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HokieMart Purchases and Other
Transactions

There are several types of forms in HokieMart:

1. University Forms - these forms allow Requestors to enter purchase requisitions
through HokieMart for procurement transactions.

2. Payment Request forms - these forms are used to process payments to suppliers
that do not require a purchase order and are exempt from typical competition
requirements.

3. Procurement Related forms — these forms are used not to make administrative
requests to Procurement.

University Forms

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

1. Punchout

2. Hosted Catalog

3. Interdepartmental Service Request (ISR)
4, Travel Agency Authorization

5. Non-Catalog

Itis 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.
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Types of Suppliers

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

1. Punchout Suppliers —these are suppliers who have delivered a website
integrated with HokieMart specifically to process Virginia Tech orders. Orders
placed through the supplier’s punchout environment will transfer back in to the
Requestor’s shopping cartin the HokieMart system.

2. Hosted Catalog Suppliers — these are supplier who have provided a pre-loaded
list of items that live on a catalog directly in HokieMart. Users can browse
products on these catalogs, view pricing and specifications, and add items to
their cart without leaving the system.

3. Internal Suppliers —these are university departments who are acting as the
supplier to another department.

4, Non-Catalog Item Suppliers — these are suppliers who do not offer punchout or
hosted catalog capabilities.

The type of supplier selected will determine the way 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 a contract number on your requisition. Purchases should be made with contract
suppliers if possible.

Contract Suppliers

University contract suppliers are distinguished by the star symbol to the right of the
supplier name. Examples of contract suppliers are Fisher Scientific, Sigma-Aldrich, and
VWR International. University departments have unlimited purchasing authority when
using contract suppliers. 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:

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

Contracts can be viewed in HokieMart, based on user access, or outside of the HokieMart
system through the Contracts Search Tool. Users can then search for supplier names,
commodities, or keywords, and can add filters to their search results.

Contract information can also be found in HokieMart. To search for a contract, select
Contracts on the left side of the HokieMart screen and then select Search Contracts.
Users can also quickly navigate to a listing of contracts and other contract resources by

selecting the VT Contracts & SWaM dashboard.

s HOKIEMART
Dashboards *

¢  CPO Dashboard

full Procurement Department
overview for more details before
getting started

The Cart Newsletter

The Cart is a quarterly Procurement
newsletter automatically sent to
active HokieMart users, highlighting

HokieMart Help

If you need assistance with
HokieMart or experience issues,
email the HokieMart team or visit
the Training and Resources
Dashboard for support. Emailing
screenshots helps the team resolve
issues quicker.

Procurement Help

If you have questions or need
assistance with procurement—
including goods and services, IT, or
construction—please contact the
Pracurement Department.

Purchasing Card Help

For questions or assistance with P-
Card inquiries or lifts, please contact
the Purchasing Card team.

Surplus Property Help

For questions or assistance with
surplus property, contact the Surplus
Property Manager or call (540)
231-5660.

HokieMart Home

HokieMart Forms

updates and news from Procurement.

HokieMart Home
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PUNCHOUTS

Training & Resources

TRAINING AND
RESOURCES



https://contractsearch.procurement.vt.edu/?hitsPerPage=12&page=1
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Punchout Suppliers

Punchout suppliers all hold university contracts and punchouts should be utilized
whenever possible over using a non-catalog form. Punchouts have unlimited departmental
purchasing authority, except for requisitions to Dell and Apple exceeding $100,000 and
requisitions to Amazon exceeding $10,000.

Punchouts are maintained by the supplier. Select 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 into HokieMart to create a requisition. Punchouts can be found on
the following dashboards:

o America To Go Catering Punchout
. IT Procurement and Computer Punchouts
o Furniture Punchouts
o Supplies Punchouts
Gk HOKIEMART o -~ Search (Alt+Q) a sisuso W o D

Shop * Shop Supplies Punchouts

< Shop Supplies Punchouts Training And Resources VT Contracts And SWaM

Lab and Scientific Supplies Punchouts and Hostied Catalogs

Shop Lab and Scientific Supplies Punchouts and Hosted Catalogs for convenient ordering of laboratory and scientific supplies. v
[ [ [ o [
Airgas ol som el | e
Airgas BioLegend Inc BioRad Laboratories Inc Cell Signaling Technology Inc DoT Scwemiﬁ:: Inc Fisher Scier&t\_ign: Company
[ [ [ [ [ [
[ kA BRI Scemmr IDT et e oy Neugmlig

