment to this line.
2 Printing EA 25.00 14 @ 2500 - [
~ ITEMDETAILS &
Contract no value Internal Note no value
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Click the checkbox next to the other line items to apply the contract. Click Copy.

Contract Association

@ copy the contract VTS-1531-2021 to the selected lines 9
Product Description Catalog No Size / Packaging Unit Price Quantity Ext. Price Contract Number \_/
Printin EA 1

9 25.00 25.00 USD \/

m Close

All line items on a single requisition should have the same contract number. If requisitions are submitted
with the contract number on only some of the line items, the requisition will split out in to multiple
purchase orders.

General Contract Information

Contracts are set up with an ordering address. Payment addresses against contracts may not be listed in
the supplier search and will not show on the requisition document. Please choose the order address
(usually the bold address) and the Controller's Office will process the payment to the correct payment
address based on default information or what is displayed on the invoice.

Copier Contracts

New Copier Purchase and First Year Maintenance Agreements: Process new copier purchase and first-
year maintenance agreements on a Non-Catalog Item form without selecting the contract. The
Procurement Department will continue to process a university PO for copier rental or for the new copier
and initial (first year) maintenance agreement.

Copier Maintenance/Rental payments: Process as a contract purchase by selecting the contract on the
Non-Catalog form.

Software and Equipment Maintenance Agreements

To make maintenance payments for software and equipment agreements for multiple years greater
than $2,000, process the Non-Catalog Item form selecting the original PO number generated for
maintenance.
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Hosted Catalogs

Send to supplier method: HokieMart Will Deliver

Hosted Catalogs allow users to search for a particular item with suppliers who have a catalog housed
within HokieMart. There are two main types of hosted catalog suppliers: contract and non-contract.

Hosted Catalog suppliers with university contracts are displayed on the home page of HokieMart. Users
can shop hosted catalogs in two ways, by using the simple search bar on the home page of HokieMart or
by accessing a specific supplier’s hosted catalog.

Simple Search
To use the simple search feature from the Shopping Home Page in HokieMart:

e Place the cursor in the field located in the upper center portion of the screen
e Enter an item description, for example, “beaker”

V7~ VRGN | Hoke Mar 0 - Search (Alt+Q) a  7scousp W @ @ &
Home
Simple Advanced Goto: Non-Catalog Item | Favorites | Shop | Quick Order Browse: Suppliers | Categories | Contracts | Chemicals

o= “ n

e C(Click the magnifying glass to search
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The requested search information will be displayed.

/77~ YRSINIA | Hokie Marr o - Search (Alt+Q) a  750usp w0 @ &y
Home
Simple Advanced .-
beaker X Compare BESTMATCH ~ 3 =
Search Results External Marketplace Results 306
Filters &
<@ @ @
By Supplier ~
[J cenMedEnterprises N N N
[] % B neta
Scientific Inc
[] Laboratory N . .
Beaker Griffin Low-form PP 30 mL;30 Beaker Griffin Low-form PP 50 mL;50 Beaker Griffin Low-form PP 100
Disposable Products mL;12/PK;48/CS mL;12/PK;48/CS mL;100 mL;12/PK;48/CS
| from from from
ne Laboratory Disposable Products Inc Laboratory Disposable Products Inc Laboratory Disposable Products Inc
D MedSupply Partners Part Number Part Number Part Mumber
LLC 1201-0030-NN 1201-0050-NN 1201-0100-NN

166.00 USD 156.00 USD 203.00 USD
[J cole-rarmer

Instrument Company Qty. il Add To Cart - Qty. 1 Add To Cart - Qty. 1 Add To Cart -

Show all | Select Multiple
Filters (4 ) ) (W)

By Supplier Class ~
N N N
[] % contract Supplier

] Eg wminority

Scroll down to view all item options. Clicking on the item description may offer more specifics on that
item. Users can filter search results using the filters along the right hand side.

Edit quantity on the desired item(s) and select Add To Cart.

Polycarbonate graduated beaker with
handle, 470 mL
from Cole-Parmer Instrument Company

Part Number
06004-80
32.80 UsD

Qty. I Add To Cart -
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Contract Supplier Hosted Catalogs

Contracted suppliers with hosted catalogs have an icon under the Hosted Catalog Suppliers section on
the home page of HokieMart. To shop a hosted catalog from a contracted supplier, click on the icon/tile
and enter what you are looking for in the search bar or click on Categories to view a listing of all the

commodities they offer.

Sanico

Contract Supplier

gloves|

Categories

Mon-Catalog Item

ap

urces

one: +1

Click the magnifying glass to search. Results are displayed similar to using the simple search bar,
however these results will already be filtered to a specific supplier.

T | boves

Search Results: 28

By Supplier
~/ Sanico (28
By Category

By Packaging UOM

O wexe
O vPris
[m]

By Result Type

Products (28)

By Manufacturer

[ Hospeco (s;

105867 Gloves Stretch Blend, Blue,
Small, 100 per box
from Sanico
105857
11.54 USD

Rl Add To Cart H

<@
4

GL-105FS Powder Free Small Latex
Gloves, 100/bx
from Sanico

PFLATEX-SM
8.02 USD

Rl Add To Cart H

54

105868 Gloves Stretch Blend, Blue
Medium, 100 per box

from Sanico
105868
11.54 USD
. e
<
(W]

GL-105FX Powder Free X-Large
Latex Gloves, 100/box
from Sanico

PFLATEX-XL
8.02 UsSD

U Add To Cart n

Follow the steps above to add items to your cart.

$

105869 Gloves Stretch Blend, Blue,
Large, 100 per bax

from Sanico
105869
11.54 UsD
. e
<@
(W]

DWF1001-LARGE Powder Free Vinyl
Gloves, Large, 100 per box, 10 boxes
per case

'om Sanico

DWF1001-LARGE
99.75 USD

Ll Add To Cart H

Compare

54

105870 Gloves Stretch Blend, Blue,

XL, 100 per box
from Sanico
105870
11.54 USD
1 Aadrucan
@
G

DWF10071-MEDIUM Powder Free
Vinyl Gloves, Medium, 100 per box,
10 boxes per case

from Sanico

DWF1001-MEDIUM
99.75 USD

Rl Add To Cart n

BEST MATCH 8 =

<@
t
GL-105FM Powder Free Latex
Gloves, Medium, 100/box
from Sanico
PFLATEX-MED
802 USD
M Add To Cart H
<&
&)

BWL183L Flock Lined Nitrile 13"
Chemical Resistant, Puncture
Resistant gloves, size Large

om Sanico

8217LARGE
292 UsD

(Il Add To Cart H
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Once items have been added to your cart, you will need to select the Cart icon at the top and Select
View My Cart to proceed with checking out and creating a draft requisition.

= -

Purchase Orders Search (Alt+0) Q 23.08 USD 1! AV |ke -.h 1

My Cart (2021-11-04 danielleh 01)

tracts | Chemicals

ﬁ 105867 Gloves Stretch Blend, Blue...
Quantity: 2 View My Cart n

Price: 23.08 USD
Checkout

23.08 USD
& SWaM Vendor Search cee

You can select “Checkout” to proceed with submitting your requisition.

Note: It is highly recommended that you utilize the Hosted Catalog suppliers who have a tile on the home
page of HokieMart. These catalog suppliers offer Virginia Tech the best pricing and negotiated terms.
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Punchout Vendors

Send to Supplier Method: HokieMart Will Deliver

Punchout suppliers are contracted vendors and punchouts should be utilized whenever possible over
using a non-catalog form. Punchouts have unlimited departmental purchasing authority EXCEPT for

computer technology (Dell and Apple) which is capped at $100,000.

Punchouts are maintained on the Supplier’s website. Click on the icon for the supplier to be redirected
to the supplier's website. Once a user has created a shopping cart within the punchout, items will

transfer back in to HokieMart to create a requisition.

e Select desired Punchout supplier

Airgas (i )
IDT e
Spectium Thomas|” EISA

Dffice/Computer/Book/Furniture Punchout Catalogs

amazon AMERICA <

& DALY DOAL )

Fisher
Sclentific

Meta Scientific

VWREL

v
M-«I aa own H

ThermoFishe

SCIEN
tormery fife

secee
QIAGEN

WL Busine

Users will be punched out of HokieMart and onto the supplier’s website for VT ordering. When
searching for items, the dollar value displayed will be the contract/discounted price. All of the
Punchouts are similar, but they are each a bit different in how items are placed into the shopping cart.

It is important that when you are placing a punchout order, you access the supplier’s website via
HokieMart. Always have your pop-ups enabled on your web browser to allow the punchouts to open.
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When you punch out to a supplier site, enter the
search criteria in the appropriate location, such as

the suppliers search bar.

&2 https://solutions.sciquest.com/apps/Router/PunchoutFrameSet?ReturnUrl=%2Fapps%2FRouter®2FHome8token=MTpBRVI il @ Gf 8 =

Cancel PunchOut

Shop Our Clearance Sale for Big Savings on Select Products | Save Now >

= @ fisher scientific gloves x Q Order Status  Quick Order  Support Virginia T. -

pér of Therma Fisher Sclentific My Account —

Welcome Virginia Tech

Over the years, the Fisher Scientific channel has supported the Virginia Tech research community's pursuit to improve the
quality of life through innovative research.

As Virginia Tech's approved supplier for lab supplies/equipment, chemicals, and consumables, the Fisher Scientific channel
provides you with the products, services, and assistance you need to stay focused on your critical research. The Fisher
Scientific channel offers an extensive product portfolio and a knowledgeable and respeonsive customer support team that
helps ensure you get the right products at the right time. We look forward to serving your business!

Contacts

Maria Bryson Fisher Scientific Customer Service

Sales Representative +1 800-766-7000

+1 540-682-9330 (Cell) +1 800-926-1166 (Fax) Add your item to
maria.bryson@thermofisher.com 3970 Johns Creek Court

Suite 500 the cart and click
the check out or
cart button.

‘Cancel PunchOut

Shop Our Glearance Sale for Big Savings on Select Products

Save Now >

= @ fisher scientific gloves x Q Order Status ~ Quick Order  Support v T \9

pérl of Therma Fisher Scientitic My Account —_

Preferred Product v Search results for "gloves"

[ @Hot List item (20) Finding the Right Disposable Gloves

Switch and Save It 18
L] @ swich and Save fiem (18) 1 - 15 of 5,162 results

Category -

Work Gloves (1,202) 1 Nitrile Examination Disposable Gloves
Exam Gloves (525) Disposable nitrile gloves, powder free, non-sterile, ambidextrous

General-Purpose Industrial Gloves

edgeX

(394)
Chemical Resistant Gloves (331) | Specifications ‘ Exam Gloves
Glove Accessories (230)
Cold Resistant Gloves (187) Catalog Number  Size Price Quantity Availability
Cleanroom Gloves (183) Q) NGPFTO01 Small @ $7.50 Check Availability "

Pack of 100 - Add to Cart (1)

Show all edge:
© $69.61 ® In Stock Add to List
(& ot 10 PK
e & Available for delivery by
Brands - Apr 02
Ships from NAZARETH, PA
Enter a brand name {EPD)

Punchouts can offer additional
benefits such as estimated ship

times and product availability.
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Submit your cart for approval within the Supplier catalog.

Please note: this is the last place you can make changes to the items on this
order. If changes must be made to the line items after punching back in to
HokieMart, users will need to delete the cart and start from scratch within the

punchout.

Shop Our Clearance Sale for Big Savings on Select Products | Save Now >

‘Cancel PunchOut

— , T Virginia T
f— @ flsher SC’erThflC Order Status Quick Order  Support \9
part o Therme Fisher Scientifi Q My Account o
Shopping Cart
Account: 857660001 Print &  Share A
o e - -
Purchasing Application
Nitrile Examination Disposable Gloves @ $7.50/ Pack of $7.59
100 1
q Catalog Number: NGPF7001 — Order Summary
() $69.81 / Case of
Size: Small
ze:5ma 10PK Subtotal (1 ltem) $7.59
@ In Stock Order Total $7.59
@ Available for delivery by Apr 02
Ships from NAZARETH, PA (EPD)
edge Apply Promotion Code

This item is not returnable. View return policy

Remove | Save for Later

The Supplier will return the items to HokieMart

and place it in your Cart at the top.

