
 

 

Introduction to HokieMart 
Introduction 
HokieMart is the University’s e-procurement system, hosted by Jaggaer. HokieMart centralizes the 
procure to pay process, by wrapping the issuance of a purchase order, receipt of goods or services, and 
processing of e-invoices all into one system.  
 
All university purchases should be issued using a purchase order through HokieMart. 
 
In addition to placing purchase orders, we also use HokieMart for the following actions: 

• Processing invoices 
• Storing university contracts 
• Maintaining a database of supplier records 
• Sourcing for new term contracts 

Overview of HokieMart 
HokieMart is used to make purchases and issue payments to suppliers. 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 to order goods or 
services, or an e-invoice to initiate payment to a supplier. 
 
To maintain separation of duties, there are three main roles in the system: Requestor, Approver, and 
Receiver. These roles are detailed in the next section. Typically, a single user may serve as both a 
Requestor and Receiver, but an Approver has only that single role. Users cannot enter, approve, and 
receive their own documents in the HokieMart system. 
 
HokieMart is open to the entire university. Access is granted to users upon request by their 
departmental signatory. An Access Request Form must be completed and returned to General 
Accounting in the Controller’s office to obtain system access. It is highly recommended that users 
receive training prior to using the system.  
 
Resources containing the responsibilities of each role are available: 
 

• Requestor 
• Approver 
• Receiver 

  

https://www.procurement.vt.edu/content/dam/procurement_vt_edu/forms/HokieMartAccessRequestDepartmentalFunctions.pdf
mailto:genactg@vt.edu
mailto:genactg@vt.edu
https://www.procurement.vt.edu/hokiemart.html
https://www.procurement.vt.edu/content/dam/procurement_vt_edu/hokiemart/userguides/Approver.pdf
https://fit.vpfin.vt.edu/content/dam/fit_vpfin_vt_edu/resource/controller/accountspayable/ReceiverGuide.pdf


 

 

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 
quote from a supplier 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 into 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 or 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 or services. All or part of the order may be received depending on 
delivery (for example, back orders or damaged goods). The Receiver enters HokieMart and electronically 
receives the goods or services. 
 
  



 

 

Purchase Transaction Life Cycle 
The purchasing life cycle begins with the shopper, or requisitioner, building their shopping cart and 
submitting a requisition into the workflow. Once all approvals are obtained, a purchase order is issued 
to the supplier. The supplier processes your order and fulfills the items. When goods or services are 
physically received, the department should log in to the HokieMart system and enter an electronic 
receipt against the purchase order. The supplier will send an invoice, and that, with the PO and receipt 
document, provides a 3-way match to authorize Accounts Payable to pay the supplier. 
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Navigation 
 
The HokieMart system uses a guided buying experience, meaning the layout is built using dashboards 
designed to guide users through different transactions with minimal assistance needed.  
 
On the left side of the page, you’ll see a collection of helpful resources provided by Procurement and the 
Controller’s Office. These sections include guidance, policies, and other support materials that apply to 
the specific dashboard you’re viewing. These resources will remain visible across the dashboards so that 
help and documentation are always easy to access. 
 
At the top of the page, you’ll find the News and Announcements section across each dashboard. This 
area will display important system updates, reminders, or announcements that users should be aware of 
when working in HokieMart. 
 
On the right side of the screen, the tiles act as quick navigation that take you directly to the various 
dashboards throughout the system. If you prefer, all dashboards can also be accessed using the 
navigation bar at the top of the page. 
 
These navigation options make it easier for users to move between different areas of HokieMart 
depending on what task they need to complete. An on demand tutorial can be viewed here. 
 
 

 

 

https://virginiatech.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=961b9189-0a50-4769-ad60-b42700da1808&start=0


 

 

Available Dashboards 
• Requestor Dashboard – this dashboard contains many of the tools and forms needed to manage 

purchases. This page is highly data-driven and provides quick insight into your activity within the 
system, and houses the Ship to Address Request Form, Contract Modification Request Form, 
and Solicitation Request Form. 

• Approver Dashboard – this dashboard is designed for individuals who are responsible for 
approving transactions in HokieMart. The main purpose of this page is to show items that are 
currently waiting for approval. 

• Receiving Dashboard – this dashboard helps departments manage the receiving process for 
goods and services that have been ordered through HokieMart. 

• Non-Catalog and New Supplier – this dashboard contains the non-catalog item form used for 
when a requisition is needed for a supplier that does not have a hosted catalog or punchout.  

• Payment Request Forms – this dashboard contains all payment request forms available in 
HokieMart. 

• HokieMart Forms – this dashboard contains additional forms used by departments to general 
requisitions, including the Interdepartmental Service Request Form and the Travel Agency 
Authorization Form. 

• America to Go (ATG) Catering Punchout – this dashboard contains the university’s catering 
procedures and the America to Go punchout. 

• Information Technology (IT) Computer Punchouts – this dashboard contains all computer and 
IT related punchouts, as well as references to processes and procedures when purchasing 
software or technology related products.  

• Furniture Punchouts – this dashboard contains the Virginia Correctional Enterprises furniture 
punchout as well as other guidance on furniture purchases and listings of furniture suppliers.  

• Supplies Punchouts – this dashboard contains most of the punchout suppliers available in 
HokieMart, excluding furniture, IT, and catering. 

• Contracts and Small, Women-owned, and Minority-owned (SWaM) – this dashboard contains a 
listing of Virginia Tech term contracts and a link to the SWaM supplier search tool. 

• Training and Resources – this dashboard contains relevant training and reference information 
applicable to procurement and finance activities.  

 

Requestor Dashboard 
 
The Requestor dashboard contains many of the tools and forms needed to manage purchases. 
Procurement forms, such as the Ship-To Address Request Form, are located here and can be accessed 
directly from the dashboard. 
 
This page is highly data-driven and provides quick insight into your activity within the system. For 
example, you can easily see draft carts or returned requisitions that may need your attention. You can 
also view shared department orders, pending and completed requisitions, purchase orders, e-invoices, 
and payment request forms over the past 90 days. 
 
These data points provide a starting point for reviewing the orders you have placed in the system. While 
users cannot edit the dashboard layout itself, they can open these searches and create additional saved 
searches to make frequently used data easier to find later. 



 

 
 
You’ll also see a tile that provides quick access to the Receiving Dashboard if you need to move directly 
to receiving activities. 
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