Genesee Scientific Life Technologies

Corporation Henry Schein Inc Integrated DNA Techneologies Corporation Medline Industries Inc Meta Scientific Inc
[ [ o [
R . i s Iz | el
it ssas G KaRgRe JEHI Thomas
New England Biolabs Inc Qiagen LLC Quality Biological Inc Sigma-Aldrich Inc Spedr::;::;’: &lab Thomas Scientific LLC
[ [
SISA vwre
USA Scientific Inc VWR International LLC

When placing an order through a punchout, you will be directed from HokieMart to the
supplier’s website to shop for Virginia Tech purchases. The prices shown on the supplier’s
site already reflect the university’s contracted or discounted rates.

While all punchout sites work in a similar way, each supplier’s website may look a little
different and have slightly different steps for adding items to your cart.
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To ensure your order processes correctly, always access the supplier’s website through
HokieMart (rather than going directly to the supplier’s site). You should also make sure pop-
ups are enabled in your web browser so the punchout site can open properly.

To place a punchout order, select the desired punchout’s tile. Requestors can then shop on
the supplier’s punchout website similar to a standard online shopping experience.

After selecting items and building a shopping cart, users should review their cart before
transferring the items back to a shopping cart in the HokieMart system.

MaRT

Fisher Healthcare Fisher Science Education Shop Our Clearance Sale for Big Savings on Select Products | Save Now

. Virginia T...
Search Q Order Status Quick Order Support Offers v My Account ~ \9

@ fisher scientific |

part of Therma Fisher Scientific

All Products ~ Documents and Certificates + Tools ~ Applications ~ Programs and Services ~

Shopping Cart

Account: 857680001 Print ® Share #
ltem Price Quantity Subtotal Return Cart to
Purchasing Application
‘*A\ Fisherbrand™ Powder Free Nitrile @ $10.03/ Pack of 100 $10.03
3 1
\«' Gloves () $87.20/ Case of 10 PK Order Summary
Catalog Number: 18-130-1507F
% Buya Subtotal (1 tem) $10.03
Size: 2X-Large Recycling
Selution and Order Total $10.03

Get 1 Case of

Gloves

Apply Promation Code
@ In Stock R

o Available for delivery by Apr 28
Ships from NAZARETH, PA (EPD)

) i ) ‘Cancel Punchout
This item is not returnable. View return policy

Punchout suppliers often provide additional information to shoppers such as pricing
options per packaging, stock levels, and expected delivery dates.

Please note, once the items transfer back to HokieMart, the line-item information (such as

quantity) cannot be changed. If changes must be made to line items after punching back in
to HokieMart, the user should delete their entire cart and open a new punchout session to

start the order from scratch.
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Additional Information

Purchase orders that are placed through a punchout are transmitted directly in to
the suppliers computer system, which is a transmission method called cXML.
Suppliers will not receive any external notes or external attachments on punchout
purchase orders due to cXML transmission.

Punchout orders are invoiced via cXML or directly through the supplier portal,
meaning the invoice document will display electronically on the invoice tab of the
purchase order document in HokieMart.

Users should not use copy cart functionality on punchout orders. All punchout
orders must originate from the supplier’s punchout.

After returning to the cart in HokieMart, users may not add, delete, or modify items
in the cart of the punchout. If changes need to be made to the items in the cart,
users must delete the entire cart and rebuild the order again through the punchout.
Punchout orders should always be sent to the supplier using the HokieMart will
Deliver method. If punchout orders are not sent to the supplier, the supplier will not
receive the order and it will not be fulfilled.
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Hosted Catalogs

A Hosted Catalog is a pre-loaded list of items from a supplier that lives directly in
HokieMart. Users can browse products on these catalogs, view pricing and specifications,
and add items to their cart without leaving the system. Only the hosted catalogs displayed
directly on the dashboards of HokieMart are with contracted suppliers.

To shop from a hosted catalog from a contracted supplier, select the supplier’s tile and
type in the search bar to locate items. Users can also select from a listing of Categories to

view all the commodities offered by the supplier.