VIRGINIA
Vf TECH HOKIE MaRT

Shopping Cart * Shopping Cart

1 Item

Fisher Scientific Company LLC - 1 ltem - 7.59 USD

~ SUPPLIER DETAILS + Order Address 2 : 3970 Johns Creek Ct Ste 500, Suwanee, Georgia 30024-1297 United States

Contract

Line ltem

1 NITRILE POWDER FREE GLOVES S

VTG-546-2017

~ ITEMDETAILLS §)-

Manufacturer
Name

Manufacturer

Unknown

NGPF7001

PO Number To Be Assigned
Catalog No. Sizef Unit Price
Packaging
NGPF7001 PK 7.59
Contract: VTG-546-2017

Select contract...

‘Cancel Punchout

All v Search (Alt+Q) Q 7.50UsD W o @
@ ™ Proceed To Checkout
1~
Summary
-0 Details
Total (7.59 USD)
Shipping, Handling, and Tax charges are calculate
and charged by each supplier. The values shown
. . here are for estimation purposes, budget checking
Quantily (B (P and workflow approvals
Subtotal 7.59
Qty: 1 PK 7.59 [ Total & 7.59
Internal Note
A

1000 characters remaining
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Tips:

e Suppliers will not receive any external notes or external attachments on punchout PO’s due to
cXML transmission.

e Punchout orders are invoiced via cXML or supplier portal. Campus users will be able to see
invoices for punchout orders on the invoice tab of their purchase order.

e User may NOT copy a cart that was created through a punchout.

e After returning to the cart, users may NOT add or delete items in the cart of the punchout. If
changes need to be made to the items in the cart, users need to delete the entire cart and
rebuild the order again through the punchout.
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Non-Catalog Item

Send to Supplier Method: HokieMart Will Deliver OR User Will Deliver

The Non-Catalog Item form allows users to purchase items or services and cannot be handled through
the Hosted Catalog, Punchouts, Interdepartmental Service Request, Payment Forms, or Travel Agency

Authorization.

Users should always contact the supplier prior to issuing a non-catalog requisition to be sure that the

supplier will accept a purchase order and to obtain a quote for the items desired.

The Non-Catalog form can be found by selecting the cart icon under Shopping:

VIRGINIA
\V/7aR 5 MOKIE AR

Shop (Ali+P) By Keyword ~ Search...
Srorrer Go To

Shopping Home
My Carts and Orders

Advanced Search

Admi & - Billir
min View Favorites
Shopping Settings View Forms Bill Ti
Non-Catalog ltem Yarber Acco
Quick Order Emai
- q OormMm
New Shopping Experience L Office Norit
Or on the home page of HokieMart:
N7/~ YIRSINIA | Hoyie Mt Al Search (Alt+Q)
Simple Advanced Goto: Mon-Catalog tem | Favorites | Shop | Quick Order  Browse
Isearch for products, suppliers, forms, part number, etc
Select Non-Catalog Item to open a blank form.
A search box will be displayed allowing users to search for a particular supplier.
Add Non-Catalog ltem X
Existing Supplier
jselect Supplier 4 Q ‘
Item
Description * Catalog No. Quantity * Price Packaging
EA-Each v
254¢ lers remaini
* Required fields m Save And Add Another Close
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Begin entering a specific vendor. As the name is entered, possible matches will be displayed.

Add Non-Catalog ltem

Existing Supplier

new river x Q
New River Office Supply Inc| -
New River Nature Catalog No. Quantity * Price Estimate Packaging

New River Recycling
EA - Each v

254 characters remaining

* Required fields m Save And Add Another Close

Select the desired supplier.

Note: If the supplier you’re looking for is not available, please see the section on Adding New
Supplier/Address.

Next:

e Enter Product Description of the item(s) being purchased.

e Enter Catalog No. when available.

e Enter desired Quantity (cannot be zero 0).

e Enter a Price for the item(s). A dollar amount must be provided.

e From the drop-down menu, choose Packaging option if known (EA, LO, PK, etc.).

Add Non-Catalog Item

Existing Supplier

New River Office Supply Inc ®Q New River Office Supply Inc X
Fulfillment Address v Distribution Methods »
Order Address zg - 2605 Research Center Dr, Blacksburg, Virginia 24060 United States

Item

Product Description * Catalog No. Quantity * Price Estimate Packaging

Legal size paper pp-ct-55 1 45.00 BX - Box v
y

238 characters remaining

* Required fields m Save And Add Another Close
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When only one item is to be ordered,

e Click Save.

e User will now be in the Home Screen of HokieMart.

e C(Click on the shopping cart icon in the upper right-hand corner of the screen to access
the draft cart.

If multiple items are being ordered from the same vendor:

e Click Save and Add Another after adding each item.

e  When finished shopping click Save.

e User will now be in the Main Screen of HokieMart and items will be displayed in the
shopping cart.

Requisitions ~ Search (Alt+Q) Q 15.00USD W @ |"o 4 2

ltem | Favorites | Shop | Quick Order Browse: Suppliers | Categories | Contracts | Chemicals

Users can click on the shopping cart and proceed with checkout to create a draft requisition, or they can
come back to the cart at a later time to continue adding items and process the cart.
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Interdepartmental Service Request (ISR)

Send to Supplier Method: HokieMart will deliver PO
The Interdepartmental Service Request (ISR) form is used to process orders to all internal university

suppliers and Service Centers listed on the drop-down menu of the form. Service Centers/Suppliers are
added on a continuous basis. All internal supplier names start with a “VT.”

ISR forms are billed through a journal entry in Banner by the department acting as the internal supplier.
Invoices for these transactions are not processed by Accounts Payable.

From the Main Screen of HokieMart under University Forms
e Select Interdepartmental Service Request

University Forms & SWaM Vendor Search

Direct Pay (HokieMart will Interdepartmen tal Service Reimbursement Request Travel
notd... Reque... (HokieMart...

Procurement Related Forms

Contract Mod Request Form ShipTo At::d Fess Request Solicitation Request Form
Ceontract Mod Request Form ) R o Solicitation Request Form
Ship To Address Reguest Form

From the drop-down menu:

e Choose the desired VT Supplier. A listing of all Virginia Tech Internal Suppliers can be found
here. The order address will default in.

/777 VIRGINIA | e Mag Al - Search (AIt+0) Q coousp w @ @ E2p
Form * Interdepartmental Service Request (HokieMart will deliver PO) <& ™= --- Close -
Supplier Info @

Existing Supplier

Supplier * VT Chemistry Research Stockroom v
Fulfillment Address Order Address 2 @

171 Davidson Hall
1040 Drillfield Dr
Blacksburg, Virginia 24061 United States
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https://www.procurement.vt.edu/content/dam/procurement_vt_edu/hokiemart/Internal_Vendor_Listing.pdf

In the General Info section, enter all information.
e (Catalog No. should display ISR (Do not edit).
e Product description allows the user to identify what is purchased.
e Quantity of items or users can enter a quantity of 1 for a service.
e Packaging defaults to EA — each but can be changed if needed.

e Estimated Price — enter how much you think the request will cost. This can be an exact amount
qguoted from the supplier or can be an estimate. This will be the amount encumbered for that

line item.

General Info

Non-Configurable Fields

General Info Instructions

Use this form for Interdepartment Service Requests. Include a general description of the goods or services you are

requesting in Product Name/Description field

Form Type % Interdepartmental Service Request (HokieMart will deliver PO)
Catalog No. % SR
Product Description % Beakers
A

247 characters remaining expand | clear
Quantity ¥ 5
Packaging W EA - Each v
Estimated Price W 7.00

e Complete the External Info portion of the form. If this portion is not completed, error messages

may appear on the requisition. All areas designated with a star are required fields.

External Info

External Info Instructions

Service Required by: %

Include additional instructions under External Notes below.

3/31/2025

Department. % Procurement
Building / Room: # North End Center 2100
Contact Name: HokieBird

Contact Phone: %

External Notes (1000 char)

External Attachments

e If attachments are necessary, click Add in the External Attachments field.

540-231-6221

Hokie Bird will be there to pick these up next

Y

948 characters remaining expand | clear

Add
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Browse your computer documents and attach any document(s) that need to be sent with the ISR.
These attachments must be done as External Attachments.

Once you have entered your item, from the Available Actions drop-down menu, either click Add and Go
To Cart or Add to Cart and Return to continue adding items.

User will now be in the Main Screen of HokieMart. Click on the shopping cart icon in the "!
upper right-hand corner of the screen to access the draft cart.

User will now have the option to view the cart and continue shopping or go directly to the Requisition
Summary screen which allows the requisitioner to add funding information in the Cart Draft Requisition.

Account Codes for ISRs

When entering ISRs for internal suppliers in HokieMart who are official University Service Centers, the
account code on all transactions must always be 1244R. If an account code other than 1244R is entered
on the ISR, the PO that was generated will be closed and you will be asked to process a new request
through HokieMart with the correct account code. A complete list of official University Service Center
HokieMart Suppliers can be found here.

Receiving ISRs
Please note that departments submitting ISRs to any Internal Service Unit through HokieMart do not
need to do receiving in HokieMart or send a paper copy of the invoice to the Controller’s Office. The

individual service area will process the billings through Banner.

Additionally, the Procurement department does not release encumbrances on ISR purchase orders.
Encumbrances on cancelled ISR purchase orders can be released by the internal vendor through their
billing process. Departments should contact the internal vendor directly for encumbrance releases on
their purchase orders.
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Travel Agency Authorization

Send to Supplier Method: HokieMart Will Deliver PO

Use this form to purchase airline tickets and other travel related services from contract travel agencies
listed on the drop-down menu of the Travel Agency Authorization. Do not use this form for travel
reimbursements to university faculty or staff. See the Controller’s website for information related to
travel and travel reimbursements.

Campus users should have contacted the contracted travel agent and arranged travel prior to submitting
this form. The travel confirmation provided by the travel agent can be used by the department when
entering in this form.

From Main Screen of HokieMart under the University Forms:

e C(Click Travel Agency Authorization:

University Forms & SWaM Vendor Search

Direct Pay (HokieMart will Interdepartmen tal Service Reimbursement Request Travel Agency Authorization
notd... Reque... (HokieMart... (Hok... VT SWaM Vendor Search

Diversified Vendor Search

Procurement Related Forms

Ship To Address Request
Form
Ship To Address Regquest Form

Contract Mod Request Form
Contract Mod Request Form

Solicitation Request Form
Solicitation Request Form

e From the drop-down menu choose the contract vendor you worked with to arrange travel.

Form * Travel Agency Authorization (HokieMart will deliver PO)

Supplier Info

Existing Supplier

Supplier % v
General Info AAA Corporate Travel
Non-Configurable Fields Anthony Travel LLC
Covington Travel Service Inc
General Info Instructions kets from contract travel agencies. Provide additional in

MattijitavellAgency/icC mation such as dates, to and from locations, etc in the P

0 World Travel
mega World lrave Mart will deliver PO)

Form Type %
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Next in the “General Info” section of the form, enter required information:

e (Catalog No. —type the traveler’s name as it appears on the driver’s license.

e Product Description is the location to provide information for the travel agent. Be as specific as
necessary to ensure proper travel is arranged.

e Quantity should always be 1. This will be for one traveler.

e Packaging - will remain EA — each.

e Estimated price will be for the travel and all associated costs provided to you from your travel
agent.

General Info @

Non-Configurable Fields

General Info Instructions Use this form to purchase airline tickets from contract travel agencies. Provide additional instructions to travel agency
under External Info (such as rental car arrangements, personal travel arrangements, etc.). Enter the traveler's name in
the Catalog No. field below. Include ticket information such as dates, to and from locations, etc in the Product Name/
Description field below.

Form Type Travel Agency Authorization (HokieMart will deliver PO)
Catalog No. W Hokie Bird
Product Description * Flight from LAX to AKL departing May 30, 2024

and returning June 24, 2024. Reference

onfirmatio nber K902 3
confirmation number K902LDC3 y
141 characters remaining expand | clear

Quantity %
Packaging W EA - Each v
Estimated Price ™ 2,735.11

Internal Info should provide the business purpose of the trip and any supporting attachments, such as
the itinerary.

Internal Info @
Internal Info Instructions Purpose of trip.
Internal Notes (1000 char) * This is for the Hokie Bird to speak at annual the

Mascot Conference.

%

932 characters remaining expand | clear

Internal Attachments Add
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External Info should contain any information that would help the travel agency match this PO up with
the arranged travel in their system. Best practice is to always include or reference the confirmation they
provided you.

