
 

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 

 

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: 

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 cart in 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: 

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

 

 



 

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. 

 

  

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


 

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: 

• America To Go Catering Punchout 
• IT Procurement and Computer Punchouts 
• Furniture Punchouts 
• Supplies Punchouts 

 

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. 



 

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. 

 

  

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. 



 

 

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.  

  



 

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. 

 

 
 

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. 



 

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

 
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. 



 

To access non-contract supplier hosted catalogs, type search criteria into the search bar 
on the Shop Supplies Punchouts dashboard. 

 
 

  



 

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. 

 

 

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



 

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

• Product description – type a description of the product or service being 
purchased 

• Quantity – type the quantity needed to purchase 
• Packaging – choose the appropriate packaging type from the drop-down 
• 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. 

 

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

• Service Required by – select the date that the services or goods are needed by 
• Department – type the name of the department ordering the services 
• Building / Room – type the building and room number where the goods or services 

must be delivered 
• Contact Name – type the name of the requesting department’s point of contact for 

this order 
• Contact Phone – type the phone number of the contact person of the requesting 

department for this order 
• External Notes – type any specific notes to the internal supplier about this order 
• External Attachments – upload any attachments specific for this purchase for the 

internal supplier 



 

 

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 cart icon 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 
• 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. 

• 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. 

• 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.  

• All 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


 

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. 

 

Select the travel agent from the drop-down menu. 

 

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

• Catalog No – type the traveler’s name as it appears on their driver’s license 
• Product Description – type a description of the travel, destination, and 

confirmation number from the travel agent 
• Quantity – type in the number one for one traveler 
• Packaging – select each from the drop down menu 
• Estimated Price – type the price provided on the confirmation from the travel 

agency 



 

 

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. 

 

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.  

 



 

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 cart icon 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 
• Travel Agency Authorization forms do not need to be received. 
• These forms are paid for using a credit card held centrally by the Controller’s Office. 
• Procurement does not release encumbrances on TAA purchase orders. 

Departments should email the Travel Team to release these encumbrances.   
• More information on policies and procedures relating to travel can be found on the 

Controller’s office website.  
• All TAA forms should be sent to the supplier using HokieMart will Deliver. 

  

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


 

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.  

 
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.  

 



 

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: 

• Product description – type a description of the product or service being purchased 

• Catalog number – type the catalog number for the product if available 

• Quantity – type the quantity needed to purchase 

• Price Estimate – the price entered must be over $0.01 

• Packaging – choose the appropriate packaging type from the drop-down 

 
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 cart icon 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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