Lab and Scientific Supplies Punchouts and Hosted Catalogs

Shop Lab and Scientific Supplies Punchouts and Hosted Catalogs for convenient ordering of laborator|
o1 -
Airgas pEgend i
Alrgas BioLegend Inc BioRad Laboratories Inc Cell Signali
em BioLegend Inc o = ™
P DT -
Genesee Sci ) Life T|
Corporat Search - NA Technologies ed
Categories

Non-Lalalog ﬂﬁ"
B v v assss e
BioLabs. et Sig
Cinmy:

Bloner Ennland Binlahe In, Nignan | ™

If using the search bar, select the magnifying glass to begin the search. Tiles with each item
relating to the search criteria offered by the supplier will display on the screen. Item
description, supplier name, part number, and price will be listed. Additional information
can be accessed by selecting the item’s tile. Select Add To Cart to begin adding items to

the shopping cart.
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POl b HOKIEMART 0 - scnang coovse w @ D S0
w [,
E Simple
arch f | Q, BESTMATCH O =
Q - =
m search Resulis ({5 External Marketplace Results 0
* Fliters =
@ > @
By Product Flag -
N w 4] L
By Supplier v
' & ol
PE/Fire™ 744 anti-mouse CO25 [PCE1] Spark PLUS V450 anti-mouse CD4 [RM4-5] Spark PLUS V450~ anti-mouse CO4 [RM4-5]
Remave Filter from BioLegend Inc from BigLegend Inc froem BioLegend Inc
By Categery ~ F— Part Nurmibe Bact N
102081 100589 1005580
O 7y Riagen 92.00 USD 134.00 USD 273.00 UsD
o- x=a = x=a
[
v vl )
Ll
[ th [t )
Show all | Remaove Filter
By Packaging UOM -
EA Spark PLUS V450 anti-mouse/human CD11b Spark PLUS V450~ anti-mouse/human CD11b PE/Fire™ 744 anti-mouse CD25 [PC61]
[ M7 TFom BioLegend inc
By Resull Type - from BioLegend inc 1o Biclegend inc N
Products Pt Huribe PR— 102092
101268 101299
By Manufacturer . 122,00 UsSD 275.00 USD 240.00 USD
e EzEa e

As items are added to the shopping cart, users can select the shopping carticon at the top
of HokieMart and select View My Cart to proceed with checking out and creating a draft

requisition.
o -~ Search (Alt+Q) a a000usp W D D

My Cart

) Spark PLUS V450™ anti-mouse C...
noimage  Quantity: 1 Wiew My Cart
available | Price: 273.00 USD (i)

Checkout

) Spark PLUS V450™ anti-mouse C... —
noimage Quantity: 1 v o ] =
available | Price: 134.00 USD o

) PE/Fire™ 744 anti-mouse CD25 [P...
noimage | Quantity: 1
available | Price: 92.00 USD [

499.00 USD ©

Other hosted catalogs are available through HokieMart, however those suppliers do not
hold a contract with Virginia Tech. It is highly recommended that you utilize Hosted Catalog
suppliers who have a tile directly on a dashboard of HokieMart. These contracted catalog
suppliers offer Virginia Tech the best pricing and negotiated terms.
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To access non-contract supplier hosted catalogs, type search criteria into the search bar
on the Shop Supplies Punchouts dashboard.

Gk HOKIEMART 0 u- Search (A1t+0) a oouso w @ D @y

Shop * Shop Supplies Punchouts

4 Sh-opSupplm Punchouts Traning oS VT Cantracts And SWakd

HokieMart Home HokieMart Alerts

Latest News from HokieMart

04/12/26: Weleome o the new HokieMart Guided Buying Experience! Check out the Training and Resources Dashboard for getting
started videos, including af sach new dashb fim the: system,

04/10/26: For those who were unable to attend either Town Hall, an on-demand recording of the Town Hall is now avallable.
BACK TO 03/13/26: The Newest Version of The Cart Newsletter volume 26-01 is now available onling,

T
ikl Looking for past updates? Visit the Procurement News and Updates page to catch up on recent announcements.