External Info @
External Info Instructions Enter additional travel agency instructions in External Notes.
onfirmation number K902LDC3 attached

External Notes (1000 char) Seec
Travel arranged with Tra

cy at AAA.

Y

923 characters remaining expand | clear

External Attachments Add

2 Hokie Bird travel confirmation.docx

To finalize the Travel Agency Authorization from the Available Actions drop-down menu, select:
e C(lick Add and go to Cart.
e Then click Go.

User will now be in the Cart — Draft Requisition. Complete the cart to create the PR.
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Processing Orders in HokieMart

This section outlines the steps to complete the Shopping Cart and finalize the Purchase Requisition (PR).
While each purchase order transaction may be processed on a different form, all form types result in the

same shopping cart and requisition document format.

Create the Cart

Users must first enter their transaction on the appropriate form type to create a shopping cart. The
sections above detail how to process a transaction on each of the form types available in HokieMart
(Punchout, Hosted Catalog, Non-Catalog, ISR, Travel Agency Authorization).

Edit the Cart

Users should now take a moment to edit (add additional information) to the shopping cart before
proceeding to checkout and creating a draft requisition. There is a last chance to edit information during
the Final Review. Regardless of the screen form used, the information and fields required to complete
the Cart are the same.
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Cart Name - Users can assign
a unique name to their cart,
making it easier to find past
requisitions. This is optional,

but useful for frequent
purchases from the same
supplier. Cart names display
on search results.

Shopping Cart - ¢

Simple

Search for products, supplers, forms, part number, etc.

Priority - This field is used to
communicate to the
Procurement Buyer when
departments have a requisition
above delegation that requires

urgent processing. PRs default to

Normal priority. Users can select
Urgent from a drop-down menu
only for critical PRs exceeding
departmental delegation. Most
PRs should remain Normal.

Cart Name 2025-04-01 erinc93 01

Priority Normal

Leave date blank
unless next fiscal e

year order (then

enter 07/01/2024)

Notify AP- D

Prepayment

Prepared for Erin Griffin Q

Notify AP-Prepayment — check off

this field if a prepayment is
required on a purchase order. S

Internal Note

4

1000 characters remaining expand | clear

Send to Supplier? HokieMart Will Deliver

O

Will this PO require
incremental
payments (i.e. cost
gceiving)?

that a PO
ee

Prepayment notification in this

user guide for additional detail

Mote to all Suppliers

1000 characters remaining

Date Field - this is used to indicate

will not be paid for on this

fiscal year’s funds. As fiscal year end

approaches, users can enter in July 1

S.

and the current year to prevent their

PO from paying out until next fiscal

year. In most cases, this field should

be left blank.

4

expand | clear
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Will this PO require
incremental payments? —
Users should check off this field
if the PO will be paid using cost
receipts rather than quantity
receipts.

Shopping Cart * Shopping Cart

Simple Advanced

Search for products, suppliers, forms, part number, etc.

Internal Note and Note to all
Suppliers — Users can enter in
internal and external notes here.
Internal notes are intended for
departmental documentation.

Notes to suppliers are intended
for external communications.

4 K

Cart Name 2025-04-01 erinc93 01 Internal Note Note to all Suppliers
4 4
1§00 characters remaining expand | clear 1000 characters remaining expand | clear
Priority Normal  ~
Send to Supplier? HokieMart Will Deliver {4
Leave date blank y
unless next fiscal
year order (then e Will this PO require D
enter 07/01/2024) incremental
payments (i.e. cost
receiving)?
Motify AP- D
Prepayment
Prepared for Erin Griffin Q

Prepared For (On-Behalf-Of) —
If you do not have access to the
funding source for this
purchase, or are an On-Behalf-

Of Requestor, here is where
you can enter in the name of
another Requestor or “Shared
Department.”

Send to Supplier? — this refers to whether
or not the supplier will get a copy of the
PO sent by the system.

HokieMart Will Deliver (default) means
the system will automatically deliver a
copy of the PO to the vendor.

User Will Deliver means the user will
email or fax a copy of the PO to the
vendor outside of the HokieMart system

Once users have made the appropriate adjustments to the fields on the shopping cart, click Proceed to
Checkout to create the draft requisition. Information on the shopping cart will transfer to the draft
requisition and users will have the option to made edits before submitting the requisition.
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Removing Items from a Cart

When the user wishes to remove items from an active cart:
e Place a check mark in the box next to the item to be removed.

11 ltems

New River Office Supply Inc - 11 Items - 360.11 USD

-~ SUPPLIER DETAILS  Order Address 2 ; 2605 Research Center Dr, Blacksburg, Virginia 24060 United States

Contract no value PO Number To Be Assigned
Line Item Catalog Size/ Unit Price Quantity
Mo. Packaging
1 Paper Mate Profile Ballpoint Pen, PAP89465 EA 15.99 6 EA

Retractable, Bold 1.4 mm, Black Ink,
Translucent Black Barrel, Dozen

~ ITEMDETAILS
Contract: no value Internal Note no value

[Per—— A A

Ext. Price

@ o504

N

e C(Click on the drop-down arrow up at the summary level of the line items.
e Users can then choose from one of the following options:

o Remove Selected Items — removes any items checked off from this draft requisition

o Remove All Items — removes all items from the draft requisition

o Move to Another Cart — moves selected items o a different cart. This can be useful if

users accidentally put orders to two different suppliers in to one cart.

11 ltems - —

Summary

Add to Favorites

New River Office Supply Inc - 11 ltems - 360.11 USD e —

Remove Selected ltems

~ SUPPLIERDETAILS  Order Address 2 : 2605 Research Center Dr, Blacksburg, Virginia 24060 United States Remove All ltems
Contract no value PO Mumber To Be Assigned Move to Another Cart
Change Supplier
Line Item Catalog Size/ Unit Price Quantity Ext. Price
No. Packaging Add to Draft Cart or Pending PR/PO

Add to PO Revision

1 Paper Mate Profile Ballpoint Pen, PAPB9465 EA 15.99 6 EA o 95.94 N4

Retractable, Bold 1.4 mm, Black Ink, Requires Sourcing

Translucent Black Barrel, Dozen

-~ ITEMDETAILS ¢ #

/W chaw akinnad ctana
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Final Review

After selecting Proceed to Checkout, the shopping cart information will transfer over to a draft

requisition. Users can still edit shopping cart information and will also add shipping and funding details.

There is a visible checklist showing information that is still required to submit the requisition.

VIRGINIA -
Wz i, Hokie Mag

Requisition * 199577269

Summary Comments Attachments History
General £ Shipping £
Cart Name Yearly office supply order ship To
Priority Normal Contact Name Erin Griffin
Phone +1 540-231-9028
Leave date no value Email erinc93@vt.edu
blank unless Procurement
next fiscal year North End Center Ste 2100
order (then 300 Turner St NW
enter Blacksburg, VA 24061
07/01/2024) United States
Prepared by Erin Griffin
Delivery Options
Erspsmddor Erin Griffin ship Via Best Carrier-Special, See
Comments
Work Order N/A
ber N/A 5 =
Ny Send to HokieMart Will Deliver
Supplier? HokieMart will distribute the PO
Service Now no value
1o supplier
No.
Notify AP- X
Prepayment
Funding
Chart Fund OrgWF1 Account UGType
u no value no value no value no value
University Chart © Required © Reguired @ Required © Required

Al = Search (Alt+Q)

Billing
Bill To

Accounts Payable

Email to: vtinvoices@vt.edu
Or Mail To:

North End Center Suite 3300
300 Turner Street NW

Mail Code 0312

Blacksburg, VA 24061

United States
Location Activity
no value no value

o 1@ g

360.11USD W

® =, @ 4R Submit PR

Summary -

ﬂ Correct these issues. ~
‘You are unable to proceed until addressed.

Required: Fund
Required: OrgWF1
Required: OrgWF2

You do not have permission to access this
field: OrgwF2

Required: FundWFr

You do not have permission to access this
field: FundWF

Required: Account
Required: UGType

Total (360.11 USD) v

charges are
supplier. The
ation purposes,
kflow approvals

Shipping, Handling, and
calculated and charged
values shown here
budget checking, an

Subtotal 360.11
360.11
What's next for my order? ~

MNext Step Budget Auth

Approvers Automatically calculated by
system

There is information the requisitioner may want to edit in the General and Shipping sections. The Billing

section will always remain as the defaulted information. Select the pencil icon at the top right of each

section to make any edits.
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General
General

select a

displays data entered during the Edit the Cart section. At this time, On-Behalf-Of users should
different user if they haven’t already done so.

Edit General

General

Cart Name % 2025-04-01 erinc93 01

Priority MNormal «

Leave date blank unless

next fiscal year order

(then enter 07/01/2024) mm/dd/yyyy

Prepared by Erin Griffin

Prepared for Erin Griffin Q
work Order Number % N/A s
Service Now No.

Will this PO require D

incremental payments
(i.e. cost receiving)?

* Required fields m Close

To prepare the requisition On Behalf of a different user, enter the name of the user you wish to

purchase on behalf of and click the magnifying glass to search.

Prepared by Erin Griffin
Prepared for | Chad Dal Q
Dalton, Chad

Work Order Number % }
Hankinson, Chad

Ryan, Chad

Service Now No

Joines, Chad

* Required fields m Close

Possible choices will be displayed. Find the particular user from the list and click to select them.
When complete, click Save.
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Shipping
The Shipping section displays information regarding shipping and delivery data.

In this section, users can edit the ship to address that they want their order delivered to. Users can edit
the Contact Name, Phone, and Email to customize this shipment to a specific recipient.

All default addresses saved in the user’s profile will appear first, or users can search for an additional
existing address in HokieMart. Only official Virginia Tech Campus addresses will be displayed in
HokieMart.

Edit Shipping
Ship To *
{E} CURRENT ADDRESS kD]
Contact Name ¥ Erin Griffin [] Add tomy addresses
Phone +1 540-231-9028
Email # erinc93@vt.edu
Address Line 1 Procurement
Address Line 2 North End Center Ste 2100
Address Line 3 300 Turmer St NW
City Blacksburg
State VA
Zip Gode 24061
Country United States
O 0333 - Erin Griffin, +1 540-231-9028, erinc®3@vt.edu, Procurement, Nerth End Center Ste 2100, 300 Turner St NW, Blacksburg, VA 24061, United States +
() surplus - Ron Barrett, (540) 231-5660, ronald@vt.edu, Surplus Property, 1425 South Main St, Blacksburg, VA 24061, United States
Search additional ) ResultsPerPage 10 -

The Ship Via should default to “Best Carrier-Special, See Comments.”

The user will have the chance to edit the delivery method to the supplier (either HokieMart Will Deliver
or User Will Deliver).

The user can check the Notify AP-Prepayment box if a prepayment is required on this order.

Delivery Options

ship Via Best Carrier-Special, See Comments v
Send to Supplier? ® HokieMart Will Deliver W

Notify AP-Prepayment

 Required fields m Close
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Funding Information
The funding section is where the Requestor tells the system how we will fund the purchase. The fund

and account are required fields. To edit or provide missing information, select the pencil icon and the
Accounting Codes box will open.

The University Chart field will always default to “U.”

Funding #
Chart Fund OrgWF1 Account UGType Location Activity
U no value no value no value no value no value no value
University Chart & Required @ Required @ Required @ Required
Fund

The fund code may be displayed if one has been created as a default in the user profile. Some users
have access to multiple funds. If the appropriate fund does not display or another fund should be used,
users may use the search feature or type the fund code in.

As users type in the funding box, a listing of available funds will be displayed from a drop-down list.

Edit Funding X

Accounting Codes

Chart % Fund % OrgwF1 * & Account * UGType * = Location Activity

U- University Chart + procurement]| Q No Value No Value Search Q Search

tired © Required © Required
121715 - Procurement Operation

* Required fields m Close

A listing of available funds will be displayed from a drop-down list. Users must click on the fund you wish
to select when it appears beneath the funding box to accurately pull the fund in.

Edit Funding X

Accounting Codes

Chart % Fund * orgwF1 * & Account % UBType * Location Activity

U - University Chart ~ 121715 Q 047000 - Procurement  ~ NA - Not Applicable  ~ Search Q Search

© Required

* Required fields m Close

Once the fund has been selected, the associated Org number and UG type will automatically be
populated. Location and Activity codes are optional.
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Account Code
Account codes are used to classify and categorize expenditures and can also route the requisition to

additional necessary approvals. It is important that correct account codes are used when entering
purchases in HokieMart. For a quick reference of account codes see: Account Code Listing.

