
How to add a column to your search results 
Follow the steps below to learn how to add a column to your search results in HokieMart. In the 
steps below, we will walk through how to add a column to your Invoice search results. These 
steps can be used for any type of document search in HokieMart (requisitions, purchase orders, 
receipts, invoices, etc.). 

1. From the menu on the left hand side of HokieMart, select Accounts Payable, then 
Invoices, and then Search for Invoices. 
 

 
 

2. Select the gear icon to configure your column display. 

 



3. Review the options for column display or use the search feature to locate the column 
heading you want to add to your search results and select it. You can also remove 
existing columns that display in your search results from the right hand side. Once you 
have selected all the columns you want to see, select Apply. 

 

 

  



4. You will then see the new column added to your search results. If you position your 
mouse over the column heading, you can rearrange the order in which the columns 
display on your results.  

 

 

5. To save your configuration so that the column displays for future invoice searches, 
select the Pin Filters drop down. Select Pin Columns to save the column configuration.  

 

 

6. It will ask you to confirm. Select Yes. 

 