Browse Products

Quick Access: Non-Catalog e Exploce: Suppliess

Simple  Advanced
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Interdepartmental Service Request (ISR) Form

Interdepartmental Service Request is a form used if a department is making a purchase to
another department on campus who is acting as the supplier by delivering goods or
services to the requesting department. The ISR form can be found on the HokieMart Forms
dashboard.

An example of this is if a department needs to engage with Facilities to make modifications
to their office space in a campus building. Since these transactions are billed through a
journal entry process in the university’s ERP system, Banner, there is no involvement from
Accounts Payable on these purchases.

To begin an ISR form, select the Begin Interdepartmental Service Request tile on the
HokieMart Forms dashboard.

&- HOKIEMART 0 - Sewrch (M a  seoouse W < I'n @J.
Shop * HokieMari Ferms

Hokinkar! Forms Hokiehkart T S Vo " gy Hoklebart " falog And b o 3

HokieMart Homa HokieMart Alens

Latest News from HokieMart

04713728 Welcome 1o the new HokieMart Guided Buying Experience! Check cut the Training and Resources Dashboard for getting started videos, inchading breakdowns of
wach new dashboand availatde in the HekieMart system.

04/10/26: For those who wene unabie 10 atiend sither Town Hall, an on-demand recording of S Town Hall is now availabis.

BACK TO 0313726 The Newest Version of The Canl Newsletter volume 26-01 is now available online.

HOKIEMART HOME
Looking for past updates? Vist the Frocuement News and Updates page to caich up on recent announcements.

Interdepartmantal Service Request Guidance and Policies | Bagin Inerdepartmantal Service Reque... |

Procurement BEGIN

Interdepartmental Service Request (ISR)
Use the Interdepartmental Service Request 15R) form fo order from intennal University suppliers and Service Certers. This user guide provides instructions. New suppliers are
added reguarhy and begin with “VT* & minimum of £1.00 is reguied to submit an IR form.

Attachments in HokioMart
Attachmants in HokisMart mvst not sxceed 10 B otal. i you didet attach them before compliting the requisition, sdd them 33 & Commient on the Purchase Order,

HakisMart Will Dol INTERDEPARTMENTAL

okisMart Will Deliver

ﬂw"“‘ﬂlmal‘mwﬂl Servion oraquest (57 ceders i Hokkehiars roust wes the Hokiehien Will Deliver” debvery method 1 e Brscer ends the purchass ovder drectly b the SERVICE REQUEST
—

Redeasing Encumbrances
Procunement doas not release encumbrances on I5H orders. For canceled ondens, contact tha internal supplier, who can releass ercumirances: through their bilig process

Mantrallar's Nffias

From the drop-down menu, select the desired supplier. Allinternal suppliers will begin with
a VT in front of their supplier’s name to indicate it is another department on campus.

Gz HOKIEMART A~ Search (A1+Q) a apuuso w @ D @D

Form * Interdepartmental Service Request (HokieMart will deliver PO)

(I R Close Add AndGoToCart |

Supplier Info (6]
Existing Supplier

Supplier % T Facilities Services v

Fulfillment Address Order Address 1 ©

90 Sterrett Facilities Complex
Blacksburg, Virginia 24061 United States

Supplier Phone +1 540-231-4300
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Users should fill out the following information on the General Info section of the form:

e Product description —type a description of the product or service being
purchased

¢ Quantity - type the quantity needed to purchase

e Packaging — choose the appropriate packaging type from the drop-down

e Estimated price —the price entered must be over $0.01. The amount entered as
the price can be an estimate if the exact total is not known at the time of order. If
totals exceed or fall short of the price entered, they can be corrected at the time
of billing.