Frequently used account codes can be stored in the user’s profile. To learn how to add Account Code
Favorites, see User Information and Settings: Account Code Favorites.

If account codes are stored in the user’s profile, they will be displayed in a drop-down list by choosing
Select from profile value. The appropriate selection may be made from this list.

If the account is not available from the user profile, users may need to search for the appropriate
account code. To search for an account code, type in the search field. Users can type in a code or can
search using key words such as “office supplies.”

Edit Funding X

Accounting Codes

Chart % Fund % OrgwF1 * = Account % UGType *E Location Activity

U - University Chart  ~ 121715 Q 047000 - Procurement NA - Not Applicable  ~ Search Q Search

13120 - Office Supplies - Gen.

* Required fields m Close

Additionally, uses can click on the magnifying glass to search through a listing within HokieMart.

Custom Field Search

value Description Filter
Clear Al Filters

< ) > ) Page 1 of200 1-20 of 4000 Results 20 Per Page v
value Description

0011 Fall Tuition and Fees +
0012 Spring Tuition and Fees +
0013 st Summer Tuition and Fees +
0014 2nd Summer Tuition and Fees +
0015 Tuition Waivers - Offset +
0016 GU Joint Pgm Tuit Settlement +
0017 Winter Session Tuition and Fees +
0018 Program Fee SFA +
0021 Tuition Deposit Forfeits +
0022 Revenue Refunds +
0023 Delinquent Tuit-Std Acets +
0024 Scholarship Discounts & Allowances +

Cancel
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A listing of available funds will be displayed from a drop-down list. Users must click on the fund you wish
to select when it appears beneath the funding box to accurately pull the fund in.

Internal/External Notes and Attachments

Internal/External notes and attachments are used to communicate or notate information about an order
internally or to communicate externally to the supplier. External notes and attachments should not be
used on a requisition generated from a punchout catalog.

Internal notes and attachments remain internal to Hokiemart and are not viewable by the Supplier.
Example uses are:

e To reference an item for a specific cart (“for Chemistry 101 lab class”, “Supplies for Dr. Bell”).
e For notes needed by the Procurement Department (“See attached bid”, “Confirming invoice”).
e Used to provide information to add a New Supplier.

External notes and attachments are those intended for the Supplier to see. Example uses are:

e To communicate delivery instructions to the supplier (“deliver to loading dock”).
e To attach a quote, you’re referencing in your product description.

Example of Internal and External notes and attachments on a requisition:

Internal Notes and Attachments &£ External Notes and Attachments oV

iternal Note Supplies needed for the Vendor Fair Note to all Suppliers Please reference the attached quote # 12-5930 provided by sales
rep

nternal Attachments Add

Attachments for all suppliers Date Add

-k Quote 12-5930.docx 2/28/2022

Any attachments added through the Internal/External Notes and Attachments sections will also appear
on the Attachments tab of the requisition and PO.

N77/~ YIRGINIA | Lo Mar

Requisition = 154621347 ~

e

Summary PO Preview Comments Attachments

P e F e s =

If you forget to add your attachment while processing your requisition, you can still add it through a
comment after the requisition has been submitted or completed.
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Submit the PR
After completing a final review the user is ready to click Submit PR for processing. This will send the
requisition down through the workflow of approvals prior to becoming a purchase order.

VIRGINIA )
W Mg, HokiE

Requisition * 199577269

Summary

General

Cart Name

Priority

Leave date
blank unless
next fiscal year
order {then
enter
07/01/2024)

Comments Attachments History

Yearly office supply order

Normal

no value

Shipping

Ship To

Contact Name Erin Griffin
Phone +1 540-231-9028
Email erinc93@vt.edu
Procurement

North End Center Ste 2100
300 Turner St NW
Blacksburg, VA 24061
United States

Al

Billing

Bill To

Accounts Payable

Email to: vtinvoices@vt.edu
Or Mail To:

North End Center Suite 3300
300 Turner Street NW

Mail Code 0312

Blacksburg, VA 24061
United States

Q sonivso w o @ FDp

® & O

v Summary -

Total (360.11 USD) v

shipping, Handling, and Tax charges are
calculated and charged by each supplier. The
values shown here are for estimation purposes,
budget checking, and workflow approvals.

Subtotal 360.11
360.11
What's next for my order? ~
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Withdraw the PR

A Requestor can withdraw a PR at any stage in the workflow prior to it becoming a PO. Users may
withdraw a requisition if they have additional information to add or changes to requisition details. Once
a purchase order is issued, changes cannot be made unless it is over departmental delegation.

To locate a requisition once it is submitted, users can access a list of their pending requisitions by click
on the User Icon on the top right hand side of HokieMart and selecting My Pending Requisitions.

- Search (Alt+Q) Q 0.00USD W oD a .l/

View My Profile
Shop Dashboards
Manage Searches
Manage Search Exports
Set My Home Page
Search Help For A Solution
My Pending Requisitions 0
Irsement
I-::::t My Pending Purchase Orders @

Logout

Or users can query their requisition in the search bar using the requisition number.

Once the requisition has been located, users have the option to select Withdraw Entire Requisition iln
the upper right-hand corner.

777 VIRGINIA | 7 prRD All'~ Search (Alt+Q) Q ooousp W D & 8
Requisition * 4258648 @ ® ™ . Withdraw Entire Requisition TofSiResuts + | ¢ >
Summary Comments Attachments History
General i Shipping e Billing [T Summary |
Status Pending ship To Bill To Total (75.90 USD) o
org Approval 1
Contact Name Erin Griffin Accounts Payable shipping, Handling, and Tax charges are
Submitted 3/31/2025 11:26 AM Phone +1 540-231-9028 Email to vtinvoices@vt.edu calculated and charged by each supplier. The
Email erlanS@\n.edu Or Mail To: values shown here are for estimation purposes,
Cart Name Withdraw example Procurement North End Center Suite 3300 budget checking, and warkflow approvals.
North End Center 300 Turner Street NW subt 7500
ubtotal A
Priority Normal Blacksburg, VA 24061 Mail Code 0312 —
United States Blacksburg, VA 24061 75.90
Leave date no value United States
blank unless " . )
next fiscal year Pelivery Options What's next? e
order (then Ship Via Best Carrier-Special, See Workflow

The user will then need to include a reason for withdrawing. This will appear in the history of the
requsition.

66 | Page



Once & requisition is withdrawn, it cannot be reinstated. Click OK to withdraw,

or CANCEL to leave the reguisition unchanged.

Reason

s

00 characters remaining

Characters beyond the limit are not saved, i.e,, the note is fruncated. Once the
note is attached, it is accessible from the History tab of the document.

claar

Status will be updated as “withdrawn.” If the user needs to edit the requisition information to resubmit,
they can copy it to a new cart to make it editable again.

Requisition * 3401093 -
Summary Comments o Attachments History
General
Status + Withdrawn

(11/18/2021 9:00 AM)

Submitted 11/18/2021 8:51 AM
Cart Name 2021-11-12 danielleh 01
Priority Normal
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Return PR to Requisitioner

An Approver has the ability to return the Purchase Requisition (PR) to the Requestor (requisitioner) for
any changes/updates that need to be made. This will allow the Approver to return rather than reject the
PR.

After the Approver has assigned the requisition to themselves, reviewed the PR information, and
returned it to the Requisitioner, the Requestor will receive an automatic email with the URL link. When a
requisition is returned by the Approver it reverts to a Draft Requisition.

Requestors can find draft carts by clicking on the Shop menu = My Carts and Orders = then View Carts.

Nz~ YERSINA | Howe Maw

Shop (ah+P)

Open My Active Shopping Cart

Shopping View Carts
Orders View My Orders (Last 90 Days)
My Carts and Orders

Contracts Admin

Shopping Setti
Accounts e
Payable

Then activate the cart using the drop-down action arrow. Make the requested changes/updates and
resubmit the PR into the workflow.

W \T.MERCGH\N[A HOKIE MaR Al Search (Af+Q) Q 0.00USD W < I*o @‘.
Shop » My Carts and Orders » View Carts » Draft Carts
Cart Management Create Cart [ikd

Draft Carts'™ Assigned Carts

¥ Filter Draft Carts
Type = Cart Number = Shopping Cart Name = Cart Description Date Created = Total = Action /
Normal 199577269 Yearly office supply order 3/31/2025 360.11USD | View w
Normal 199583795 (LoD 2025-03-31 erinc93 01 3/31/2025 0.00USD  View

The PR number will remain the same as the original. All previous documentation and notes will be
preserved. The requisition will restart the workflow from the beginning regardless of the step it was
returned from.

A HokieMart system Notification or Email will be received by the Requestor notifying them of the return.
The requestor must have “Cart/PR rejected/returned” checked in their Profile in order to receive the
emails.
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Automatic Return of Requisitions Rejected by Banner

All requisitions flow through a Budget Authorization workflow step. A requisition may fail Banner budget
authorization due to an invalid finance user, invalid accounts, or insufficient funds. Requisitions returned
at budget authorization will return to the Requestor in the form of a draft cart. Users can now correct
and resubmit the PR without having to create a new PR.

The user will receive an automatic email notification that the PR has been returned and that action is
needed. The reason that the PR is being returned is included in the email and can be viewed in the
History of the requisition.

Users can update the funding information or contact General Account genactg@vt.edu if access needs
to be adjusted.

The user must have “Cart/rejected/returned” checked in their email preferences to

m receive this automatic email. (See User Profile for more information related to this
topic).
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Requisition and Purchase Order Follow Up

PR Approval Workflow
The purchase requisition is submitted into the HokieMart workflow and will proceed through several
steps, including through each level of approval. After the PR has completed all approval levels, it will

become a purchase order (PO).

The workflow can be viewed on the right-hand side of the requisition.

Total (350.00 USD)

What's next for my order?

Mext Step

Approvers

Workflov

0 Jo
Active

rin Griffin

Org Approval 1

Griffim, Erin
Harlow, Danielle

Sutphin, Bonnie

B show skipped steps

Budget Auth

Future

Org Approval 1

Future

Budget Auth_2

Future

Create PO

Future

Finish

Future

e

350.00

350.00

The first section provides an overview
of the total cost on your requisition
and shows the status (draft, pending
approval, etc.).

The workflow shows each step that your order will proceed
through.

A typical requisition workflow may look similar to this, or it may
have additional approval steps in the process.

Draft — the requisition has not yet been submitted.

Budget Auth — the departmental budget is checked to verify
that funds are available.

Org Approval 1 — the first level approver can approve or reject
all or part of a requisition.

To view the approvers, click this step.

Budget Auth 2 — the departmental budget is checked a second
time.

Create PO — the requisition becomes a PO.



Cancelling a PO

If your requisition has not yet been approved and progressed to a PO, you can withdraw it, or ask one of
your approvers to reject or return the requisition to you.

If your requisition has been approved and is now a PO, you will need to do a couple of things to cancel
it:

e Contact the vendor and confirm with them that you are cancelling the PO.

e Complete a cancelled receipt on the PO. For more information on how to complete receiving
and step by step instructions for different receiving scenarios, please review the Receiver Guide.

When a cancelled receipt is submitted in HokieMart, it will export over to Banner along with all other
receipts at 9am or 3pm each day. The cancelled receipt will trigger the automatic release of the
encumbrance in Banner. If an encumbrance cannot be released for any reason, a Procurement
Operations team member will comment on your PO with additional instructions.

Methods of Delivery
There are three methods of delivering purchase orders to vendors:

1. Computer to Computer (CXML).

original 2/17/2022 Systemn PO Sent 200: 0K
8:56:27 AM via CXML
2. Fax.
original 12/20/2021 System Delivery Delivered to: +1 540-639-6683
3:28:31 PM Notification Date and time of delivery: Dec 20,

2021 3:28:31 PM Number of
pages delivered: 2 Delivery was
made on attempt #: 1

Show less

original 12/20/2021 System PO Sent via Out for fax delivery to +1 540-639-
3:23:30 PM fax 6683
3. Email.
original 12/20/2021 System PO Sent via becca@elevenwest.com
3:23:30 PM FDF
attached

email
Please note that the method for delivery is determined by the vendor at the time of their setup.

Punchout orders should always send cXML if HokieMart will Deliver is chosen on the requisition. All
other order types will send Fax or Email, as determined by the vendor.
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Viewing PRs and POs
Users can find a quick search of their recently completed requisitions and purchase orders from the last

90 days but using the saved searches in their user profile.

Search (Alt+Q) Q ooouso W o [ EDy

Erin Griffin .

View My Profile
Dashboards

Manage Searches
Manage Search Exports

Set My Home Page

My Recently Completed Requisitions @

t
My Recently Completed Purchase Orders @

Or you can filter by date to view PRs and POs completed within certain time frames.

Search Purchase Orders

Quick Filters My S Created Date: Last 90 days = | Quick search
Supplier v | ol /
@® Within | ast 90 days v
Fisher Scientific Company LLC o
O Between and
Amazon.com o ind Created
Virginia Association of 0 more options =
Governmental Purchasing 5014 2715/
Treasurer of Virginia 6 m I
Cancel .
University of Virginia o p715 2
W Ses M 13 Show More '
See More = Show Mer we  PANANATO Amazon com 8 177734 2/
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Additional filters can be viewed and selected when searching for PRs and POs.

Created Date: Last 90 days = | Quick search Q @  AddFilter »  Clear All Filters
PO Owner: Griffin, Erin + PO Status: Completed » X
1-26 of 26 Results Identifiers

[ Contract Number

PO Number Supplier Fund Created Date/Time € PO Statuy [ Ext. Requisition Number
[ Invoice Name
o PAD43600 uPs @ 655014 2/15/2022 9:07:21 P (e [ Invoice Number(s)
[ PO Number
PA041860 NIGP & 121715 271172022 1:49:07 pM (e [ Packing Slip Number(s)
[ Receipt Name
P4040470 Amazon.com @ 177736 2/9/2022 3:21:04 PM (e [ Recelpt Number
, [] Requisition Name
w  PA039382 University of Virginia @ 121715 2/8/2022 11:54:53 AM ([ o
" Y g m [ Requisition Number
P4039078 Livingstan Intenational Inc € 121715 21812022 g:22:31 am (g [ Supplier Invoice Number(s)

PANARTA Treacnrer of Virninia @ 11A27A 15219099 91970 o TR 1R22[19R1 Frin friffin Nn Shinmente

[Tol

To print a copy of your PR or PO, click the printer icon at the top right-hand side of the screen. This will

open the document in a new tab on your browser that you can print or save as a PDF.

Purchase Order + P4043600 Revision 0 ~

ey

Status Summary Shipments Comments

© =

General Information

General Information

PO/Reference No.
P4043600

Requisition Number

154170072 view | primt

ions o Confirmations

Shipping Information

Ship To

Contact Name Erin Griffin
Phone +1 540-231-9028
Email erinc93@vt.edu
Procurement

Nerth End Center Ste 2100

To obtain a copy of the PO the vendor would receive, click on the ...

Aftachments o Histon

Billing/Payment

Bill To

Accounts Payable

Email to: viinvoices@vt.edu
Or Mail T

North End Center Suite 3300
300 Turner Street NW

at the top right of the purchase

order and select Print Fax Version. If the Requestor had selected User Will Deliver on their purchase
order but needed to provide the vendor with a copy of the PO outside of the HokieMart system, they

can use the Print Fax Version.

N7~ YIRSINIA | Hoyie Magr
Purchase Order * Guy Brown Products * P4585555 Revision 0

Status Summary Revisions 1 Confirmations Shipments

General Information Shipping Information

General Information ship To

PO/ P4585555 Contact Name Erin Griffin

Reference Phone +1 540-231-9028

No Email erinc33@vt.edu
Procurement

Requisition 198960255 view | print North End Center Ste 2100

Number 300 Turner St NW

Al Search (Alt+Q) Q 0.00USD W P |1o _@j_
® = 10f1Results a B
Add Comment
Receipts 1 nvoices 1
Add Notes to History
Cancel PO
Billing/Payment £

Bill To

Accounts Payable

Email to: vtinvoices@vt.edu
Or Mail To:

North End Center Suite 3300
300 Turner Street NW

Mail Code 0312

Finalize Revision ‘
Create Receipt
<+

Print Fax Version

Resend to Supplier

See configuration for this purchase order
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Copying a Cart

Users can copy requisitions into a completely new cart, providing a very convenient way to repeat an
order. Items can be removed or additional products can be added to the cart if needed.

e Locate an existing requisition.
e Open the requisition.
e From the Actions drop-down menu select Copy to New Cart.

W7~ VIRGINIA | Lo Mg Alv Search (AIt+Q) Q 0.00USD W < I*a E
Requisition * 198960255 @ ® = oo | ToflResuts v | <
Copy to New Cart
Summary Comments Attachments 1 History
Add Comment
Add Notes to History
General Shipping Billing e
View My Orders (Last 90 Days)
Status ~" Completed Ship To gill To : .
(3/16/2025 12:47 PM Continue Shopping
Contact Name Erin Griffin Accounts Payable
Submitted  3/16/2025 12:41 PM Phone +1 540-231-9028 Email to: viinvoices@vt.edu View Carts
Email erinc93@vt.edu Or Mail To:
Cart Name  25.1 verification Procurement North End Center Suite 3300 View Cart return message(s)

A new shopping cart is created with all line item(s) and requisition custom information included.
Copying a cart should be done with caution! Copying a cart can copy information you did not intend to
bring to your new requisition. If you copy a requisition that was rejected for an error, that error will

get copied.

Requisitions that were above departmental delegation or were generated from a punchout, should
never be copied.
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Additional Actions

Adding a New Supplier/Address

Sometimes the need arises to purchase from or use a vendor/supplier that is not currently listed in the
HokieMart or Banner database. The Procurement Department must enter the vendor into the system,
so the order can be processed through HokieMart and ultimately the vendor can be paid through
Banner.

Note that a new vendor/supplier can be an individual or a corporate entity.

This procedure can also be used to communicate changes or updates to existing supplier
information, such as addresses, phone or fax numbers.

The requestor must select the appropriate form to process the order. New Supplier can be used on the
Non-Catalog form or on the Payment Request Forms. If a new internal supplier is needed on the
Interdepartmental Service Request form, please contact General Accounting at genactg@vt.edu.

From the Main Screen of HokieMart, for this example we will select Non-Catalog Item:
o Choose and click desired form.
° After a search for the supplier has been attempted type the words “New
Supplier” in the Supplier box. This will bring up the “New Supplier/Address” option.

New Supplier/Address

Mew Supplier / XQ

Item

Description # Catalog No. Quantity = Price
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The selection of the Fulfillment Address will default to VT Purchasing (Procurement) Department.

Non Catalog tem

Existing Supplier

MNew Supplier/Address > Q New Supplier/Address x

Fulfillment Address v Distribution Methods >
Order Address 1 9 - VT Purchasing Dept, Blacksburg, Virginia 24061 United States

ltem v

Product Description * Catalog No. Quantity * Price Estimate Packaging

test 1.00 EA - Each v

#

250 characters remaining

W Required fields m Close

Complete the item information as usual and click Save.

Navigate to your order by clicking on the Cart icon on the upper right-hand corner of the page and then
select View My Cart to edit the shopping cart information or click Checkout to proceed directly to the
draft requisition.

O - Search (Alt+Q) Q 2221USD W o @ IOy

My Cart (2025-03-31 erinc93 01)

BIC Velocity Original Mechanical ...
Quantity: 1 View My Cart
on- Price: 22.21 USD (1) ontracts | Chemicals
22.21UsD n

New supplier information goes in the Internal Notes. Click on the pencil icon to edit the section.

Internal Notes and Attachments P R

Internal Note no value

Internal Attachments  Add
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It is also helpful to attach a quote, invoice, or any other relevant documentation, except a W9. AW9 is
not needed at the time of requisition submission, but will be needed prior to payment being made.

W9’s can be submitted to the Controller’s office secure dropbox:
https://controller.vt.edu/resources/accountspayable/dropbox.html

In order to avoid delays processing the PR, the Procurement Department requests that the following
information is provided to set up the New Supplier:

For Vendors
Put the following in the internal notes:
e Vendor name.
e Address.
e Phone and fax number - many HokieMart orders are faxed to suppliers.
e And if available, the FIN or banner id (each separated by a semi colon).
e If using a supplier website, provide the website address.

Click Save and complete the PR.

For an Individual or Student
If the vendor/supplier is a VT faculty, staff or student please put the following in the internal notes:
e First and last name (middle initial when available).
e Address.
e Banner ID Number with the first 3 digits masked (XXX-456-789).
o Iftheindividual is a student only the last 4 of the banner ID should be provided.

Example:

Edit Internal Notes And Attachments

Internal Note

Internal Note General Office Supply
123 Main 5t
Christiansburg, VA 24073
P 540-382-1234
F: 540-382-5678
Email: sales@officesupply.com

Y

880 characters remaining expand | clear

m Close

Due to PII policies, NEVER include social security numbers in the Internal Notes.

Click Save and complete the PR.
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New Supplier /Vendor Follow Up
The Vendor Team will add the new supplier if needed.

If the address already exists, the Vendor Team will select the supplier and may add a comment advising
the user. The supplier will now be available for future use.

If the PR does not include the above supplier information, the PR will be rejected advising the
department of the required information. The requestor will then need to copy the cart to a new cart and

add all of the required information.

After the Procurement Department adds the new supplier, the PR will proceed through the approval
workflow.
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Best Vendor

When a department knows the item(s) that need to be ordered but are unsure of a supplier, a buyer in
the Procurement Department can process the purchase order. In order for the purchase requisition to
be routed to Procurement, choose Best Vendor as the supplier. When using Best Vendor, be sure to
provide a detailed description of what you’re purchasing and list an appropriate contact in your
department for the Buyer to discuss your needs.

Best Vendor requisitions must be entered on a Non-Catalog form. Enter in your line-item information
and best estimate of the price.

The selection of the Fulfillment Address will default to VT Purchasing (Procurement) Department.

Add Non-Catalog ltem
Existing Supplier

Best Vendor » Q Best Vendor x

Fulfillment Address v Distribution Methods >
Order Address 1 g - VT Purchasing Dept, Blacksburg, Virginia 24061 United States

Item ~

Product Description * Catalog No. Quantity * Price Estimate Packaging

EA-Each v

254 characters remaining

* Required fields m Save And Add Another Close

Complete the requisition.
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Split Funding
There are two primary methods of splitting the funding between funds:

1. The entire purchase (header level).
2. Bylineitem.

Split Funding at the Header Level

Splitting at the header level means that the user wishes to split the entire amount of the requisition on
to multiple funds.

Click the pencil icon in the right-hand corner in the Funding section to edit. An Accounting Codes box
will open.

Click the + symbol to add a line of funding. Users may have to hover their mouse in the bottom right
hand side of the Accounting Codes box to get the + symbol to appear.

Edit Funding
Accounting Codes
Chart # Fund # OrgwF1 * = Account UGType * & Location
U - University Chart + 121715 Q 047000 - Procurement v 13120 Q NA - Not Applicable  ~ Search
U - University Chart 117865 Q 047000 - Procurement v 13120 Q NA - Not Applicable  ~ Search
+ v e
* Required fields m Close
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Users will need to enter in the distribution of cost on to the funds. You may need to scroll over to the
right to view the split information. Once the distribution has been entered, click the check mark to allow

the system to validate the distribution.

Edit Funding X

Accounting Codes

Account UGType *-§= Location Activity Amount of Price v
. 13120 Q NA - Not Applicable  ~ Search Q Search Q 15.00 ]
P 13120 Q NA - Not Applicable  + Search Q Search Q. 7.21 [}

Document subtotal: 22.21 USD
Split Total 22.21 USD

+ v e

* Required fields m Close

It is highly recommended that users select the “Amount of Price” option. The % of Price or % of
Quantity options may result in failed orders due to the way that Banner and HokieMart do their

rounding differently.

Split Funding at the Line-ltem Level

Users may want to specify a different fund than is listed at the header level for a given line item or add a
funding split specific to one line item. Click on the ... on the line item that requires a different funding

source.