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 FO)

Catalog No, #

Product Description # Renovation of file storage office space in suite

expand | clear
Quantity ¥
Packaging # LO- Lot b

Estimated Price #

Users should fill out the following information on the External Info section of the form:

e Service Required by - select the date that the services or goods are needed by

e Department —-type the name of the department ordering the services

e Building / Room —type the building and room number where the goods or services
must be delivered

e Contact Name —type the name of the requesting department’s point of contact for
this order

e Contact Phone —type the phone number of the contact person of the requesting
department for this order

e External Notes - type any specific notes to the internal supplier about this order

e External Attachments — upload any attachments specific for this purchase for the
internal supplier
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External Info @
External Info Instructions Include additional instructions under External Notes below.
Service Required by: # 4/28/2026
Department: # Procurement
Building / Room: North End Center Suite 210C
Contact Name: # Hokie Bird
Contact Phone: # 540-231-1234
External Notes (1000 char) Please use side door for entry and exit for all renovation work.
A

36 characters remaining expand | clear
External Attachments Add
¥ Quote 12345.docx

Select Add and Go To Cart if all items have been entered for this order. To add additional
items on this order for the same internal supplier, select Add to Cart and Return to
continue adding items.

Once all items have been added to the order, the user will now be in the main screen of
HokieMart. Select the shopping carticon in the upper right-hand corner of the screen to
access the draft cart and proceed to process the shopping cart into a draft requisition.

Additional Information

e Requisitions to Internal Suppliers who are official University Service Centers must
contain the account code 1244R. If an account code other than 1244R is entered on
the ISR, the requisition will auto-reject after submission. A complete list of official
University Service Center HokieMart Suppliers can be found here.

e ISR purchase orders do not need to be received in the system. Additionally,
departments should not send invoices for ISR purchase orders to Accounts Payable.
All billing is done directly by the internal supplier.

e Procurement does not release encumbrances on ISR purchase orders.
Encumbrances on ISR purchase orders can be released by having the internal
supplier zero bill the purchase order. Departments should contact internal suppliers
directly to release encumbrances.

e Al ISR purchase orders should be sent to the supplier using HokieMart will Deliver.


https://www.procurement.vt.edu/content/dam/procurement_vt_edu/hokiemart/Official-University-Service-Centers.pdf
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Travel Agency Authorization (TAA) Form

Travel Agency Authorization is the university’s form to issue a purchase order when a
department has engaged with one of our contracted travel agents. The TAA form is found on
the HokieMart Forms dashboard.

Select the Begin Travel Agency Authorization tile to fill out a TAA form. 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 this form.

Travel Agency Authorization Guidance and Policies Begin Travel Agency Authorization

Procurement BEGIN
Travel Agency Authorization

Purchase orders for contracted travel agenches: (A Conporate Travel, Anthony Travel LLC, Cowington Travel Service Inc., and Omega World Travel) are
submitted using the Travel Agency Authorization Form. This user guide provides instructions. Select your agency, enter trip details, and submit to
genesate & PO This form is not for travel reimbursements, which should be submitted in Emburse Efenprise. —

Attachments in HokieMart
attachments in HekieMart must not exceed 10 M8 total, If you didn't attach them before completing the requisition, add them as a comment on the TRAVEL AGENCY
Puchame O AUTHORIZATION
HokieMart Will Deliver

Al Travel Agency Authorization form crders in HokieMart must use the "Hokiebart Will Deliver” delivery method sa the system sends the purchase arder
directly io the supplier.

Releasing Encumbrances

To redease an encumbrance, email the Travel team

Select the travel agent from the drop-down menu.

P Sl Ok HOKIEMART Al Search (A1+) a  oousp w @ D D)
! Form + Travel Agency Authorization (HokieMart will deliver PO) (v _ RS Close
ro Supplier Info @

Existing Supplier

it Supplier % I AAA Corporate Travel v I
Fulfillment Address Order Address 10
15 W Central Pkwy

Cincinnati, Ohio 45202-1005 United States

Users should fill out the following information on the General Info section of the form:

e Catalog No - type the traveler’s name as it appears on their driver’s license

e Product Description —type a description of the travel, destination, and
confirmation number from the travel agent

e Quantity —type in the number one for one traveler

e Packaging - select each from the drop down menu

e Estimated Price —type the price provided on the confirmation from the travel
agency
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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. # Hokie Bird
Product Description # Hokie Bird travel to the ACC conference in
Florida per confirmation number 12345.
A

173 characters remaining expand | clear
Quantity #
Packaging # EA - Each v
Estimated Price # 442,00

Type the business purpose of the trip in the Internal Notes text field of the Internal Info
section. Any supporting documentation can be attached in the Internal Attachments.

Internal Info @
Internal Info Instructions Purpose of trip.
Internal Notes (1000 char) # To support the team competing in the ACC conference
Vi
947 characters remaining expand | clear
Internal Attachments Add

Type in any additional information or accommodations discussed with the travel agency in
the External Notes text field. Upload the confirmation from the travel agency in the
External Attachments field.

External Info @
External Info Instructions Enter additional travel agency instructions in External Notes.
External Notes (1000 char) Please arrange for assistance in the airport.
Vi
955 characters remaining expand | clear
External Attachments Add
AL confirmation 12345.docx
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Only one traveler should be added to each form. Select Add and Go To Cart. The user will
now be on the main screen of HokieMart. Select the shopping carticon in the upper right-
hand corner of the screen to access the draft cart and proceed to process the shopping
cartinto a draft requisition.

Additional Information

e Travel Agency Authorization forms do not need to be received.

e These forms are paid for using a credit card held centrally by the Controller’s Office.

e Procurement does not release encumbrances on TAA purchase orders.
Departments should email the Travel Team to release these encumbrances.

e More information on policies and procedures relating to travel can be found on the
Controller’s office website.

o AllTAAforms should be sent to the supplier using HokieMart will Deliver.


mailto:travel@vt.edu
https://www.controller.vt.edu/training.html#select=2
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Non-Catalog Form

Non-Catalog requisition is a free-form way to place an order when a supplier does not have
a hosted catalog or punchout in HokieMart, and when you’re not purchasing from another
VT department or using one of our contracted travel agencies. It can be used for both
contract and non-contract suppliers.

Before submitting a Non-Catalog requisition, departments should obtain a quote from the
supplier and confirm that they accept purchase orders and agree to Net 30 payment terms.
The requisitioner will then manually enter the item descriptions, pricing, and quote details
directly into the Non-Catalog form in HokieMart.

The Non-Catalog form can be found on the Non-Catalog & New Supplier dashboard. To
begin a Non-Catalog form, select the tile for Non-Catalog Requisition.

Non-Catalog Requisitions

Use Non-Catalog for convenient ordering of items and services not available in hosted catalogs or punchouts. %
FORM FORM
= = FORM |"2‘L~‘|
Non-Catalog New/Reactivate B s
Requisition Supplier Best Vendor University Bookstore

A dropdown will display beneath the tile. Select Non-Catalog Item to open a blank form.

Non-Catalog forms will pre-populate with Select Supplier as the default supplier on the
form. Delete the text or select the X to remove the default supplier and type in your desired
supplier for this purchase.

Add Non-Catalog Item by

Existing Supplier

Select Supplier » O | SelectSupplier X

Fulfiliment Address v Distribution Methods ¥
() Order Address 1 9 - 300 Turner 5t Ste 2100, Blacksburg, Virginia 24067-6100 United States

() Order Address 2 - 300 Turner 51 Ste 2100, Blacksburg, Vieginia 240616100 United States

Item w

Product Description Catalog Mo Quantity # Price Estimate Packaging

EA - Each w

w Required fields “ Save And Acd Another Clase
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If the desired supplier is not available in your search results, review the section called
Additional Actions for new supplier setup instructions.

Type the following information in the form:
e Product description —type a description of the product or service being purchased
e Catalog number - type the catalog number for the product if available
e Quantity - type the quantity needed to purchase
e Price Estimate - the price entered must be over $0.01

e Packaging — choose the appropriate packaging type from the drop-down

Add Non-Catalog Item ¥

Existing Supplier

New River Office Supply Inc X Q New River Office Supply Inc *
Fulfillment Address v Distribution Methods >

Order Address 2 9 - 2605 Research Center Dr, Blacksburg, Virginia 24060 United States

[tem 78 items have been found containing '39801" in their Catalog No. View all in search results 4

Product Description % Catalog No. Quantity * Price Estimate Packaging
Box of paper 39801 3 22.50 EA - Each v
4
242 characters remaining
* Required fields “ Save And Add Another Close

Select Save to add the item to the shopping cart. To add additional items to purchase on
the same order from the supplier, select Save And Add Another. When all items have been
added to the cart for a given order, select the shopping carticon on the top of HokieMart to
proceed with processing the shopping cart into a draft requisition.

All non-catalog purchase orders should be received in HokieMart.
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