New River Office Supply Inc - 1 Item - 22.21 USD S

-~  SUPPLIER DETAILS  Order Address 2 : 2605 Research Center Dr, Blacksburg, Virginia 24060 United States

Contract no value PO Number To Be Assigned
Line Item Catalog Size/ Unit Price Quantity Ext. Price
No. Packaging
1 BIC Velocity Original Mechanical Pencil, 0.7 EA 22.21 1 EA o 22.21 |:|

mm, HB (#2), Black Lead, Blue Barrel, Dozen

-~ ITEM DETAILS _} P
Contract: no value Internal Note no value
Internal Add
Attachments
Attachments for Add
supplier

8l|Page



Select Accounting Codes

Procurement Method EBUY
Purchasing Department

Qverride

Special Payment Terms? If yes, please check X
the box

Ship To
Delivery Options

Special Freight Terms? If yes, please checkthe X Bill To
box.
Accounting Codes

PO Clauses Add/View )
e Buyer Checklist
1 Item . Remove

Requires Sourcing
New River Office Supply Inc - 1 Item - 22.21 USD

~ SUPPLIERDETAILS ~ Order Address 2 : 2605 Research Center Dr, Blacksburg, Virginia 24060 United States .
Add to Favorites

Contract no value PO Number To Be Assigned Move to Another Cart
Line Item Catalog Size/ Unit Price Quantity Ext. Price Add to Draft Cart or Pending PR/PO
No. Packaging Add to PO Revision
1 BIC Velocity Original Mechanical Pencil, 0.7 EA 2221 1TEA @ 2221 T —
mmm, HE (#2), Black Lead, Blue Barrel, Dozen

~ ITEMDETAILS 3 ra Org Approval 1

The fund from the header level will default in the Accounting Codes section. To add another funding line,
select the + symbol, or to change that fund, simply click in the field and enter in a different fund number.

Override Line 1: Accounting Codes

Chart % Fund # OrgWF1 # = Account % UGType * = Location Activity

U -University Chart 116276 Q 099900 - Procurement Rebates & Fees v 13120 Q. NA - Not Applicable Search Q Searcl

U - University Chart  + 121715 Q 047000 - Procurement v 13120 Q. NA - Not Applicable Search Q Searcl

+ v .

* Required fields m Close

Users will need to enter in the distribution of cost on to the funds. You may need to scroll over to the
right to view the split information. Once the distribution has been entered, click the check mark to allow
the system to validate the distribution.
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Edit Funding

Accounting Codes

Account % UGType * = Location
B 13120 Q NA - Not Applicable  ~ Search
. 13120 Q NA - Not Applicable Search

* Required fields

Activity
(o} Search
Q. Search

Amount of Price

v

Q 15.00 [ ]
Q 7.21 ]
Document subtotal: 22,21 USD

Split Total 22.21 USD
+| v | »

m Close

It is highly recommended that users select the “Amount of Price” option. The % of Price or % of
Quantity options may result in failed orders due to the way that Banner and HokieMart do their

rounding differently.

The Funding section of the requisition will now display “Values vary by line” to indicate that funding has

been detailed to the line-item level.

New River Office Supply Inc - 1 Item - 22.21 USD -
« SUPPLIER DETAILS  Order Address 2: 2605 Research Center Dr, Blacksburg, Virginia 24060 United States
Contract no value PO Number To Be Assigned
Line Item Catalog Size/ Unit Price Quantity Ext. Price
No Packaging
1 BIC Velocity Original Mechanical Pencil, 0.7 EA 2227 1 EA ° 2221 D
mm, HB (#2), Black Lead, Blue Barrel, Dozen
~ ITEMDETAILS 3 r
Contract: ne value Internal Note no value
Internal Add
Attachments
Attachments for Add
supplier
~  ACCOUNTING CODES Values have been overridden S i
for this line
Amount of
Chart Fund OrgWF1 Account UGType Location Activity Price
U 116276 099900 13120 NA no value no value 10.00 USD
University Chart eVA Fees Procurement Office Supplies - Not Applicable
Rebates & Fees Gen.
u 121715 047000 13120 NA no value no value 12.21uUsD
University Chart Procurement Procurement Office Supplies - Not Applicable
Operation Gen

Funding indicated on the line item level will override the fund chosen for the entire requisition.

Please note: when copying a cart, any funding detailed to the line item level will copy to the new cart

line items.
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Shared Department (or On Behalf Of)

The purpose of a Shared Department PR is when a department is sharing the cost of purchasing
particular goods or services with one or more departments. The Requestor entering in the order may
not have access to all the funding sources that will be used. This allows the Requestor to proceed with
entering in the order with assurance that the workflow will route the requisition to all applicable org
level approvers for each funding source used.

*Note the steps to create a PR for a shared department are similar to the steps
required to create a PR for an On Behalf Of requestor.

Requesters can change their requisition to be on behalf of Shared Department on either the Shopping
Cart or draft Requisition document.

1. On the shopping cart, select the magnifying glass icon next to Prepared for.

Cart Name Yearly office supply order Internal Note Note to all
Supi
Yy Suppliers 4
1000 characters remaining 1000 characters remaining
Priority Normal v expand | clear expand | clear
Leave date Send to HokieMart will Deliver ¢
blank unless Supplier?
mm/dd/yyyy

next fiscal year
order (then D
enter will this PO
07/01/2024) require

incremental
payments (i.e.
Notify AP- D cost receiving)?

Prepayment
Prepared for Erin Griffin Q /

Search for the user “Shared Department.”

department

Last Name: Department
First Name: Shared

Then click Search.

Similarly, if you’re an On Behalf of
Requestor entering the order on behalf of
another user in your department, you
would search for that user here.
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Select the + symbol to add the Shared Department user to your Shopping Cart.

User Search

New Search

MName T

Department, Shared

User Name Email Phone

wizard rg9lacct@vt.edu +1 540-231-9308

Action

+

Close

The Shopping Cart has been updated to reflect “Shared Department” or another user.

Simple Adv:

Search for products, suppliers, forms, part number, etc

Cart Name 2021-12-02 danielieh 01

Priarity Norma

Leave date blank unless
next fiscal year order
(then enter 07/01/2022)

Motify AP-Prepayment D

Frepared for Shared Department

Interpal Note Note to all Suppliers

4
expand | clear

Send to Supplier? HokieMart Will Deliver s

2. The user can also edit the prepared for field on the draft requisition document. Before submitting
the requisition, click the pencil icon in the General section to edit the field.

General

Cart Name
Priority

Leave date blank
unless next fiscal
year order (then
enter 07/01/2024)

Prepared by

Prepared for

Work Order
Number

Service Now No.

will this PO
require
incremental
payments (i.e.
cost receiving)?

Yearly office supply order

Normal

no value Follow the steps outlined
above to search for the
Shared Department user.

Erin Griffin
Erin Griffin

N/A
M/A

no value

X
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Adding a Comment

Adding Comments to PR or PO

HokieMart users have the ability to add comments to documents within HokieMart. If designated,
notification of a comment will be transmitted via email to the designated recipients. Please note, you
can only email a comment to someone who is set up as a user in HokieMart.

Examples of situations where a comment might be useful are:

B To provide Accounts Payable with clarifying information on the transaction.

®  To add an attachment.

B To add a comment to a document after it has been completed.

To add or view a comment, select the Comments tab.

N

YIRGINIA | Hoxie Mar

Purchase Order * America To Go * P4583188 Revision 0

o

Status Summary Revisions

General Information

G

P

eneral Information

0/Reference No. P4583188

Requisition 198698510 view | print
Number
Revision No. 0

Pr

ority Normal

1

Confirmations Shipments

Shipping Information

Ship To

Contact Name Janet Hinkley
Phone +1 540-231-5660
Email jhinkley@vt.edu
Surplus Property

1425 South Main St
Blacksburg, VA 24061

United States

All - Search (
cices 1 Comments 1 Attachments 1
Billing/Payment £
Bill To
Accounts Payable
Email to: vtinvoices@vt.edu
0Or Mail To:

North End Center Suite 3300
300 Turner Street NW

Mail Code 0312

Blacksburg, VA 24061
United States

The drop-down menu will allow user display comments from different documents associated with the
transaction. This will default to showing comments just for the document type you are currently on.

All

Requisition
Purchase Order
Invoice

Receipt

Records found: 1

Janet Hinkley - 3/12/2025 9:03:14 AM

A P Food Approval attached.

Attachment Added: A P Food Approval March 2025.pdf

To add a new comment, select the “+” symbol.

Show comments for

Purchase Order ~

Purchase Order - P4583188 Comment Added (j

86 |Page



Add recipient for the
comment or select one of

Include attachment to
the comment
(optional).

Type desired
comment.

the recipients already
listed.

Retords found: 1 Show comments for Purchase Order ~ -}

ADD GOMMENT v X

This will add a commept to the document. If you select a user they will receive an
email indicating that a qgmment has been added tg the document.

Services were delivered. Please receive this PO.

Email notification(s) | Add recipient

\/ Janet Hinkley (Prepared by, Prepared for) <jHinkley@vt.edu>
P

952 characters remaining expand | clear Attach file (optional)
Characters beyond the limit are not saved, i.e., the note is
truncated. Once the note is attached, it is accessible from Attachment Type @ File
the History tab of the document.
QO Link/URL
File Name
File Choose File Upload your file

When satisfied with comment select the check mark symbol. Please note, comments cannot be deleted
once they are added to a purchase order. Comments can be viewed by any user who has access to view
that document in HokieMart.

87 |Page



SCHEV Orders

It is critical that when entering multiple SCHEV numbers that they be entered exactly as shown below
(with no spaces inserted in the SCHEV number). This information is to be added in External Notes
section of the HokieMart form.

e Order for one fixed asset (i.e. one SCHEV number):
= ETF=2080640151

e Order containing multiple fixed assets in a given range (i.e. the range below would account for

4015,4016,4017,4018,4019,4020,4021):
= ETF=2080640151,2080640171,2080640211

e Order containing multiple fixed assets not in a consistent range:
= ETF=2080640151,2080640171,2080640211

SCHEV orders to the same vendor should be consolidated to one PO if possible, rather than placing a
separate PO for each item ordered on SCHEV funding to the same vendor.

External Notes and Attachments o

Note to all Suppliers ETF=2080640151,2080640171,2080640211

Attachments for all Add

suppliers
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Prepayment Notification

Prepayment Notification is a feature that alerts the Accounts Payable department that a check must be
cut and sent on to a vendor prior to receipt of goods and/or services purchased on a PO.

Although it is not a best practice of the university to prepay for goods and/or service, there are times a
vendor must be paid in advance, such as a partial deposit payment for equipment that must be
manufactured.

Prepayments for things such as memberships or honorariums where the check is to be presented by the
department directly to the vendor on the day of the event can be submitted on the Payment Request
forms. See the Payment Request Forms User Guide for more information.

To indicate that your order requires prepayment, select Notify AP-Prepayment. Additionally, you must
also check off the incremental payments field. All prepayments should be paid using cost receipts.

Shopping Cart * Shopping Cart

Simple Advanced
Search for products, suppliers, forms, part number, etc “
Cart Name Yearly office supply order Internal Note Note to al
Yy Suppliers y
1000 characters remaining 1000 characters remaining
Priority Normal ~
! expand | clear expand | clear
Leave date Send to HokieMart Will Deliver
blank unless o Supplier?
mmy/adryyyy

next fiscal year
order (then
enter Will this PO \/
07/01/2024) require .

incrementa From your shopping cart, select the

NV payments (i.e. check box next to “Notify AP-
Notify AP- cost o
Prepayment receiving)? Prepayment” to mark your requisition
as an order that needs to be prepaid.

Prepared for Erin Griffin Q
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If you forget to check this box while in the Shopping Cart, you can still edit this field when processing
your Requisition. It will be located under the Shipping section.

Requisition * 154621347 ~

Summary PO Preview Comments Attachments History

General & Shipping &

Cart Name 2022-02-23 erinc93 01 Ship To

Priority Normal Contact Name Erin Griffin
Phone +1 540-231-9028

Leave date blar no value Email erinc93@vt.edu

next fiscal year Procurement

(then enter 07/01/2022) North End Center Ste 2100
300 Turner St NW

Prepared by Erin Griffin Blacksburg, VA 24061
United States

repared for Erin Griffin
Work Order Number MN/A

u Delivery Options

Ship Via Best Carrier-Special, See
Comments

Send to Supplier? User Will Deliver
Requisitioner must deliver P(

Notify AP-Prepayment v

Supporting documentation stating the prepayment terms from the vendor will need to be attached to
the requisition electronically as an Internal Attachment.

A workflow step will appear on your requisition to notify Accounts Payable to make a prepayment.
Receiving should be completed as soon as the PO is issued in order to initiate payment.

Workflow
(I show skipped steps
0 ot A workflow step will appear on
S your requisition to notify
Accounts Payable to make a
Budget Auth
Future prepayment. Receiving should
org Approval 1 be completed as soon as the PO
o is issued in order to initiate
Budget Auth.2 payment.
Create PO

AP Prepayment Notification

Future

Finish

Future
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Guidelines for Prepayments
e Cannot be made more than 90 days prior to the date of an event or start of service unless there

is a monetary advantage to the University. If greater than 90 days, special permission must be
granted by Accounts Payable.

e Maximum allowed for prepayment for goods and services contracts/agreements is 50%. If
additional prepayment is needed, please contact Accounts Payable.

e AP cannot pay from a quote or proforma invoice.

e AP must have documentation from the company stating prepayment or deposit is required.
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Payment Request Forms

Payment Request Forms are utilized to streamline the processing of payments that do not require a
purchase order. Separate forms have been created to process each type of transaction.

e Honoraria

e Revenue Refunds

o Utilities

e Non-PO Payment Requests

Each of these categories will reference the appropriate payment category as defined by Procurement.

Departments will enter their payment information on the applicable Payment Request Form and attach
an invoice or appropriate information to substantiate payment to the supplier in HokieMart. This
documentation will route through Accounts Payable for review and approval.

Once approved, the Payment Request Form is converted to an e-invoice that will route through existing
organization level approvals. Once completed, the e-invoice will integrate to Banner Finance for
disbursement.

It is important to note that there will be no receiving function associated with payment forms. The items
processed on these forms will not create an encumbrance, and the associated invoice does not need to
be sent to vtinvoices@vt.edu.

Payment Request Form Types

There are four payment request forms in HokieMart. Each form can be used to process payment
requests for specific transactions that are exempt from competition under state procurement policies. A
list of procurement exemptions and definitions is located at
https://www.procurement.vt.edu/departments/non-po-payment.html.

It is imperative that the appropriate payment category be selected. Only payments that fall into these
categories can be processed on these forms as they do not require formal procurement processes and
can be processed in an expedited manner. Accounts Payable will review the selected payment category
to ensure compliance before approving a request for payment. Requests that do not fall into these
categories will be rejected and should go through the purchase requisition process on the non-catalog
form.

Payment Request Form Processing

For specific, step-by-step instructions on entering invoices through the Payment Request Form in
HokieMart, please view the Payment Forms User Guide.
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Procurement Request Forms

There are three Procurement Related Forms located on the home page of HokieMart:

e Ship to Address Request Form.
e Contract Mod Request Form.
e Solicitation Request Form.

Procurement Related Forms

Ship To Address Request

Form
Ship To Address Reguest Form

Contract Mod Request Form
Contract Mod Request Form

Solicitation Request Form
Solicitation Request Form

These forms are not used to purchase goods or services, but rather are used to make various requests to
Procurement.
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Ship to Address Request Form

The Ship to Address Request Form is used to notify Procurement of a request to add or make a change

to a Virginia Tech ship to address location. Please note that new requests must be for an affiliated
Virginia Tech address.

To open up a new form, click on the Ship to Address Request tile on the home page of HokieMart.

Instructions
Ship To Addl'ess Request ans Instructions Request Actions w | History | 7
Farm Number - 4085345 The purpose of this form is to netify Procurement of a request to add or make a change to a Virginia Tech ship
Purpose Generic Request To Address location.
Status Incomplete
Please note this must be an affiliated Virginia Tech address.
Instructions
Attachments v
Questions v

Review and Submit

Discussion

Form Approvals

The left-hand side will show some auto generated information, such as the form number and status, and
a list of the tabs you will need to fill out prior to submitting the form.

Click Next to begin your request.

Attachments

Ship To Address Request ...  Attachments
Form Number 4985345

fequest Actions History 2

Please add your attachments below.

Purpose Generic Request

Status Incomplete
Instructions

Attachments s

Questions 4

Review and Submit

Discussion
Form Approvals

€ Previous MNext »

Users have the option to add any supporting documentation that would help explain their request.
Attachments are optional and not required to submit your request.
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Questions
The first section of information that must be filled out is the General Information.

Ship To Address Request..  Questions - Page 1 Request Actions ¥ | Histary | 7
orm Humoer 634504 * Response s Required
Purpose Generic Request On This Page
Status Incomplete Genera
Instructions
Attachments v
General Information
Questions v

Date of Request? *
Review and Submit

Discussion mm/dd/yyyy

Form Approvals

Department of Requestor? *

Phone Number of Requestor?

e Enter the current date for Date of Request.
e Enter your department as the requestor on the form.
e Enter your phone number to be used for any follow up questions regarding this form.

Next, indicate the type of request from the drop down.

New Address or Change of Address

Is this a request for a new Ship To Address to be added or a reguest for a change to an existing Ship To Address? *

o Select Add a New Ship to Address to request a completely new Virginia Tech ship to address
that does not already exist in Hokiemart.

e Select Change to an existing Ship to Address to request an edit to an existing Virginia Tech
address in Hokiemart.

Once a selection is made, additional questions depending on the type of request will appear.
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Add a New Ship to Address Questions

T
1st Address Line / Department Name * City
s
2000 characters remaining
State* @
2nd Address Line / Room and Building * e
“ ZipCode* @
2000 characters remaining
3rd Address Line / Street Name and Number
Current Virginia Tech Mail Address at this Location?
s

2000 characters remaining
2000 characters remaining

e Enter the following information:
o Department name.
Room and Building (if not applicable, type NA).
Street Number and Name.
City.
State.
Zip Code.
And the current Virginia Tech Mail Code at that location.

0O O O O O
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Change to an existing Ship to Address Questions

Current Ship to Address? *

e
2000 characters remaining
e Enter the Current Ship to Address that needs to be edited.
15t Address Line / Department Name * City *
4
2000 characters remaining
2nd Address Line / Room and Building®* @ State ™ @

2000 characters remaining

ZipCode™ @

3rd Address Line / Street Name and Number

2000 characters remaining

e Enter the following information as you want the edited address to appear in HokieMart:
Department name.

Room and Building (if not applicable, type NA).

Street Number and Name.

City.

State.

Zip Code.

O O O O O

Please note, enter information in each box, even if it is staying the same.

Both the Add a New Ship to Address and Change to an existing Ship to Address forms require a Reason
for Request.
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Reason for Request

Please explain why the Ship To Address is being changed or added. ™

o
2000 characters remaining

For example, a department may have moved offices and needs their ship to address updated or there is
a new building established on campus that needs a new ship to address.

Once all of the Questions are filled out, click Save Progress and then click Next to progress to the Review

and Submit page. & /
€ Previous MNext »
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Review and Submit

The final page of the form provides a check to ensure all required fields were completed.

Ship To Address Request ...

Form Mumber 635158

Review and Submit

+ Reqguired Fields Complete

Purpose Generic Request
Status Incomplete

Section Progress
Instructions

Attachments +  Required Fields Complete
Attachments v

Questions +  Required Fields Complete
Questions v

Review and Submit

Discussion

Form Approvals

< Previous

Request Actions w | History | 7

Add to Favorites m

If any of the required fields were not completed, you can use the menu on the left-hand side to navigate
back to the tab that needs to be fully completed before submission.

Once everything is complete, click Submit.

Confirm

Are you sure you want to submit this form?

- 1

Select Yes to confirm submission of the form.

Once submitted, the Status of the form changes to “Under Review”. You can view where the form is in
the workflow by clicking Form Approvals.

Ship To Address Request ...

Form Mumber 635158
Generic Request
Status Under Review

Purpose

Instructions
Attachments '
Questions v

Review and Submit

Discussion

Form Approvals

Form Approvals
Show skipped steps (]
Orientation Horizontal
= Form - Generic Approval Proc
Submitted

Active
12/10/2021 8:46 AM

View a Dprovers

y
he ]
Finish
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Once approved, you will receive an email from a Procurement Form Approver confirming that the
changes are made or the new address has been added into HokieMart. The form will also show in

approved Status.

Ship To Address Request ...

Form Number 635158
Purpose Generic Request
Status Approved

Instructions
Attachments
Questions

Review and Submit

Discussion

Form Approvals

Form Approvals

Show skipped steps |
Orientation Horizontal w
Form - Generic Approval Proc
> v
Submitted Approved v - Completed
12/10/2021 8:456 AM v Erin Griffin 12/10/2027 8:49 AM
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Contract Mod Request Form

The Contract Mod Request Form is used to notify Procurement of a modification to an existing contract
with a Virginia Tech vendor.

To open up a new form, click on the Contract Mod Request tile on the home page of HokieMart.

Instructions
Contract Mod Request Form Instructions Request Actions w | History | 2
TR s The purpose of this form is to notify Procurement of a modification to an existing contract with a Virginia Tech
Purpose Generic Request Vendor.
Status Incomplete
Instructions
Details v
Attachments v

Questions v

Review and Submit

Discussion

Form Approvals

The left-hand side will show some auto generated information, such as the form number and status, and
a list of the tabs you will need to fill out prior to submitting the form.

Click Next to begin your request.
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Details
Contract Mod Request Form Details

Reguest Actions w | History | 7

Form Number 635209

ame *
Purpose Generic Request Form Name Contract Mod Request Form
Status Incomplete

Purpose Generic Request
Instructions

Template Title Contract Mod Reguest Form
Details v

Form Type Contract Mod Request
Attachments v
Questions v

Review and Submit

Discussion
Form Approvals

* Required

{ Previous Next »

The Details tab shows auto populated details about this specific form. There is nothing the user needs to
fill out on this tab. Click next to begin the form.

Attachments
Contract Mod Request Form Attachments

P i ey Please add your attachments below.

Purpose Generic Request

Status Incomplete
Instructions

Details v

Attachments v

Questions v

Review and Submit

Discussion

Form Approvals

Users have the option to add any supporting documentation that would help explain their request.
Attachments are optional and not required to submit your request.
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Questions
The first section of information that must be filled out is the Contract Information.

Contract Information

Date of Request™®

mm/dd/yyyy

Department Name * €

Contract Administrator * @ Enter the following Contract information:

e Current date as the Date of Request.

e Department Name.

e Name of the Contract Administrator.

e Contract Administrator’s Phone number.

e Contract Number.

e Vendor Name.

e Indicate if the contract is an IT Procurement
Contract.

Contract Administrator's Phone Number *

Contract Number *

vendor Name *

Is this an ITPALS Contract?™* @

() Yes O No

Helpful tip: Hover your mouse over the e icon to view help text!
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Each Contract Mod form request must have a Reason for Modification. Select the reason and provide a
brief description for the modification to the service or product.

Reason for Modification
What is the reason for this modification? *

(] Price Adjustment [ vendor Name Change [ vendor Contact Name Change
(] Payment Terms () vendor Address Change [C] Other

Modify Service or Product @

g
2000 characters remaining

Depending on the reason selected, additional text boxes may appear for an explanation of the
modification.

Review and Submit
The final page of the form provides a check to ensure all required fields were completed.

Contract Mod Request Form Review and Submit Request Actions ¥ | History | 2

P IRy 5 « Required Fields Complete

Purpose Generic Request
Status Incomplete

Section Progress
Instructions

Details +  Required Fields Complete
Details <7

Attachments +  Required Fields Complete
Attachments 4

Questions +  Required Fields Complete
Questions "4
Review and Submit
Discussion

Form Approvals

€ Previous Add to Favorites m

If any of the required fields were not completed, you can use the menu on the left-hand side to navigate
back to the tab that needs to be fully completed before submission.

Once everything is complete, click Submit.
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Confirm

Are you sure you want to submit this form?

o -

Select Yes to confirm submission of the form.

Once submitted, the Status of the form changes to “Under Review”. You can view where the form is in
the workflow by clicking Form Approvals.

Contract Mod Request Form eview and Submit fequest Actions History | 2

Form Number 635209 + Reguired Fields Complete

Purpose Generic Request
Status Under Review

Section Progress
Instructions

Details +  Required Fields Complete
Details

Attachments +  Required Fields Complete
Attachments

Questions +  Required Fields Complete

Questions

Review and Submit

Discussion

Form Approvals

« Previous Add to Favorites

Once approved, you will receive an email from a Procurement Buyer confirming the changes have been
added into HokieMart. The form will also show in approved Status.
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Solicitation Request Form

The Solicitation Request Form is used to notify Procurement of a request to create a solicitation for a
good or service.

To open up a new form, click on the Solicitation Request tile on the home page of HokieMart. This will
open a new tab to initiate your sourcing request. Enter in a title description of what you’re needing.
Then click Open Request Form.

Initiate Sourcing Request

Sourcing Request Title *

Sourcing Request Template Solicitation Request Form for Sourcing

* Required Open Request Form Close

Instructions

You will now be on the Instructions tab of the form. The Sourcing Request Title now shows on the top
left-hand corner of the form. Move through each tab on the left by clicking Next at the bottom of the
form and fill out the requested information.

Housekeeping Services Instructions 21 Print Request | Reguest Actions w | History | 7
Form Number 768893
Purpose Sourcing Event This Solicitation Request Form should be used to initiate a request for VT Procurement to create a
Request solicitation on your behalf.
Status Incomplete
Please note that you must include af /easi one Product OR Service Line ltem.
Details
< If you have any questions about your request, please contact procurement@vt.edu.
Instructions
Attachments v
Questions A
Product Line ltems A
Service Line ltems A
Suppliers o

Review and Submit

Form Approvals

¢ Prev ious @
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Attachments

HOUSEI(eeping Services Attachments i Print Request | Request Actions w | History | 7

Form Number 768893
Purpose Sourcing Event Please add your attachments below.
Request

Status Incomplete Add Attachment

Details

S

Instructions

Attachments

Questions

Product Line ltems

Service Line ltems

< BB B s

Suppliers

Review and Submit

Form Approvals

Users have the option to add any supporting documentation that would help explain their request.
Attachments are optional and not required to submit your request.
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Questions
Fill out the following General Information regarding the nature of this solicitation request.

Sourcing Request - General Information

Department Name * Q

Enter the name of your department.

Who will be the point of contact for this solicitation in your department? *

Enter the name of the person who will be the point of
contact in your department to work with Procurement
on this solicitation.

Please provide contact information for the individual who will be the point of contact for this solicitation
(e.g., email, phone number) *

Type the contact information for the point of contact listed
above. This will be the way the Procurement Buyer will
contact the Department point of contact with any

- .
questions.

2000 characters remaining

i *
Purchasing Category Select the Purchasing Category. The two options are

(1) Goods and Services and (2) Construction.

*
Do you have suggested Vendors?® Q| qicate if you have any suggested Vendors. If yes

is selected, additional text boxes will appear for
O Yes (O No you to enter vendor contact information.
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When are the goods or services required? * . .
Indicate the date that the goods or services are

needed.

Is this solicitation grant funded? * . o
Indicate if this will be funded by a grant. If so,

O Yes () No enter the grant number on the following
question.

If the solicitation is grant-funded, please provide the grant number

Please provide a brief scope of work for this solicitation.

Type in a brief description of the scope for
this solicitation.

2000 characters remaining

Other Information

Enter any additional information that may
be helpful for the buyer to review.

2000 characters remaining

Have you uploaded any relevant documentation in the Attachments Section of this farm (e.q., Statement of Work)? *
“ Double check that you have added any attachments back on the

attachments tab. If no attachments were needed, answer Not
Applicable to this question.
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Product/Service Line Items
At least one Product or Service line item is needed to submit the form. To add a line item, click Add
Product Line Item and a box will appear for you to type in your line-item information.

Housekeeping Services Pmduc‘l Line Items & Print Request | Reguest Actions w | History | 7
Form Mumber 768893
Purpose Sourcing Event Please add your first Product Line ltem.
Request
SR e
Details v

Instructions

Attachments

Questions

Product Line Items

service Line Items

Ll I W ¥

Suppliers

Review and Submit

Form Approvals

€ Previous Next »

The only required fields are the Name of the item and the quantity needed. Additional information such
as description, catalog number, unit of measure, and price are optional.

Add Product Line Item

Name *

Description

E
2500 characters remaining

Catalog Number

Quantity *

Unit of Measure

Commeodity Code - Edit
Historical Unit Price usD
Target Price usD

* Required Save Changes Close
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Suppliers
The Suppliers tab is not used at this time; no entry is needed on the Suppliers tab.

Review and Submit
The final page of the form provides a check to ensure all required fields were completed.

If any of the required fields were not completed, you can use the menu on the left-hand side to navigate
back to the tab that needs to be fully completed before submission.

Click Submit to submit the form to Procurement.

Once submitted, the Status of the form changes to “Under Review”. You can view where the form is in
the workflow by clicking Form Approvals.

Housekeeping Services Review and Submit i Print Request | Reguest Actions w | History
Form Number 768893
Purpose Sourcing Event « Required Fields Complete

Request
Status Under Review

Section Progress
pelalls v Details v  Required Fields Complete
structions

(e BT Attachments +  Required Fields Complete
Attachments v Questions +  Required Fields Complete
Questions v ProductLine items +  Required Fields Complete
Product Line Items 4 Sefrvice Line ltems +  Required Fields Complete
Service Line ltems v Suppliers v Required Fields Complete
Suppliers v

Review and Submit

Form Approvals

€ Previous

Once approved, you will receive an email from a Procurement Buyer to discuss the next steps of your
solicitation. The form will also show in approved Status.
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Additional Resources

Selecting Account Codes

Selecting the right account code is important not only to classify your expenditure, but it can also affect
the workflow process that your requisition will route through. Choosing the incorrect account code can
lead to longer processing times for your purchases.

For example, using account code 22413 when purchasing a Laser Engraver will route your requisition to
Environmental Health and Safety to obtain the proper approvals before the Purchase Order is issued to
the vendor.

A complete listing of account codes may be found on the Controller’s Office website:
https://www.controller.vt.edu/accountcodes.html

There are a few internal vendors who require account code 1244R to be used on requisitions for their
services. Any requisition submitted to one of these vendors that does not use account code 1244R will
automatically fail. Click here to view the listing of Official University Service Centers requiring the 1244R
account code.
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Invoices/Credit Memos

HokieMart provides the ability to process vendor invoices within the system. There are various methods
currently utilized to generate invoices directly in to HokieMart:

o cXML-computer to computer transmission of invoices. Most punchout suppliers provide invoices
in this way.

e Portal — vendors have the ability to set up a billing portal where they log in to HokieMart and
submit an invoice directly against a purchase order document

e OCR (optical character recognition) — technology software that converts scanned invoice
documents in to e-invoices in HokieMart

e Automaticinvoice creation —some qualifying transactions will automatically flip in to an e-invoice
once the purchase order is created or payment request form is approved

e PO Flip — manual entry of invoices by VT Accounts Payable staff

Many invoices are available for viewing in HokieMart. There are two ways to search and view e-Invoices.

Option #1:

When the PO number is not known or user wishes to view multiple elnvoices, navigate to Accounts
Payable = Invoices = and Search for Invoices:

Yz~ YERUNA  Hoke Marr

Home

Simple Advanced
Orders

Search for products, suppliers, forms, part number, etc.

Contracts

Accounts Accounts Payable Quick
Payable

Invoices » AP Home

Suppliers H
I Search For Invoices use of

Receipts

Search AP Requests
Sourcing Approvals

AP Administration
Reporting
Reports

Administer
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Users can then select filters such as date range, supplier, account, fund, etc.

N7~ VIRSINIA o0 Magr
Accounts Paysble » Invoices » Search For Invoices

Search Invoices

1-200 of 32552 Results

Supplier

Apple Computer Inc (1)

Amazon.com (D)

Ramada by Wyndham N (©

Search
Quick Filters My Searches Created Date: Last 90 days = | Quick search
. < > Page 1 of 50

Supplier v 9
Amazon.com m
Fisher Scientific Company LLC @ Ivoice Supplier Invoice

**  Number ¥ Number(s) ¥
America To Go m
The Inn at Virginia Tech & Skelton m we  E1009201 MB64652436
Conference Center
Sigma-Aldrich Inc m
 Sea More 13 Show Mare
Invoice Status v

we  E1009200 1XVC-9JFF-
Complete WHWC
Rejected [ 284 ]
Pending m

'3 Show Mare

we E1009196 DECA02272025

Invoice Type v

Option #2:

Q @ | AddFilter ~

Created

PO Invoice Date/
Number  Status ¥ Time €
P4592543 Complete 4/1/2025
1:02:01 PM

[Zi1:EEIS 0 Complete 4/1/2025
12:56:13 PM

4/1/2025
12:42:33 PM

All ~

Clear Al Filters

Due Discount
Date ¥ Date ¥ Discount,
5/1/2025
5/1/2025
4/12/2025

When the PO number or invoice number is known, the user can search using the Quick Search feature

located on the right side of the top menu bar.

All - Search (Alt+Q)

Q

Favorites | Shop | Quick Order

Browse: Suppliers

Categories

000USD W

o 1@ Dy

Chemicals

Q

Contracts

If the invoice number is entered in and searched, the user will be taken directly to that e-invoice.

If the PO number is entered in and searched, the user will be taken directly to that PO. Click the Invoices

tab on the purchase order.
VIRGIMNIA

gz TECH

Purchase Order * P4003013 Revision0 ~

isions @) Confirmations

HOKIE MART

Status Rev

summary

General Information

General Information

PO/Reference No. P4003013

Requisition Number 150934971 view | print

Shipping Information

ShipTo

Contact Name Erin Griffin
Phone +1 540-231-9028
Email erinc93(@vt.edu
Procurement

Attachments

History

Billing,

Bill To

Accoun
Email
Or Mail
North E
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Any invoices belonging to that Purchase order will be displayed on the Invoices tab.

Invoice No. to view.

Purchase Order *

Status

P4003013 Revision0 ~

Revisions o Confirmations Shipm

Records found: 1, Totaling: 44.75 USD

Invoice No. -

E0654466 [7

Line Details
Line
No. Product Name

Supplier Invoice No

5077650000

ents Receipts o Invaices o

Invoice Date

11/16/2021

1 £ Staples 30% Recycled Copy Paper 8.5" x 117, 20 Ibs., White, 5000
Sheets/Carton (112350/461757)

Due Date

12/6/2021

Catalog
No.

492072

Invoice Type

Invoice

Unit Price

44.75UsD

Payment Status
Payable
Extended
Qty/UOM Price
1CT 4475 UsD

44.75UsD

Click on the specific

Invoiced By

System

Invoice Qty/Cost Status

1/44.75USD Net

Invoiced

You will then see the invoice and can print or save a PDF copy by selecting the printer icon on the top

right-hand corner.

Invoice « E0654466 ~

Summary

General

Invoice Type

Pay Status

Invoice Mumber

Supplier Invoice No

PSR F U P

Invoice Imaging

Comments

Attachments History

Invoice

Payable

E0G654466

5077650000

L Ty,

Addresses

Remit To

PO Box 306229

Nashville, Tennesses 37230-6229

United States

Address |d Vendor Payment Address 2

Note/Attachments

External Note

nternal Note

External Attachments

nternal Attachments

no value

no value

Accounts Payable invoices can be viewed directly from Banner. Please review Procedure 21005a:

Invoice Imaging for information on how to access Accounts Payable invoice images.

Please note that images are available for accounts payable invoices from July 1, 2007 forward. This does
not include e-invoices.
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General Contact Information

HokieMart

Accounts Payable

Fixed Assets

Receiving

Banner Reports

HokieMart Access

Questions concerning HokieMart functions (rejected/pending PR’s and
PQ’s), appropriate form usage and procedures, vendor receipt of orders:
HokieMart@vt.edu

Questions concerning the payment of invoices, encumbrances,
expenditures: acctpay@vt.edu

Questions regarding fixed assets, please contact VTFixedAssets@VT.edu

Questions concerning electronic receiving: Accounts Payable
acctpay@vt.edu

Questions concerning Banner Finance Reports: genactg@vt.edu

Questions concerning updating or adding roles (Receiver, Requestor,
Approver) or access to funding: General Accounting genactg@vt.edu
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Helpful links/Websites

Additional HokieMart material and HokieMart User Quick Guides may be found on the Procurement
website: https://www.procurement.vt.edu/hokiemart.html

Vendors that do not accept HokieMart POs (please use a P-card):
https://www.procurement.vt.edu/hokiemart/xvendors.html

Issues of the HokieMart Newsletter, The Cart, may be found at:
https://www.procurement.vt.edu/hokiemart/cart.html
**Please note if you are an active user in HokieMart, you will receive The Cart newsletter.

Latest updates about upcoming HokieMart upgrades can be found at:
https://www.procurement.vt.edu/hokiemart/updates.html
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